Academic Writing Tip #27                      

Capitalization

     Using capital letters in English has some general rules; nonetheless, exceptions are applicable to some rules.  Be consistent with capitalizing a word.  The following are guidelines in capitalization:

1.   Capitalize proper nouns and adjectives.  Use capitals with the names of specific 

         people, places and things.

· Names of people
-George W. Bush, Abraham Lincoln

· Names of places
-the United States, the Far East

· Names of public places
-Yosemite Park, the Sierras, the Midwest

and regions

· Names of buildings
-the Sears Building, London Bridge

and monuments

· Days of the week, months
-Tuesday, October

· Holidays
-Thanksgiving Day, Easter

· Organizations and companies
-the Red Cross, General Motors

· Institutions: universities,
-Pace University, the English Department,

departments, government 
  the Foreign Service

offices

· Historical events, periods
-the Gulf War, the Renaissance, the Constitution

and documents

· Religions, deities, revered
- Buddhism, Islam, Baptist, Jehovah, the Torah

people and texts

· Races, tribes, nations
-Hispanic, Navajo, Spain, Spaniards, Spanish

nationalities and language

· Registered trademark names
-Nike, Xerox

· Names of ships, planes
-the USS Eisenhower, the Delta Queen, the
                                                                        Challenger

2.   Capitalize a title before a person’s name.  

    EX:  The committee questioned Senator Kennedy

     Generally, a capital is not use when a title is not associated with a proper name; however, a capital can be used when a title substitutes for a known person.

    EX:   The committee questioned the Senator.  (in this case Kennedy)

3. Capitalize major words in titles.  For titles of published books, journals, magazines, essays, articles, and films, you use a capital letter for all words except articles (an, a, the), coordinating conjunctions (but, and, or, nor, so, for, yet), the “to” in an infinitive (to create) and prepositions unless they begin or end a title or subtitle.
        EX:  A Key for Writers or Fifteen Days and Nights in Europe

        Resource: Raimes, Ann. Keys for Writers          
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