
Style Guidelines for Higher Learning Commission Phase 3 Assignments
To facilitate consistency among the materials submitted by the various committees, please submit one hard copy and one electronic copy of your committee’s Phase 3 assignment on March 15, 2007, following these guidelines:

Word-processing
· Use Microsoft Word if possible; if not, use WordPerfect.

· Use Times New Roman, 12-point type; if you don’t have Times New Roman, use Arial.

· Construct your cover sheet as noted in the separate Phase 3 assignment instructions.
· Double space the body of your document, except for set-off-quotations, which you should single space.  Use your judgment about whether to double or single space bulleted lists.

· Keep a back-up copy of your assignment at all times.

Page Layout
· Leave at least a 1-inch top margin, 1-inch bottom margin, 1 1/2-inch left margin, and 1-inch right margin for the main body of the report.

· Number the pages, preferably at the top right corner in a header (you may use the insert-page-number function of the word-processing program).

· Use headings and subheadings to guide the reader (see the separate instructions for Phase 3 assignments):

· Center major headings, in bold upper- and lowercase letters. 
· To further divide the report, use flush left, italicized, upper- and lowercase headings. 

· If you need a third level of heading, use italicized upper- and lowercase headings at the beginning of the paragraph, followed by a period.

· Put an abbreviated title, such as Criterion 3 Report, and the submission date in a footer.  Write out the date rather than using the insert-date function of the word-processing program.

Tables and Figures
Please follow the guidelines below for any graphics you use:

· Number any tables consecutively, beginning with an Arabic 1 (e.g., Table 1, Table 2), and include a title after the table number (e.g., Table 1: Annual Tuition, Ohio Public Universities, 2006-2007).

· Number all other graphics (bar graphs, pie charts, etc.) consecutively, beginning with an Arabic 1.  Label these as figures, regardless of what type of graphic they are (e.g., Figure 1, Figure 2), and include a title (e.g., Figure 1: Enrollment Growth, 2000-2006).

· Please do not make bar graphs and pie charts three-dimensional.

Abbreviations:  YSU, but B.A., B.S., M.A., M.S., M.B.A., Ph.D., C.P.A.

Capitalization, etc.
Divisions, departments, and majors:
· Capitalize division and organization names (e.g., Division of Academic Affairs, Office of Student Life, Academic Senate).

· Capitalize academic departments (and use  the word of) when you use the full title of the department (e.g., Department of Mathematics and Statistics, Department of Art, Department of Social Work), but lowercase the word department when you use it in place of the department title (e.g, there are 30 full-time faculty in the department).

· Capitalize all majors and program names (e.g., Chemistry, Nursing, Art, Criminal Justice).

· To distinguish between departments and majors, use Department when referring to academic departments (e.g., Department of History, not History).

University and College:
· Capitalize the word University when you use it in place of YSU (e.g., all divisions of the University, the University guidelines, but YSU is a metropolitan university).

· Capitalize the word College when you mean it as an abbreviation for a specific college within the University (e.g., The Rayen College of Engineering and Technology includes the School of Technology—all departments in the College are housed in Moser Hall).

Titles:
· Capitalize titles that precede a name; lowercase titles that follow a name (e.g., President David Sweet but David Sweet, president; Dean John Yemma but John Yemma, dean; Professor Julia Gergits but Julia Gergits, professor of English).

· Lowercase generic titles (e.g., there are five full professors, two associate professors, and six assistant professors in the department).

Academic degrees:
· Capitalize the names of degrees when the names of the degree are used in full (e.g., Master of Science, Bachelor of Arts, Bachelor of Science in Applied Science).

· Lowercase degrees used generically (e.g., associate degree, bachelor’s degree, master’s degree, doctoral degree or doctorate).

Numbers
· In text, use figures for 10 and above (e.g., 35, 100) as a rule; write out numbers below 10 (e.g., six, eight). In tables containing multiple numbers, use numerals for all numbers.
· However, spell out any number that begins a sentence (e.g., Fifteen of the majors found jobs related to their major), and handle multiple numbers in a single context consistently (e.g., The faculty have served 2, 10, and 25 years, respectively).

· Use figures and the percent sign with all percentages (e.g., 1%, 6%, 99%) except at the beginning of a sentence (e.g., Thirty percent of the students serve internships).

Offices and Documents
· Be consistent when referring to offices and documents (e.g., Office of Equal Opportunity and Diversity, not Diversity Office; Undergraduate Bulletin, not Undergraduate Catalog).

Appendices
· Begin each appendix on a new page, and precede each with a cover sheet containing a letter and title (e.g., Appendix A: External Audit Reports, 2005-2007).  
References
· In the body of your report, use the full title of a reference the first time you mention it in any given context, followed by a parenthetical citation noting the number of the reference (on your list of references) and, when applicable, the page number(s) on which the evidence appears (e.g., 1: 15-20).

· On the list of references at the end of your report, number each reference, whether you use MLA style, APA style, or another accepted style for the individual references. You may list the references alphabetically according to an accepted documentation style or in the order in which you mention them in your report.  

· If you use as references any University documents that are not already available in the accreditation resource room, please send such document(s) to Bege Bowers so that a copy can be placed in the resource room.

· Also include the URL for any item available on the web.

Questions?
Don’t stress out about any of these items.  Your main task is to provide evidence showing how and how well YSU meets the core components for your particular criterion.  If you have questions about how to handle something, contact Bege Bowers at bkbowers@ysu.edu or ext. 1560.
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