ABA Journal Stylebook

March 2007 edition

This stylebook has been created as a tool to help Journal staff and free-lance writers communicate clearly and consistently throughout the magazine. Included is usage the Journal has adopted after special consid​eration, as well as usage the chief copy editor wishes to emphasize. Examples are set in bold Roman type.

The ABA Journal Stylebook is meant to be a supplement to our regular reference materials: The Associated Press Stylebook and Libel Manual; Merriam Webster’s Collegiate Dictionary (10th edition); The Blue​book, A Uniform System of Citation (17th edition); and When Words Collide, A Media Writer’s Guide to Grammar and Style (fourth edition).

Send comments to Chris Zombory, ABA Journal  chief copy editor, czombory@staff.abanet.org.

A

AARP Used to be the American Association of Retired Persons. Name changed in 1998 due to realization that almost half its members are not retired, and many are not Americans.

ABA-Africa This is the preferred name of the project that is sometimes identified as the Africa Law Initiative Council and the Africa Law Initiative, according to the staff director of the project, Vernice Guthrie-Sullivan.

ABA Annual Meeting This is the full name of the association’s annual gathering, so all the words are capitalized. In other forms, do not capitalize: the annual meeting. The same rules apply to the midyear meeting: the ABA Midyear Meeting, the midyear meeting.
ABA entity names Capitalize full names; avoid capitalizing parts of names.

Lowercase shortened versions of names of commissions, sections and the like, except when the shorter version omits only “of.” 

The Commission on Women in the Profession becomes the women’s commission.


The Section of Litigation becomes the Litigation Section.

 Lowercase parts of shortened names:


the association, the committee, the section. 

 Exceptions:


The Board of Governors becomes the Board.


The House of Delegates becomes the House.

ABA Joint Commission to Evaluate the Model Code of Judicial Conduct The Redbook has this commission listed incorrectly, as a committee.

ABA Journal Web site ABAJournal.com

ABA Model Rules of Professional Conduct
See Model Rules of Professional Conduct and Model Code of Professional Responsibility.

acronyms Do not use most acronyms without first using the full name of the entity; when spelling out the full name of an entity on first reference is cumbersome, be sure to spell it out elsewhere in the story. Do not follow an organization’s full name with an acronym in parentheses. If an acronym would not be obvious on second reference without explanation, don’t use the acronym. Reduce repetition of acronyms, choosing descriptive words instead.

Usually capitalize all letters of an acronym or initialism and do not separate them with periods. (An acronym is a word made up from the first letters or parts of a compound term—i.e., RICO for Racketeer Influenced and Corrupt Organizations Act, radar for radio detection and ranging—that is read or spoken as a single word, not letter by letter. An initialism is also made up from the first letters or parts of a compound term, but it’s sounded letter by letter—ABA for American Bar Association, rpm for revolutions per minute.)

Do not capitalize all letters of terms that are not acronyms.

See capitalization, company names.

Africa, Martha Fay San Francisco-based legal recruiter with Major, Lindsey & Africa 
African-American (noun, adj.)

Alito Jr., Samuel A. 

al-Qaida Not al-Qaeda

Altman Weil Inc. Legal consultants based in Newtown Square, Pa.

annual meeting See ABA Annual Meeting. 

appeals It is incorrect to say someone is appealing a case to the U.S. Supreme Court. The Court decides whether to review cases; appeals are made only to a court of appeals (state or federal).

Asian-American (noun, adj.)

attorney-client privilege

attorney fees This is our preferred form to refer to the fees attorneys charge. In some contexts, the possessive is necessary: The client refused to pay the attorney’s fees. 

B
bar names Follow the list at the back of this stylebook. It is based on the American Bar Association Directory (the Red Book), but there are some important differences.

bios On staff-written features, include the writer’s e-mail address. Do not include e-mail addresses with nonstaff writers on any articles besides In Re Tech columns by David Beckman and David Hirsch. Do not put bios on staff-written departments. Outside writers who have expertise in the article’s topic get bios (Litigation, Supreme Court Report, Washington Report). 

 Writers with expertise get only one bio per issue. Put the bio on the first or more prominent article. Put the writer’s byline on any other articles.

 Omit endowed chair names from bios, with one exception: James W. McElhaney is the Baker and Hostetler Distinguished Scholar in Trial Practice at Case Western Reserve University School of Law in Cleveland and the Joseph C. Hutcheson Distinguished Lecturer in Trial Advocacy at South Texas College of Law in Houston. He is a senior editor and columnist for Litigation, the journal of the ABA Section of Litigation.
blawg A term that some people use to identify law-related Web logs. Reserve the use of this term for quotes or proper nouns, such as the official name of a lawyer’s blog (i.e., The Mommy Blawg). If using this term, explain it briefly. If in doubt, use the generic term “blog” instead.
See blog names.
blog names Use Roman type and uppercase the key words of Web log names, as we do for book titles and headlines: Underneath Their Robes, Bag and Baggage, SCOTUSblog (SCOTUS is an acronym for Supreme Court of the United States). Do not routinely include Internet addresses of blogs because these can be found quickly with a Google search, and some of the addresses are long and difficult to fit on one line: Underneath Their Robes, for example, is at underneaththeirrobes.blogs.com/main/.

See blawg.

Boalt Hall For consistency, identify as the University of California at Berkeley’s Boalt Hall, followed by “law school,” if that seems necessary.

Breyer, Stephen G.

bulleted series Follow this example, putting a space after the bullet and ending  each point with a period:


• First point.


• Second point.


• And third point. or • Third point.

C
capitalization In general, avoid unnecessary capitals. Use a capital letter only if you can justify it by one of the principles listed here or in the AP Stylebook. Copy that places names of companies, entities or products in all-uppercase letters suggests that these terms are acronyms or initialisms; do not use this format unless the term is an acronym/initialism.

See acronyms, ABA entity names, company names, court names, directions and regions, legislature, professor, quoting from documents, subcommittee and titles (jobs).
Carlton Jr., Alfred P. Use this form in print, though his nickname is “A.P.”

case citations

 Follow the Bluebook, except for section 10.8.1, Pending and Unreported Cases. For those cases—instead of choosing one electronic database over another or taking up space with cites from both—simply provide the case name, number, court and decision date. With this information, readers can look up a case on Lexis or Westlaw, and we will not appear to favor either system.

 Include cites when discussing new cases, but beware of cluttering up an article

 with them. Omit cites of well-known cases such as Brown v. Board of Education.

catch-22 Lowercase.

Cato Institute (Not an acronym) Named for Cato’s letters, a series of libertarian pamphlets that circulated in the early 18th century American colonies and helped lay the philosophical foundation for the American Revolution.

Central European and Eurasian Law Initiative Often referred to as CEELI, this ABA entity was called the Central and East European Law Initiative until August 2002.

CERCLA Stands for Comprehensive Environmental Response, Compensation and Liability Act.

chair/chairman/chairwoman/chairperson Use chairman, chairwoman or chair for people affiliated with outside entities; use only chair for ABA entities. Which word to choose should depend partially upon what the organization in question uses—if the Web site says chair, favor that. Use chairperson only when you cannot find out whether the person is male or female.

citations to ABA Journal Don’t refer to issues from more than two years ago.

cites See case citations.
Columbia Law School This shortened form of the school’s full, formal name—Columbia University School of Law—is OK on first and subsequent reference. The shortened form is how the school refers to itself, and it is widely known this way. The longer form is also OK.

commonsense (adj.)

common sense (noun)

company names

 Generally, follow the spelling and capitalization preferred by the company: LexisNexis, eBay (but capitalize the first letter if it must begin a sentence).

  Do not use all-capital-letter names unless the letters are individually pronounced: BMW. Others should be lowercase with an initial cap: Netgear, Nynex.

 Do not use symbols such as exclamation points, plus signs or asterisks that form contrived spellings. Thus, Yahoo! becomes Yahoo and E*TRADE FINANCIAL Corp., which is what the company wants to be called if you look on its Web site, becomes E-Trade Financial Corp. for our publications. 

See the acronyms entry.
compound modifiers See the hyphenation entry.

compound words In heds and subheds, uppercase the second word: Cover-Up.

congressional Lowercase, unless it is part of a proper name.

couple This word can be plural or singular, depending on the context.

 When used in the sense of two people, the word takes plural verbs and pronouns: The couple were married Saturday and left Sunday on their honeymoon. They will return in two weeks.

 In the sense of a single unit, use a singular verb: Each couple was asked to give $10.

court names Capitalize the full proper names of courts at all levels. Use lowercase for partial names. 

 U.S. Supreme Court on first reference. On second reference: the Supreme Court. All other references are lowercased: the court, the high court.
State supreme courts not identified fully: the state supreme court, the supreme court, the Texas court, the court.

U.S. District Court for the Eastern District of New York or the district court or the court or, if necessary, the Eastern District Court.

In naming circuits of the U.S. Court of Appeals, state the city where the circuit is based, preferably on first reference. In stating the city, use any of the following constructions or an equivalent:

7th U.S. Circuit Court of Appeals, based in Chicago, ...

Chicago-based 7th U.S. Circuit Court of Appeals

7th U.S. Circuit Court of Appeals at Chicago

On second reference: the 7th Circuit or the appeals court or the appellate court or the court.

When naming two or more circuit courts, uppercase the proper noun: Rulings in the 7th, 6th and 5th Circuits have raised the bar. 

criminal defense lawyer Not criminal lawyer (unless the person is also a convict).

D
dash No space between dash and name in readouts and taglines:


—by Betty Ape

data This word is almost always considered a unit, even though its form is plural.

 In this case, it is considered a collective noun and should take a singular verb:



 Your data is invalid. (unit)

 However, if the meaning is individual items, use a plural verb:
 




The data were collected from seven tracking sites. (individual items)

database One word.

Daubert v. Merrell Dow Pharmaceuticals The cite is 509 U.S. 579 (1993).

decision-maker And, by extension, decision-making.

Dictaphone Use dictation machine instead of this trademark. The company wants us to use the trademark symbol, or uppercase or italicize the word. So we use a generic term.

directions and regions Follow AP style, which favors lowercasing except in specific instances. 

DuPont (no space, capital P) This form, short for E.I. du Pont de Nemours & Co. 
of Wilmington, Del., is acceptable in all references. E.I. du Pont was the U.S. industrialist born in France. 

E
electronic mail Commonly: e-mail.

 In staff writers’ bios, include e-mail addresses:


Terry Carter is a senior writer for the ABA Journal. His e-mail address is terryPcarter@cox.com. 

 In Letters, do not include e-mail addresses.

ellipsis Leave one regular space on both sides of ellipsis and none between the periods.

When the grammatical sense calls for a question mark, exclamation point, comma or colon, the sequence is word, punctuation mark, regular space, ellipsis:

“The more insulated you are, the more likely you are to be swept in, ... 
particularly if the firm doesn’t abide by a high ethical standard.”

In condensing quotations, do not use ellipsis at the beginning or end of the quote.
 For example, “His eminence Momori Bondidri prefers his tea with cinnamon, fresh-grated” should be condensed as:

 
“Momori Bondidri prefers his tea with cinnamon.”
To indicate an interruption in speech, use a space followed by an ellipsis at the point of interruption:

“A verb is a word ... ”


“Excuse me for interrupting,” said Angus.

F
Federal Rules of Civil Procedure Uppercase key words.

federal sentencing guidelines Lowercase.
foreign words
Legal terms such as pro se and in camera are familiar to the Journal’s audience  and should not be set off with italics or quotation marks.

Other foreign words that require explanation should be placed in quotation marks and translated:

His motto is “ad astra per aspera,” a Latin phrase meaning “to the 


stars through difficulty.”

See italics.

founding fathers Lowercase.

framers Lowercase.

F-word OK to use when necessary to avoid “fuck.” Do not place in quotes when used as a substitution for the derogatory term.

See N-word, obscenities.

G
Ginsburg, Ruth Bader

grassroots (adj.) 

grass roots (noun)
H
HALT—An Organization of Americans for Legal Reform This is the full name of the Washington, D.C.-based group, but it’s OK to call it simply HALT. It once was Help Abolish Legal Tyranny, hence the acronym.

Hastings College of the Law On first reference: the University of California’s Hastings College of the Law in San Francisco. This is a departure from our style for most UC schools. Hastings is part of the UC system but not part of the University of California at San Francisco; it was the UC system’s first law school.

See Boalt Hall.

high court OK in reference to the U.S. Supreme Court.

See court names.

hometowns Identify the city and state where a source lives or practices. When using “of” in this identification, do not precede the word with a comma, regardless of whether it is the first, second or any other reference: Bob Bobbin of Baltimore. This is a departure from AP style.

See also source identification.

hotline one word.
House Appropriations subcommittee See subcommittee.

hyphenation When two or more words that express a single concept (compound modifier) precede a noun, link the words with a hyphen:

common-law rule

Exceptions:

 the adverb “very”:


a very cold office

 all adverbs ending in “ly”:


a completely stupid decision

 modifiers placed in quotation marks:


the “loser pays” rule (After first reference, remove the quotation marks)
 terms that are well-known and easily understood:


the class action suit, the rule of law conference

However, when more than one term modifies the noun, use hyphens to avoid confusion:


the defective-toaster class-action suit, the global rule-of-law issue

I
if/whether These conjunctions are not interchangeable.

 “If” means “in the event that,” “granting that,” “on the condition that.” An “if” clause should be followed by a “then” clause (stated or implied). If not, you are using the wrong word. “If” is often used to introduce a clause that expresses a nonexistent, hypothetical
 or improbable condition.



If Smith loses, the Democrats will have a majority. (in the event that)

If the volcano erupts again, hundreds of villagers will be evacuated.



(hypothetical condition)

 “Whether” should be used when alternative possibilities or conditions exist. It means
 “if it is so that,” “if it happens that,” or “in case.” For the sake of brevity, avoid “whether or not.” The “or not” is implied.



Whether Sam Peckish wins or loses, this will be his last campaign.


(introduces a set of possibilities)


She asked whether the evidence was admissible. (if it is so that)

independent counsel Lowercase this job description, even before a name.

Internet Also uppercase the shortened form: the Net.

Internet addresses Drop “http://,” “www” and other prefixes when printing URLs: He found the free software at grabit.com. Do, however, test all URLs by typing them into your browser. If the browser can't find the site without the full address, print the full address.

See Web names and blog names.

italics Avoid using them to emphasize a word. A properly crafted sentence will convey emphasis without typographical assistance.

See foreign words and titles (media).

J
JAMS This acronym comes from the name of Judicial Arbitration and Mediation Services Inc.
J.D. Abbreviation to indicate the degree of juris doctor. This exception to Merriam-Webster follows common usage and is equivalent to AP’s preference for M.D. (doctor of medicine). 

Joint Commission to Evaluate the Model Code of Judicial Conduct The Redbook has this ABA commission listed incorrectly, as a committee.

junior/senior Use Jr. and Sr. Do not precede by a comma. Use II or 2nd if the source prefers. Note, however, that II and 2nd aren’t necessarily the equivalent of Jr.—grandsons or nephews often use these terms.

K
K This abbreviation is OK for indicating 1,000 in heds: 20K.

Kennedy, Anthony M.
L
lambast Not lambaste.

Latin America and Caribbean Law Initiative Council An ABA entity 

law firm names/lawyer identification 

 Writers are primarily responsible for identifying sources according to our style:


1. Do not routinely include firm names in identifying lawyers. Use the city and state where the lawyer’s practice is based instead. 


2. Include the name if the lawyer is being quoted about the firm’s area of expertise.


3. Include the firm name if it provides information key to the article.


4. If a lawyer is affiliated with an ABA entity relevant to the article, identify the ABA affiliation rather than the firm name.

 When abbreviating on second reference, our basic style is to omit commas and use only the first two names: Scruggs, Millette, Lawson, Bozeman & Dent becomes Scruggs Millette. However, Brobeck, Phleger & Harrison and other firms are commonly referred to by only their first name. One-word abbreviations are OK if well-established and if they don't cause confusion in the text, but reporters must send them through marked "CQ."

 Some firms add abbreviations such as LLP, LPA and Co. after their names. Delete these. 

Legal Momentum This New York City-based women’s advocacy group was called the NOW Legal Defense and Education Fund before its 2004 name change. The group’s policy office is in Washington, D.C.

Legal Technology Survey Report The annual survey by the Legal Technology Resource Center.

legislature Lowercase: the Illinois legislature.

Listserv Do not use this term. The lowercased version is in popular use and was listed in the 2001 AP Stylebook as OK to use, but the term is now a trademark with a controversial background. Instead use a generic term: e-mail discussion list.

literally This means according to the exact meaning of the word. Don’t use it to mean figuratively or metaphorically, and don’t use it for emphasis. If you can’t take a picture of what the action is, it isn’t literal.

LL.M. Abbreviation to indicate the degree of master of laws. This exception to Merriam-Webster follows our usage of J.D. and is equivalent to AP’s preference for M.D. (doctor of medicine).

M
midyear meeting See ABA Annual Meeting. 

mindset one word
Model Code of Professional Responsibility The predecessor to the ABA Model Rules of Professional Conduct, it served as the model of professional standards governing the practice of law from 1969 to 1983.

Model Rules of Professional Conduct The current set of ethics standards for the profession. Should be called the ABA Model Rules of Professional Conduct on first reference and cited as Model Rule 6.3 or Rule 3.4. Retain the capitalization in more casual references, too: The new Model Rules allow lawyers to sleep in court.

MoFo OK to use on second reference to the law firm of Morrison & Foerster. According to the firm Web site, mofo.com, the firm has been known by the nickname for almost 30 years.

N
NAACP Legal Defense and Educational Fund
names See junior/senior, nicknames, source identification.

NARAL Pro-Choice America This group used to be called the National Abortion and Reproductive Rights Action League. NARAL is no longer an acronym and should no longer be used alone to refer to the group.
Nasdaq (from nasdaq.com) In 1971, NASDAQ—then spelled with all capital letters—was an acronym standing for National Association of Securities Dealers Automated Quotations. But this automated quotation system quickly matured far beyond its original quote-service roots, evolving into what it is today—a major world stock market. What Nasdaq “stands for” is not nearly as relevant as what the Nasdaq Stock Market has become known for, namely pioneering screen-based technology and an abundance of growth companies. 

newspaper names Lowercase the in newspaper names and keep it in roman type: 

according to a report in the New York Times
New York

 The state should be referred to as New York or New York state.

 The city should be identified as New York City. 

nicknames When a nickname is inserted into a full identification, use quotation marks: 
Sen. Henry M. “Scoop” Jackson or Jackson is known as “Scoop.”
NOW Legal Defense and Education Fund This is the former name of the group that is now called Legal Momentum.
See Legal Momentum. 

N-word OK to use when necessary to avoid “nigger.” Do not place in quotes when used as a substitution for the derogatory term: He called me the N-word.
See F-word, obscenities.
O
obscenities When necessary, it’s OK to use these terms to avoid offending readers: N-word, F-word. Otherwise, follow AP style.

See F-word, N-word.

O’Connor, Sandra Day Retired in 2005 as an associate justice of the U.S. Supreme Court.

of counsel No hyphen.

OK, OK’d, OK’ing, OKs Do not use “okay.”

P
people/person Avoid the plural “persons.” When referring to more than one person, use “people.” When referring to an individual, use “person.”

plaintiffs lawyer When “plaintiffs” is a descriptive adjective. Also:


the plaintiffs bar (used as an adjective)


Sam Snood, the plaintiff’s lawyer (if there is only one plaintiff)


Snood, the plaintiffs’ lawyer (if there are several plaintiffs)

pretrial No hyphen.

professor Never abbreviate. Do not use on second reference unless it is pages away 
from the first reference and is needed to reintroduce a source.

 Lowercase before a name:


Harvard law professor Alan Dershowitz

 except when used as part of a full identification:


Harvard University Law School Professor Alan Dershowitz

See titles (jobs).

Q

quote checking Famous quotations can sometimes be verified through a well-targeted search at Google or Westlaw. Following is a list of other resources to help you verify quotes. If you are still stumped, check with one of the copy editors for other ideas. 

 books: Amazon.com will let you search the text of some books. If this is an option, there will be a line saying “Search inside this book” just underneath the image of the book on the Amazon page. Steve Keeva’s book is searchable, for example, and if you search for “hats,” you’ll see the word appears in the text on page 56.

movies: The Internet Movie Database (imdb.com) lets you search for movie quotes. 

 quotes of various types: Bartleby.com allows you to search the text of a wide range of works, including Gray’s Anatomy, inaugural speeches, the King James Bible, Shakespeare, the Bhagavad-Gita. The Electric Eclectic also has a page (bloxword.ca/quotes.htm) with links to many different places you can search for quotes, including a database of arias and a site you can search for sports quotations and info (though the latter has some annoying pop-up ads).

quoting from documents Change capitalization and punctuation to  match our style. This applies to court decisions, case names, books and the like.

quoting from interviews

 Do not use quotation marks to report a few ordinary words. Partial quotations should be used only if the language or style of the speaker is distinctive or colorful. Also, because quotation marks can be used to signal words used sarcastically or ironically, misuse can confuse the reader. They are unnecessary here: Conk said she was “pleased” that she won the case.

 If you must quote a few words, do not put quotations around a verb form the speaker could not have used.


WRONG: 
She says she “is absolutely appalled.”


BETTER: 
She says she was “absolutely appalled.”


BEST:

“I am absolutely appalled,” she says.


BAD:

She says she was “upset.”

 Use editorial brackets sparingly. If more than one set is needed to clarify a quote, paraphrase it.

R
RAND (acronym for research and development) A nonprofit corporation based in Santa Monica, Calif., the RAND Corp. was created in 1948 at the urging of its original sponsor,
 the Air Force. Today, its activities are supported by a range of sources with government agencies providing the greatest support. Employs more than 500 researchers—most in Santa Monica, others in Washington, D.C., a few at RAND’s Council for Aid to Education in New York City and RAND Europe in Delft, the Netherlands.

RAND Institute for Civil Justice An independent research program within RAND, its mission is to help make the civil justice system more efficient and more equitable
by supplying government and private decision-makers, as well as the public, with the results of objective, empirically based, analytic research.

Rehnquist, William H. Chief justice of the United States from 1986 to 2005—died Sept. 3, 2005.

Roberts Jr., John G. He is a the 17th chief justice of the United States.
review See appeals.
rule against perpetuities Lowercase. 

rule in Shelley’s case, the Lowercase all but the proper noun (Sir William Shelley was a 14th century English judge). 

S
Scalia, Antonin

section Lowercase when used to identify part of a law, bill, code or statute. Follow The Bluebook, page 90, in choosing between the word and the symbol (§), except when referring to the U.S. Code or the Internal Revenue Code. For USC or IRC provisions, use the symbol only in citations; use the word “section” in regular sentences:


While the 1933 act helps plaintiffs remain in state court, the second statute,

28 USC § 1452(a), permits removal of claims “related to” a bankruptcy.


“In its every detail, section 1452(a) is designed to further Congress’ purpose 
of centralizing bankruptcy litigation in a federal forum,” wrote Judge Jose 

A. Cabranes. 

See ABA entity names.
Sidley Austin This is the Chicago-based law firm’s name as of Jan. 1, 2006. Before then, it was Sidley Austin Brown & Wood. And before its 2001 merger with New York City-based Brown & Wood, the firm was known as Sidley & Austin.

small firm (noun) They practice with a small firm.

       (adj.)   They are small-firm lawyers.
source identification Reporters are expected to ask each source how he or she wants
 to be identified (which form: Bill? William? Willy? Wm.?) and follow that preference.

See also hometown, law firm names, junior/senior, nicknames.

Souter, David H.

state abbreviations

 When a city is listed with a state, abbreviate the state, using the Associated Press abbreviations:


Tulsa, Okla.; Tarrytown, N.Y.

When text follows the abbreviation, add a comma afterward:


The Catoosa, Okla., man built a huge, blue, two-story whale for his children.

 Omit the state when the city can stand alone in a dateline:

Atlanta, Baltimore, Boston, Chicago, Cincinnati, Cleveland, Dallas, Denver, Detroit, Honolulu, Houston, Indianapolis, Las Vegas, Los Angeles, Miami, Milwaukee, Minneapolis, New Orleans, New York City, Oklahoma City, Philadelphia, Phoenix, Pittsburgh, St. Louis, Salt Lake City, San Antonio, San Diego, San Francisco, Seattle.

 Spell out all state names appearing alone.

 In mailing addresses, use U.S. Postal Service abbreviations:



To order the book, send a check to ABA Journal, 750 N. Lake Shore Drive, Chicago, IL 60611.
Stevens, John Paul
subcommittee Lowercase to indicate that a subcommittee is part of a specific committee of the House of Representatives or the Senate. The Senate Foreign Relations Committee might have a subcommittee dealing with immigration issues; the Labor Committee might have one, too. If we identify that body as the House Labor subcommittee on immigration, we know it belongs to that committee and will approach issues primarily from that perspective.

 Lowercase when used with the name of a legislative body’s full committee:


a Ways and Means subcommittee, the House Appropriations subcommittee.

 Capitalize when a subcommittee has a proper name of its own:




the Senate Permanent Subcommittee on Investigations.

T
teenagers, teenage No hyphen.

telephone numbers Use hyphens to separate area code from number: 312-666-1234.

Thomas, Clarence

time element A time element generally belongs after the verb. Awkward placement, such as: “A grand jury in May is expected to begin considering new charges” should be changed to:


A grand jury is expected to begin considering new charges in May.


or


A grand jury is expected in May to begin considering new charges.

time zones Use ET as an abbreviation for Eastern time instead of EDT or EST; this saves us from keeping track of when daylight-saving time starts and ends. 

Time Warner Inc. No hyphen.

TIPS See Tort Trial and Insurance Practice Section.
titles (jobs) Keep capitalization to a minimum. Avoid placing lengthy titles before a name. Capitalize only a full formal title before a name. Lowercase partial titles, job descriptions (including police officer) and temporary titles regardless of placement. To avoid excessive capitalization or in questionable cases, place the title after the name or set it off with commas. 


I told professor Dinah Koo of Duke University that I would call her later.


The article was written by Sidney Snack, a law professor at Northwestern.


Northwestern University School of Law Dean Scrappy McBiff was there.


He called executive director Dotty Stubble at the Red Cross.


The show featured American Red Cross Executive Director Dotty Stubble.


She introduced ABA Executive Director Robert A. Stein.


The crowd cheered when executive director Robert A. Stein appeared.


The photographers were waiting for independent counsel Ringo Starr.


Starr sent a scathing memo to managing editor Cassandra Complex.


She forwarded the memo to chair Ergo Nomic of the ABA Taxation Section.


He ordered the desk for ABA Taxation Section Chair Ergo Nomic.

Exceptions to the rule: 


The U.S. president: President Nader


U.S. Supreme Court justices: Justice Samuel A. Alito Jr.

titles (media)

 Italicize titles of books, reports, brochures, newspapers, periodicals, movies, TV and radio shows, podcasts, reference books, poems, songs, plays and court cases in any reference.

 Place titles of magazine/newspaper articles, book chapters and meeting programs in quotation marks.

During Titanic, the ABA Journal reporter who fell asleep during “TIPS Tips on Auto Choice” at the annual meeting read What You Can Do With ABA Blue, the new report from the Committee on Multihued Paper Products and then sang Bowie Knife.

 When naming a meeting, if the full, verifiable name of the meeting is given, use initial caps; if you are unsure or the name cannot be verified, just describe what the meeting was about and lowercase the description.

Tort Trial and Insurance Practice Section Before September 2002, this ABA section was called the Tort and Insurance Practice Section. It is still using the acronym TIPS. 

U
U.N. (adj. or n.) This is the abbreviation for United Nations.

University of California at Berkeley Use this “at” construction for all the UC schools instead of a comma or hyphen.

university names When naming an institution of higher learning, use the full, proper name—including the word University or whatever is correct. You need not name what city and state it is in unless the school is not well-known and there's space for a fuller ID. 

U.S. Supreme Court justices When referring to more than one, uppercase the common noun: He was joined by Justices Ruth Bader Ginsburg and Clarence Thomas.  

Preferred forms of their names (include or exclude middle initials as shown):

Samuel A. Alito Jr., Stephen G. Breyer, Ruth Bader Ginsburg, Anthony M. Kennedy, John G. Roberts Jr., Antonin Scalia, David H. Souter, John Paul Stevens, Clarence Thomas.

upfront (adj.) We prefer this nonhyphenated version as an adjective.

USA Patriot Act This is the preferred form for referring to the Uniting and Strengthening America by Providing Appropriate Tools Required to Intercept and Obstruct Terrorism Act of 2001. While the shortened version is, strictly speaking, an acronym, we follow the more casual usage established by other major news publications.

V
versus Use “v.” in case names: Plink v. Plonk.

W
Web log A journal published on the World Wide Web—commonly called a blog.

See blog names.

Web names
If a site’s name and address (or an address that sends you to the correct site) are the same, include the name, capitalized, in the text instead of the Internet address. The site named Amazon.com is at the address amazon.com. So we would say: He found the DVD at Amazon.com.
 If a site’s name and address are virtually the same (the site Loislaw is at loislaw.com), provide the name without adding the address. 

 If a site has no name or the name is different from the address, describe the site briefly and include the address as an aside: The photos can be found at James Bagman's Web site (earthlink.net/bagman/home/pics.html). Goldstein and Howe posted the statistics on their firm Web site (goldsteinhowe.com).
See Internet addresses and blog names.

whether See if/whether.
Windows95 (etc.) No space.

work product No hyphen, even when used as a modifier.
World Wide Web Also uppercase the shortened forms: the Web, Web site.

WWII As an abbreviation. No spaces.

X
X-ray (noun, verb and adj.)

Y
Yellow Pages Uppercase.

yes, no No quote marks:


“There’s a lot I need to know before I can say yes or no.”


or


She says no.

If it is essential to note precise wording, use quotes:


He says, “No way.”

your honor Lowercase.

Z
Zapata’s Chili House Establishment frequented in James W. McElhaney’s Litigation column

ZIP code Stands for Zoning Improvement Plan. No comma after state: Chicago, IL 60611.

State Bars

Alabama State Bar

Alaska Bar Association

State Bar of Arizona

Arkansas Bar Association

State Bar of California

Colorado Bar Association

Connecticut Bar Association

Delaware State Bar Association

District of Columbia Bar

Bar Association of the District of Columbia

Florida Bar

State Bar of Georgia

Hawaii State Bar Association

Idaho State Bar

Illinois State Bar Association

Indiana State Bar Association

Iowa State Bar Association

Kansas Bar Association

Kentucky Bar Association

Louisiana State Bar Association

Maine State Bar Association

Maryland State Bar Association

Massachusetts Bar Association

State Bar of Michigan

Minnesota State Bar Association

Mississippi Bar

Missouri Bar

State Bar of Montana

Nebraska State Bar Association

State Bar of Nevada

New Hampshire Bar Association

New Jersey State Bar Association

State Bar of New Mexico

New York State Bar Association

North Carolina State Bar

North Carolina Bar Association

State Bar Association of North Dakota

Ohio State Bar Association

Oklahoma Bar Association

Oregon State Bar

Pennsylvania Bar Association

Rhode Island Bar Association

South Carolina Bar

State Bar of South Dakota

Tennessee Bar Association

State Bar of Texas 

Utah State Bar

Vermont Bar Association

Virginia State Bar

Virginia Bar Association

Washington State Bar Association

West Virginia State Bar

West Virginia Bar Association

State Bar of Wisconsin

Wyoming State Bar

