
Style sheet – St. Matthew UCC  Adopted October 2015 
 

The purpose of this style sheet is to enhance consistency across and within the regular 

publications (bulletins, The Voice, Happenings, etc.) associated with St. Matthew UCC. 

Items submitted for these publications may be reformatted to match this style.    

 

Capitalization 

 God: Capitalize second-person pronoun references to God or Jesus (You/Your). 

Avoid gendered pronouns (He) as much as possible. 

 Always capitalized: Bible, Sunday School (both words), Vacation Bible 

School.  

 crazies (youth group) is lower case. 

 narthex is not capitalized except at the beginning of a sentence. 

 

Times and dates 

 Times: Use lower-case am/pm and place adjacent to the numeral (e.g., 7pm).  

o For range of times, do not duplicate am/pm distinction (5-7pm, not 5pm-

7pm) unless for longer time range (10am-6pm).  

o Do not include :00 (e.g., no 7:00). 

 Dates: Use ordinal form for dates (1st, 25th, etc.). Spell out month in text; 

abbreviate when in list form. 

 Year: Do not include if the date is in the current year or the succeeding month in 

the next year if the context is clear (e.g., an article in the December Voice with 

the date of the January congregational meeting).   

 

Numbers 

 Phone numbers: Use dots for separation (e.g., 630.665.1236). 

 Numerals: Spell out numbers below 10, except with symbols (e.g., one world; 

$1). Use numerals above 10 and below 1 million. 

   

Punctuation 

 Avoid an ampersand (&) in place of “and” except in titles or for space 

concerns. 

 Place book titles in quotation marks. 

 Commas or periods go within the quotation mark (e.g., “To Kill a Mockingbird.”) 

 Avoid overuse of exclamation marks, but use to emphasize joy or celebration 

(e.g., Thank you for your efforts! Congratulations on your anniversary!) 

 

Acronyms 

 Eliminate periods from acronyms (e.g., PADS, FRB). Avoid unfamiliar acronyms. 

 

Word Usage 

 Sign up vs. sign-up: Sign up is the act (we ask you to sign up for this or 

that…); sign-up is the adjective before another word (e.g., the sign-up sheet is 

posted…). 

 Flyer vs. flier: Use flyer for a small handbill; flier for someone who flies. 

 

Copy Preparation 

 Our standard font for publications is Verdana. 

 Include a single space (not double) between sentences. 

 As much as possible, please submit items for the bulletin or Voice via email 

attachment rather than typed in the body of the email. 


