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 DKG Style Sheet
(Taken from AP Style and Guidelines for State Organization and Chapter Communications Committee Chairs)

GENERAL STYLE

· Use the full name of the Society — The Delta Kappa Gamma Society International.
· Do not use sorority or club when referring to the Society.

· Use “Founders” to refer to the twelve women who organized the International Society. Dr. Blanton is generally named first. N.B. Founders’ Day Celebration
· Use “charter members” to refer to the original members of a chapter and “state founders” when referring to state organizations.

· Use Dr. before names, but do not use courtesy titles Mr., Miss, Mrs., or Ms., except in direct quotations or where needed to distinguish between people of the same name.

· Spell out numbers one through ninety-nine and use numerals for 100 and above, except for dates, times, and biblical references. N.B. Use Arabic, not Roman numerals for DKG Areas 1-18.
· Do not begin a sentence with a numeral. Spell it out or rewrite the sentence.

· Use the present tense for picture captions which should tell who, when, where, what, why. (Jane Doe presents a red rose to her Rose Sister Sally Smart at the Birthday Luncheon March 2, 2024, held at the Junior League.)

· To designate time, use “a.m.” and “p.m.”
· Use italics for the title of books; use quotation marks for poem, song titles, tiles of articles.
· Use only one space after ending marks that separate two sentences.

CAPITALIZATION

· Capitalize Society when referring to the international organization.

· Capitalize Purposes. 
· Capitalize specific events, areas, or groups such as Regional Area Workshop, 2024 International Convention, International Administrative Board.

TITLES

· Before a name, capitalize a title, but a title used after the name is lower case. International President Dr. Debbie LeBlanc or Dr. Debbie LeBlanc, international president.
· General titles, such as astronaut Neil Armstrong or actor Rita Moreno are lower case.

· Use lower case for a position when not used as a proper noun, e.g., international president, state president, executive secretary, chapter treasurer, webmaster, executive director, member chairs.
· Use a person’s full name and title the first time you mention her in an article—Sue Miller, professor of communications, not Professor Miller. Once non-members have been fully identified, you may refer to them by the last name only. (You may use first names of chapter members after full identification.)
COMMITTEE NAMES

· Use lower case for names of boards of the Society, e.g., administrative board, editorial board, executive board.

· Use lower case for the name of funds of the society, e.g., available fund, permanent fund, scholarship fund, emergency fund and world fellowship fund. Exceptions—when an international entity has the word Fund in its proper name, e.g., 

· Eunah Temple Holden Leadership Fund

· Golden Gift Fund 

· International Speakers Fund
· Use lower case for the names of all committees, except when the name of the committee includes a proper noun which must be capitalized, e.g.,

· the Golden Gift Fund Committee

· the Educators Award Committee
SPELLINGS: webmaster, smartphone, iPhone/iMac, handheld, online, cellphone
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