University of Cincinnati Blue Ashes Career Services Newsletter Style
Guide

This is an overview of the rules and accepted terminology in best practices via UC Blue Ashes
Career Services newsletters; in conjunction with The Chicago Manual of Style and Merriam-
Webster Dictionary, unless otherwise stated.

Acronyms, Miscellaneous Notes, and Required Implementations

Acronyms
Acronyms are capitalized with no space or punctuation, unless the acronym is ending a sentence.
Common acronyms (UCBA, UC, GPA, IT) do not need to be written out, even after first use.

Uncommon acronyms should be written out via their first usage, following by the acronym in
parentheses if repeated.

e Example -> Handshake (Career Services Platform)
e Exceptions -> U.S., COVID-19, I-75.

Miscellaneous Notes

The formatting for newsletter follows UCBA Career Services branding and unique stylistic
choices.

Hyperlinks should be embedded within the text itself (“via Handshake*, “on GetlnvolvedUC*,)
and should not be displayed as https://.com links.

When referring to making an appointment, implicate making appointments with Peer Career
Coaches, rather than UCBA Career Services full-time staff (Sarah Grace McCollough and J.D.

Fye.)

Start the newsletter off with a friendly greeting (“Hey Bearcats!*, “Welcome to week 8 of the
semester.*)

When listing recourses within the newsletter, capitalize and link the resources, but incorporate
the hyperlink within the text of these resources itself. (“Handshake, Big Interview, Co-Op
Interest Form.*) Events should be highlighted firstly, and emphasized as most important within
the newsletter.

Always include a student-centered sign-off in the closing line of the UCBA Career Services
portion of the UCBA Thursday Newsletter.


https://.com/

Miscellaneous Notes

Before publishing the Career Services portion of the UCBA Thursday newsletter, make sure you
include the following in your newsletter.

e A greeting that includes contextualization of the week and season.

e At least one or two resources highlighted.

e At least one or two event promotions on both the UCBA and Clifton campus.

e At least one career tip and reminder that’s incorporated.

e Dates and times are formatted consistently throughout.

e Sign-off with the name and title of said name present.

e The newsletter must be professional, yet, within the opening and closing lines, show
personality to whomever is credited for writing the newsletter for that week.

Footers and Multi-Page Content

Footers

For the end of each newsletter, end it with a specific sign-off meant to show off ones personality
and charisma from the Peer Career Coach.

e Formatting goes as follows -> “This is Anthony, one of your Peer Career Coaches,
signing off.*

Multi-Page Content

UCBA Career Services Newsletters are on a single page, arrows to indicate a continuity of sorts
are not required.

Formatting and Text Treatment

Author Identification

Sign-off’s are required towards the end of each newsletter, along with a sentence or two
describing the current environment for the week, both weather and within the academic
landscape.

e Acceptable forms of such goes as follows. Take into consideration that the sentence or
two before should strategize personality and current general relevancy to the UCBA



Academic landscape or weather for the week -> “This is Anthony, one of your Peer
Career Coaches, signing off.*

Capitalization

Capitalize the names of programs, events, and career services tools (Handshake, Big Interview,
Career Expo, UCBA Career Expo.)

Any titles of recurring sections (Upcoming Events at UCBA, Upcoming Events, Career Tips)
should be capitalized.

Dates

The format for the month, day, and year goes as follows -> Month Day, Year (August 28, 2025.)
Do not use suffixes paired with a number (14, 21%, 25%))

Decades are contracted (90s.)

Numerical dates are acceptable in this format -> (9/13)

Italics

Italicize the names of any external platforms, only if its required by the brand in question. Refer
to the brands style guide on an external website, if possible (CCM Style Guide, RPW Style
Guide.)

Do not italicize the names of events.

Numbered Lists
When it comes to numbered lists, use numerals following by a period and space.

e Format goes as follows -> “4. Title.*

URLs
Do not incorporate https:// or www. links. Embed links within the text itself.

e Format goes as follows -> “4. Learn more via Handshake.*



Formatting and Text Treatment

Monetization Symbols

Use the % symbol when referring to percentages.

Use the § symbol when referring to money, with no spaces.
Write out million and billion.

e Format goes as follows -> “$3.4 million.*, “$4.7 billion.*

Numbers

Spell out one-nine; however, use numerals that exceed 10+.

Use numerals for dates, times, ages, and measurements when applicable.
Use commas for numbers that are over one hundred.

e Format goes as follows -> “276 students attended.*

Punctuation

Apostrophes and Contractions
Contractions are acceptable within a conversational tone.

Distinguish the different between “it’s, ““ (it is/it has) in comparison to “its* (which is
possessive.)

Decades are abbreviated with apostrophe.

e Format goes as follows -> “90s.*

Colons
Use a colon to introduce lists or for clarification.

e This example goes as follows -> “Three resume mistakes to avoid: inconsistent
formatting, weak skills section, poor bullet points.*



Commas
Use the oxford comma.

Use the oxford comma to separate items within lists or descriptions.

Em Dashes
Em Dashes are closed, not open.

e Format goes as follows -> “Sarah Grace---our director of UCBA Career Services---will
be tabling with us at this event.*

Hyphens
Use hyphens for compound modifiers that are before nouns.

e Format goes as follows -> “student-centered, career-focused.*

Quotation Marks
Place any punctuation strategies inside quotation marks.

e Format goes as follows -> “Don’t forget to register via Handshake.*

Semicolons
Use semicolons to join independent clauses that are related to each other in context.

e Format goes as follows -> “The fair is open to all majors; students are encouraged to
attend.*

Parentheses
Use parentheses if clarification is needed, or if the necessity of direction.

e Format goes as follows -> “(We’re right next to Enrollment Services and Academic
Advising).*



