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Introduction
An institution’s visual identity reflects on its character, strength and value. While it is the responsibility of every 
Brazosport College employee to maintain the institution’s identity clearly and consistently, the BC Marketing & 
Communications Department has been tasked by the college to insure that quality standards are met by all college 
personnel in the areas of publications, advertising, special events, media relations and logo & mascot usage. The 
following guidelines will help you apply visual elements to ensure a uniform message when using the Brazosport 
College logo, mascot and other critical elements that constitute and influence the image. 
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Figure 1.1

Figure 1.2

U.S. Trademark Registration No. 3,903,870

U.S. Trademark  
Registration No. 3,903,868

This manual will be revised periodically. If you have any questions about any material in the manual or something 
that has not been covered, please contact the Marketing & Communications Department at (979) 230-3287.

I. BC Logo/Tag Line Legal Information
a. Copyright Information

As of January 11, 2011 the college logo (fig 1.1) as well as the tag line, “The College of Choice” (fig B1.2) are legally 
registered/protected trademarks of Brazosport College with the U.S. Patent and Trademark Office. No unauthorized, 
logo or graphic element may be used to represent the college or any of its departments, programs or offices. Any 
unauthorized use of the college logo may be copyright infringement. Copying and redistributing the logo in any 
manner for commercial use, including commercial publication for personal gain, is strictly prohibited. 



II. The BC logo
The Preferred Logos

The Brazosport College logo is a dynamic visual graphic. The preferred logo is the logo with tagline (See Figure 2.1 
and 2.1a). In order to keep a strong, visual consistency, the logo must not be modified or distorted in any way. Any 

modifications may jeopardize the legal protection of the logo 
as a unique visual representation of the college.

Figure 2.1

Figure 2.1a

The logo contains three elements (See Figure 2.2 and 2.2a) - they are the two graphic elements as well as the ® 
symbol. The three graphic elements should always be seen together unless you have specific permission from 
Marketing & Communications to do otherwise. The logo must never be reset, re-spaced or altered in any way. No 
other type styles should ever be substituted, no matter how similar they may seem.  Any modifications needed for 
specific circumstances must be approved and performed by the Marketing & Communications office. If there are 
any questions, contact Marketing & Communications at (979) 230-3287.

Figure 2.2

Figure 2.2a

What NOT to do

It is not acceptable to separate the BC symbol from the Brazosport College logotype (Figure 1.3) or to change 
the spacing between the symbol and the rest of the logotype. The logo must not be modified in any way.  
Any modifications needed for specific circumstances must be approved and performed by the Marketing & 
Communications office. If there are any questions, contact Marketing & Communications at (979) 230-3287.

Figure 2.3

GRAPHIC STYLE GUIDE

1) The BC Logo 

2) The college name 

3) The trademark symbol
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III. The standard BC logo
c. Colors

Two-Color Logo 

When available, the preferred logo is the color version of the logo. The color 
usage for the logo is two color: Black 
and *PMS 550 blue. When using the 
two-color version of the logo, it is 
unacceptable to alter the color usages 
in any way without permission from 
Marketing & Communications.  For 
questions, please contact Marketing & Communications at (979) 230-3287.

 

One-Color Logo 
For the one-color version of the logo, it is preferable to print the logo in all black letters on a white background.  

When using the one-color version 
of the logo, it is unacceptable to alter 
the color usage in any way without 
specific permission from Marketing 
& Communications. If there are 
any questions, contact Marketing & 
Communications.

d. Size

The minimum width of the logo is 1.5” as shown.  For applications where a smaller logo is 
required, please contact Marketing & Communications. 

What NOT to do

Marketing and Communications can provide the logo in almost any size or format. Altering the logo in an improper 
manner is prohibited. Examples of what is considered improper are stretching, squashing or recoloring. 

*Pantone Matching System (PMS) is a color standard system used by professionals and is the definitive international reference for selecting, 
specifying, matching and controlling ink colors.
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IV. The Secondary (departmental) BC logo
For the sake of visual consistency, Marketing and Communications does not create custom logos for college 
departments, programs and clubs. 

Marketing & Communications does allow/create secondary logos for use for college departments and clubs/
organizations. The secondary logos consist of four elements, 1) The trademark symbol 2) the BC Logo, 3) the college 
name, and 4) the department/program name or website. In the secondary the trademark symbol is always located 
in the upper left (fig 4.1) of the “BC.” Figure 4.1 is the preferred logo arrrangement however when verticle space is 
limited then the horizontal (fig 4.1a) is to be used.

Please insure that any logo used on any college materials contains all four elements. Contact Marketing & 
Communications at (979) 230-3287 to arrange for creation or modification of secondary logos to meet these 
standards.

What NOT to do

Do NOT use the secondary logo without the trademark symbol. Do NOT modify the typefaces used in the 
secondary logos. It is unacceptable to alter the secondary logos in any way without permission from Marketing & 
Communications.  
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Figure 4.1

Figure 4.1a

No trademark symbol

No trademark symbol Font other than Aller used

1) The trademark symbol 

2) the BC Logo, 

3) the college name

4) the department/program name or website.
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IV. The Secondary BC logo (Continued)

a. Logos for Clubs and Stundent Organizations

Logos or other visual identification for college-sponsored clubs and organizations will be branded with the correct 
use of the appropriate Brazosport College secondary logo. Clubs and organizations may not develop alternate logos 
for individual use. Logos for clubs and student organizations require approval in advance by the Brazosport College 
Marketing & Communications Department.

Health & Wellness Services

Massage Therapy



VI. The BC Seal
e. The Official Seal

Brazosport College’s official seal may only be 
used on official university diplomas, certificates 
and documents of a legal nature. All other uses 
of the official BC seal are forbidden without 
the express written permission of Marketing & 
Communications at (979) 230-3287.

 When written permission to use the seal 
is granted by Marketing & Communications, 
the seal should be reproduced to a size that the text “The College of Choice” is clearly legible. Marketing & 
Communication will need to review the use of the seal after permission has been extended to determine whether or 
not it is being used correctly. If usage is deemed incorrect or not to acceptable standard, permission to use the seal 
may be revoked.
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V. The BC mascot

a. The Preferred Mascot

The Brazosport College mascot is a dynamic visual graphic. The preferred mascot is the BC blue gator. In order 
to keep a strong, visual consistency, the mascot must not be modified or distorted in any way. Any modifications 
needed for specific circumstances must be approved and performed 
by the Marketing & Communications office. Unapproved 
modifications may jeopardize the legal protection of the logo as a 
unique visual representation of the college.

b. Colors

Full-Color Mascot 

The color usage for the full-color mascot is five colors: PMS 550, PMS 2975, PMS 7699, Black and White. When 
using the full-color version of the logo, it is unacceptable to alter the color usages in any way without permission 
from Marketing & Communications.  For questions, please contact Marketing 
& Communications at (979) 230-3287.

One-Color Logo

For the one-color version of the mascot, it is preferable to print the mascot 
in black on a white background.  When using the one-color version, it is 
unacceptable to alter the color usage in any way without specific permission 
from Marketing & Communications. If there are any questions, contact 
Marketing & Communications.



VIII. BC color palette
a. Primary Colors 
BC’s primary colors are Black and PMS 550. Blue should be used as the main color. (PMS stands for Pantone 
Matching System and is the univeral color system used by all printing companies.)
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PMS: 550
Four Color/Process: C: 45 M: 16 Y: 16 K:0
Web: #8cb7c7

PMS: BLACK
Four Color/Process: C: 75 M: 68 Y: 67 K:90
Web: #000000

b. Secondary Colors 
While it is important to feature the primary color of BC, a secondary color palette can be used to complement and 
expand on designs. If a publication, however, is important for branding needs, it is necessary to show the primary 
color more prominently.

PMS: 5405
Four Color/Process: C: 78 M: 51 
Y: 37 K: 13
Web: #44687d

PMS: 7457
Four Color/Process: C: 20 M: 2 
Y: 6 K: 0
Web: # c8e2ea

PMS: 7505
Four Color/Process: C: 40 M: 55 
Y: 77 K: 23
Web: #856343

PMS: 4665
Four Color/Process: C: 19 M: 33 
Y: 45 K: 0
Web: #cea98d

VII. Photography 
Photography Copyright

Photographs taken by professional photographers/marketing staff for Brazosport College or for other campus 
organizations are considered copyrighted material. You cannot use photos that appear in college publications, 
on the website or other college-sponsored media without the permission of the Brazosport College Marketing & 
Communications Office, or the organization that contracted for the photograph.



IX. Typography
Communications that consistently use one or two families of typography establish a cohesive look. The Aller and 
minion  type families have been chosen as the official college typefaces for their readability and flexibility. Minion, 
a serif type, is more readable and is best for body copy. Aller, a sans serif type, is more legible and is best used for 
headlines. Aller is a free-use font and users are encouraged to download and install it on their computers to avoid 
legal or infringement ramifications. Users are also encouraged to buy Minion Pro to avoid legal or infringement 
ramifications.

For display items such as the masthead for a newsletter or heading for a poster, the preferred choice of typography is 
Aller. Never use these fonts, including minion, to recreate the logo.
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Minion Pro regular
ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890

Minion Pro italic
ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890

Minion Pro bold
ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890

Aller regular
ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890

Aller italic
ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890

Aller bold
ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890

Aller bold italic
ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890

Aller light regular
ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890

Aller light italic
ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890



X. Typography (continued)
a. Brand Name 

The college brand name is Brazosport College. This name should be used all in marketing, publicity, promotional 
and informational materials. The legal name of the college is Brazosport College. The legal name will be used when 
conducting official college business or when referring to the college in materials that will be circulated outside of the 
college’s service area. See the BC Publications Style guide for more information. 

b. Typographic rules

One space between sentences 
See the BC Publications Style guide for more information. 

Dashes 
See the BC Publications Style guide for more information.

Underlining 
Don’t underline. See the BC Publications Style guide for more information about quotation marks.

Capitals 
Very rarely (especially for serif type) use all capital letters. Text set in all caps is much harder to read.

Paragraphs 
Either indent the first line of paragraphs or add extra space between them – not both.

Widows and orphans 
Never leave widows and orphans bereft on the page.

Widow: when a paragraph ends and leaves one word on the last line

Orphan: when the last line of a paragraph won’t fit at the bottom of a column and must end itself at the top of the 
next column. 

Hyphenations and line breaks

a) Avoid more than two hyphenations in a row. b) Avoid too many hyphenations in any paragraph.

c) Avoid awkward hyphenations. d) Never hyphenate a heading.

Justified text 
Justify text only if the line is long enough to prevent awkward and inconsistent word spacing. Smaller text works 
better justified than large text.

Stretching/compressing text 
Do not change the shape of your original text by stretching or compressing copy.

Strokes on text 
Be careful outlining text with a stroke as it can negatively affect readability. Use the bold version of a font rather than 
outlining. Only apply strokes to bold, sans serif type.
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XI. Official Letterhead & Business Cards
a. Letterhead

There are two recognized types of letterhead, the general BC letterhead and the individual executive/departmental 
letterhead. Any printed or electronic communication by departments that utilizes BC letterhead or contains the BC 
logo must have approval by the appropriate director or dean of the responsible department or division, and use of 
the BC logo must be approved by Marketing and Communications.

Office of the President

Office of the Vice President,

College Advancement  

a. Business Cards

Print forms requesting official BC business cards maybe obtained online or directly from the Communication 
Service Center at 979.230.3264.  Official BC business cards must be approved by the appropriate director or dean 
of the responsible department or division. 

Brazosport College
www.brazosport.edu

Arnold Ramirez
Director of Counseling
and Testing

979.230.3235 P
979.230.3112 F
arnold.ramirez@brazosport.edu
Office: E-116

500 College Drive
Lake Jackson, Texas 77566The College of Choice

®

®

Brazosport College
www.brazosport.edu/ce

Community Education

Main Campus:
979.230.3600 P
979.230.3464 F

Freeport Center:
979.230.3597 P
979.233.3248 F

cecvm@brazosport.edu

500 College Drive, B-100
Lake Jackson, Texas 77566

®

®The College of Choice

Brazosport College
www.brazosport.edu

Serena Andrews C.F.R.E.
Vice President, 
College Advancement

979.230.3245 P
979.230.3498 F
979.799.8628 C
serena.andrews@brazosport.edu
Office: C-206

500 College Drive
Lake Jackson, Texas 77566The College of Choice

®

®
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XII. Production Guide
a. Design process 
Communicate your attention-grabbing message clearly and creatively in a style that is unique and consistent with 
college standards. The Marketing & Communications office provides professional, award-winning graphic design 
services at no cost to college departments for brochures, advertisements, posters and other marketing materials. 

Tell us the goals for your project and who your audience is, and we will find ways to communicate your message in 
the best and most visually appealing fashion. In addition to copywriting and proofreading, we can also help you find 
the most cost-effective printing available from BC Printing Services and/or off-campus vendors.

Here are the basic steps in the design process: 

Step 1: Establish the goals of your organization. Your communication project should be directly related to your 
overall goals and vision for your organization. 

Step 2: Define the project in terms of its goals and your target audience. What is the message you want to 
deliver?

Step 3: Analyze data to create a strategy. Review available information to determine the best way to 
communicate with your audience. 

Step 4: Establish a budget and schedule. Set up a realistic timeline, due date and anticipated costs for materials. 

Step 5: Begin design development to fit your strategy. Write text and create artwork. 

Step 6: Finalize design development by reviewing and proofing product.

Step 7: Deliver final artwork to printer. 

Step 8: Monitor contact with your target audience to measure the effectiveness of your project.

To receive publication design assistance from the Marketing & Communications office, call 979.230.3287. We 
are happy to help compile and proof the information for your publication. Once all the information and artwork 
is compiled, our graphic artist will begin the design work on your piece. We cannot begin work on incomplete 
projects. Design work begins when all material has been submitted.

b. Printing quality 
Even a well-designed publication needs to be produced correctly to maintain the professional standards of the 
college. Printing from a normal desktop printer or office copier will never produce quality pieces. Important 
publications need to be printed professionally on high-quality paper using appropriate equipment and/or specialty 
services (ie. die-cut, foil stamps, over-sized paper, perforations) and may require an off-campus vendor. For advice 
on production quality speak with Marketing & Communications.

c. Communication Service Center 
The Communication Service Center is the professional printing facility on BC’s campus. CSC provides 
photocopying, binding, scanning, and finishing services to all college departments, offices and organizations. 
Contact them at 979.230.3264.
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Introduction
Digital signage offers the campus the opportunity of communicating messages of interest and importance to 
our students, faculty, and staff. Digital signage also incorporates the ability to display campus-wide emergency 
announcements. 

Primarily, digital signage (television monitors and electronic or digital signs) is managed by Marketing and 
Communications and serves as a visual communication medium to inform students, faculty, staff, and visitors 
about events occurring at Brazosport College. Standard information displayed includes (but is not limited to): 
programs, meetings and activities; up-to-date weather information; campus news; important current events; 
campus facts and emergency messages.  

Secondarily, digital signage offers the opportunity for campus organizations and limited external organizations 
(limited to on-campus TV systems) to publicize events or broadcast announcements that are of student interest 
or student-oriented in nature. 

Digital signage differs from other communications devices such as websites/pages, TV ads, flyers, posters, and 
others. Each device is unique in what a viewer is typically doing when they see messages. Internet users are reading 
and “clicking”, TV watchers are sitting and watching, print readers are scanning and reading at their own pace. 

Viewers of digital signage are typically moving from one place to another, waiting or involved in some other 
primary activity, such as walking to class, eating, studying, etc. and in case of the LED, they are driving.
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BC Digital Signage Resources
On-Campus TV System:

Located in 29 prime locations around campus. There are several other proprietary screens in locations (CBIT, the 
Clarion and The Dow Academic Center) that are not available for general messages.

College Drive LED:

This is the main LED sign located along College Drive near the West Gator Drive entrance. The LED is available for 
college only messaging.

Marketing & Communications
The creation of content for digital displays requires consideration of functional, technical, legal, and aesthetic 
factors. Functional factors include duration of slide and other marketing-specific aspects. The technical 
considerations relate to the system’s capabilities and limitations. Legal considerations relate to compliance with 
appropriate copyright laws. Aesthetic considerations relate to making any digital slides and digital videos visually 
interesting and effective. Aspect ratios for displaying, graphic readability, balance, color, software compatibility, 
graphics, backgrounds, etc. will also be evaluated, when applicable. 
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On-Campus TV System:
See below for message current screen arrangement layout (subject to change at any time).

LED System:
There is only one area for display of message - This is a two-sided screen (facing opposite directions).

Main Content Screen
 This is where your message goes

Not
available 

for 
messaging

Limited content availability 

Weather

Content Scroller

Message Submission Timeline:
All messages for inclusion on digital signage (especially messages containing deadlines, timelines, RSVP by dates, 
etc.,) must be submitted at least 15 working days (three weeks) prior to the event. All messages are subject to prior 
approval before placement on a digital sign.

Message Submission Procedure:
1. Create your message content for the event you wish to publicize.

2. Submit your message to Marketing & Communicating using the Digital Signage Submission Form.  

3. Receive confirmation of message suitability for publishing on digital signage.

The message slide will be produced and posted on the appropriate digital sign(s). Slides will run for a maximum of 
two weeks before an event.
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Best Practices: Content
Too much information will clutter and confuse. To make your screen effective, follow our simple guidelines:

• Have one key message

• Keep it simple - Keep your words few and short; rewrite a few times to get it progressively more concise

• Write in phrases rather than full sentences

• Date-specific messages should note the actual day and date of the event - messages simply noting “today” or 
“tomorrow,” for example, can be challenging to administer.

• Have a clear call to action – short web address, Twitter feed etc.

Best Practices: Device Advice
When preparing information, consider the device that your message will appear on.

A. Campus TVs

 Think of these as shorthand versions of a flyer.

A. Main LED

 Think of these as shorthand versions of the shorthand version

Slide ABCs
A. Event Name

B. Event Description 
    (brief, if necessary)

C. Event Location

D. Event Date(s)

E. Event Time(s)

Content
Marketing and Communications and/or its designee, reserves the right to refuse, edit, or remove digital signage 
content for any reason. The LED is for college content only.

Example of Screen Ready Content
Example of a flyer and what an appropriate slide should look like for Gator TV and the LED. 

Gator TV

LEDOriginal Flyer

advise  •  connect  •  empower

QUALITY ENHANCEMENT PLAN

What is Brazosport College’s QEP?
Brazosport College’s Quality Enhancement Plan (QEP) weaves together an extensive network of student support services and 
learning experiences in the areas of self-awareness, goal setting, college literacy and communication skills. Through development 

assist career opportunities and outcomes.

ADVISE:
1. Establish educational plans through self-evaluation.
2. Evaluate progress toward goal completion.
3. Partner with an advisor to produce an academic plan. 

5. Demonstrate academic requirements for area of study.

CONNECT:
1. Identify college resources available to help to reach academic goals.
2. Articulate how resources will assist in reaching goals.

4. Know your advisor and the role they play in academic success.
5. Show knowledge by participation in co-curricular programs.

EMPOWER:

2. Identify occupations compatible with personal interests.

4. Evaluate course-selection risks with an advisor.
5. Select an area of study that supports academic and career goals. 

advise  •  connect  •  empower

QUALITY ENHANCEMENT PLAN

What is Brazosport College’s QEP?

for more info www.brazosport.edu/QEP
or drop by our o�ce J-205

www.brazosport.edu/QEP



Brazosport College 

Editorial Style Guide 
 
This Editorial Style Guide is published by the Brazosport College Department of 
Marketing and Communications with the purpose of providing consistency between 
departments throughout the college.  
 
As a rule, the Brazosport College marketing department follows the “Associated Press 
(AP) Stylebook” guidelines. This style was selected because the AP style is aimed at a 
general audience as is widely used in newsrooms, classrooms and corporate offices 
worldwide. Almost all media outlets use AP style. There are some references that are 
specific to Brazosport College and might venture away from AP style. This is the primary 
reason for this style guide. 
 
This guide also attempts to clarify some grammar issues that come up on a regular basis. 
For answers to other questions of style and spelling, the Brazosport College marketing 
department consults the “Associated Press Stylebook” and “Webster’s New Collegiate 
Dictionary.” 
 
Please become familiar with this style guide and apply its rules to your external writing 
when representing our college. If any questions arise about this style guide, requests for 
additions or any other issues, please consult the Brazosport College Department of 
Marketing and Communications. 

 
A 
a lot 
Never use as one word. 
 
abbreviations and ampersands 
Avoid abbreviations in running text. 

professor Smith, not Prof. Smith 
 
Use abbreviations and ampersands (&) when they are included in running text and part of 
a formal name. 

Robbins, Schwartz, Nicholas, Lifton & Taylor, Ltd. 
Sears, Roebuck and Co. 



 
The ampersand should not otherwise be used in place of and, except for some accepted 
abbreviations: R&B, B&B. 
 
Avoid using abbreviations for an organization’s name unless the agency or organization 
is known by its abbreviation: FBI, CIA, FCC.  
 
If an abbreviation is not universally recognized, spell out the organization’s name on first 
use, followed by the abbreviation in parentheses. If the organization’s abbreviation is 
used on second reference, use the abbreviation for the remainder of the document for 
consistency purposes. 
 
academic degrees * 
If mention of degrees is necessary to establish someone’s credentials, the preferred form 
is to avoid an abbreviation and use instead a phrase such as: John Jones, who has a 
doctorate in psychology. 
 
Use an apostrophe in bachelor’s degree, a master’s, etc., but there is no possessive in 
Bachelor of Arts or Master of Science. Also: an associate degree (no possessive). 
 
Use such abbreviations as B.A., M.A., LL.D. and Ph.D. only when the need to identify 
many individuals by degree on first reference would make the preferred form 
cumbersome. Use the abbreviations only after a full name – never after just a last name. 
 
The word “degree” should not by included in the degree title. 

Incorrect: Mark recently earned a Bachelor of Applied Technology degree; Mark 
has a B.A. degree in history. 
Correct: Mark recently earned a Bachelor of Applied Technology; Mark has a 
B.A. in history. 

 
When used after a name, an academic abbreviation is set off by commas: John Snow, 
Ph.D., spoke. Do not precede a name with a courtesy title for an academic degree and 
follow it with the abbreviation for the degree in the same reference: 

Incorrect: Dr. John Doe, Ph.D. 
Correct: Dr. John Doe, a chemist 

* This section is from the AP Stylebook, 2013, published by Basic Books, page 3 
 
academic departments * 
Use lowercase except for words that are proper nouns or adjectives or part of a formal 
name: the department of history, the history department, the department of English, the 
English department, or when department is part of the official and formal name: 
Brazosport College Department of History. However, always capitalize English when 
referring to the English department.  

* This section is from the AP Stylebook, 2013, published by Basic Books, page 3 
 



academic titles * 
Capitalize and spell out formal titles such as president, chair, etc., when they precede a 
name. Lowercase in all other uses.  

President Dr. Millicent Valek 
Dr. Millicent Valek, president, spoke. 
Kate Funkhouser, division chair, communications & fine arts, offered remarks. 
Head Coach Mark Davis won the award. 

* This section is from the AP Stylebook, 2013, published by Basic Books, page 3 
 

acronyms  
See abbreviations and ampersands 

 
academic year 
When referring to an academic year, write the first date with all four digits followed by a 
hyphen and only the last two digits for the second year. 
 The planning meeting for the 2014-15 Academic Calendar is today. 
 
ACT * 
Use only the initials in referring to the previously designated American College Testing. 

* This section is a direct quote from AP Stylebook, 2013, published by Basic Books, page 4 
 
addresses 
Abbreviate Ave., Blvd. and St. when they are used with a numbered address: 1250 Maple 
St. Spell them out and capitalize when they are used with a street name but no number: 
Maple Street. Lowercase and spell out when used with more than one street name and no 
numbers: Maple and Oak streets. All other words such as alley, drive, road, etc., are 
spelled out. 
 
Always use figures for an address number: 1200 W. Algonquin Road. 
 
Spell out First through Ninth when used as street names; use figures for 10th and above: 
135 First St., 1010 31st Ave. 
 
Abbreviate compass directions in street addresses: 650 E. Fifth Street, 700 N. Palatine 
Road. 
 
Addresses in running copy are separated by commas: Brazosport College, 500 College 
Dr., Lake Jackson, TX, 77566. When listing mailing addresses, use the two letter postal 
abbreviation. Use ZIP code plus four digits when possible. 
 
Use official names of offices: Registrar’s Office, Human Resources Department, etc., in 
mailing addresses. 
 
 



advisor 
Use advisor with the –or ending on all references. 
 
advisory bodies 
Capitalize references to a specific body of advisors heading executive departments for the 
president. Lowercase the shortened version on second reference. 
 The Board of Regents meet every month 
 The board sets the policy on funding for the College. 
 She has been a regent for four years. 
 The Executive Council is meeting this week. 

The next meeting of the Brazosport College Foundation Board of Directors will 
be in November. 

  
affect, effect 
Affect (verb), to influence; Avoid the usage of affect as a noun. 

The game will affect the score. 
 
Effect (verb) means to cause; (noun) means result. 

She will effect changes in the company. 
The effect was clear. 

 
African-American * 
Acceptable for an American black person of African descent. Black is also acceptable. 
The terms are not necessarily interchangeable. People from Caribbean nations, for 
example, generally refer to themselves as Caribbean-American. Follow a person’s 
preference. See nationalities and races and race. 

• This section is from AP Stylebook, 2013, published by Basic Books, page 6 
 

afterward 
Not afterwards 
 
ages 
Use figures for ages. He is 6 years old. 
Hyphenate ages when they are used as adjectives before a noun. A 10-year-old girl, but 
the girl is 10 years old. 
 
all right  
Never alright. 
 
alumni association  
Brazosport College’s alumni association is the Former Students Association. The 
association is organized and runs through the Brazosport College Foundation. 
 



alumnus, alumni, alumna, alumnae 
Alumnus is the singular form for a man who has attended a school; alumni (plural). 
Alumna is the singular for a woman who has attended a school; alumnae (plural).  
Use alumni when referring to group of men and women. 
 
a.m., p.m. 
Lowercase, with periods: 3 a.m., 4 p.m. Avoid 2 p.m. this afternoon, 12 noon and 12 
midnight. 

See time. 
 
apostrophes (’) 
Do not use apostrophes when using plurals for dates and abbreviations: 1990s, 1880s, 
Ph.D.s, B.A.s, 20s, VIPs, ABCs 
 
Use apostrophes for single letters: He received three A’s on his report card. Do not put 
quotes around grades. A’s, B’s, C’s. 

See academic degrees, capitalization, grades. 
 
Arnold & Janice Seidule Drama Theatre 
Always use the full name, with an ampersand, on first reference. The name can be 
shortened to the Seidule Theatre in second and subsequent references.  
 
Art Gallery 
On first reference, use Brazosport College Art Gallery. The name can be shortened to the 
BC Art Gallery in second and subsequent references.  
 
Asian-American * 
A person of Asian birth or descent who lives in the U.S. When possible, refer to a 
person’s country of origin. For example: Filipino-American or Indiana-American. Follow 
the person’s preference. 

             * This section is from AP Stylebook, 2013, published by Basic Books, page 21 

 
B 
backward 
Not backwards 
 
 



BASF Center for Process Technology at Brazosport 
College 
Always use the full name on first reference. Exceptions do apply to the “at Brazosport 
College” rule.  

See building.  
 
The name can be shortened to the BASF Center in second and subsequent references.  
 
Biannual/biennial 
“Biannual” is twice a year. “Biennial” is every two years. 
 
Bill & Julia May Children’s Center at Brazosport 
College 
Always use the full name, with an ampersand, on first reference. Exceptions do apply to 
the “at Brazosport College” rule.  

See building.  
 
The name can be shortened to the May Children’s Center in second and subsequent 
references.  
 
black * 
Acceptable for a person of the black race. African-American is acceptable for an 
American black person of African descent.  

See African-American. 
* This section is from AP Stylebook, 2013, published by Basic Books, page 32 

 
Board of Regents 
Capitalize when referring to Brazosport College’s Board of Regents. 
Do not capitalize board or regents when they are used alone or in second reference. 
The board members voted. The regents were appointed. 
Note: When referring to boards of regents or trustees besides Brazosport College, 
lowercase on all references. 

See advisory bodies 
 

Boilerplate 
About Brazosport College: Located in Lake Jackson, Texas, Brazosport College offers 
a broad range of courses and classes to address diverse educational objectives. Students 
planning to pursue a bachelor’s degree can enroll in academic classes, as well as courses 
in major fields of study, which will transfer to four-year schools. Recognized by the 
Aspen Institute as one of the nation’s top 10 community colleges, Brazosport College 
also offers more than 20 certificate programs and is one of three schools in Texas to offer 
a Bachelor Degree in Applied Technology. For more information about Brazosport 
College, visit www.brazosport.edu. 



 
Bookstore 
On first reference, use Brazosport College Bookstore. The name can be shortened to the 
BC Bookstore in second and subsequent references.  
 
Brazosport College 
Use Brazosport College on all first references. The preferred second reference is BC. The 
College can also be used as a second reference, but it’s preferred that “College” be used 
sparingly. 
 
Never refer to the College as Brazosport Community College or Brazosport Junior 
College. 

See College. 
 
Brazosport College Foundation 
Capitalize Foundation on second reference when referring to the Brazosport College 
Foundation. 
 
Brazosport College Governance Structure 
Brazosport College is an institution of higher learning, governed by a local board of 
regents. The governing board of the institution is elected from the citizens of the local 
community. Each of the nine regents of the Brazosport College Board of Regents serves a 
six (6) year term with local elections staggered every other year. 
 
Brazosport College Vision 
As the College of Choice, the Brazosport College board, faculty, and staff will be broadly 
engaged in supporting all students intellectually, socially, and culturally, preparing them 
to thrive within the global community. As a national leader of student success initiatives, 
the College will develop lifelong learners and prepare competitive graduates for 
tomorrow’s workforce.  

See College of Choice. 
 
building * 
Never abbreviate. Capitalize the proper names of buildings, including the word building 
if it is an integral part of the proper name: the Empire State Building. 

* This section is from AP Stylebook, 2013, published by Basic Books, page 38 
 

In external publications, official titles of all Brazosport College buildings should be 
followed by at Brazosport College on first reference.  
 
Example: The Clarion at Brazosport College, Dow Academic Center at Brazosport 
College, Freeport LNG Crafts Academy at Brazosport College 
 
If Brazosport College has already been identified in the external publication, the “at 



Brazosport College” extension can be left off, with exception of The Clarion at 
Brazosport College, which always uses this extension on first reference. 
 
Example: Brazosport College will host a showing of the movie, “Selma” at the Dow 
Academic Center. 
 
Byron & Sandra Sadler Health Professions/Science 
Complex at Brazosport College 
Always use the full name, including ampersand, on first reference. Exceptions do apply 
to the “at Brazosport College” rule.  

See building.  
 
The name can be shortened to the Sadler Complex in second and subsequent references.  

 
C 
campus 
Should not be capitalized unless part of an official name. 
 
capitalization 
In general, capitalize official names; unofficial, informal or general names are not 
capitalized, such as the center, the theater, the building. 
 
Journalism Lab, the lab 
Administration Building, the building 
 
Capitalize course titles, except for articles, prepositions and conjunctions. Do not use 
ampersands in course titles. 
 
HIST 1301 U.S. History to 1877 
ACCT 2401 Principles of Accounting I  
ARTS 1311 Design I 
 
Professor Smith is teaching Printmaking I in the fall. 
 
Capitalize grade letters. Do not put quotation marks around grades. 
 
 
 
 



A, B, C, D, F, H, P, W, X 
 
A grade of C or better is required to pass this course. 

See academic degrees, academic departments, academic titles, addresses, 
apostrophes, course titles, seasons. 
 
capitol 
Capitalize U.S. Capitol and the Capitol when referring to the building in Washington: 
The meeting was held on Capitol Hill in the west wing of the Capitol. 
 
Follow the same practice when referring to state capitols: The Texas Capitol is in Austin. 

• This section is from AP Stylebook, 2013, published by Basic Books, page 21  
 

catalog 
Not catalogue 
 
CD-ROM 
All caps when referring to a compact disc acting as a read-only memory. CD-ROM disc 
is redundant. 
 
cell phone 
Not mobile 
 
Center for Business & Industry Training 
Always use the full name, with an ampersand, on first reference.  
 
The name can be abbreviated to CBIT on second and subsequent references. Do not use 
CBIT as a first reference. 
 
chair 
Use chair instead of chairman, chairwoman or chairperson. 

He is the chair of the history department. 
Carolyn Johnson, Brazosport College board chair. 

 
child care  
two words 
 
The Clarion at Brazosport College 
In first reference, use the complete name The Clarion at Brazosport College. The name 
can be shortened to the Clarion in second reference. The “the” is only capitalized when 
the full name is used.  
 



classes 
Names of classes are not capitalized unless the specific name of a class is used or the 
class uses a proper noun or numeral. 
  She took classes in mathematics, history and psychology.  
  She is planning to take History of Psychology and College Algebra. 
   See capitalization. 

Classification 
Lowercase all: freshman, sophomore, junior, senior. 

College 
Capitalize College on second reference when referring to Brazosport College. 
Brazosport College is located in Lake Jackson. The College offers many programs. 

See Brazosport College. 
 
College Mission 
Brazosport College exists to improve quality of life by providing certificate, associate 
and baccalaureate degree programs, academic transfer programs, workforce development, 
and cultural enrichment in an efficient and cost effective manner. The board, faculty and 
staff are committed to student success and lifelong learning by responding to student 
needs, creating a dynamic learning environment, and enriching our communities. 
 
College of Choice 
College of Choice is one of Brazosport College’s most used taglines. When referencing 
the College of Choice with Brazosport College, always capitalize College and Choice. 
Never capitalize “the” unless it’s at the beginning of a sentence. 

See Brazosport College Vision. 
 
Commas * 
Use commas to separate elements in a series, but do not put a comma before the 
conjunction in a simple series. 

The flag is red, white and blue. 
He would nominate Tom, Dick or Harry. 

* This section is from AP Stylebook, 2013, published by Basic Books, page 305 
 
Commas always go inside quotation marks. All punctuation marks, except colons, go 
inside quotation marks. 

“I want to know your age,” he said.  
“I am 20 years old.”  
“Are you 20 years old?” 
“I’m excited to be 20 years old!” 

  
Separate names and titles with commas if they follow the name: 

John Smith, Ph.D., 



John Smith, professor of mathematics, 
 
Do not use commas to separate Jr. and Sr. from a name. 

Martin Luther King Jr. 
Bob Smith Sr. 

 
Use commas in figures greater than 999:  

1,234.  
 
Exceptions are: street addresses: 7500 North Cook St., room numbers, telephone numbers 
and years: 1998. 
 
commencement, commencement 
Capitalize when referring to Brazosport College Commencement. Lowercase when 
referring to formal commencement exercises. 
 
Commons 
Often, the College’s primary food and dining location is referred to as the Commons, in 
which “the” should not be capitalized unless it’s the first word of a sentence. Do not refer 
the Commons as Tommy’s. Only use Tommy’s when referring to the actual vendor. 
 
Community Education 
On first reference, use Brazosport College Community Education. The name can be 
abbreviated to CE on second and subsequent references. Do not use CE as a first 
reference. 
 
Compact disc 
CD is acceptable in all references. 
 
composition titles * 
Capitalize the principal words, including prepositions and conjunctions, of four or more 
letters. 
 
Capitalize an article – the, a, an – or words of fewer than four letters if it is the first or 
last word in a title. 
 
Put quotation marks around the names of all such works except the Bible and books that 
are primarily catalogs of reference material. In addition to catalogs, this category includes 
almanacs, directories, dictionaries, encyclopedias, gazetteers, handbooks and similar 
publications, as well as television shows and theater productions. Do not use quotation 
marks around such software titles as WordPerfect or Windows. 
 
“The Star-Spangled Banner” 
“Gone With the Wind” 



“Of Mice and Men” 
“Today” 
the “CBS Evening News” 
“The South Belt-Ellington Leader” 

* This section is from AP Stylebook, 2013, published by Basic Books, page 63 
 
copy 
For external audiences, avoid using language for mass consumption that is overly formal, 
unless the intended audience expects high-level prose. For maximum reader 
comprehension, most writing should be aimed for an intelligent, if not yet highly 
educated, audience. 
 
Examples: 
Use “titled,” not “entitled,” “text” instead of “verbiage,” “wrapped” instead of 
“enrobed.” 
 
Corporate Learning Center at Brazosport College 
Always use the full name on first reference. Exceptions do apply to the “at Brazosport 
College” rule.  

See building.  
 
The name can be abbreviated to CLC on second and subsequent references. Do not use 
CLC as a first reference. 
 
co-sponsor  
Hyphenate 
 
course titles 
Capitalize course titles, except for articles, prepositions and conjunctions. Do not use 
ampersands in course titles. 
 
HIST 1301 U.S. History to 1877 
ACCT 2401 Principles of Accounting I  
ARTS 1311 Design I 
 
Professor Smith is teaching Printmaking I in the fall. 
 
Courtyard Grill 
Correct: Courtyard Grill 
Incorrect: Courtyard Grille 
 
 
 



credit hours 
Use numerals to refer to credit hours (no hyphens). 
3 credit hours 
She is enrolled in a 4 credit hour course. 
 
current, currently 
Avoid use of current and currently because it is redundant. 
Incorrect: He is currently working at the college. 
Correct: He is working at the college. 

 
D 
dashes 
Use em dashes (—) to set off phrases where something more than a comma is needed. 
Use spaces between the em dashes. 
 
Correct: Brazosport College — named after the area — is located in Brazoria County. 
Incorrect: Brazosport College — named after the area, is located in Brazoria County. 
Incorrect: Brazosport College—named after the area—is located in Brazoria County. 
 
Use en dashes (-) for ranges in years, page numbers, times, etc., with no spaces between 
the dashes. 
 
Examples: 2002-03, 1998-99 (do not repeat the year on second reference for ranges), 
pages 125-258, 10 a.m.-3 p.m. 
 
database  
one word 
 
dates 
Time, date, place should always be in the following order: 
at 6 p.m., Friday, in the theater; The Brazosport College Jazz Band will perform at 6 p.m. 
on Tuesday, April 1, at the Clarion at Brazosport College. 
 
Use the year with the month only if the date does not fall in the current year. 
 
Do not use endings -st, -nd, -rd, -th with dates 
  April 1 event, not April 1st event 
 
Use a comma before and after the year if a month and date appear with it: December 31, 



2003. Do not use a comma between the month and year when it stands alone: December 
2003. 
 
Decades may be referred to as: the 1980s, the 1990s, etc. Do not use an apostrophe. Use 
numerals. 
 
day care 
two words 
 
days of the week 
Do not abbreviate. Capitalize them. 
 
Dean’s List 
Both words are capitalized. 
 
degrees  

See academic degrees 
 
department names  

See academic departments 
 
disabled, handicapped, impaired 
Do not use disabled or handicapped to describe a person. Avoid mentally challenged and 
other descriptions that may evoke pity. Instead use people with disabilities. 
 
dollars 
Always lowercase. Use figures and the dollar sign ($) in all casual references or amounts 
without a figure. 

Tuition costs $38 per credit hour. 
He donated $600,000. 
She paid $36.95 for a book. 
The building costs $88 million. 

Do not use $36.00. Leave off the zeros. 
 
double-click 
hyphenate 
 
download  
One word 
 
 



DVD 
Capitalize and use on all references. DVD is an acronym for digital video disk. 

 
E 
ellipsis ( … ) 
Use an ellipsis to show deletion of one or more words in sentences or quotes. Leave one 
space on both sides of the ellipsis: The car … is on the bridge. If the sentence ends with 
an ellipsis, leave the period that would have ended the sentence. … 
 
email 
Lowercase email. Hyphenate and lowercase e-commerce, e-business, e-shopping. 
Brazosport College email addresses should be lowercase: kyle.smith@brazosport.edu. 
Avoid breaking email addresses in a line of text. 
 
Employee Development Center 
Always use the full name on first reference. The name can be abbreviated to EDC on 
second and subsequent references. Do not use EDC as a first reference. 
 
Equal Employment Opportunity statement 
Brazosport College shall not discriminate against applicants or exclude staff or the 
student body from participation in any benefits or activities on the grounds of race, creed, 
color, national origin, citizenship status, age, disability, pregnancy, religion, gender, 
sexual orientation, gender expression or identity, genetic information, marital status, or 
veteran status in accordance with applicable federal and state laws. 
 
The above statement or a pre-approved condensed statement should be on all external 
advertising. See Brazosport College’s Graphic Design Stylebook for more clarification 
of this rule. 
 

exclamation marks 
Should be used sparingly. Never use more than one punctuation mark at the end of a 
sentence. 

Correct: John graduated from Brazosport College! 
Incorrect: John graduated from Brazosport College!!!! 

 



F 
FAFSA 
Acronym for Free Application for Federal Student Aid. Using FAFSA on first reference is 
acceptable, as well as preferred. 
 
fall  
Capitalize Spring, Summer and Fall when referring to an academic term. Lowercase 
when referring to the season fall, spring, summer, winter. 

See seasons. 
 

FAQ 
Capitalize and use on all references on the Web. Acronym for frequently asked questions. 
Spell it out in running text. 

 
farther, further  
Farther refers to physical distance. He ran 10 miles farther. 
Further refers to an extension of time or degree. She wouldn’t discuss it further. 
 
fax  
lowercase 
 
font style 
For rules of font style, color or formatting, see Brazosport College’s Graphic Design 
Stylebook. The rules for graphics apply for external publications. 
 
foreign students 
International students is preferred. 
 
full time, full-time 
Hyphenate as an adjective before the noun. Otherwise use two words. She works full 
time. He has a full-time job. 
 
Freeport LNG Crafts Academy at Brazosport College 
Always use the full name on first reference. Exceptions do apply to the “at Brazosport 
College” rule.  

See building.  
 
The name can be shortened to the LNG Crafts Academy in second and subsequent 
references.  



 
fundraise, fundraiser, fundraising  
one word 

 
G 
Gainful Employment statement 
For more information about our graduation rates, the median debt of students who 
completed the program and other important information, please visit our Web site at 
www.brazosport.edu/ gainfulemployment. 

grade-point average * 
Acceptable in all references for grade-point average. 

* This section is from AP Stylebook, 2013, published by Basic Books, page 119 
 
grades 
Always capitalize. Do not put quotes around grades. 

You must earn a C to complete the course. 
See apostrophes, capitalization. 

 

graduation 
Lowercase on all references. 

See commencement. 

 
H 
health care  
two words 
 
Hispanic * 
A person from – or whose ancestors were from – a Spanish-speaking land or culture. 
Latino and Latina are sometimes preferred. Follow the person’s preference. Use a more 
specific identification when possible, such as Cuban, Puerto Rico or Mexican-American. 

See Latina, Latino. 
* This section is a direct quote from AP Stylebook, 2013, published by Basic Books, page 128 

  



home page  
The front page of a website. Two words. 
 
Honors Program 
Use full name on first reference — Brazosport College Honors Program. BC Honors is 
also acceptable. On second reference, it can be shortened to Honors Program. 
 
hyphens 
Hyphens are joiners. Use them to form a single idea with two or more words. In general, 
do not hyphenate words that begin with the prefixes, after, anti, bi, by, co, ex, full, in, 
non, pre, post, re, semi and  unless the prefix ending is a vowel and the other word begins 
with the same vowel: re-elect, pre-election, co-op. 
 
Always hyphenate self: self-government. 
Hyphenate words with prefixes when they are used in front of a formal name:  
anti-American, post-Renaissance. 
 
When in doubt look up the word in the Associated Press Stylebook to determine if it is 
hyphenated. If word is not in the AP Stylebook, refer to Webster’s New World College 
Dictionary 

 
I 
Internet 
Capitalize. On second reference, can refer to the Net. 
 
intranet 
A private network inside a company or organization, only for internal use. Do not 
capitalize. 
 
IT 
Acronym for information technology. Spell it out and lowercase on first reference. On 
second reference, use IT (capitalized).  
 
international students 
International students is preferred to foreign students. 

 



J 
Java Hut 
Two words, both capitalized 
 
junior, senior 
Abbreviate as Jr. and Sr. only with full names. Do not use a comma: Martin Luther King 
Jr. 

 
L 
LAN 
Acronym for local area network. On first reference, spell it out. Use LAN on second 
reference. 
 
laptop 
One word 
 
Latina, Latino 
Latina, Latino is preferred to Hispanic. Follow the person’s preference. 
 
lay/lie 
The action word is lay. It takes a direct object. Laid is the form for its past tense and its 
past participle. Its present participle is laying.  
 
Lie indicates a state of reclining along a horizontal plane. It does not take a direct object. 
Its past tense is lay. Its past participle is lain. Its present participle is lying. 
 
When lie means to make an untrue statement, the verb forms are lie, lied, lying. 

* This section is a direct quote from AP Stylebook, 2013, published by Basic Books, page 154 
 
legislative 
Do not capitalize unless it begins a sentence. 
 
Legislature 
Capitalize in all references to a particular legislative body: The Texas Legislature 
Do not capitalize when used as a general term. 
 



lifelong  
one word 
 
login, logon, logoff 
Use as two words in verb form: I log in to my computer. 

 
M 
Master of Arts, Master of Science 
Master’s degree or a master’s is acceptable in any reference.  
 
midnight/noon 
Do not put 12 in front of either one. When referring to a time, it is preferable to use 12 
p.m., or 12 a.m. 

See time. 
 
Mission statement 
Brazosport College exists to improve quality of life by providing certificate, associate 
and baccalaureate degree programs, academic transfer programs, workforce development, 
and cultural enrichment in an efficient and cost effective manner. The board, faculty and 
staff are committed to student success and lifelong learning by responding to student 
needs, creating a dynamic learning environment, and enriching our communities.  
 
money 
Use the dollar sign and numbers. Do not use a decimal and two zeros unless the number 
of cents must be specified. 
  She spent $15 on a T-shirt and $23.50 on a sweatshirt. 

months * 
Capitalize the names of months in all uses. When a specific month is used with a specific 
date, abbreviate only Jan., Feb., Aug., Sept., Oct., Nov. and Dec. Spell out when using 
alone, or with a year alone. When a phrase lists only a month and a year, do not separate 
the year with commas. When a phrase refers to a month, day and year, set off the year 
with commas. 
 
January 1972 was a cold month. 
Jan. 2 was the coldest day of the month. 
His birthday is May 8. 
Feb. 14, 1987 was the target date. 



She testified that it was Friday, Dec. 3, when the accident occurred. 
 
In tabular material, use the three-letter forms without a period: Jan, Feb, Mar, Apr, May, 
Jun, Jul, Aug, Sep, Oct, Nov, Dec. 

See dates, years. 
* This section is a direct quote from AP Stylebook, 2013, published by Basic Books, page 177 

 
more than, over 
Use more than when referring to numerals: More than 50 people came to the party. Their 
salaries increased more than 2 percent. Use over to refer to spatial relationships: The 
plane flew over the house. 
 
MP3 
 
multicultural  
No hyphen, one word. 

 
N 
Native American * 
Acceptable for those in the U.S. Follow the person’s preference. Where possible, be 
precise and use the name of the tribe: He is a Navajo commissioner. 

* This section is a direct quote from AP Stylebook, 2013, published by Basic Books, page 186 
 
 
noncredit  
one word 
 
nonprofit  
one word 
 
numerals, numbers 
Spell out one through nine. Use numerals for 10 and above. 

They have six children.  
There are 10 people in the family. 

 
Do not start a sentence with a number. 

Incorrect: 60 students were in the class. 
Correct: There were 60 students in the class. Sixty students were in the class. 

 



A sentence may start with a year. 
1978 was a great year. 

 
For ordinals, spell out first through ninth when they indicate sequence in time or location: 
first base, First Amendment.  
Use numerals for 10th and above. 

 
O 
offline  
no hyphen 
 
OK 
Not okay 
 
on campus, on-campus 
Two words. Hyphenate as an adjective before a noun. 

I work on campus. 
She has an on-campus job. 

 
online  
one word 
 
ordinal numbers 

See numerals. 
 
Orientation 
Capitalize Orientation when referring to the program that introduces new students to the  
College. Orientation should not be capitalized when written as a common noun.  

New students are required to attend Orientation.  
The College holds several orientation sessions each summer. 

 



P 
part time, part-time 
Hyphenate when used as an adjective before a noun. 

I work part time. She has a part-time job. 
 
percent 
One word. Spell out percent in all references. Use a numeral before percent except when 
starting a sentence with a numeral, then spell out the number such as: Twelve percent of 
the people attended the open house. 

Correct: 10 percent; 2.65 percent 
Incorrect: 8 %; 2.5 per cent 

 
Phi Theta Kappa 
Capitalize. Use when referring to the International Honor Society of two-year colleges 
established in 1918. Do not use abbreviation, PTK. In external publications geared 
toward the general public, do not use the Greek abbreviations. 
 
Ph.D., Ph.D. 
It is preferred to say the person holds a doctorate and name the area of specialty. 
 
phone numbers  

See telephone numbers. 
 

president, vice president 
See academic titles. 

 
professor 
Do not abbreviate. Lowercase before a name unless starting a sentence with professor. 
Capitalize Professor Emeritus as a title before a name. 
 
program 
The word “program” is never capitalized unless it is part of a formal title. 

 
 



Q 
Question marks 
Never use more than one punctuation mark at the end of a sentence. 

Correct: Did John graduate from Brazosport College? 
Incorrect: How do you know John graduated from Brazosport College??? 

 
R 
room numbers * 
Use figures and capitalize room when used with a figure: Room 2, Room 211. 

* This section is a direct quote from AP Stylebook, 2013, published by Basic Books, page 241 
 
rooms * 
Capitalize the names of specialty-designated rooms: Blue Room, Lincoln Room, Oval 
Office, Persian Room. 

* This section is a direct quote from AP Stylebook, 2013, published by Basic Books, page 241 

 
S 
scholarships and awards 
The first reference to any college scholarship or award should be spelled out in full. On 
second reference, the term “scholarship” or “award” can be used.  

John Doe received the Gulf Coast Scientists Scholarship today. 
 

screen saver  
two words 
 
seasons 
Capitalize Spring, Summer and Fall when referring to an academic term. Lowercase 
when referring to the season fall, spring, summer, winter. 
 
 



semester 
Lowercase except at the start of a sentence. 

Spring semester, Fall semester, Summer session 
 
spacing * 
In writing, especially for news releases and all printed materials, use one space after a 
period at the end of a sentence instead of two spaces as in the English grammar style. 

* This is from the AP Stylebook, 2013, published by Basic Books, page 310 
 
spring  
Capitalize Spring, Summer and Fall when referring to an academic term. Lowercase 
when referring to the season fall, spring, summer, winter. 

See seasons. 
 
Spring Break 
Capitalize both words. 
 
state 
Lowercase in all state of constructions: the state of Texas, the states of Texas and 
Oklahoma. Do not capitalize state when used as an adjective to specify a level of 
jurisdiction: state Rep. Ken Legler, state funds. 
 
state names 
Spell out states when they are used alone in text. Abbreviate states when used with the 
name of a city, town, village, etc. 
 
Use the following state abbreviations in text. (ZIP code abbreviations are in parentheses 
and only should be used with complete addresses.) These abbreviations come from the 
standards used by the Associated Press Stylebook. 
 
Ala. (AL)  Md. (MD)  N.D. (ND) 
Ariz. (AZ)  Mass. (MA)  Okla. (OK) 
Ark. (AR)  Mich. (MI)  Ore. (OR) 
Calif. (CA)  Minn. (MN)  Pa. (PA) 
Colo. (CO)  Miss. (MS)  R.I. (RI) 
Conn. (CT)  Mo. (MO)  S.C. (SC) 
Del. (DE)  Mont. (MT)  S.D. (SD) 
Fla. (FL)  Neb. (NE)  Tenn. (TN) 
Ga. (GA)  Nev. (NV)  Vt. (VT) 
Ill. (IL)  N.H. (NH)  Va. (VA) 
Ind. (IN)  N.J. (NJ)  Wash. (WA) 
Kan. (KS)  N.M. (NM)  W.Va. (WV) 
Ky. (KY)  N.Y. (NY)  Wis. (WI) 
La. (LA)  N.C. (NC)  Wyo. (WY) 



 
Eight states are never abbreviated in datelines or text: Alaska (AK), Hawaii (HI), Idaho 
(ID), Iowa (IA), Maine (ME), Ohio (OH), Texas (TX), and Utah (UT). 

See addresses. 
 
Student Government Association 
On first reference, use the complete name. The name can be abbreviated to SGA on 
second and subsequent references. Do not use SGA as a first reference. 
 
Student Veterans Association 
On first reference, use the complete name. The name can be abbreviated to SVA on 
second and subsequent references. Do not use SVA as a first reference. 
 
summer  
Capitalize Spring, Summer and Fall when referring to an academic term. Lowercase 
when referring to the season fall, spring, summer, winter. 

See seasons. 

 
T 
telephone numbers 
Use figures and dashes in written publications, not periods.  

281-998-6150.  
If extension numbers are needed, use a comma to separate the main number from the 
extension: 281-998-6150, ext. 0000. 
Always include the area code. 
In graphic presentations, periods are acceptable instead of dashes. 
 
television program titles 

See composition titles. 
 
theater 
Use this spelling with the ending -er for all uses except when referring to a proper name 
of a Theatre: Arnold & Janice Seidule Drama Theatre 
 
time 
Do not use :00 with times:  

Correct: 6 p.m. 
Incorrect: 6:00 p.m. 



When listing a time range occurring in the same meridium, the first a.m. or p.m. can be 
dropped: 7 to 8 a.m., 8 to 9 a.m., 4-6:30 p.m. 
 
Lowercase a.m. and p.m. 

See a.m., p.m. 
 
Do not use o’clock with times. 
 
It is preferable to use 12 p.m. and 12 a.m. instead of noon or midnight. 
 
Only use from with to: 
 
Correct: from 9 a.m. to 10 a.m. 
Incorrect: from 9-10 a.m. 
 
Avoid redundancies such as 10 a.m. this morning, or 10 p.m. Monday night. 

See dates, midnight/noon. 
 
Tommy’s 

See Commons 
 
toward  
Not towards. 
 
T-shirt 
Should be capitalized and hyphenated in all references 
 
TV 
Acceptable as an abbreviation for television. Capitalize both letters when using 
abbreviation. 

 
U 
underway  
One word. This was recently changed in the Associated Press Stylebook. At one time, it 
was two words. 
 
upward  
Not upwards. 
 



URL 
The URL is the Internet address. Avoid breaking an Internet address in text. When the 
address does not fit on a line, then break it into two or more lines without adding a 
hyphen. 
 
Do not italicize, bold, underline, capitalize or use all capital letters to emphasize Web 
addresses. Try to avoid putting a period at the end of the address; recast your sentence if 
possible. 

U.S. * 
The abbreviation is acceptable as a noun or adjective for United States. In headlines, it’s 
US (no periods). 

* This section is a direct quote from AP Stylebook, 2013, published by Basic Books, page 280 
 

USA * 
No periods in the abbreviated form for United States of America. 

* This section is a direct quote from AP Stylebook, 2013, published by Basic Books, page 280 

 
V 
vice president, associate vice president 

See academic titles. 

 
W 
Web 
Short form of World Wide Web. The Web is not the same as the Internet, but is a subset. 
 
website  
one word, lowercase 
 
Web address 
The URL is the Internet address. Avoid breaking an Internet address in text. When the 
address does not fit on a line, then break it into two or more lines without adding a 
hyphen. 
 



Do not italicize, bold, underline, capitalize or use all capital letters to emphasize Web 
addresses. Try to avoid putting a period at the end of the address; recast your sentence if 
possible. 

weekend  
no hyphen 
 
weeklong  
no hyphen 
 
well-being 
Use hyphen 
 
well-informed 
Use hyphen 
 
Wi-Fi 
 
winter  
Capitalize Spring, Summer and Fall when referring to an academic term. Lowercase 
when referring to the season fall, spring, summer, winter. 

See seasons. 
 
withdrawal 
 
workforce  
one word 
 
workplace 
 
World Wide Web 
Three words, no hyphens. On second reference, the Web. Preference is to use website. 
www.brazosport.edu. Omit http:// on all URLs for the College’s website. 

 
 



X 
X-ray 
Always capitalize and use hyphen. 

 
Y 
years 
Use figures, without commas: 1995.  
When specifying a range of years, do not repeat the year on second reference.  
 Example: 2014-15. 
 
Use commas only with a month and day: Dec. 19, 1994, was a special day. 
Add no apostrophes when plural: 1990s, 1970s, 1950s. 

See dates. 

  
Z 
ZIP code * 
Use all-caps ZIP for Zoning Improvement Plan, but always lowercase the word code. 
 
Run the five digits together without a comma, and do not put a comma between the state 
name and the ZIP code: New York, NY 10020. 

* This section is a direct quote from AP Stylebook, 2013, published by Basic Books, page 301 
See addresses. 
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I. Purpose and scope
This document is intended to provide a general overview for the official, public-facing college website of Brazosport 
College (the BC website).

This document provides guidelines and best practices to maintain consistency in the visual appearance, organization and 
formatting of the information found on the BC website.

II. The BC website
a. Purpose of the BC website

The BC website is a publication of Brazosport College. Its primary goal is to provide information in a clear and consistent 
manner. To achieve this goal:

1. Textual content must be carefully edited and tailored for web publication.

2. Images must be relevant to the textual content of the page on which they appear.

3. Navigation items and in-content links must be labeled using unambiguous terms that are understood by the 
audience.

4. Information must be kept factually accurate.

It is important to recognize that it is impossible for the BC website, or any website, to be all things to all people. Internally 
focused information should be located where only the proper audience can access it. Inter-office networked file systems 
and employee drives can be used for these purposes.

b. Target audiences

The BC website serves as its most prominent face to prospective students, their parents and many public audiences. The 
target audiences of the website are:
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1. Prospective students and their parents

2. Current students

3. Faculty/staff

4. General public

5. News media

6. Influencers (school counselors, etc.)

7. Donors and friends of the college

8. Legislative officials



II. The BC website
c. Responsibility

The Marketing & Communications Department has primary responsibility for the overall design, development and 
management of the BC website.

Individual departments/offices are charged with maintaining the content of their respective websites. 
Every department/office should define a minimum of two employees to be responsible for their respective web pages and/
or sites.

Keep your content up to date. Out-of-date content reflects poorly on the user’s overall opinion of the website and the 
college. It also degrades the trust of the user to later find information on the website. If you put up info that needs to be 
updated later, mark it on your calendar so you don’t forget to change it.

For a more specific breakdown of roles and responsibilities, please reference the official College Web Site Responsibilites 
and Duties policy.
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III. BC homepage
The BC homepage provides access to primary entry points to the main website and lists current campus news and events. 
Items appearing on the homepage should be intended primarily for external audiences. The goals of the BC homepage 
are:

1) Branding

2) Marketing

3) Communication

4) Navigation

A website homepage can be thought of as a storefront. It should:

1) Tell users where they are – the homepage should make clear the name of the organization and the nature of its 
business.

2) Encourage users to come in & look around – give a taste of what you have to offer so they want to learn more.

3) Provide clear directions to the entrance – show them how to enter and navigate your space.

IV. BC web pages levels
a. Level 1

Level 1 pages are pages that represent BC as a whole rather than a particular unit, department or division. These pages 
are developed and maintained by the Marketing & Communications Department. The BC homepage and pages linked 
in the global navigation (Prospective Students landing page, Current Students landing page, Faculty & Staff, A-Z List, 
etc.) are examples of Level 1 pages.

b. Level 2 

Level 2 pages represent individual divisions, departments, offices or other units. The overall layout and design should 
stay consistent site wide for all Level 2 pages. Marketing & Communications provides Page Layouts to serve as 
templates for all Level 2 pages. All aspects of these pages, including accuracy & timeliness of content and accessibility 
standards compliance and adherence to Level 2 page guidelines, are the responsibility of the individual divisions, 
departments, offices or other units. Financial Aid, Campus Life, etc. are examples of Level 2 pages.

c. Level 3

Level 3 pages are sub-pages stuctured under Level 2 pages that represent individual divisions, departments, offices or 
other units. These pages may be less strict in the overall design, but will still adhear to any styles provided via its parent 
site. Marketing & Communications provides Page Layouts to serve as templates for all Level 3 pages. All aspects of 
these pages, including accuracy & timeliness of content and accessibility standards compliance, are the responsibility of 
the corresponding party. Clubs, News Releases, secondary pages after the main departmental page etc. are examples of 
Level 3 pages.
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V. BC page requirements
a. Brazosport Dept Full Width with Nav Pages

All BC Dept Full Width with Nav pages must use a specific Page Layout provided by the Marketing & Communications 
Department. This template is intended to provide a degree of consistency across the BC website. The preferred use 
for the page layout is for Level 2 pages*. The template includes the official BC logo, links to specific Level 1 and Level 
2 pages, BC website search, space for the name of the unit that the website represents, three columns below the page 
content area and unit website navigation on the left side of the template.

Removing or obscuring any elements of the template, changing the defined fonts, and modifying colors is prohibited.

* If a BC Dept Full Width with Nav Page layout is used for Level 3, it is preferred all level 2 pages should be BC Article pages.
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V. BC page requirements
a. Brazosport Article Pages

All BC Article pages must use a specific Page Layout provided by the Marketing & Communications Department. This 
template is intended to provide a degree of consistency across the BC website. The preferred use for the BC Article Page 
layout is for Level 3 pages*. The template includes the official BC logo, links to specific Level 1 and Level 2 pages, BC 
website search, space for the name of the unit that the website represents, one right columns to the right of the page 
content area and unit website navigation on the left side of the template.

Removing or obscuring any elements of the template, changing the defined fonts, and modifying colors is prohibited.

* If a BC Article Page layout is used for Level 2, it is preferred all level 3 pages should be BC Dept Full Width with Nav pages.
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VI. Best practices
a. Website structure and organization

Thorough attention must be given to planning the structure and organization of a website. It is tempting to organize 
websites based on internal college structure rather than the needs of users. This results in the “silo effect” and makes the 
finding of information more difficult for the user.

Information must be grouped in broad categories based on what a user would logically want, even if that means grouping 
functions from different departments/offices together.

b. Navigation and links

Use clear and relevant terms that users understand when creating navigation elements. Users scan for links when viewing 
Web pages to find information they are seeking. 

Use words that most accurately describe the destination of the link when creating body copy links. Avoid using “click 
here” for identifying links. 

For example, it is preferable to use: 
View the spring 2012 class schedule

Rather than: 
To view the spring 2012 class schedule, click here

d. Graphics

Images should only be used if they add interest to the page on which they are placed. Images should not be used to 
display textual content or to replace the text of a page. Additionally, they should be relevant to BC and the text and 
purpose of the page. All images files should be optimized for display on the Web. Do not use any images obtained via 
the web. Just because it is on the internet does not mean it is free to use. When in doubt, please contact the Marketing & 
Communications Department for assistance.

e. Page titles

Although often overlooked, page titles are vitally important to the usability and navigation of a website. Page titles 
normally appear at the top of a browser window as well as on browser tabs. 

The preferred format for a page title is: 
Page Name

For example: 
Scholarships

The page title is also what appears in the user’s bookmarks or favorites when he or she bookmarks a page. Search engines 
often utilize page titles when ranking search results as well. Remember to use short but descriptive terms when coming up 
with page titles; avoid using terms like “home” or “welcome.”
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VI. Best practices
c. Textual information

Writing for the Web

Web users scan for keywords that identify the information they are seeking. Use short paragraphs, do not copy print 
publications word-for-word. Large blocks of text can look like walls, and act as such to the user. Research has shown that 
short, concise paragraphs and bulleted lists work best for web use. Omit non-essential words, and use language that is as 
clear and simple as possible. Always keep the mission of the website in the front of your mind when writing content.

Talk to your target audience. 
Your information is not for everyone. Avoid generalities. Choose a friend or family member that’s interested in your 
topic. Write your article to them. Writing to a friend will make your copy personable and friendly. You will connect 
with your readers as a friend giving advice. Your article will do a better job of building credibility for you.

 For example, it is preferred to write: 
 You should apply for financial aid as one of your first steps in applying to BC.

 Rather than: 
 Students who apply to BC must apply for financial aid as one of the first steps of the application process.

Headings

Pages should be broken into sections using headings. This will increase the effectiveness of the BC website search 
mechanism and aid users with screen readers in the interpretation of the page.

Link, don’t duplicate

One of the fundamental principles upon which the World Wide Web is based is the idea that information can, and should 
be, created once and referenced as needed. Rather than duplicating information found online, simply provide a link 
to that information whenever possible. This way, as content is updated, the number of corrections needed is kept to a 
minimum.

Acronyms

Use the college’s full name, Brazosport College, when referring to it on first reference. The acronym, BC, may be used 
subsequently. If acronyms are to be used in a Web page, always explain what the acronym stands for when first using it on 
a page.

Page coding

All pages should be coded to adhere to standards established by the W3C. Content should be created using a valid 
doctype and validated using the W3C’s online validation tool. Cascading Style Sheets (CSS) should be used to control the 
layout and formatting of pages rather than tables.
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