Kansas Tobacco Use Prevention Program
Style Guide

Acronyms: An acronym is a word or abbreviation formed from initial letters: FBI. Acronyms should always be written in all caps. When using an acronym (TUPP) always define it the first time it is used in copy. After the first use the acronym can stand alone. The Tobacco Free Kansas Coalition (TFKC) …  If you need to contact TFKC…

Affect, Effect*: Affect, as a verb, means in influence: The game will affect the standings.
Affect, as a noun, is best avoided.

Effect, as a verb, means to cause: He will effect many changes in the company.

Effect, as a noun, means result: The effect was overwhelming. He miscalculated the effect of his actions. It was a law of little effect.

Capital, Capitol: Capital is the city that is the seat of state government: Topeka is the capital of Kansas. When used in the financial sense, capital describes money, equipment or property.

Capitol is the statehouse building. The Governor’s office is located in the capitol.
Commas in a series*: 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.
Put a comma before the concluding conjunction in a series, however, if an integral element of the series requires a conjunction: I had orange juice, toast, and ham and eggs for breakfast.
Use a comma also before the concluding conjunction in a complex series of phrases: The main points to consider are whether the athletes are skillful enough to compete, whether they have the stamina to endure the training, and whether they have the proper mental attitude.
E-mail: lowercase with a hyphen: e-mail
Gender-specific terms: Avoid using gender-specific terms regarding a group a people. Replace these terms with gender-neutral terms. Avoid using businessmen; use business people.

Impact: When referring to impact youth trainings impact should be all lowercase and italicized.  Impact stands for informing my peers about tobacco use.
In order to: Avoid this unnecessary phrase. Right: I must work all night to complete this project. Wrong: I must work all night in order to complete this project.

Its, it’s: Its is the possessive form of it. The company and its investors…

It’s is the conjunction for it is. It’s his turn to answer the phone.

Legislator: Always lowercase: legislator. When referring to a specific legislator capitalize and abbreviate their appropriate title: Sen. Allen; Rep. Morrison. To avoid confusion, it is often appropriate to precede a state legislator’s title with the word state: Kansas state Sen. Allen; state Rep. Morrison. U.S. legislators’ titles are preceded by U.S.: U.S. Sen. Nancy Kassebaum.

Legislature*: Capitalize when preceded by the name of a state: the Kansas Legislature. Retain capitalization when the state name is dropped but the reference is specifically to the state’s legislature. TOPEKA, Kan. (AP) – Both houses of the Legislature adjourned today.

Lowercase legislature when used generically. No legislature has approved the amendment.

Use legislature in lowercase for all plural references. The Arkansas and Colorado legislatures are considering the amendment.
More than, over: Use the phrase more than instead of over when referring to numbers. More than 3,900 Kansans die from cigarette smoking every year. Over is a physical action. He jumped over the desk.

News release: Use the term news release instead of press release.  Press implies a printed publication. Also news conference is preferred to press conference.

Nonsmoker: no hyphen
Press: When referring to news organizations use the more general term media.

Quitline:  Quitline is always one word and is always capitalized.  In the first reference use the entire title Kansas Tobacco Quitline.  In future references you may use just Quitline.
Quitline logo: Use of the Kansas Tobacco Quitline logo must be approved by KDHE staff.  
Quotation marks: The period and the comma always belong within the quotation marks. She called the party a “calamity.”
The dash, semicolon, question mark and exclamation point belong within the quotation marks when they apply to the quoted matter only. When Frank saw the mess he said, “Holy cow!” These marks belong outside the quotations when they apply to the whole sentence. Can you believe she said, “read my lips”?
Put quotation marks around a word or words used in an ironical sense. The “debate” turned into a free-for-all.

Secondhand smoke: Secondhand is one word without a hyphen.

Smoke-free: See tobacco-free.
State: Lowercase state when used as an adjective: state employees, state flag. 
Capitalize State when used referring to Kansas government as a whole: the State allows…

Statehouse*: Capitalize all references to a specific statehouse, with or without the name of the state. The Kansas Statehouse is in Topeka. The Governor will visit the Statehouse today.

Lowercase plural uses: the Kansas and Missouri statehouses.

TASK:  TASK is the statewide youth movement against tobacco.  TASK is not an acronym.  Use of the TASK logo must be approved by KDHE staff.
That, which (pronouns)*: Use that and which in referring to inanimate objects and to animals without a name.

Use that for essential clauses, important to the meaning of a sentence, and do not use commas: The team that finished last a year ago is in first place this year.

Use which for nonessential clauses, where the pronoun is less necessary, and use commas: The Bank of America building, which is beige, has an attached parking garage.

(Tip: If you can drop the clause and not lose the meaning of the sentence, use which; otherwise, use that. A which clause is surrounded by commas; no commas are used with that clauses.)

That, who (pronouns): Use who in referring to individual people or groups of people. The staff members who are wearing blue name tags can give you directions.  
Use that for organizations: The coalition that had the highest score won the prize. 

Titles: Capitalize professional titles when used with an individual’s name: Program Manager, Carol Cramer. Lowercase professional titles when used without a name: the program manager said...

State cabinet level titles (Governor, agency Secretaries, etc.) should always be capitalized.
Tobacco-free: Tobacco-free is hyphenated because it is a compound modifier that describes a noun. The tobacco-free ban only covers the zoo. This building is tobacco-free. This also applies to smoke-free.
(Compound Modifier Tip: If you can insert the word “and” between the modifiers and the sentence makes sense, it is not a compound modifier and you do not need a hyphen.) 
Web: always capitalized

Web site: two words with Web capitalized
Whom: The use of whom, the objective case of who, shows the reader that the pronoun receives the action of the verb rather than initiates it.  Whom did the president name to his cabinet.

*Taken directly from AP Stylebook.
