Kiwanis Style Guide

For Kiwanis, Circle K, and Keynoter magazines

FOURTH DRAFT

INTRODUCTION

There is no shortage of stylebooks in the world today. Every major newspaper, magazine, and journal has one, as does every publishing house and news agency. Stylebooks and guides can be found at every bookstore or library. Every serious writer or editor owns at least one. Why is it necessary, then, to develop yet another stylebook for Kiwanis, Circle K and Keynoter magazines, as well as the International Office?

For starters, consistency of style helps build a unified identity for Kiwanis. Each magazine is intended for a different audience, but all are produced by the Kiwanis International Magazine Department staff. Style consistency ensures the three publications convey the same messages to the Kiwanis family, which solidifies the identity of Kiwanis International. Consistency of style also demonstrates that each publication adheres to the same high level of quality while maintaining its own identity.

Writing for Kiwanis magazines differs from writing for a general or commercial publication. Granted, Kiwanis writers must follow the same basic tenets of English usage as other writers, but audiences are different and terminology is specialized. Readers of Kiwanis materials are attuned to the Kiwanis “language,” which most “mainstream” stylebooks don’t address. 

In general, Kiwanis writers and editors adhere to the Associated Press (AP) Stylebook. The Kiwanis Style Guide details style elements that deviate from the AP stylebook and are specific to Kiwanis. For spellings and definitions, Webster’s Third International Dictionary of the English Language, Unabridged, and its chief abridgement, Merriam-Webster’s Collegiate Dictionary (Tenth Edition), are recommended. 

KIWANIS STYLE GUIDE
A
abbreviations and acronyms  

For clarity, avoid the use of abbreviations and acronyms. Generally, Kiwanis follows AP style in regard to abbreviations and acronyms with one exception: governor and lieutenant governor are spelled out.

Example: 

“We insisted that no club be chartered until it was healthy,” Terri Neumann, governor of the California-Nevada-Hawaii District says. 

Do not abbreviate states and provinces.  On first reference, most cities in the US need a state and most cities in Canada need a province. If the city is not in the US or Canada, city and country will do.

Kiwanis-style note: There are certain cities that don’t need a state,  province, or country after them, even on first reference. These include: Athens, Chicago, Indianapolis, London, Los Angeles, Mexico City, Moscow, New York City, Panama City, Paris, Rome, Singapore, Tokyo, and Toronto.

Abbreviate junior and senior as Jr. and Sr. when used with full names of persons or animals. Do not precede with a comma.

Example: Juan F. “Ito” Torres Jr.

Avoid the use of abbreviations, especially in headlines, unless they are universally recognizable.

Acceptable examples: 

FBI, US, NASA, ABC-TV, UNICEF, CMN

Avoid the use of Kiwanis-related abbreviations, especially in headlines, unless they are universally recognizable throughout the organizations.

Examples: Circle K International (CKI), Kiwanis International Foundation (KIF), Hugh O’Brian Youth (HOBY) Leadership

Kiwanis-style note: Do not use WSP in articles regarding the Worldwide Service Project or YC:PO in articles on Young Children: Priority One.

Spell out the program or organization in first reference immediately followed by its abbreviation in parentheses, but only if the acronym is used later in the article. Do not use periods in abbreviations and be sure letters are uppercase. If the abbreviation is not to be used again, don’t include it on the first reference.

Kiwanis-style note: (IDD) always follows first reference of iodine deficiency disorders, even if it is not mentioned later in the article.
Do not use periods in abbreviations for United States (US), District of Columbia (DC), Post Office (PO), before Christ (BC), Anno Domini (AD), or medical doctor (MD).

about  Preferred to around or approximately when giving an approximation.

Example: There are Kiwanis clubs in about 90 nations.
advisor  The appointed position of a faculty member or Kiwanian assigned to advise a sponsored youth group. 

Aktion Club  A community-service project that integrates developmentally disabled citizens into a working service-club structure. Uppercase both words.

am, pm  For magazine articles, use small caps, with no periods (am, pm). In documents other than those written for the magazines, use lowercase and periods (a.m., p.m.).

Kiwanis-style note: Small caps can be made by holding the Ctrl and Shift buttons with the letter “K” and then typing the word; to turn off small camps, repeat this process. 

amendments and resolutions  Capitalize when referring to a specific amendment or resolution.

Example:

The House of Delegates unanimously approved Amendment Number 1. 

Kiwanis-style note: Formally identifying amendments as Amendment Number 1, Amendment Number 2, and so forth is rarely done in Kiwanis magazine. The same holds true for resolutions. 

American, America  Avoid using. Use US; North America or North American; Central America or Central American; or South America or South American
among  Used for a group of three or more. Between is used with a group of two.

around the world  Use worldwide instead.

Asia-Pacific (see Kiwanis Asia-Pacific)

attribution  When attributing quotes, the active says is preferred in most cases.

Kiwanis-style notes: 

As appropriate, when using a number of attributions, use variations of says, such as notes or reports, to make the copy more readable.

On first reference, says generally precedes the name and title of the person to whom a quote is being attributed. It follows the person’s name on subsequent references. Note: Generally, on second reference, the person’s first or last name should be used, not he or she. (First names can be used on second reference for Kiwanis-family members; last names for non-Kiwanis-family members.)

Examples: 

“The Kiwanians played a major advocacy role,” says Gianni Murzi, UNICEF representative.

“We will be mobilizing public awareness,” Murzi says.

Kiwanians played a major advocacy role, according to Gianni Murzi, UNICEF representative. “We will be mobilizing public awareness,” Murzi adds.

B

between  See among  
Board of Trustees  Board is preferred on first references of the Kiwanis, Circle K, or Key Club International Boards. Always capitalize when referring to the International Board; It is not capitalized when referring to boards other than the International Board.

Kiwanis-style note: Board is OK on second references.
book titles  Italicize, with no quotation marks.

Kiwanis-style note: This rule applies to all creative works of art.

Builders Club, Builders Clubs  Uppercase both words in singular and plural versions of the formal name of the organization. 

Kiwanis-style note: An individual member is referred to as a Builders Club member on first reference and can be referred to as a Builder in subsequent references; two or more members can be referred to as Builders (preferred) or Builders Club members.

Builders Block  The official publication of Builders Club.

bullets (see lists)

bylaws  Always uppercase when referring to the International Bylaws; use lowercase when referring to bylaws of Kiwanis clubs and districts. Uppercase Standard Form for Club Bylaws.

C

California-Nevada-Hawaii KIWIN’S District  Though sponsored by the same Kiwanis California-Nevada-Hawaii District, this district is recognized independently from Key Club’s California-Nevada-Hawaii District. (See entry under KIWIN’S.)
Canadian provinces  When referring to Canadian provinces, do not use “Canada” as part of the identification.

Example: 

The Kiwanis Club of Niagara Falls, Ontario

Kiwanis-style note: Remember: “Canadian” districts include the Caribbean and parts of US. 

cents Spell out, use lowercase, and use numerals. Don’t use the cent sign.

Example:

 Each Builders Club member contributed 75 cents toward the project.

club names  Uppercase “club” when used as part of the formal club name. Use lowercase in other contexts, including subsequent references and, with the exception of Key Club or Builders Club, in informal references to the club. Formal club names are found in the annual directory. Accent marks as on charter.

Kiwanis-related examples:
Upper case —

Kiwanis Club of New Point, Indiana

Circle K Club of Brooklyn College

Key Club of Mona High School

Lower case —

the New Point, Indiana, Kiwanis club

the Brooklyn College Circle K club

the Mona High School Key Club

About 30 members of the club participated.

Kiwanis-style note: On first reference in a magazine article, the name of the Kiwanis club should be in boldface type.

Example: 

The track meet is an annual fund-raiser for the Kiwanis Club of Carson City, Nevada.

chairperson  Use chairperson if it is not known whether the person is male or female.

Kiwanis-style note: In most Kiwanis International documents, chairman is required by the Board. Some departments have various standards, using chairperson, chair, chairman.

Circle K International (CKI)  Formal name of the International organization, though, in general, it is identified simply as Circle K. Individual clubs are referred to as Circle K clubs. Individual members are referred to as Circle K members on first reference and can be referred to as Circle K’ers in subsequent references. 

Kiwanis-style note: CKI has been adopted as an alternative official name. (In it’s strategic plan, Circle K plans to promote the use of CKI in all marketing and public relations media to bring clarity to the organizational identity.)

colons  A colon introduces a list or is used as a substitute for are or is; dashes set apart tangential comments. 

Examples:

Your duties during convention will include: voting on amendments and resolutions; attending seminars; and participating in a service project.

Someone—a Kiwanian for sure—will be vacationing in Orlando, Florida, in the near future.

commas

Use a comma after each entry in a series of three or more entries. 

Example:

The fund-raising dinner included fried shrimp, pineapple shrimp, breaded shrimp, boiled shrimp, and barbecued shrimp.

Do not use a comma between a month and year.

Example:

May 1999

Kiwanis-style note: Follow a complete date or complete location with a comma when used in a sentence.

Example: The Kiwanis Club of Greenwood, Indiana, sells peanuts every June.

Do not precede Jr., Sr., Co., Corp.,  or Inc., with a comma.

Examples:

Juan F. “Ito” Torres Sr.

Juan F. “Ito” Torres Jr.

J.C. Penny Co. Inc.

company  Spell out, unless abbreviated in formal name of a company.

Example: 

J.C. Penney Co. Inc.

Connelly Medal  The official name of this award is the Robert P. Connelly Medal.

convention  Uppercase when used with the full name of or in reference to a specific Kiwanis International convention. 

Examples:

The 84th Annual International Convention was conducted in Denver, Colorado. 

The 2001 International Convention will unfold in Taipei, Taiwan. 

The Indianapolis, Indiana, convention is scheduled for 2003.

It is a privilege to be a delegate at an International convention.

conventioner  Use conventioner and not conventioneer to describe someone who attends a convention.

corporation  Spell out, unless abbreviated in formal name of a company.

D

dashes  In general, follow AP style. No spaces before or after dashes. (In Microsoft Word, dashes are made by striking the hyphen key twice, typing in the next word, and hitting the space bar. Microsoft Word also creates dashes when CTRL/ALT and the “-” on the top row on the keypad are depressed.)

Example:  

With Canada’s Kiwanis clubs represented by three districts—one of which is shared with the United States—the Brantford, Ontario-based foundation serves as the center of Canadian Kiwanis. 

Kiwanis-style note: Dashes are used for conversational asides or, as AP describes it, an abrupt change, whereas colons are used to introduce lists. 

date ranges  Use a hyphen or the words from and to to indicate date ranges.  

Examples:
1941-45

1872-1924

From June 30 to July 3

Kiwanis-style note: “1999-2000” is preferred when referring to date ranges that span a century.

decades  

When using numerals to indicate decades, do not use an apostrophe.

Example:

1980s.

Use an apostrophe when abbreviating the numerical form of a decade.

Example:

the ’80s

(In Microsoft Word, an opening apostrophe will turn into an opening quote; to force Word to create an opening apostrophe, hold Control and click the apostrophe twice.)

delegates  Uppercase when used as part of the official “ International House of Delegates.” Lowercase in subsequent references and when referring to the official body that convenes during district conventions.

department names  

Uppercase department when used as part of a formal department name. Departments at the Kiwanis International Office fall under one of several organizations. These include:

Executive Director


Executive Services Department

International Services


Board Services Department


Marketing and Communications Department


Meetings and Conventions Department


Publications Department


Service Programs Department

Operations


Finance Department


Human Resources Department


Information Technology Department


Office Services Department

North American Services


Club Development Department


Leadership Development and Education Department


Member Services Department


Retail Operations Department

Sponsored Organizations and Programs


Circle K International


Key Club International


Leadership Development and Education


Member Services

Regional Services

Kiwanis International Foundation

When using “department” alone or in subsequent references within an article, lowercase.

In general, do not abbreviate department names unless the department has a universally recognized abbreviation, such as IT (Information Technologies Department). Even then, use discretion.

Kiwanis-style note: It is permissible to drop Department from the formal name of a department when doing so will make copy less cumbersome and more readable. However, when used at the end of an article as part of contact information, a department’s entire formal name should be used. 

Examples:

The Human Resources staff oversees the International Office’s benefits plans.

For more information, contact the Human Resources Department.

Lowercase “departments” when noting more than one department in a single reference.

Example: 

The Publications and Service Programs departments

dimensions Use numerals and spell out inches, feet, yards, when indicating depth, length, and width. Place hyphens in the adjective form.

Examples:

Denver’s altitude is 5,280 feet.

He is a 7-foot, 10-inch man.

Kiwanis-style note: In Kiwanis International documents, such as the Kiwanis Family Store catalog, foot and inch marks—' and " respectively—should be used, not quotation marks.

district  Capitalize district only when used as part of a formal district name. 

Examples:

He represents the Florida District. 

The district she represents is Michigan.

Lowercase “districts” when noting more than one district in a single reference.

Example: 

the Rocky Mountain and Capital districts.

On first reference in a magazine article, the formal name of a district should be in boldface type.

division  Capitalize division only when used as part of a formal division name. 

Kiwanis-style note:  In a formal division name, the number is used, not spelled out.

Example: 

The project was completed by clubs in Division 1 of the Kansas District. The division’s Circle K clubs also participated.

Kiwanis-style note: Rather than numbers, some Kiwanis districts use names to identify divisions. In those instances, identifying the division can be accomplished in one of two ways:

the Netherlands District’s Brabant West Division

the Brabant West Division of the Netherlands District

On first reference in a magazine article, the formal name of a division should be in boldface type.

dollars  In general, follow AP style. 

Use figures to express exact or approximate amounts. It is not necessary to add a decimal point or zeroes to a whole dollar amount.

Examples:
$7

$3.85

about $1,500

more than $500

When amounts of money from different countries are used in the same context, the unit of currency in each case appears as an abbreviation directly preceding the numerical amount.

Examples:
US$10,000
(10,000 US dollars)

CAD$10,000
(10,000 Canadian dollars)

The more common currency codes are:

AUD
Australian dollars

GBP
British pounds

CAD
Canadian dollars

CZK
Czech Koruna

EUR
European euros

XPF
French-Pacific francs

HKD
Hong Kong dollars

ISK
Icelandic krona

JPY
Japanese yen

MYR
Malaysian ringgit

MXN
Mexican pesos

PHP
Phillipine pesos

SGD
Singapore dollars

TWD
Taiwanese dollars

USD
United States dollars

Source: For a complete listing of all currency codes used by Kiwanis International’s Finance Department, access http:fx.dauder.ubc.ca/supplement.html. 
Spell out isolated, nonemphatic references to money.

Examples:
two hundred dollars

a half-dollar

The club had hoped to raise about one hundred dollars.

Spell out indefinite amounts of money

Examples:

a few million dollars

many hundreds of dollars

Money in round amounts of a million or more may be expressed partially in words.

Examples:

$75 million

$6.25 billion

Fractional expressions of larger amounts of money either should be converted to an all-figure style or spelled out.

Example: one half-million dollars

E
ellipsis Follow AP style when using an ellipsis. That is, treat an ellipsis as a three-letter word, constructed with three periods and two spaces. Leave one regular space on either side


Example:  I … tried to do what was best.

Executive Director  Kiwanis International’s chief executive. Always uppercase.

e-mail  Lowercase and hyphenate. Can be used as a noun or verb.

F

feel  Feel is tactile; instead, use believe or think, when appropriate.

flyer-flier  Flyer is a pilot; flier is a pamphlet.

folks  Avoid use of the word folks, folks.
fractions  Spell out amounts less than one, using a hyphen between the words.

Examples:

two-thirds

three-fifths

one-fourth

one-and-one-fourth

fm, am  Use small caps with no periods when using these acceptable references for “frequency modulation” or “amplitude modulation” systems of radio transmission.

Kiwanis-style note: Small caps can be made by holding the Ctrl and Shift buttons with the letter “K” and then typing the word; to turn off small camps, repeat this process.

foreign words/phrases  Italicize on first reference, unless the foreign word is a geographical name.

foundation  Uppercase when used as part of a formal name. Lowercase in subsequent references or in other instances.

Example:

The Kiwanis International Foundation (KIF) has given the Kiwanis Juniors program a $500 grant. Sponsored programs will continue to grow stronger because of support from the foundation.

Kiwanis-style note: In Kiwanis International Foundation materials, the “f” in Foundation is capitalized.

fundraiser  An event organized to raise funds. 

fundraising  Never hyphenate.

G
gender
  The use of he and she as generic pronouns is offensive to some people. In the absence of a generic pronoun without masculine or feminine connotations, here are alternatives to the generic use of he or she:

Use he or she, his or her, or him or her. 

Example: 

A Kiwanian should serve his or her community. 

Change the wording from singular to plural.

Reword the sentence to avoid the generic pronoun. 

Example: 

Kiwanians should serve communities.

From one anecdote to another, it is OK to switch from male to female genders.

Example:

First anecdote—A student rode to school on her bicycle.

Second anecdote—The child arrives at school in his boat.

Global IDD Day  An official observance commemorated on the first Saturday in May during the Worldwide Service Project. The observance gave Kiwanis clubs the opportunity to demonstrate their shared commitment to the Worldwide Service Project. This day often is referred to simply as IDD Day.

H
Headquarters  See International Office
House of Delegates  Uppercase when referring to the official body of delegates that convenes during the International convention. Lowercase when referring to the official body of delegates that convenes during a district convention.

Kiwanis-style notes: On second and subsequent references within the same text, House is uppercase. When used along or in second and subsequent references, delegates is lowercase.

I

I  Never use I. That is, don’t write in the first person.

Kiwanis-style note: Also avoid the use of we and us.

infamous  Do not use infamous when popular or famous is meant. Infamous has a negative suggestion.
in order to  Use to instead—almost always.
International  Uppercase when referring to the International level of Kiwanis, including any officers, committees, or meetings.

International convention  Lowercase convention when not referring to a specific convention. Uppercase when referring to a specific convention. 

Examples: 

He is going to the International convention in Taipei, Taiwan.

He is going to the 2001 International Convention in Taipei, Taiwan. 

K-style note: When used alone or in second and subsequent references, convention is lowercase 
International Office The International Office in Indianapolis. Uppercase. Don’t use International Office and Kiwanis International interchangeably. Do not use Headquarters.

International officers Uppercase. Spell out whenever referring to the highest International officer of any Kiwanis-family organization. This includes:

International President

International Immediate Past President

International President-Elect

International President-designate

International Vice-President

International Trustee
International Executive Director

Board Counselor

Internet  Worldwide network of interconnected networks. Always uppercase.
iodine deficiency disorders (IDD) Always plural. Always spell out on first reference followed by IDD in parentheses, even if there is no other use of the term in the text. Subsequent references can be IDD. 

Kiwanis-style notes: 

Note that disorders is plural while IDD is always singular. 

For variety or to make text less cumbersome, use of iodine deficiency is permissible.
italics  

Italicize foreign words or phrases appearing in English text. 

Italicize the titles of all creative works, including the title of books; plays; motion pictures; essays; symphonies, operas, or any other musical work; pamphlets; and poems long enough to appear as a book.

Italicize the names of vessels and crafts.

Italicize bylines at the end of feature sidebars.

Italicize references to other articles or issues of the magazine.


Examples:

The Sudbury festival is one of more than 240 music festivals throughout Canada, many of them sponsored by Kiwanis clubs (see “Sweet Music,” September 2003).

(The Kiwanis Club of Saskatoon’s woodworking service project was featured in the May 1994 and May 1999 Kiwanis magazines.)

Kiwanis-style note: Once a foreign word or phrase has become established as part of the English language, italicizing no longer is necessary. When in doubt, consult Webster’s Third International Dictionary of the English Language. 

J
Jr. No comma between last name and Jr. (K-style note: The same rule applies to “Sr.,” “II,” “III”—and so forth—and “Inc.”)

Examples:

John J. Sales Jr.

Juan F. Torres Sr.

K

K University Name given an education initiative being unveiled in 2004-05. K University will be a traveling road show, teaching, educating, and motivating wherever it goes.  It will bring Kiwanis leaders to the grassroots, where our members live and serve.

Key Clubber  Name given to members of Key Club International. Generally, use Key Club member on first reference.
Key Club International  Official name of the Kiwanis-sponsored program for high school students.

Key Club International Week  Observed first full week of November, this week is a time for sponsoring Kiwanis clubs to recognize contributions Key Clubbers make to communities and to encourage Kiwanis-family members to join them in their work.

Kiwanis Asia-Pacific  Name given to Kiwanis International’s Asia-Pacific region that includes eight districts—Australia, Japan, Korea, Malaysia, New Zealand-South Pacific, Philippine Luzon, Philippine South, Republic of China—and six non-districted nations.

Kiwanis-style note: The region’s annual meeting is referred to as a Kiwanis Asia-Pacific convention.

Kiwanis International-European Federation (KIEF)  KIEF is acceptable on second reference.

Kiwanis Juniors  Kiwanis-sponsored program for young adults in Europe. Kiwajunior no longer should be used.

Kiwanian  Acceptable reference to a member of a Kiwanis club. 

Kiwanis-style note: Kiwanians are members of clubs and not of the International organization. Kiwanians, however, are members of the Kiwanis International Foundation.

Kiwanis club  Use in reference to a club. Uppercase club when used as part of a formal club name, but lowercase when used as part of an informal name.

Examples:

Formal: the Kiwanis Club of Boise, Idaho

Informal: the Boise, Idaho, Kiwanis club

Kiwanis-style note: Formal names can be found in the directory and club bylaws. Accents as on club’s bylaws.
Kiwanis family  All entities comprising Kiwanis International, including Kiwanis clubs and sponsored programs clubs. 

Kiwanis-style note:  When used as an adjective, Kiwanis-family should be hyphenated, with the exception of Kiwanis Family Month.  

Examples: 

Builders Club is a member of the Kiwanis family.

The Worldwide Service Project is a Kiwanis-family initiative. 

The annual clambake has evolved into a Kiwanis-family function.

Kiwanis Family Month  Set in November, this event is a time for each sponsored program and the Kiwanis International Foundation to promote Kiwanis-club involvement.

Kiwanis-style note: Uppercase Family and Month.
Kiwanis Family Store New name given to what used to be called the Kiwanis Supplies Department.

Kiwanis International  Used in reference to the international organization—not a district, division, or club.

Kiwanis International Board  Uppercase and use formal name when referring to the International governing body. Uppercase Board in subsequent references within the article.

Example:

The highlight of the convention was the election of the Kiwanis International Board. The Board begins its term in October.

Kiwanis International Foundation  The Kiwanis International Foundation is the fund-raising entity of Kiwanis International. Uppercase when formal name is used on first reference. For subsequent references, the foundation can be used. (Note: The Kiwanis International Foundation prefers that KIF not be used in subsequent references.)

Kiwanis Kids’ Day  Observed the fourth Saturday of September, this is a day in which Kiwanis clubs stage a variety of children-related activities and develop fund-raisers for youth-related causes.

Kiwanis magazine  When referring to the official publication of Kiwanis International,  Kiwanis is in small caps, and magazine is lowercase. 

Kiwanis-style note: Do not precede Kiwanis magazine with the.
Kiwanis Prayer Week  Observed the second full week in May, Kiwanis Prayer Week is a time for clubs to be hosts for activities spotlighting contributions to the spiritual welfare of their communities.
Kiwanis titles 

All references to club, division, or district offices should be lowercase, including club president, lieutenant governor, and district governor.

All references to offices above the level of district governor should be uppercase, including International Secretary, Trustee, President, Immediate Past President, President-Elect, etc.

International should be used as part of a formal title when referring to officers of the Kiwanis International organization. 

Kiwanis-style notes: 

International may be omitted on second and subsequent references within the same text.

Style rules for Kiwanis International, district, and club officers also apply to officers of other Kiwanis-family organizations.

KIWIN’S  KIWIN’S began in 1973 as an all-female club similar to Key Club, which did not, at the time, allow female members. After Key Club admitted female members, some KIWIN’S clubs evolved into Key Clubs while others maintained their separate identity. There are more than 50 KIWIN’S clubs on the United States west coast. (See entry under California-Nevada-Hawaii KIWIN’S District.)

K-Kids  Kiwanis-sponsored program for elementary school children.

Kiwanis-style note: When identifying a K-Kids club by its formal name, uppercase Club. Lowercase club in other instances.

Examples:

She is a member of the K-Kids Club of Lincoln Elementary School.

She is a member the Lincoln Elementary School K-Kids club.

Lincoln Elementary School wants to start a K-Kids club.

K-Kid Zone  The official publication of K-Kids.

L

Legion of Honor  Kiwanis recognition program for persons who have been members of one or more clubs for twenty-five years or more. Uppercase as shown.

lieutenant governor Spell out, lowercase, and never abbreviate.

life member status  Refers to status of a member who has paid the life membership fees. Lowercase. 

lifestyle  Do not hyphenate.

lists  General rules: Capitalize the first word of each item displayed in a list. Use periods after independent clauses, dependent clauses, or long phrases that are displayed on separate lines in a list. Also use periods after short phrases that are essential to the grammatical completeness of the sentence.

Example:

Here is a powerful communication tool that will help you:

· Become an effective Kiwanis leader.

· Improve your relations with club members.

· Cope with stressful situation.

No periods are needed after short phrases in a list if the introductory statement is grammatically completed.

Example:

The redesigned Kiwanis Web site offers features typically found on corporate Web sites:

· Space-saving configuration

· A member’s area requiring a user ID

· An area for questions

M

month and year  Spell out and uppercase the “month.” Do not separate month and year with a comma.  

Example:

January 2000

Kiwanis-style notes: 

When writing a specific date which includes month, day, and year, the month also is spelled out and is uppercase, such as January 1, 1999. When a date is used within a sentence, the year is followed by a comma.

Example: 

The International convention begins on June 21, 2002, and concludes four days later.

Do not use numerical references, such as 1-3-99 for January 3, 1999. To Europeans and other non-US persons, this means March 1, 1999.
motto  Kiwanis International’s official motto is “Serving the Children of the World.” (see slogan)

multiple membership When a Kiwanian belongs to more than one club, use his or her primary club for identification purposes.

N
names  Use full names, including middle initials, in first reference. 

Kiwanis-style note: After first reference, Kiwanis members are referred to by their first names; non-Kiwanians by their last names. This applies to Kiwanis-family members too.

nicknames When including a nickname in identifying a Kiwanian, the nickname precedes the last name and is enclosed in quotation marks. After first reference, use nicknames to identify Kiwanians.

Example: 

 “Homeless children have absolutely nothing,” laments Jane Judy “JJ” Miller, past lieutenant governor. More than 100 children have been helped through the program, JJ notes.

non  In general, do not hyphenate words with the prefix “non.” Consult Webster’s for exceptions.

notorious/notoriety  Do not use notorious or notoriety when positive terms, such as famous or fame are meant.

numerals  Spell out whole number below 10; use figures for 10 and above. 

Kiwanis-style notes: 

Percentages that include a fraction should be stated in their decimal equivalent, such as 6.7 percent. Percentages that are a fraction should be stated in the decimal equivalent preceded by a zero, such as 0.8 percent.

Always put percent after the number when referring to a range of percentages. Example: 10 percent to 15 percent 

For whole numbers above 1 million, use a numeral and spell out million, billion, and so on. For numbers above 1 million that are not whole numbers, use the decimal equivalent of the number and spell out million, billion, and so on (1.5 million).

For temperature, use a figure and degrees followed by Fahrenheit in parentheses.

For other rules regarding numbers, consult the AP Stylebook.

O

Objects of Kiwanis  The six permanent Objects of Kiwanis. Uppercase as shown. After first reference, uppercase Object or Objects. 

online  Do not hyphenate. 

over  Do not use over when more than is meant.

Kiwanis-style note: When referring to a time span, during is preferred to over. Example: Club leaders should rethink Kiwanis during the next few years.

P

past  When referring to a time period that has passed, use past and not last.

Example: 

The club reached its goal this past January
R
Regional Service Centers  Capitalize specific centers, but no generally.

Examples:

Regional Service Center-Europe/Africa (Gent)

Regional Service Center-Northern Asia (Taipei)

Regional Service Center-Southeast Asia (Manila)

Regional Service Center-Latin America (Bogatá)

Visit any of the four regional service centers.

Republic of China  The Republic of China is referred to as the Taiwan District.
room numbers  Use figures; uppercase room.

Example:

The forum will be conducted in Room 212B.

S

Serving the Children of the World  Kiwanis International’s slogan

slogan  Kiwanis International’s official slogan is “Serving the Children of the World.”

T
teenage, teenager  Use without the hyphen, per Webster’s.

telephone numbers  Use figures. The form: 212-621-1500. For international numbers, use 011 (from the United States), the country code, the city code and the telephone number: 011-44-20-7535-1515.&nbsp. Use hyphens, not periods. The form for toll-free numbers: 800-111-1000. If extension numbers are needed, use a comma to separate the main number from the extension: 212-621-1500, ext. 2.

Examples:
800-549-2647

317-875-8755, ext. 173

(with country code)  82-2 279-8890

Kiwanis-style note: When telephone numbers are provided for a global audience, use a 1 in addition to 800- or 900- prefixes and area codes.

Examples:

1-800-549-2647

1-317-875-8755 

thanks  Never use the phrase thanks to the Kiwanis club of. . .

though  Though is preferred to while and although.  

Example: 

Though a fish is incapable of causing big trouble, the first week with a puppy is guaranteed to make you think you purchased a monster.

Though also is preferred to although.

time  Use figures except for midnight and noon. If the time is on the hour, it is not necessary to include the zeroes following the colon. Be sure to use small caps with no periods for am and pm. 

Examples:
3 am
4:30 pm
Kiwanis-style notes:

Avoid redundancies such as 10 pm at night. 

Use midnight and noon, not 12 am and 12 pm.
time zones Capitalize the full name of the time in a particular zone.

Example:
Eastern Standard Time.

Kiwanis-style note:  The International Office in Indianapolis, Indiana, is always on Eastern Standard Time (EST).

titles Uppercase and spell out formal titles of government officials of any country. Use lowercase when referring to office holders in other civic, social, and service organizations.

U
United States 

Spell out on first reference; use US, with no periods, in subsequent references. 

When referring to an organization that is a national organization in the United States, US in parentheses should precede the name of the organization.

Example: 

(US) National Civic League

Kiwanis-style note: If the organization is a national organization of another nation, put the name of the country in parentheses in front of the organization.

Example: 

(Australia) Department of Education 

V

vice-president  Hyphenate in all references. Uppercase when referring to the International Vice-President/Treasurer of any Kiwanis-family organization.

voluntarism  Use voluntarism instead of volunteerism when referring to the act of volunteering.

W

Washington, DC  No periods in DC.

We Build  Kiwanis International’s motto

Webmaster  One word; uppercase.

Web page  One page of a Web site. Two words; uppercase Web.

Web server  Two words; uppercase Web.

Web site  Online location maintained by a single entity. Two words; uppercase Web.

while  Do not use while when though is meant.

work force  Two words 

workplace  One word

worldwide  One word

Worldwide Service Project  Do not abbreviate as WSP.

World Wide Web Unlike the word worldwide, this Internet incarnation is two, capitalized words. Web, however, is sufficient.

Y
Young Children: Priority One  Uppercase, with no quotation marks or italics. 

Kiwanis-style note:  Do not use YC:PO.

youth  If possible, avoid use of the word youth in reference to a young person and sponsored programs. Use words such as young person or  child. If the word is used, do not use youths as the plural form. Rather, use youth as a collective reference to those who are young. Also avoid youngster or youngsters.

Z

ZIP code “ZIP” is an acronym for Zoning Improvement Plan, so all letters should be capitalized. Postal code, however, is generally preferred.

Kiwanis-style note: In addresses, do not put a comma between the state and the ZIP code. 

Example: 

Indianapolis, Indiana 46268

