F O U N D AT I O N
TYPE STYLE GUIDE

This guide was created to ensure that the type styling of SHE RECOVERS® Foundation
is applied correctly in every instance where SHE RECOVERS Foundation is identified.
The purpose is to create uniformity in its entire brand representation.
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Title

& VARIATIONS

The SHE RECOVERS® Foundation brand name must always be presented in upper case for
“SHE RECOVERS”, with a registration mark “®”, and “Foundation” in title case.

SHE RECOVERS® Foundation

The ® must be used at first mention and should be tagged as a superscript whenever possible.
SHE RECOVERS is two words, in all caps, when used.
SHE RECOVERS® Foundation should be written at first mention when no logo is present.
SHE RECOVERS can be used in paragraph copy.
SHE RECOVERS and SHE RECOVERS Foundation can both be used in a blog title depending on voice
and intention. (e.g.: ‘Finding Radical Self-Love Through SHE RECOVERS’ or ‘Sober Voices Featuring
SHE RECOVERS Foundation’.

Text

STYLING

Refer to the most recent edition of The Chicago Manual of Style.
For spelling and word treatments, use American spelling and our reference dictionary is the New
Oxford American Dictionary.
URLs appear in bold text when in print. If a URL falls at the end of a sentence within a paragraph, add
a period at the end. URLs should have hyperlinks removed and should not include the https:// prefix
unless it is integral to the site.

NAMES & TITLES:
•

Capitalize titles before and after the name of the person (e.g.: Executive Director Susan Carter, and
Susan Carter, Executive Director.)

•

Team member signatures should always be written as: name, credentials, title, organization. E.g.:
Susan Carter, CPSW
Executive Director, SHE RECOVERS® Foundation

D AT E S , T I M E , A N D A D D R E S S :
•

Don’t use cardinal numbers for dates: write January 20, not January 20th.

•

Month and year (January 2020) need no punctuation. Month, date, and year are punctuated
January 20, 2020. A comma follows the year unless it is at the end of a sentence.

•

Time of day is usually presented in numerals, separated with an en dash with space
8:00am - 2:00pm or 8 - 11AM.

•

Time zones, when spelled out, are in lower case (western standard time) when abbreviated, they
are capitalized.

•

Spell out street names (Street, Place, Avenue, Road) in paragraph copy.

•

Numbers ten and under are spelled out, except times of day. Numbers over ten are presented as
numerals. If numerals both over and under ten are presented in the same sentence, use numerals for
both. Write out a number that starts a sentence: Fifty women attended the gathering.

•

Numerals over 999 are presented with commas: 1,000.

•

Use the dollar symbol ($) rather than spelling out dollars.

•

Percentages are always given as a percent symbol (%).

•

Use periods, not dashes, in phone numbers without parentheses around area codes: 555.123.4567

•

Very large numbers should be expressed in numerals followed by million, billion.

•

Always use serial commas (e.g.: We connect, support, and empower)

•

Reserve exclamation points for genuine exclamations (We are so excited!) and commands
(Register today!).

•

Use commas to set off province or country from a city name (e.g.: She lived in Victoria, BC, for
most of her childhood)

C A P I TA L I Z E :
•

Black

•

Indigenous

•

Women of color is lower case (e.g.: A critical conversation with women of color)

A B B R E V I AT I O N S :
•

Use periods when abbreviations combine upper and lowercase letters (e.g.: Dr., Mrs. Ms.).

•

Academic degrees: use small caps, no periods, except for degrees that have a lowercase letter
within them, in which case use full caps and lowercase, no periods, e.g., PhD, BA, MFA.

APOSTROPHE:
•

If you use numbers for decades, do not use an apostrophe: 1970s.

I TA L I C S :
•

Italicize the titles of books, pamphlets, published reports and studies, paintings, films, and the
names of radio and television programs.

Indigenous Peoples

TERMINOLOGY GUIDELINES

The following points are intended as general guidelines only.
“Indigenous” is used internationally and refers to all First Peoples all over the world.
•

“First Nations peoples” describes Indigenous peoples of Canada who are ethnically neither
Métis or Inuit.

•

“First Nations” is fine when referring to collective communities, but in specific references use the
name that the community uses publicly.

•

Spell community names according to their websites or BC’s First Nations A-Z Listing
(http://www2.gov.bc.ca/gov/content/environment/natural-resource-stewardship/consultingwith-first-nations/first-nations-negotiations/first-nations-a-z-listing).

•

Note that not all reserve-based communities in Canada refer to themselves as First Nations
(e.g., The Musqueam Indian Band).

•

Use “community” instead of “reserve” unless the geographic or legal precision of “reserve”
is important.

•

If you are unsure about names and terms, ask the people you’re writing about what they prefer.

AV O I D :
•

Native (unless it’s part of an organizational name that derives from an earlier period)

•

Indian, unless it is part of a historical reference, part of a legacy term, or used in reference to a
government policy or classification (e.g., The Indian Act, status Indian)

•

Eskimo

•

Aboriginal as a noun

•

Coast Salish except when used in an anthropological sense

•

Prefacing with a possessive (e.g., Canada’s Aboriginal people, our Aboriginal people) because it
implies control and paternalism

•

When “First Nations” is used as an adjective, “First Nations” is plural (First Nations woman,
First Nations community, etc.).

•

When “First Nation(s)” is used as a noun, it should be plural or singular depending on context
(First Nations are entitled to certain exemptions, the shíshálh First Nation).

C A P I TA L I Z E :
•

Aboriginal

•

Indigenous

•

First Nations

•

Métis

•

Inuit

•

Chief, Hereditary Chief, Grand Chief, Elder when part of a formal title

