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Business 100 -- Business English- Chapter 6 Notes:

 This week we are going to be covering capitalization. This means:

· Capitalization rules for basic words

· Capitalization rules for specific topics

· Capitalization rules for time

· Capitalization rules for abbreviations

· Capitalization rules for quotes

· Capitalization rules for lists and outlines

Things to look for:

One of the first things you'll notice under the objectives of this chapter is that there are a lot of capitalization rules. This is a case when your desk reference book will come in handy. You'll find the most common capitalization mistakes listed in the reference book. But when in doubt, always consult your dictionary.

Basic Rules--these are the most common rules you need:

1. Capitalize the first word in a sentence
2. Capitalize proper nouns (including the proper names of people and places)
3. Capitalize the pronoun I
4. Capitalize noun substitutes (for example the Big Apple in place of New York)
5. Capitalize proper noun derivatives (words that come from other words such as American which comes from the proper noun America)
6. Capitalize the first letter of all important words in the name of a company or organization (such as American River College)
7. Capitalize official governmental names (such as United States Congress)
8. Capitalize titles that proceed a name (Mr. Smith)
9. Capitalize high-ranking government titles (the Prime Minister) but not corporate or institution titles (president of the Woman's Club)
10. Capitalize a title that is used as a substitute of a name in a direct address
11. Capitalize the first letter of all words in the title of a publication
12. Capitalize the names of special day such as holidays or historical events
13. Capitalize all names of specific languages, ethnicities and religions

14. Capitalize the days of the week and months of the year

15. Capitalize seasons ONLY when they refer to a specific season such as Fall 2004

16. Capitalize compass directions ONLY when referring to specific regions of a country (the American West)

17. Capitalize abbreviations that represent a proper noun (ARC)

18. Capitalize the first word of a direct quotation ONLY if it is a complete sentence

19. Capitalize salutations and complimentary closing phrases in letters

20. Capitalize money when it is spelled out with words

Vocabulary

compensatory time

project management software

personal digital assistant

master list

grant proposals

webcasting

