Comprehensive Guide to Capitalization
Capitalization Rules for Titles 
(The following was copied verbatim, from http://www.writersblock.ca/tips/monthtip/tipmar98.htm) 
1. Always capitalize the first and the last word. 

2. Capitalize all nouns, pronouns, adjectives, verbs, adverbs, and subordinate conjunctions ("as," "because," "although"). 

3. Lowercase all articles (“a,” “an,” “the”), coordinating conjunctions ("and," "or," "nor"), and prepositions regardless of length, when they are other than the first or last word. (Note: Capitalize prepositions of five characters or more ("after," "among," "between"). 

4. Lowercase the "to" in an infinitive. “Her Reason to Live.”
	

	
	1. Always capitalize the first and the last word. 

2. Capitalize all nouns, pronouns, adjectives, verbs, adverbs, and subordinate conjunctions ("as," "because," "although"). 

3. Lowercase all articles, coordinate conjunctions ("and," "or," "nor"), and prepositions when they are other than the first or last word (but capitalize prepositions of five characters or more ("after," "among," "between").
4. Lowercase the "to" in an infinitive. 

Most writers are familiar with these general rules. But some have difficulty identifying the various parts of speech, while others have internalized incorrect "rules" taught in elementary school. These individuals are therefore prone to making mistakes when capitalizing or lowercasing words in titles. The most common mistakes are presented below.

Two-Letter Words
Some writers lowercase all two-letter words, probably by extrapolation from the short prepositions "of," "to," "up," and so on, and the word "to" in infinitives. But if a two-letter word is acting as a noun, pronoun, adjective, or adverb, it must be capitalized. For example:

Go Tell it on the Mountain
(wrong; "it" is a pronoun and should be capitalized)

When is a Spade a Spade?
(wrong; "is" is a verb and should be capitalized)

Multipurpose Words
Some writers lowercase words that can function as prepositions when those words are currently functioning in other capacities. For example:

The Man in the Moon Owns a Yellow Balloon
(correct; "in" is functioning as a preposition and should be lowercased)

Bringing in the Sheaves
(wrong; "in" is functioning as an adverb and should be capitalized)

Phrasal Verbs
Some writers find it hard to decide how to capitalize a title containing a phrasal verb. Phrasal verbs are verbs whose meaning is completed by a word called a particle. For example, the verb "to give" has a different meaning than the phrasal verb "to give up."
Like other multipurpose words, words functioning as particles must be distinguished from the same words functioning as prepositions. Particles are always capitalized because they form part of the verb. For example:

My Travels up Nova Scotia's South Shore
(correct; "up" is functioning as a preposition and should be lowercased)

Setting up Your Computer
(wrong; "up" is functioning as a particle and should be capitalized)

Mistaken Notions
Grammar just doesn't sink naturally into everyone's head. To some writers, the fact that one word resembles another is enough reason to treat those words equally when it comes to capitalization in a title. For example:

The Time of their Lives
(wrong; "their" is an adjective and should be capitalized—the writer probably extrapolated from "the").
 

	


(The following capitalization rules are from excerpts at: http://www.utexas.edu/visualguidelines/capitalization.htmlGuide )
Academic Degrees

Use lower case when using bachelor's, master's or doctor's degree. Use lower case for doctorate or doctoral program.

Academic Departments

Capitalize the names of departments except when used in a person’s title.

	Right:
	She is a senior in the Department of Mechanical Engineering.

	Right:
	The Department of Art and Art History redesigned its Web site.

	Right:
	The director of admissions is pleased with the number of applicants.


Use lower case for the word “department” when it stands alone.

	Right:
	She’s been with the department for three years.

	Right:
	The Department of Astronomy hosts weekly viewing nights on university telescopes.


Capitalize the field when it’s used to mean the department. Use lower case for the field when it’s used in a general sense.

	Right:
	She’s a professor in the Department of Physics.

	Right:
	She’s a professor in the Physics Department.

	Right:
	She’s a physics professor.

	Right:
	She majored in physics.


Academic Majors

Use lower case for majors with the exception of languages, which are proper nouns.

	Right:
	Her major is physics.

	Right:
	He’s an English major.
Dates, Numbers, Places

Dates/Years

When a month is used with a specific date, use it this way:

Jan. 1

Feb. 1

March 1

April 1

May 1 

June 1

July 1

Aug. 1

Sept. 1

Oct. 1

Nov. 1

Dec. 1

Spell out the name of the month when using it alone or with a year alone. When using a month and a year only, do not separate with commas. When a phrase is used with a month, date and year, set both the date and year off with commas.

Right:
January 2002

Right:
Jan. 13

Right:
Jan. 13, 1990

Right:
He was born Jan. 13, 1990, in Austin, Texas.

When referencing a span of years, use a hyphen and drop the first two numbers of the second year. If the years span a century change, use all four numbers of the second year.

Right:
1979-81

Right:
2002-04

Right:
1979-2002

Do not use the word “on” before a date or day of the week when its absence would not lead to confusion.

Right:
The meeting will be held Monday.

Right:
He will be inaugurated Feb. 22.

Right:
The program ends in December.

To describe sequences of dates or inclusive dates, use a hyphen (with no spaces between the hyphen and the characters) instead of the word “to” or “through.”

Right:
The box office is open Monday-Friday.

Right:
The performance will run Sept. 14-22.

Do not use suffixes with dates.

Right:
Oct. 14

Right:
Oct. 14th

Use an “s” without an apostrophe after the year to indicate spans of decades or centuries. Use an apostrophe before the year for class years or abbreviations to indicate the first two numbers of the year are omitted.

Right:
The university was formed in the 1880s.

Right:
She belonged to the Class of 1924.

Right:
Shannon will graduate with the Class of ’03.

Wrong:
The ‘60s were famous for hippies, flower power and the peace movement.

Right:
Marcia Gay Harden, B.A. ’80, spoke to the College of Fine Arts graduating class of 2001.

An apostrophe after the year is needed for possessives.

Right:
The presidential election was 1980’s biggest news story.

Fractions

Spell out fractions less than one, using hyphens between words. Use figures for precise amounts larger than one, converting to decimals when appropriate.

Right:
one-half, two-thirds

Right:
1.5 liters

Right:
one and one-half liters

Money

Use the dollar sign and numbers. Do not use a decimal and two zeros.

Right:
$150

Right:
$150.25

Wrong:
$150.00

Use the comma in dollar amounts in the thousands.

Right:
$1,000

Wrong:
$1000

For dollar amounts beyond thousands, use the dollar sign, number and appropriate word.

Right:
$14 million

Wrong:
$14,000,000

Numbers

Spell out numbers from one to nine. Use numerals for all numbers 10 and above. Exceptions are noted below. 

Right:
nine poodles

Right:
16 buildings

Right:
four miles

Right:
He teaches ninth grade.

Use figures for ages, percentages, equipment specifications, page numbers and sums of money (when using the symbol “$”).

Right:
She has a daughter, 2, and a son, 8.

Right:
8 megabytes, 240 RAM

Right:
According to the chart on page 4, nearly half of the elementary-age children in Texas receive a $5 weekly allowance.

Avoid starting a sentence with a number, but, if you must, spell out the number unless it’s a year.

Right:
Twenty students registered.

Right:
1914 was an important year.

Percentages

Always use numerals (including the numbers 1-9) and spell out the word “percent” in text. “Percent” takes a singular verb when standing alone or when a singular word follows an “of” construction. Use a plural verb when a plural word follows an “of” construction.

Right:
Only 8 percent of the class voted.

Right:
He believes 50 percent is enough.

Right:
He believes 60 percent of the membership is coming.

Right:
She believes 60 percent of the members are coming.

Use the percent symbol (%) in charts or figures and in academic, statistical or technical writing.

Telephone Numbers

If a publication is strictly for use on campus, you may omit the area code and first two digits. Use the “1”, “5” or “2” followed by the four-digit number.

Right:
Call us at 1-3151.

If the publication will be sent off campus, include the area code as part of the complete number. Use a hyphen between the area code and number. When using telephone numbers for publication, you may wish to check for accuracy by calling the number before the final edit.

Right:
512-471-3151

If you use more than one number, separate with the word “or” in text, or with a slash in an address listing. When providing telephone, fax, cell phone, etc., numbers in an address listing, identify each.

Right:
Call me at 512-471-3151/2389.
Phone: 512-471-3151
Fax: 512-471-5812
Cell: 512-656-8139

Time

Use lower case with periods for “a.m.” and “p.m.” When writing a time that falls on the hour, do not use “:00.” Simply state the hour with “a.m.,” “p.m.” or “o’clock.” Use “noon” and “midnight,” never 12 p.m. or 12 a.m.

Right:
3 p.m

Right:
3-5 p.m.

Wrong:
3:00 pm

Right:
9 a.m.-5 p.m.

Right:
Noon-1 p.m.

Wrong:
3 p.m.-5 p.m.

Wrong:
12 noon

Right:
The concert begins at 8:30 p.m.

Right:
The concert begins at 8 o’clock.




Honors

Use lower case and italicize cum laude, magna cum laude and summa cum laude.

Race

Capitalize names of races (African American, Caucasian, Asian, Native American), but do not capitalize “black” or “white” when referring to race.
Regions

Region names are capitalized when they stand alone and are widely understood to designate a specific geographic area.

	Right:
	western Texas

	Right:
	the West Coast, the Midwest

	Right:
	the east coast of Florida, the midwestern United States

	Right:
	South Texas, West Texas, the Panhandle, the Valley, the Hill Country


Seasons

Capitalize only when used in a title or as part of a formal name. Use lower case when these words stand alone.

	Right:
	fall semester, summer program

	Right:
	The program started in fall 1989.

	Right:
	The Spring Fling will be repeated this year.


Titles

A person’s title is capitalized only when used before the name. When using a capitalized title immediately before the name, try to keep it short. Do not capitalize an occupational designation, only a true title.

	Right:
	We met President Faulkner.

	Right:
	The president will speak at the dinner.

	Right:
	Vice President for Student Affairs James Vick issued the memo.

	Right:
	Our speaker will be artist William Cooper.


Titles following a person’s name should appear in lower case. Use lower case when a title is used alone.

	Right:
	The president of The University of Texas at Austin will address the group.

	Right:
	Kevin Hegarty, vice president and chief financial officer, will host the reception.


Titles

General Rules

For simplicity and clarity, put quotation marks around the official titles of books, chapters of books, movies, plays, poems, songs, television shows, episodes of television shows, magazine articles, speeches, research papers and projects. 

Underlining was used with typewriters to denote italics. If you’re producing a computer document, you may wish to use italic fonts instead of underlines. However, excessive use of underlines or italics can make text more difficult to read. 

Academic Papers

The title of an academic paper or journal article should be put inside quotation marks. If the journal is then named, use italics or underlining for the name of the journal.

	Right:
	His paper, “The Rhetoric of Neo-Classic Poets,” was published in Classical Literature Quarterly.


Books

Use quotations for book titles (including textbooks), unless they’re reference books such as almanacs and dictionaries. Use italics (or underlining) for titles of books that are collections of works or proceedings (including journals). Use quotations for book chapters or individual selections.

	Right:
	An excellent source for writers is “The Elements of Style” by Strunk and White.

	Right:
	You’ll find a copy of Encyclopaedia Britannica in my library at home.

	Right:
	In the text, Collection of Great American Short Stories, my favorite is “The Hills Are Like White Elephants.”


Courses

Capitalize the main words in the title of courses; quotation marks or italics are not necessary.

Magazines/Newspapers

Capitalize the name but do not place it in quotations or italics. Do not capitalize “magazine” unless it’s part of the publication’s title or masthead.

	Right:
	Time magazine, Newsweek magazine, The Alcalde magazine


Capitalize the word “the” only if it’s part of the periodical’s title.

	Right:
	The New York Times, The Wall Street Journal, The Alcalde magazine, The Eyes of Texas, The Daily Texan, The Washington Post


When listing several publications or periodicals, lower case the initial “the” and eliminate additional references of “the” from the list.

	Right:
	We read the New York Times, Austin American-Statesman and Wall Street Journal every morning.


Movies/Theater/TV/Radio

Put quotation marks around the titles of movies, plays, television shows and episodes, and radio shows.

	Right:
	University of Texas at Austin alumni Tom Jones and Harvey Schmidt created “The Fantastiks,” the longest-running musical in theater history.


Music

Capitalize but do not use quotation marks around descriptive titles for orchestral works. If a work has a special title, use quotation marks around it.

	Right:
	Bach’s Suite No. 1 for Orchestra

	Right:
	Mozart’s “The Magic Flute”


Capitalize the first word in a quote even when in the middle of a sentence.
My Uncle Bob use to say, "The last time I said no was when they asked me if I had enough." 

