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sentence. Dashes — often used to show a break in thought — are preceded and followed by a 
single space.  
 
References to students, alumni, and parents: 


	Numbers: One through nine are usually spelled out, while 10 and above are generally written as numerals. (Also, first, second and 10th.) Millions, billions and trillions generally use a figure-word combination (2.5 million).
	Dollar amounts: $5 (not $5.00).
	Names and titles: Official job titles are capitalized when they appear before a person’s name but lowercase elsewhere. Endowed chairs and similar named positions are always capitalized regardless of placement. Do not abbreviate professor. Professor is...
	Book, films, exhibition and other titles are usually placed in quotation marks (not italics). Do not use quotation marks with names of journals, newspapers, magazines, reference books or holy books.

