
1 CAPITALIZATION
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Capitalize: 

 

1. Proper nouns 

 

2. Adjectives–derived from proper nouns (American, Canadian) 

 

3. Company names 

a. The first letter in the main words of a company name.  Capitalize the word only 

when it is part of the legal name of the organization.  (Check the letterhead of the 

company to be sure.) 

He works for The General Manufacturing Company. 

She worked for the State National Bank. 

b. Common organizational terms such as advertising department, manufacturing 

division, finance committee, and board of directors, are not ordinarily capitalized. 

The board of directors will not meet this month. 

She heads the finance committee. 

He works in the advertising department. 

 

4. Trademarks and brands names (Compaq computer) 

 

5. The first word and any noun or title in the salutation (Dear Mary; Dear Mr. Jones) 

 

6. The first word of a complimentary closing (Sincerely yours) 

 

7. Family titles standing alone or followed by persona name (Aunt Mary; Grandpa Fred) 

a. Do not capitalize if it is preceded by a possessive 
I have met my aunt Mary. 

b. Capitalize it if you always think of the title and the name as a unit 

My Aunt Mary visits us every week. 

 

8. Abbreviations such as:  IBM, YMCA, CSI, AT&T, CPA 

 

9. Days of the week and months of the year 

a. Points of the compass:  north, south, east, west, etc., only when they designate 

definite regions or when they are an integral part of a proper name. 

                                                 
1Acevedo, C. (2000).  Basic Rules for a Good Transcription. Puerto Rico:  UPR in Bayamón, Office Systems Department 



-2-  ... Capitalization
 Profa.  M. Moctezuma 
 

 

I live in North Carolina. 

Her home is in southern Utah. 

We drove east. 

He likes the weather in the West. 

b. Do not capitalize when they indicate direction or general location. 

 

10. Titles of books, newspapers, magazines, etc. (All words except articles, short 

conjunctions and short prepositions) 

The Development of the Computer Industry 

 

11. Personal titles:  Mr., Miss, Mrs. and Ms. 

a. When a business title is used in place of Mr., Miss, Mrs. and Ms., capitalize the title 

(Executive Director Jones is on vacation.) 

 

12. Specific courses titles 

Professor Santiago teaches American History 204. 

She got a bachelor’s degree in American history. 

 

13. Degrees  

Aida Santiago, Ph. D., was my professor.   

She received her Ph. D. from New York University. 

 


