Database Entry Style Guide for SAMS
This SAMS Guide follows AIRS Standard 7 - Indexing the Resource Database/Search Methods: Information in the resource database shall be indexed and accessible in ways that support the I&R process. It is designed to provide consistency in data entry. It is outlined according to the data entry fields as they appear in Beacon. 
Referencing Standard 9 - Database Maintenance: The resource database shall be computerized, maintained by trained resource staff and updated through continual revision at intervals sufficiently frequent to ensure accuracy of information and comprehensiveness of its contents, I&R staff are encouraged to make ongoing suggested changes to more accurately keep the documentation consistent with current elder service requirements. 
Before entering a new provider, please make sure that it meets inclusion/exclusion criteria and that it is not already an existing database Provider.

These are acceptable general abbreviations. All periods should be dropped. 
If you create a new abbreviation, please email Erin @ Erin.Kelley@state.ma.us  to add to the list for all to be informed. Not everyone is a native English speaker.
Board=Bd

Center-Cntr

Corporation=Corp

District=Dist

Division=Div

Greater=Gtr

Hospital=Hosp

Institute=Inst

National=Natl

Program=Pgm

Service=Svc

Society=Soc

Visiting Nurses Agency=VNA

Adult Day Health=ADH
Recreation Department=Rec Dept
· When entering proper names, the format should be as follows:

· O’Connor= O’Connor (Apostrophe retained but no space)

· De Jesus= DeJesus (Capital J retained but no space)

· Smith-Edmund=Smith- Edmund ( Hyphen retained)

Provider (NEW)
Details

Name

Fill in appropriate organization name (can use 1-2 word descriptive or acronym). 

Notes:  
· Avoid beginning an organization with the word “The” (e.g. The Gathering Place). This may create hard-to-follow alphabetical listing with dozens of agencies called (“The this….and “The that…”).
Sometimes the official name may make that organization harder to find in a listing of alphabetical names (e.g. the official name may be Anytown Big Brothers, but most users would search and expect to find-Big Brothers.

The official name may be comprised of legal words or phrases (as “Inc.”) that are not relevant and not part of the everyday name. When this is the case, you should generally omit them. Although there may be occasions when it makes better sense to include, such as for an organization called “Food Inc.”)

Preferred style examples

Anytown Recreation Division

Anytown Big Brothers and Big Sisters

Anytown YMCA (see reversal AKA explanation below)
Big Sisters Anytown

EYS

Jude’s Place

Saint Judes Emergency Shelter

St. Vincent de Paul Society

AKA

The AKA can also be used to anticipate variations in spelling conventions that might be tried by users. For example, if the organization name is Saint Bartholomew’s Catholic Church, then St. Bartholomew’s Church and Saint Bart’s might be added as AKAs.

Former names should maintained as AKAs for several years, as not all members of the public might be aware of a name change and if they are asking for information under the old name, an I&R Specialist should be able to find it regardless. Some software programs might place former names as a separate field.

The AKAs can sometimes also be used to “flip” preferred name “styling” around if desired. For example, if a decision has been made to use YWCA Anytown as the preferred organization name, then Anytown YWCA could be used as an AK
Never put asterisks in an organization’s name. Never use quotation Marks in provider’s or site names
Short Description

Any descriptions you would like to display in SAMS and not on www.800ageinfo.com should be put in the short description field. 
Long Description: (will not display on www.800ageinfo.com website)

Do NOT use Long Description field in SAMS, this field is currently being used by SIMS Support.  
Notes:
Descriptions you want to display in SAMS and on www.800ageinfo.com should be put in the Notes field.
· Try to keep descriptions as comprehensive, BUT CONCISE, as possible, keeping in mind that this may be the only place readers of printed directories see any description at all.  Program descriptions need to say enough, but not say too much

· See Appendix “Writing Standards for Descriptions” for our guidelines on writing descriptions.

· Start description with agency type.  Examples: Substance abuse services agency….Domestic violence services agency……Church food pantry….

· Follow type with verb, population served, then area served, then a concise list of the services and programs the agency provides.

· All sentences in Provider descriptions must be complete sentences.

· Do not use “hype” words like vital, comprehensive, optimal, successfully, etc.

· For disabilities, put the person first.  Example: “Community based services agency for people who are blind provides..  ”

· Don’t mention licensing, certification, or profit/non profit status.

· It is okay to briefly describe meaningful secondary services in descriptions.

Example: “Children’s recreation program offers activities and athletics programs for children ages 5-10 who live in the Boston region.  Transportation is provided to participants.”  Transportation is a secondary service, so you won’t code this service, but it is a significant secondary service that may influence whether a person chooses this agency over another.

· See the Appendix “Hyphenation Glossary,” for hyphenation standards.

Start Date

· Enter a Start Date equal to the date you enter in a new provider to SAMS Administrator.  When a user creates a new provider, the start date will default to the date that is entered.
End Date

· Enter an End Date equal to the date you are deactivating a provider in the SAMS Administrator.
URL (website)
Email Address

Active

· Select Yes if the provider is Active.
· Select No if the provider is Inactive 
· Fill in appropriate information : organization’s details about the services
· Automatically populated with the calendar date and time of the day when the information is updated. The user can’t see it but one can run reports in SAMS on it.
Location 
The street address describes the physical address of the organization and the site (s) from which the organization operates.  In order for an address to appear on the search results page, select “Business” as the Address Type in SAMS Administrator.

Business
· Fill in appropriate information:
Abbreviate directions as N, S, E, and W
Use without a period following it (St, Ave, Dr, Blvd, Hwy, Apt, 

Use # for “number”)
No period after street direction ie. (201 W Main St)
If there is a suite, room, floor, or other unit at the address, use two spaces, then the name of the room, suite, floor, or other unit. This will be entered on the same line as the address 

Example: 123 Main St Ste 401

Other acceptable abbreviations: 

                                                   Ste=Suite




               Rm=Room




               Apt=Apartment





   Floor=Floor

Mail
· Fill in appropriate information:
Abbreviate directions as N, S, E, and W
Use without a period following it (St, Ave, Dr, Blvd, Hwy, Apt, 

Use # for “number”)
No period after street direction ie. (201 W Main St)
If there is a suite, room, floor, or other unit at the address, use two spaces, then the name of the room, suite, floor, or other unit. This will be entered on the same line as the address 

Example: 123 Main St Ste 401

Other acceptable abbreviations: 

                                                   Ste=Suite




               Rm=Room




               Apt=Apartment





   Floor=Floor

State

· Select information from dropdown list

County

· Select information from dropdown list 

Town

· Select information from dropdown list

Zip Code

Contact
(This name reflects the single person at the organization who is the office liaison for the organization. It would be someone who is directly contacted. Both first and last names should be completed in full. If the agency does not stipulate whether to use “Mr” or “Ms”, it might be better to omit it. 
· Fill in appropriate information

Type (drop down)

Name
Relationship (if applicable)
Email Address 
Notes 

Primary (drop down) (if applicable)

Is Bill to contact? (drop down) (if applicable)
· Fill in appropriate information.  For internet addresses, always prefix the address  with “www” (Example: www.yahoo.com,) 

Preferred style examples

Ms A M River

Dr Jenny A Jenkins

Mr T James Jameson

Father John Seymour

Selma Rodriguez

Colonel Ian Parlour

Hanif Mohammed

Mrs Anne Hughes-Simmons

Additional information

Preferably both first and last names should be completed in full. If the agency does not stipulate (or insist) on the use of an honorific “Mr” or “Ms”, it might be better to omit it. The exception might be if a first name could be applicable to both genders, in which case it is helpful to indicate (for example, Ms Jackie Wilson or Mr Jackie Wilson). (Use Ms rather than Mrs unless agency has expressed preference).

If an agency provides a more formal recitation of the name of the main contact (for example,  Mrs N M Wilkinson), then that should be respected. But omit credentials that come after a name (for example, MSW or PhD).

Occasionally, you may encounter an agency that describes itself as a Collective. In this case, it is best to simply ask for one name to serve as the “Office Contact”. 

Other preferred style examples

President and CEO

Chief Medical Officer

Administrator

Office Coordinator

Parish Priest

Director

Director of Operations

Owner

Coordinator

Additional information

Generally, write out titles in full (for example, Executive Director instead of ED). The exceptions are usually CEO and COO (again, note the omission of periods/punctuation wherever possible).

Hours of Operation
Recommend that you place days and hours of operation in the notes field.
Days:
Open always

· Select Yes or No from dropdown list

Open Sunday

· Select Yes or No from dropdown list

Open Monday

· Select Yes or No from dropdown list

Open Tuesday

· Select Yes or No from dropdown list

Open Wednesday

· Select Yes or No from dropdown list

Open Thursday

· Select Yes or No from dropdown list

Open Friday

· Select Yes or No from dropdown list

Open Saturday
· Select Yes or No from dropdown list

Times:
Sunday from – to –
· Fill in appropriate information Up and down arrow to select times, what if closed? Indicate in above in section above.
Monday from – to –

· Fill in appropriate information

Tuesday from – to –

· Fill in appropriate information
Wednesday from – to –

· Fill in appropriate information

Thursday from – to –

· Fill in appropriate information

Friday  from – to –

· Fill in appropriate information
Saturday  from – to –

· Fill in appropriate information

Phones (add)
In order for a phone number to appear on the search results page on www.800ageinfo.com, select “Business” as the Phone Type in SAMS Administrator.
Area Code 

· Fill in appropriate information

Phone

· Fill in appropriate information

 Extension

Sites (add)

· In SAMS Administrator>Sites, click New to add a new site.  Please note that a site must exist in SAMS Administrator before associating it with a Provider.
Accessibilities (add)
This describes the factors that either help or hinder access to the site/location for people with physical disabilities. The list should cover more that wheelchair access.
· Use the list box to select all (existing) accessibilities that apply
Fees (add)

· Can add in notes 
Keywords (add)

· Use the list box to select all (existing) keywords that apply
Languages (add)

· Use the list box to select all (existing) languages that apply
Additional Information
· Avoid using full sentences such as “This program provides peer counseling within a supportive environment…. “Peer counseling available” gets to the point quicker and is easier for the I&R Specialist to read.

· Point form is often easier to read on the computer screen. Asterisks are easier still to pick out. E.g.:  “Congregate dining for older adults * Kosher meals available* Recreational activities after meal for program participants”. 

· Avoid over-elaborate phrases (usually supplied by the agencies themselves in their completed surveys) such as “Provides a family-focused model based on empowerment and individualized expression. Ask yourself, “What are they actually doing and what would a potential client really want to know?”

· As a very general rule, adjectives and adverbs can be eliminated.
· When creating a list use commas and not semi-colons.

· Write in third person.

· One space following a comma, semi-colon, colon or period.

· Strive for active verbs and clear language.

· Omit minor details that would be hard to consistently update and that can be left to the client to discover when contacting the program.

Appendix
WRITING STANDARDS FOR DESCRIPTIONS

I.  STRUCTURE OF THE PROGRAM DESCRIPTION

A. FIRST SENTENCE:

1. Use an action word  (See Appendix “Action Words”)

2. List services provided

3. Name population served and area served

4. Sometimes, for sentence flow, it is better to reverse #3 and #4 and 

    mention population and area served before listing the services.

EXAMPLE: 

Community center provides recreational activities, athletics programs, and 

afterschool tutoring for children age 5-18 in the Fair Haven section of New 

Haven

OR

Home health agency provides skilled nursing, home health aides, hospice 

care, companions, and homemakers for residents of the Metro West region.

C.  If important, include information on how to access the services.

EXAMPLE:

Food pantry for families with children who live in the North End section of 

Boston offers emergency food on Tuesdays, 1-3pm on a walk-in basis only.

D.  Additional sentences can describe special programs or any other information 

which is important for readers to know about the agency.

EXAMPLES:

ABCD also administers the ABCD Housing Program, which helps Section 8 and certificate holders move to other towns.

OR

The department serves clients through 5 regional offices for child day care, tutoring, childrens’ clothing and food pantry.

OR
The Newton School Family Support Center is administered by 

Newton Wellesley Hospital.

OR

The agency’s Behavioral Health Center is for people who are dually 

diagnosed with mental health development and mental illness; services include 

individual and family counseling, psychiatric day treatment, and medications’ 

monitoring.

II.  POINTS TO REMEMBER WHILE COMPOSING DESCRIPTIONS

A.  Use complete sentences.

B.  Be clear; avoid vagueness and ambiguity.

EXAMPLE: 

YES: Health advocacy organization offers educational materials for the 

public, and phone support for people with Huntington’s disease.

NO: Health advocacy organization offers Huntington’s disease services.

C.  Be as concise as possible.  It is not necessary to list every single thing that the agency does.  However, be sure to list the major services.

EXAMPLE: 

YES: Recreational activities include field trips to community centers.

NO: Recreational activities include bowling on Tuesday nights, movies on 

Fridays, and bingo on Saturdays.

D.  It is okay to mention secondary services to help readers make comparisons among similar agencies.

EXAMPLE:

Transportation and child care are provided for program participants.

E.  Write “people” instead of “persons.”
F.  Do not use “etc.” in descriptions.

G.  Avoid redundancy.  Try not to repeat the name of the provider in the description.

H.  If the agency has a commonly used nickname, try to use it in the description.

I.  Avoid using articles at the beginning of the description.

EXAMPLE: “A mental health services agency” should be “Mental health services agency…” or “The state agency….” should be “State Agency…”

J.  Do not use the term “nonprofit”

K.  Mention licensing or certification.

EXAMPLE: “Nonprofit Medicare-certified home health agency…” should be “Home health agency (Medicare certified)…

L.  Use adjectives sparingly, if at all.

M.  Do not repeat the agency’s mission statement.  Do not use value-laden words such as “effective,” “comprehensive,” “quality,” ”comfortable,” etc.

N.  Avoid jargon; write for a general audience.

EXAMPLE: 

YES: “Health advocacy agency for people with AIDS provides…”

NO: “Health advocacy agency for PWA provides…”

GENERIC LIST OF ACTION WORDS
Some suggestions; we are not limited to this list:

accepts

addresses

administers

advises

advocates

aids

analyzes

assigns

assists

awards

brings together

collaborates

collects

conducts

contributes

cooperates

coordinates

develops

directs

disseminates

distributes

educates

emphasizes

encourages

makes referrals


counsels

includes

enforces

establishes

evaluates

examines

fosters

gives

grants

handles

helps

identifies

implements

inspects

investigates

issues

manages

maintains

matches

monitors

offers

operates

oversees

participates

performs


promotes

protects

provides

publishes

refers

regulates

represents

researches

responds to

reviews

secures

seeks

seeks to

serves as

sponsors

studies

supervises

supports

trains

treats

works to ensure

works with

WORDS WITHOUT BIAS

(Adapted from The ABCs of I & R, Alliance of Information and Referral Systems)

· Do not express opinions with descriptions.


NO:…acts for those whose right to life is threatened by abortion.


YES:…advocates for those who may be affected

· List services that address both sides of an issue.


Advocates of capital punishment…Opponents of capital punishment


Alternatives to abortion…Options counseling

· Use the most current term to describe a condition, target group, etc.

	“Out:”
	“In:”

	Elderly 
	Older adults; Elders

	Insanity 
	Mental illness

	Poor  
	Economically disadvantaged; Low income

	Retarded
	Mental Health Development

	Transgendered 
	Transgender


· Do not debilitate a condition.


NO:…suffers from agoraphobia…


YES:…has agoraphobia…


NO:…AIDS victims…


YES: people with AIDS…

· Be careful with adjectives


NO:…offers wonderful successful counseling by professionals…


YES:..offers mental health counseling…

· Put the person first.


NO: Mentally ill adults


YES: Adults with mental illness

HYPHENATION GLOSSARY

12 step

24 hour

24hr/7days

able-bodied

adult/child

active duty

acute care

after hours

after school

ages (ages 10-13)

anti-crime

anti-drug

at risk

Attorney-in-charge

bimonthly

bisexual

caregiver

center based

child care

church based

co-insurance

community based

community-wide

co-op

co-owner

co-payment

co-sponsors

countrywide

court-ordered

critical care

cross-cultural

day care

day long

daytime

deaf/blind

decision making

door-to-door

drop in/drop off

drug free

drug related

early age

e-mail

ex-offender

extracurricular

federally funded

fee for service

first come, first served

firsthand

five day

follow-up

for profit

full service

full time

fund raising

gang related 

grassroots

half-way

head injured

health care

health related

hearing impaired

high risk

high school

HIV+

HIV/AIDS

home based

home buyer

home care

home delivered

home owner

home ownership

home schooling

homebound

home-like

hotline

infant/toddler

in-home

in-house

inpatient

in-service

in-state

internet

job seeking

job training

land grant

layoff

life sustaining

live-in (adj)

long term

low cost

low income

low rent

low risk

medically related

Medicare certified

Medicare eligible

moderate income

multicounty

multicultural

multidiscipline

multipurpose

multiservice

multisite

nationwide

next-of-kin

non-addictive

non-AFDC

noncredit

nondenominational

non-disabled

non-emergency

non-English

non-heat

nonjudgmental

nonpartisan

nonperishable

nonprofit

non-residential

non-seasonal

non-supporting

non-working

ob/gyn

off campus

off duty

on call

on campus

online

on site

one time

one-on-one

one-to-one

on-the-job

out-of-school

out-of-state

one hour (one hour tutoring)

outpatient

owner occupied

paratransit

part time

pick up

play groups

post-abortion

post-critical

post-institutional

post-occupancy

postoperative

postpartum

postsecondary

post-traumatic

pre-academics

pre-delinquent

pre-election

pre-employment

pre-kindergarten

pre-layoff

prenatal

pre-occupancy

prerecorded

preschool

pre-sentence

private sector

privately owned

pro bono

proactive

problem solving

program oriented

psycho-educational

psycho-social

public/private

publicly funded

re-educate

re-entry

region-wide

school age

school based

secondhand

self esteem

self funded

self help

self reliance

self service

self sufficiency

self supporting

sensory impaired

short term

shut in (use homebound)

single parent

six month

skill building

sleep related

space available

spay/neuter

Speakers’ Bureau

state supported

statewide

stepchild

stepfamily

stepparent

subacute

subspecialties

take-out

tax exempt

time out

toll free

twenty-four

two parent

underserved

university based

visually impaired

walk-in

warmline

website

well baby

well-being

wheelchair bound

work force

work place

World Wide Web

x-ray

year long

year-round

General Rules:

· “co-“: always hyphenate (except cooperative)

· “…based” = two words

· “…related”: = two words

· “…oriented” = two words

· “re-“: always hyphenate if it isn’t one word

Appendix A: Preferred Human Services Spellings and Usages (As per AIRS Style Guide)

Aboriginal [always capitalize]

adult day program  [not adult day care]

African-American [always capitalize,   eliminate the hyphen unless used as a modifier]

after school [someone may stay after school but after-school program]

aftercare

also known as [avoid ‘aka’ in descriptive text]

alternative school

Alzheimer’s disease

American Indian  [use Native American]

American Sign Language [initial caps]

analyze

and/or [but try to avoid using]

anti-racism

Asian-American [no hyphen unless used as a modifier] 

assistive devices [assistive technology equipment in the Taxonomy; preference is assistive technology] 

audiotapes

audiovisual

baby boom

babysitter 

backup

barrier free [the home is barrier free but barrier-free home]

biannual

Bible [use for the book only, capitalized]

biblical [lower case]

bicultural

bilingual

birth weight

birthrate

bisexual

Braille  

breastfeed

build up [verb] but build-up [noun and adjective]

bylaws

byline

byproduct

cannot [always one word]

cardiopulmonary resuscitation (CPR) [use phrase with acronym, as above]

caregiver

CD-ROM

chairperson

child care

childbirth

classroom

clean up [verb]

clean-up [noun]

clearinghouse

co‑directors

coed  

coeducational

co‑op  but cooperative

co-owner

co-pay

co‑payment

co-signer

co-sponsor

community-based

company-wide

consumer/survivor   

consumers/survivors
Convention refugees

cooperation

coordinate

countywide

co-workers

crosscultural

database

day care

daylight

daytime

deaf-blind

decision making  

dependent 

detoxification

dietitian [not dietician]

door-to-door service but go door to door

downtime

downtown

drop in to apply [verb]

drop-in center [noun]

dropdown

drop out [verb]

dropout [noun]

Elders [as in Native Elders]

elderly [use older adults]

e-business

e-commerce  

e-mail  

ensure [preferred to insure when meaning a guarantee; insure for insurance]

ex-inmates  [rule:  use hyphen when ex means former; use no hyphen when ex means out of]

ex-member

ex-offenders

ex-psychiatric

ex-residents

eyeglasses

eye to eye  [see eye to eye]

eye-to-eye  [eye-to-eye confrontation]

eyewitness

face to face  [face-to-face  should be like door-to-door  on both, use hyphens when used as a modifier:  face-to-face meeting but meeting face to face]

family oriented

farther  [refers to physical distance whereas further is an extension in time or degree]

fee-for-service

ferryboat

first-degree  [first-degree murder but murder in the first degree]

firsthand

focused

for-profit

follow-up [noun]

follow up [verb]

francophone [do not capitalize]

free of charge

full time job  [works full time but full-time job]

fundraiser

fundraising

gender [rather than sex]

geographic [not geographical]

group home

hair care

half-hour

half time  [works half time but half-time job, same with part time]

halfway

halfway house

hands-on  [hands-on work but prefers to work hands on, same with hands-off, hands off]

health care 

helpline

high school

historic [important, stands out in history]

historical  [happened in the past]

home-based

home buyer

home care

home help

home page

home sharing

homebound [prefer: people whose ability to leave home is limited. Avoid shut-ins]

homelike

homemade

homemaker service

homemaking

honorarium

honorary

honor

hosteling

hotel style  [hotel-style if a modifier]

hotline

household

in-depth [in-depth conversation but talking in depth]

in-home assessment

in-house

in-service

inpatient

inquiry [never enquiry]

interagency

intercity

intergroup

Internet [capitalize]

interschool

interstate

intervenors

intranet

job-ready  

job seekers

jump-start  [verb]

jump start  [noun]

kick off  [verb]

kickoff  [noun]

know-how  [noun]

laid off

laid-off workers

layoff

life skills

lifelong

live-in staff

login

logoff

logon

long distance [go a long distance]

long-distance  [long-distance calls]

long range  [same rule as above – hyphenate when a compount modifier]  

long-term housing

low cost  [at a low cost but low-cost housing]

lunchtime

mailroom

meals on wheels

MD

microcomputers

microelectronics

Midwest

more than [rather than over]

multidisciplinary

multi‑ethnic

multicultural

multilanguage

multilingual

multiservice

nationwide

Native American

non... [use hyphen if a vowel follows, otherwise treat as one word]

noncustodial

nondenominational

non-emergency

nongovernmental

nonmedical

non-offending 

nonperishable

nonprofit

nonresidential

nonsectarian 

nonstatus

nonverbal

nonviolent

North American Native

northeast

northwest [unless “the Northwest”]

odd jobs

off peak  [hyphenate if a compound modifier]

off-site facilities [but: facilities off site]

offset

offshore

on hand

on premises

on-site facilities [but: facilities on site]

on-the-job-training  

one bedroom  [house has one bedroom but one-bedroom house]

one-on-one

one-time

one-to-one

ongoing

online

onsite

orthopedic

orthotic

out of town  [going out of town but out-of-town newspaper]

outpatient

overall

overeaters

override

pain relieving drugs

paperwork

parent-teacher associations

part time  [works part time]

part-time job

pediatric

people

percent

persons [people preferred for all plural uses; use person when referring to a specific individual]

physiotherapy [never physio]

postcoronary

postgraduate

postnatal

postoperation

postpartum

postsecondary

postwar

preadmission

prebook 

precare

precondition

pre‑employment 

premarital

premarriage

prenatal

preoperative  

preplanning

prerelease

preretirement

preschool

preteen

pretrial

preventive

prevocational 

private home

pro-business

pro-labor

pro-life  

pro-war

programming

provide services for [rather than provide services to]

psychogeriatric

psychosocial

reapply

recognize 

recur

recurring

redevelopment

re‑entering  

re-establishment

reintegration

relocate

resume [not resumé or résumé]

retraining

right-to-life

right-to-work

RSVP

school-age children  

school-based 

self care

self contained

self-defense  

self-government  

self help group  [use mutual support group]

self improvement

self managed

self referral

seniors [older adults]

sexual assault [not rape]

set up [verb]

setup [noun]

sexually transmitted diseases

short-range  

short-term  

shut-ins  [try to avoid...  alternative: people whose ability to leave home is limited]
shut off  [verb]

shut-off notice  [compound modifier]

sick room

sign interpreters

sign up [verb]

sign-up sheet 

sizable  [not sizeable]

skill training

65 years and older [not and up or and over or and above]; also age 18 and younger [not and under or and below]

Social Security

social service agencies

software

sole support

southeast

southwest  [unless “the Southwest”]

spinal cord injury

spring [never capitalize]

staff are [not staff is]

stand out [verb]

standout [noun]

start-up

stepbrother

stepfather

stepmother

stepparent  

subcommittee

suboffice

summer

12-step

tax-exempt

toll free line  [call toll free but toll-free line]

toward  [not towards]

tradesperson

trans-positive  

24-hour emergency service

underemployed

unemployed

United States

Vice President

voicemail

videotapes

volunteer-based 

walk in to register

walk-in medical clinic

Web site  

well-being

weekdays

weekend

wheelchair accessible

wheel-in shower

widespread

workplace

workplan

work‑related organizations

workshop

worksite

World Wide Web

worldwide

x-ray

year-round activities [but: operates year round]

ZIP code [capitalize ZIP, lowercase code; ZIP stands for Zone Improvement Program]

Additional points:

Gender-Neutral (Non-Sexist) Language
Eliminate use of “man”, (for example, man-made disaster, mankind:  use disaster of human origin, humanity, people, human beings)

Occupations:  firefighters, not firemen; flight attendants, not stewardesses; police officers, not policemen and police women, chair, chairperson or presiding officer, not chairman.

Pronouns:  1)  Recast sentences in the plural:  help people meet their needs, not help the individual meet his or her needs.  2)  Reword sentences to eliminate gender reference altogether:  the average person is worried about income, not the average person is worried about his income.  3)  Indefinite pronouns:  According to the Purdue University Online Writing Lab, “In all but strictly formal uses, plural pronouns have become acceptable substitutes for the masculine singular.”  Example:  “Anyone who wants to go to the game should bring their money”, not “Anyone who wants to go to the game should bring his money”.  http://owl.english.purdue.edu/handouts/general/gl_nonsex.html
Another good one:  http://www.apa.udel.edu/apa/publications/texts/nonsexist.html
Although “girls” is appropriate for adolescent and younger females, “women” should be used when referring to adults.
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