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United Methodist Women Branding  
and United Methodist Guidelines  
 
BRANDING GUIDELINES 
 

• United Methodist Women is a singular noun. 

• Do not use “The” with “United Methodist Women.”  

• Always use “The” with “The United Methodist Church.” 

• Do not use United Methodist Woman. 

• Do not use “UMW.” 

• The correct URL is unitedmethodistwomen.org. 

• No “Inc.” with United Methodist Women. 

• United Methodist Women National Office refers to staff. “National office” 
should be capitalized only when “United Methodist Women” appears before 
it. “United Methodist Women National Office” should be used sparingly and 
only in reference to administration or location.  

• The national organization of United Methodist Women refers to organization 
as a whole. “National organization” is never capitalized. 

• Use “mission” and “mission with” instead of “missions” and “mission to.” 

• The following terms should always be capitalized: A Call to Prayer and Self-
Denial, General Conference, Gift in Memory, Gift to Mission, Leadership 
Development Days, Legacy Fund, Mission Giving, Mission u (note 
lowercase u), Pledge to Mission, Program Book, Prayer Calendar, Purpose 
(for United Methodist Women Purpose), Reading Program, Special Mission 
Recognition, World Thank Offering. 

• The following terms should not be capitalized: annual conference, board of 
directors, jurisdiction, national mission institution, program advisory group, 
response. 

 
Correct: General Secretary and CEO 
NOT: General Secretary/CEO 
 
United Methodist Women Board of Directors 
Alone: board, board of directors (lowercase) 
 
Correct: United Methodist Women Program Advisory Group 
Alone: program advisory group (lowercase) 
Avoid abbreviation “PAG” 
 
Correct: Mission u 
Plural: Mission u events 
“u” is correct lowercase 
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PURPOSE 
United Methodist Women shall be a community of women whose purpose is to 
know God and experience freedom as whole persons through Jesus Christ; to 
develop a creative, supportive fellowship; and to expand concepts of mission 
through participation in the global ministries of the church. 
 
Please note the correct use of semicolons and ensure a comma appears after 
“creative.” “The organized unit” appears in the Book of Discipline, but we 
discourage its use to encourage flexibility in organizing.  
 
response, lowercase and bold, is the correct format in all instances when referring 
to the magazine. If text around “response” is bold, make response not bold. 
 
BIBLE USED 
The Women’s Division uses the New Revised Standard Version (NRSV). The 
Common English Bible (CEB) can also be used.   
 
It is not necessary to cite (NRSV) in every Scripture quote—unless otherwise 
marked, it is assumed that the Scripture quote is from the NRSV (content will also 
be edited to NRSV unless another version/translation is used for a specific reason).  
 
The NRSV may be quoted and/or reprinted up to and inclusive of five hundred 
(500) verses without express written permission of the publisher, provided the 
verses quoted do not amount to a complete book of the Bible or account for fifty 
percent (50%) of the total work in which they are quoted. 
 
In all non-Web publications the following disclaimer must appear with biblical 
quotations: All biblical quotations are from the new Revised Standard Version 
(NRSV) of the Bible, copyright © 1989 by the Division of Christian Education of the 
National Council of Churches of Christ in the United States of America. Used by 
permission. All rights reserved. 
 
BOOK OF DISCIPLINE 
The title of The Book of Discipline should appear as The Book of Discipline of The 
United Methodist Church 2016.  After this it should be referred to as The Book of 
Discipline. Please use the 2016 edition.  
 
United Methodist churches and other official United Methodist bodies may 
reproduce up to 1,000 words from The Book of Discipline.  
 
All quotes from The Book of Discipline must be accompanied by the following note: 
From The Book of Discipline of The United Methodist Church—2016. Copyright © 
2016 by The United Methodist Publishing House. Used by permission. 
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BOOK OF RESOLUTIONS 
The title of The Book of Resolutions should appear as The Book of Resolutions of 
The United Methodist Church 2016. After this it should be referred to as The Book 
of Resolutions. Please use the 2016 edition. 
 
Agencies, conferences and churches can reproduce, in whole or in part, up to five 
resolutions on any one topic in any single publication or electronic product for the 
purpose of study, worship or advocacy. 
 
All quotes from The Book of Resolutions must be accompanied by the following 
note: From The Book of Resolutions of The United Methodist Church—2016. 
Copyright © 2016 by The United Methodist Publishing House. Used by permission.  
 
Titles of resolutions appear in quotation marks: Resolution 3163, “Equity in Access 
to High School Education.” “Resolution” is capitalized when followed by a number, 
lowercase when not. Use paragraph symbol when referring to paragraphs in The 
Book of Discipline: ¶1901. 
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General Editing Guidelines 

 

• Follow the most recent edition of The Associated Press Stylebook, noting 
house styles indicated here. 

• Spell out numbers one through nine. Use numerals for 10 and above. 

• All words over four characters long should be capitalized in headings. 

• Do not use ampersands unless part of a brand name. Use “and.” 

• Use single spaces (not double) after periods and colons. 

• Personal pronouns referring to Jesus are lowercase: Jesus called his 
disciples to him. 

• No male pronouns for God. Use “God” or edit sentence as needed. 

• “Reverend” should always be capitalized and appear with “the” in front of it: 
the Rev. 

• “Dr.” is used only for medical doctors.  

• State names are spelled out and followed by a comma (e.g., Binghamton, 
New York, is the carousel capital of the world).  

• Capitalize Black, Brown and Indigenous when referring to race. 

• Periods and commas appear inside quotation marks. 

• Spell out acronyms and initialisms at first mention—abbreviation does not 
need to appear in parentheses next to term if abbreviation is obvious in 
subsequent mention. 

• Do not superscript ordinals (e.g., 17th not 17th). 

• Do not use a series comma. 

• Avoid unnecessary capitalization. See AP Stylebook for guide to 
capitalization. 

• Look to the most recent editions of Webster’s New World College Dictionary 
for spelling of all compound words. Many words you may believe should be 
hyphenated aren’t (e.g., underrated, biweekly, nongovernmental, 
socioeconomic, psychoeducational, coexist, antidepressant). 

 
List a person’s full name and title at first mention. At second and subsequent 
mentions, use only last names, regardless of title.  
 

• Bishop Susan Morrison sponsored the first BishBash at Sky Lake in Windsor, New 
York. Morrison posed for pictures with every youth group that attended.  

• The Rev. Josey Schmoe explained why she talks about racial justice from the 
pulpit. Schmoe said, “The pulpit is the best place to talk about racial justice.” 

 
Avoid sexist language. Use humankind, clergyperson, chairperson, weather forecaster, 
congressperson, mailperson, firefighter, police officer, first-year student, etc.  
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Use people-first language. People-first language is an effort to recognize people first 
and not define them by a disability. Say, for example, “has a learning disability” instead of 
“is learning disabled,” or “with a disability” instead of “disabled.” Do not portray disabilities 
and handicaps as an affliction or a person as a victim of or suffering from a disability. See 
https://odr.dc.gov/page/people-first-language Note: some people prefer identity-first 
language, like Autistic or Deaf, so ask when you can, but use people-first is unknown. 
 
Ask people for preferred terms and pronouns and use them.  
 
Job titles: Capitalize only when used immediately before names. 
 

• Bishop Cynthia Fierro Harvey, General Secretary Harriett Jane Olson, President 
Isama'u, etc.  

• president of the council, resident bishop, general secretary of the agency, pastor 
of the church, congresswoman, queen, editor, chairwoman, etc. 

 
Spell out numbers one through nine. Use numerals for 10 and above. 
Exceptions: Spell out all numbers (except for calendar years) when beginning a sentence, 
in casual uses and when used in proper names (use numerals or words as used by the 
organization). 
 

• 1869 marked the beginning of what would become the United Methodist Women. 

• Forty-seven women attended our eighth meeting. We expected only 35. 

• I told her a thousand times that the Ten Commandments were given to Moses, not 
Abraham. 

• She placed 10th in her fifth grade Post-it sculpture competition sponsored by 3M. 
 

House style  
Differing from AP 

• Use hyphen when abbreviating “electronic”: e-mail, e-book, e-store, e-
circle.  

• Capitalize Scripture.  
• Italicize titles of books, movies, newspapers, magazines, television shows. 

Place article and song titles in quotation marks. Website, program, church, 
or organization names are just capitalized (not italicized or placed in 
quotation marks).  

• Spell out United States except for when used as an adjective. Always use 
the abbreviation “U.S.” when an adjective: The church in the United States, 
the U.S. church.  
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Extended AP Style Guidelines  
For any grammar questions not listed here, consult the most recent AP Stylebook. 
 
See AP Stylebook for guidance on religious affiliations, movements, references, 
and titles.  
 
Jesus’ not Jesus’s. 
 
Use single spaces after periods. Do not use double spaces after colons. 
 
Do not place a space between periods in abbreviations. 
 
Periods and commas appear inside quotation marks. 
 

• Barnes said, “I love reading response.” 
 
Use double quotation marks, not single, unless quoting within a quote. Use double 
quotation marks in extracts. 
 

• Barnes said, “According to the response article, ‘the 3 million people trapped in 
sweltering camps in the Darfur region of Sudan are today living in limbo.’” 

 
Spell out acronyms and initialisms at first mention.  
Abbreviation does not need to appear in parentheses next to term if abbreviation is 
obvious in subsequent mention. 
 

• The Buffalo Bills play in the National Football League. The NFL hosts the annual 
Super Bowl, to which the Buffalo Bills will return one day. 

• Use “a” or “an” before an abbreviation the way you’d use it when speaking, even if 
the spelled-out version uses the opposite. “I interviewed an FBI agent (not “a FBI 
meeting,” even though you’d say “a Federal Bureau of Investigation agent”).  

 
PREFIXES 
Do not hyphenate when using a prefix with a word starting with a consonant.  
But pay attention to such exceptions as re-create vs. recreate, re-cover vs. recover, reform 
vs. re-form. 
 

• underrated, overrated, pretest, posttest, biweekly, semiweekly, nongovernmental, 
nonfiction, socioeconomic, psychoeducational, coexist, antidepressant. 
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Use a hyphen if prefix ends in a vowel and word starts in the same vowel (except 
for coordinate and cooperate), if the word that follows the prefix is capitalized or if 
it’s a double prefix. 
 

• pre-election, anti-inflammatory 

• anti-Semitic, pre-Civil War 

• sub-subheading 
 
“ex” 
When it means “out of” do not use a hyphen: excommunicate. 
When it means former, use a hyphen: ex-convict. 
 
“extra” 
When it means “outside of” do not use a hyphen: extramarital. 
When it means bigger, use a hyphen: extra-large shirt. 
 
Do not superscript ordinals. 
 

• 17th not 17th 
 
Do not use a series comma. 
Incorrect: Tara, Idris, and Ewan went to lunch. 
Correct: Tara, Idris and Ewan went to lunch. 
 
Use “past” instead of “last” unless you mean “final.”  
Incorrect: The last few issues of response have been great!  
Correct: The past few issues of response have been great! 
 
Use of “Inc.” most often not necessary, unless in a formal, legal statement. When 
used, do not place a comma before “Inc.” 
 

• The Haworth Press Inc. 
 
Spell out noon and midnight. Do not use “:00” with times—include colon only when 
minutes are necessary. Use “a.m.” and “p.m.” (lowercase with periods). 
 

• Barnes and McGregor went to lunch at noon and left at 1 p.m. 

• After hours of deliberation, the assembly ratified the constitution at 3:48 a.m. 
 
Composition titles: Capitalize principal words, words with four or more letters, and 
the first and last words in the title.  
 
Generally avoid unnecessary capitalization. 
 
Use “each other” when referring to only two people and “one another” for more 
than two people. 

 
No comma precedes Jr. or Sr. For example, Martin Luther King Jr. 
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Use “fewer” for countable entities, “less” for uncountable entities 
 

• Because she had fewer than 10 items in her grocery cart she could use the express 
checkout lane. 

• He made less money than she did (but she didn’t love him any less). 
 
Use “ensure” to mean guarantee and “insure” when speaking of insurance. 
 
Use “titled” not “entitled” when speaking of composition titles. 
“Entitled” refers to entitlement. 
 

• Her new book was titled Copyediting Is Fun. 

• Since she bought them, she felt entitled to a second doughnut.  
 
Farther refers to physical distance. Further refers to time or degree. 
 
Historic refers to an important occurrence. Historical refers to a past event. 
 
Don’t hyphenate adverbs ending in –ly 
Incorrect: A poorly-written sentence 
Correct: A poorly written sentence 
 
Watch for correct use of “which” and “that.” 
Which = nonessential clauses—used with commas 
That = essential clauses—no commas 
 

• “I like Ewan McGregor movies, which are good,” means that I like Ewan McGregor 
movies in general, and because he’s in them they are good. 

• “I like Ewan McGregor movies that are good” means that I like only the Ewan 
McGregor movies that are good, not any of his others. 

 
Watch for correct use of “who” versus “that.” 
Incorrect: It’s for people like you that keep it turned on. 
Correct: It’s for people like you who keep it turned on. 
 
If Latin (and other foreign) phrases and abbreviations are commonly used in the 
English language, especially if they are found in the dictionary, do not italicize them. 
 

• pro bono, a la carte, ad nauseam, et al., ibid., magna cum laude, petit, grande, ad 
hoc, al dente, etc. 

 
“Data” is plural.  
 

• The data collected are helpful for decision making. 
 
“Myriad” is not followed by “of.” 
 

• She owns myriad issues of response. 
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Permissions 
 
Photos, song scores, more than two lines of a poem or song, quoted personal 
correspondence and interviews, speeches, broadcasts, excerpts beyond fair-use 
guidelines, and unadapted tables, figures, and graphics all need permission to 
reprint. In addition, release forms are needed for photos taken of persons in a 
nonpublic space whose likeness is used.  
 
Publications of the U.S. government and works published before 1923 do not need 
permission to reprint, as they are in the public domain. Some internet material is 
also considered to be in the public domain due to Creative Commons and similar 
licenses. Please check the website’s copyright license to make sure.  
 
Any sources used should be credited, even if permission is not needed. This 
includes direct quotations and paraphrases. Please query the author for sources 
of information if not provided. Information and artwork from the internet is 
subject to the same copyright protection and credit as printed work. 
 
See “Copyright infringement” under “Media Law” in AP Stylebook 55th edition pp. 
494-497. 
 
Fair Use (Chicago Manual of Style, 17th edition, ¶4.84-4.94) 
 
Consider the following factors when deciding whether your use of another’s work 
is fair and therefore does not require permission: 
 

• The purpose and character of the use, including whether such use is of a 
commercial nature or is for nonprofit educational purposes. 

• The nature of the copyrighted work. 

• The amount and substantiality of the portion used in relation to the 
copyrighted work as a whole. 

• The effect of the use on the potential market for, or value of, the copyrighted 
work (Chicago, ¶4.84). 

 
Since United Methodist Women is a nonprofit organization and our publications 
are intended for nonprofit educational purposes, most credited excerpts will fall 
under fair use. The doctrine “allows authors to quote from other authors’ work or 
to reproduce small amounts of graphic or pictorial material for purposes of review 
or criticism or to illustrate or buttress their own points” (Chicago, ¶4.84). 
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In general, material that meets the following criteria is considered fair use: 
 
1. Authors may quote from another’s work to buttress their own points 

provided that 
 

a) the material is not quoted out of context so as to alter the interpretation or the 
intent of the original author, 

b) the material is reproduced verbatim and 
c) accurate credit is given to the source. 
 

2. The use of the quoted material must not alter the value of the copyrighted 
work. For example, quoting in a popular magazine an important passage from 
a soon-to-be-released work might diminish the value of the forthcoming work. 

 
3. The quoted passage must not be a substantial portion of the copyrighted 

work. For example, quoting three lines from a poem of ten lines is more serious 
than quoting the same number of lines from a poem of 300 lines. The use of 
anything in its entirety requires permission. 

 
See Chapter 4 of Chicago Manual of Style, “Rights, Permissions, and Copyright 
Administration.”  
 
Content created by the United Methodist Women National Office can be 
reproduced by members as long as proper credit is given. Exceptions include 
mission studies, Prayer Calendars and Program Books, parts of which can be 
reproduced by participants in small groups for noncommercial purposes. See the 
publication’s copyright page for more direction. Photos on United Methodist 
Women’s Flickr page, Flickr.com/UMWomen, can be reused as long as 
photographer is credited.  
 
Please see “United Methodist Women Branding and United Methodist Guidelines” 
for permissions regarding Scripture quotations and excerpts from the United 
Methodist Book of Discipline and Book of Resolutions.  
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Style Sheet 
Consult Webster’s New World College Dictionary for any word not appearing here. 
 
9/11 or Sept. 11 
24/7 
20-something 
 
A 
African-American 
afterward (not afterwards) 
amid (not amidst) 
annual conference (capitalize only 
when using full proper name) 
Antichrist (biblical challenger of 
Christ) 
anti-Christ (someone/something 
opposed to Christ) 
Asian-American 
 
B 
backward (not backwards) 
backup (noun, adj.) 
back up (verb) 
bachelor’s degree 
B.C.E (before Christian era) 
Bible 
biblical 
biblically  
biweekly 
breakup 
bylaw 
byline 
Black (regarding race) 
 
C 
California-Nevada Conference  
California-Pacific Annual Conference  
catalog 
C.E. (Christian era, appears before 
dates) 
century 
churchgoer 
churchgoing 
citywide 
clergyperson 
coed 

coeducation 
coexist 
cooperate 
coordinate 
crossover 
crowdsource 
cut off (verb) 
cutoff (noun, adj.) 
 
D 
database 
day care 
daylong 
decision making 
developing nations (not Third World) 
dialogue 
 
E 
earth 
e-book 
e-mail 
e-news 
e-reader 
everyday (adj.) 
every day (noun) 
 
F 
Facebook 
Flickr 
flyer 
follow-up 
fundraiser 
 
G 
General Conference  
get-together (noun) 
grown-up 
goodwill 
grassroots  
 
H 
halfhearted 
hand-held 
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handmade 
Hanukkah 
hashtag 
heaven 
hip-hop 
Hispanic 
Holy Week 
homepage 
hometown 
homeschool  
hourlong 
 
I 
inbox 
internet 
Instagram 
iPad 
iPhone 
iPod 
Isama’u, ‘Ainise 
Islam (noun) 
 
J 
JPEG 
Judaism 
jurisdiction 
 
K 
know-how 
Kwanzaa 
 
L 
Latin American 
Latino/a 
layman 
laymen 
layperson 
laypeople 
laywoman 
laywomen 
Leadership Development Days 
LGBTQ 
life-size 
life span 
lifestyle 
lifetime 

liveblog 
livestream 
log in/off/on (verb) 
login/logoff/logon (noun) 
Lord’s Supper 
 
M 
make up (verb) 
makeup (noun, adj.) 
marketplace 
master’s degree 
Messiah (Jesus) 
messiah (generic) 
metadata 
Middle East 
Midwest 
mindset 
Mission Giving 
Mission u 
monthlong 
Mother Nature 
Muslim (adj.) 
 
N 
naive 
national mission institution 
nationwide 
Native American 
New Testament 
nongovernmental 
 
O 
off-site 
OK (for okay) 
Old Testament 
Olson, Harriett Jane 
one-half (etc.) 
one-sided 
online 
Op-Ed 
overall 
 
P 
Passover 
pastor 
peace building 
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peacekeeper 
peacemaker 
peacetime 
Pentecost 
Ph.D. 
Pinterest 
policymaker 
policymaking 
post-traumatic stress disorder 
potluck 
Prayer Calendar 
Program Book 
prophecy (noun) 
prophesy (verb) 
 
 
Q 
Quaker 
Quran 
 
R 
Reading Program 
response magazine 
the Rev. 
 
S 
Sabbath (religious) 
sabbath (generic) 
Satan 
savior 
semiannual 
set up (verb) 
setup (noun, adj.) 
socioeconomic 
shah 
sheik 
shut-in 
smartphone 
Society of Friends 
speechmaker 
springtime 
standard-bearer 
stand in (verb) 
stand-in (noun, adj.) 
stand out (verb) 
standout (noun, adj.) 

storyline 
strong-willed 
Sukkot 
Sunday school 
synagogue 
 
T 
telltale 
Temple Mount 
theater 
TikTok 
till (or until, no ‘til) 
toolkit 
touch screen (noun) 
toward (not towards) 
trustee 
truth-telling 
T-shirt 
Twelve Apostles 
Twitter 
two-thirds (etc.) 
 
U 
U.N. (United Nations) 
under way 
United Methodist Women (not UMW) 
United States (noun) 
upside down (adv.) 
upside-down (adj.) 
U.S. (adj.) 
 
V 
vacation Bible school 
Vatican City 
versus (not vs.—use v. only for court 
cases) 
vice versa 
voice-over 
voicemail 
 
W 
web (short for World Wide Web) 
web browser 
webcam 
webcast 
webmaster 



November 2020 14 

website 
WeChat 
weeklong 
well-being 
Western Wall 
WhatsApp 
white (regarding race) 
Wi-Fi 
wintertime 
workplace 
workweek 
World Council of Churches 
worldwide 
worn-out 
write in (verb) 
write-in (noun, adj.) 

wrongdoing 
 
X 
X-ray 
 
Y 
year-end 
yearlong 
yesteryear 
Yom Kippur 
YouTube 
 
Z 
zigzag 
ZIP code
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