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Why implement a style guide?
The quality, consistency and professionalism of correspondence/materials distributed by 
EFCA ministries and personnel have a powerful influence: They shape the perception that 
a watching world has toward the credibility of the Evangelical Free Church of America. 
Producing high-quality materials is part of glorifying and serving God in all that we do.

This style guide, prepared by the EFCA Communications team, is not comprehensive; grammar 
rules seem to be infinite! Its purpose is to provide a reference and offer guidelines for writing 
and style for EFCA ministry communications.

The EFCA style guide is based on the Associated Press Stylebook. The information presented 
in this document addresses frequently asked questions and common areas of inconsistency. 
On the following pages, examples are preceded by a bullet (•). 

Also available: “EFCA Brand Identity Guide” — necessary for implementing brand and design 
standards in all forms of communication. Both the Editorial Style Guide and the Brand Identity 
Guide can be accessed at www.efca.org/brand.
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Official name
Evangelical Free Church of America. The acronym EFCA is acceptable when making reference 
to the denomination, its ministries, personnel and member churches. Legal documents require 
the legal name (see below).

Appropriate use Inappropriate use

• The EFCA is a movement of …

• Materials will be sent to all EFCA churches.

• Churches of the EFCA agree …

• Materials will be sent to all EFC churches.

• … to all E-Free churches.

• … to all Free churches.

legal name
Evangelical Free Church of America. A the at the beginning of the name should only be capi-
talized if it is the beginning of a sentence; otherwise lowercase. The legal name or the official 
EFCA brand mark must exist at least once in or on every document/piece.

Appropriate use Inappropriate use

• The Evangelical Free Church of America has a long, 
rich history …

• … part of the rich history of the Evangelical Free 
Church of America.

• The evangelical free church of America has a long, rich 
history …

• … part of the rich history of The Evangelical Free 
Church of America.

natiOnal Office
Use national office as the preferred name for the denominational office, which is located at 
901 East 78th Street in Minneapolis, Minn. The term/reference national office is to be used as a 
common (not proper) noun.

Appropriate use Inappropriate use

• EFCA national office (lowercase both national and office 
unless at the beginning of a sentence)

• The national office ministries are ready …

• Home office

• Headquarters

• Hq

• International office

• National Office

Denominational Names and Addresses

EFCA Editorial Style Guide // Denominational Names and Addresses
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natiOnal Office address and cOntact infOrmatiOn
The preferred address format is to spell out the words East, Street and Minneapolis. For state 
names, follow these rules:

1. Spell out a state name when it appears alone.

2. When running a city/state together, use the longer state abbreviation (see Appendix A).

3. When noting a full postal address, use the two-letter postal abbreviation for the state (also 
see Appendix A).

For example:

• They work at 901 East 78th Street, Minneapolis, MN 55420-1300.

• She lives in Farmington, Minn., but he lives somewhere else in Minnesota.

The preferred format for phone and fax numbers is to put the area code (including toll-free 
numbers) in parentheses, followed by the seven-digit number (first three digits separated from 
last four digits by a hyphen).

Appropriate use Inappropriate use

• Tel. (800) XXX-XXXX

• Tel. (952) 854-1300

• 1 – 800 – XXX-XXXX

• 952.854.1300

The preferred website address format is www.efca.org or www.go.efca.org (to go straight to 
ministry opportunities and leadership tools on the EFCA site).

department and ministry names
After first mention of the official ministry name, the EFCA can be dropped in further mentions:

• First use: EFCA ReachGlobal

• Continued use in same document: ReachGlobal 

All words within official EFCA ministry department names have their first letter capitalized. 
Ministry tag lines (such as “Develop. Empower. Release.” in the brand below) are not included 
in written communication.
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reachglObal (efca internatiOnal missiOn)

Appropriate use Inappropriate use

• ReachGlobal

• EFCA Equip

• ReachGlobal Connect

• ReachGlobal Engage

• GlobalFingerprints

• PrayGlobal

• ReachGlobal Recruitment

• ReachGlobal News

• ReachGlobal Latin America

• EFCA-IM

• EFCAIM

• Reach Global

• Reachglobal

• RG

• RG Latin America

• EFCA Connect

• Pray Global

• RG News

ministry advancement

Appropriate use Inappropriate use

• Donor Services

• EFCA Foundation

• Fundraising department

• Money counting department

• Check processing

reachnatiOnal

Appropriate use Inappropriate use

• EFCA Start

• ReachStudents

• ReachNational

• Hispanic Ministries

• EFCA GATEWAY Theological Institute

• GATEWAY

• African-American Ministries

• Church planting

• Reach Students

• RN

• Reach National

• Student programs

• Gateway

• EFCA Gateway

EFCA Editorial Style Guide // Denominational Names and Addresses
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pastOral care ministries

Appropriate use Inappropriate use

• Ministerial Association

• Recovery Churches

• Placement Services

• Disability Benefits

• MinisterConnection

• Pastor’s group

• Recovery Church

• Job bank

• Insurance program

• Ministerial

efca cOmmunicatiOns

Appropriate use Inappropriate use

• EFCA Communications

• EFCA Today (always in italics, unless the surrounding 
sentence’s type is italic; in that case, place EFCA Today 
in regular type, to distinguish it.)

• EFCA Update

• Marketing group/KOTT

• EFCA magazine

• Update newsletter

Office Of the president

Appropriate use Inappropriate use

• EFCA Chaplains

• EFCA One

• Strands of Thought

• Pastoral Care Ministries

• EFCA Credentialing

• Chaplain’s ministry

• Leadership Conference

• Strand’s blog

• PCM

department name abbreviatiOns/acrOnyms
Use acronyms to identify a department only if the name must be repeated several times in the 
document, and only if the acronym’s first usage would come closely behind the initial full name 
(within the same or next paragraph). Do not include the acronym in parenthesis; if usage of the 
acronym wouldn’t be immediately clear, then don’t use the acronym at all. Always default to 
spelling out a department name again, if there might be any confusion.

EFCA Editorial Style Guide // Denominational Names and Addresses
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Appropriate use Inappropriate use

• The Office of the President is a vital area of the EFCA 
that serves many churches throughout the United 
States. The OOP is …

• The staff at Trinity International University is dedicat-
ed to equipping students. TIU is …

• The Office of the President (OOP) is a vital area of the 
EFCA …

generic references tO ministries 
When referring to ministries in general (rather than to specific EFCA departments), drop the 
capitalization and use the word ministries as shown below:

• The EFCA is a leader in developing national ministries.

• The EFCA has a long tradition of funding international ministries around the globe.

• To truly make this movement among all people, the EFCA is focusing on urban and intercul-
tural ministries.

• This movement has a strong history of church planting worldwide.

EFCA Editorial Style Guide // Denominational Names and Addresses
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There are many ways to include contact information in the signature of an email message. The 
following presents a general guideline:

John Smith
Director of Publications (title optional)
EFCA Communications
Office: (952) 853-1234 (at least one phone number should be provided)
Cell: (952) 123-4567
john.smith@efca.org
Evangelical Free Church of America (organization name written out or use logo)
www.efca.org
[insert EFCA logo]

Preferred fonts: Arial or Georgia.

The EFCA logo and a ministry logo can be included in place of the organization name being 
listed.

In addition to the EFCA web address being included, you may choose to also list your minis-
try’s specific web address. (Please be sure that web addresses appear as hyperlinks when 
possible and that they are user-friendly—i.e. not extraordinarily long.)

For more details regarding correct branding, see the “EFCA Brand Identity Guide,” which can 
be accessed at www.efca.org/brand.

Email Signatures
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If building numbers, apartment numbers, lot numbers, etc., cannot fit on the same line as the 
street address, this information is to appear as the first line of the address, with the street 
address on the second line. The secondary address unit designator (e.g., Apt, Ste, Bldg, etc.) 
may be present if space allows; otherwise, a pound (#) symbol can be used.

See Appendix B for official USPS mailing address abbreviations.

Appropriate use Inappropriate use

234 Hilltop Dr Apt 504 
Greenwich, PA 23853 

 
Apt 504 
234 Hilltop Dr 
Greenwich, PA 23853

234 Hilltop Dr 
Apt 504 
Greenwich, PA 23853

If a plus4 is not provided for the zip code, enter the street address on the first
line, PO Box number on the second line:

234 Hilltop Dr
PO Box 104
Greenwich, PA 23853

If a plus4 is provided for the zip code and you can see the PO Box number in
the plus4, enter the street address on the first line, PO Box # on second line:

234 Hilltop Dr
PO Box 104
Greenwich, PA 23853-0104

If a plus4 is provided for the zip code but you cannot see the PO Box number in
the plus4, enter the PO Box # on the first line, street address on the second line:

PO Box 104
234 Hilltop Dr
Greenwich, PA 23853-2503

Refer to the “Addressing U.S. Mail” website for detailed guidelines:
https://www.usps.com/send/addressing-tips.htm?

EFCA Editorial Style Guide // Mailing Addresses
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addressing internatiOnal mail
Print your delivery addresses in all uppercase letters. If possible, addresses
should have no more than five lines.

Line 1: name of addressee
Line 2: street address or P.O. Box number 
Line 3: city or town name, other principal subdivision (i.e. province, state, county) and postal
 code (if known)
Line 4: country name (uppercase letters in English)

Examples:

MS JOYCE BROWNING  MS JOYCE BROWNING
2045 ROYAL ROAD  2045 ROYAL ROAD
LONDON W1P 6HQ  06570 ST PAUL
ENGLAND    FRANCE

Refer to the “Addressing International Mail” website for detailed guidelines:
www.usps.com/send/international-addressing-tips.htm

EFCA Editorial Style Guide // Mailing Addresses
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cOpyright nOtices
As a general rule, a copyright notice should reflect the year in which the material was first 
created and the year(s) in which the material has been substantially updated:

© EFCA 2005, 2006-2007. All rights reserved.
© 2002-2008 EFCA. All rights reserved. www.efca.org 

Inclusion of a copyright notice is a claim of ownership. A copyright notice should be placed 
on all videos and training documents. Details on whether or not the information can be repro-
duced can also be included. For online content, the same information might be placed in the 
site’s footer.

In addition to using the copyright notice, you may seek formal registration of material with the 
U.S. Copyright Office. For more details regarding copyrighting personal blogs/content versus 
ministry content, contact EFCA Communications (communications@efca.org).

requests tO use efca cOpyrighted material
When someone requests permission to include EFCA material in their own publication or on 
their website, please refer the request to EFCA Communications (communications@efca.org).

authOr/speaker biOs
There is no right or wrong way to print a bio; the most important consideration is to ensure 
consistency between bios used throughout a document. Bios can be in sentence form or can 
appear as a simple listing:

• Mark Smith is associate pastor at First Evangelical Free Church in Morgan, N.Y. (See 
Appendix A for correct state abbreviations.)

• Mark Smith, associate pastor, First Evangelical Free Church, Morgan, N.Y.

• Mark Smith, associate pastor, First EFC, Morgan, N.Y.

EFCA Editorial Style Guide // Copyrights and Author Bios
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time
Use a.m. and p.m. All letters are lowercase, with periods following each letter and no spaces.

Appropriate use Inappropriate use

• 7:30 – 9 a.m.

• Noon

• Midnight

• 10 a.m. to 2:30 p.m.

• 7:30 a.m. – 9:00 a.m.

• 10 A.M. to 2:30 P.M.

• 7:30am – 10:30pm

degrees
The following list shows abbreviations for educational degrees. Note that there are no spaces 
between letters and periods:

B.A. Bachelor of Arts D.D. or D.Min. Doctor of Divinity
B.S. Bachelor of Science D.Miss. Doctor of Missiology
M.A. Master of Arts Ph.D. Doctor of Philosophy
M.Div. Master of Divinity D.S.T. Doctor of Sacred Theology
M.Miss. Master of Missiology Th.D. Doctor of Theology
M.S. Master of Science

All references to honorary degrees should specify that the degree was honorary. Do not use 
Dr. before the name of an individual whose only doctorate is honorary. 

When referring generically to a degree within a sentence, use the lowercase, possessive form: 

• She has a bachelor’s (or master’s) degree in accounting.

reverend
Use of the word the before Reverend is optional. If used, spell out the word Reverend.

Both of the following are correct:

• The Reverend A.B. Black

• Rev. A.B. Black

Most newspapers and magazines use the Reverend. Due to the frequent use of this title within 
our organization, we recommend abbreviating to Rev., unless a sense of formality is necessary.

Note: Rev. is used only for ordained individuals; otherwise, use Pastor.

Abbreviations
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Also permissible:

• The Reverend Dr. Black

• The Reverend A.B. Black, D.D.

• Rev. A.B. Black, D.D.

See Biblical References on page 14 for additional abbreviations.

cOuntry and state abbreviatiOns
Only abbreviate the name United States when used as an adjective. In that case, use periods: 
U.S.

• She recently returned to the United States. (Not: She recently returned to the U.S.)

• He is a U.S. Senator.

Spell out the name of a state when used alone. When combined with a city, use the state 
abbreviation (see Appendix A). When used as part of a full address, use the two-letter postal 
abbreviation (also Appendix A).

The following cities fall into the Associated Press category of domestic cities that can stand 
alone in editorial text (not requiring a state abbreviation to follow, unless they are part of a 
postal address). For example, “He lives in Baltimore, but she lives in Farmington, Minn.”

Atlanta
Baltimore
Boston
Chicago
Cincinnati
Cleveland
Dallas
Denver

Detroit
Honolulu
Houston
Indianapolis
Las Vegas
Los Angeles
Miami
Milwaukee

Minneapolis
New Orleans
New York
Oklahoma City
Philadelphia
Phoenix
Pittsburgh
St. Louis

Salt Lake City
San Antonio
San Diego
San Francisco
Seattle
Washington

• ReachNational ministries serve many U.S. churches.

• Minnesota is the land of 10,000 lakes.

• In the small town of Brownsdale, Minn., you will find townspeople greeting stray dogs by 
name.

• She lives at 10 Eastgate Drive, Camp Hill, PA 17011.

• He lives in Boston, while his mother lives in nearby Norwell, Mass.

EFCA Editorial Style Guide // Abbreviations
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When quoting Scripture, verses should be placed within quotation marks with the Bible version 
noted, as indicated below. When a Scripture reference is part of the sentence, the final punctu-
ating period is placed after the parenthetical Scripture reference.

Always indicate the version used when quoting Scripture. Spell out the version the first time 
it is used; insert the standard abbreviation for all subsequent uses (see abbreviations in 
Appendix C):

• “Jesus wept” (John 11:35, New International Version).

• (upon second Scripture reference in the same document/article) “Jesus wept” (John 11:35, 
NIV).

• “Now Jesus wept” (John 11:35, The Message).

A permissable exception: If you will always use the same Bible version within a publication (or 
within a document), you can indicate so in the publication’s opening credits/copyright informa-
tion (or as footnoted information at the bottom of the document) and then not need to repeat 
the version after each verse:

•  All Scripture is from the New International Version unless otherwise indicated. 

Notes:
When using the New American Standard Bible (NASB), note that there is no V in its acronym.

Books of the Bible may be abbreviated when used with numerals designating chapter and 
verse (see Appendix C for complete list). Note that such abbreviations do not require a period 
and are not italicized:

• 1 Cor 1:13

• Jas 2:1-4

When referring to a complete book of the Bible or a chapter, spell out the name:

• The first chapter of Matthew …

See also Evangelical Terminology on page 18.

Biblical References
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general rules fOr capitalizatiOn
For primary headlines/titles, always capitalize first and last words; then capitalize most 
remaining words except articles and prepositions that are three letters or shorter. In secondary 
headers, capitalize only the first word and any proper nouns:

Time Travels With a Friend or Two
Planning the trip of a lifetime

Titles do not need periods (even if they are full sentences), but question marks or exclamation 
points should be used if necessary. Subtitles require periods if they are full sentences; use 
other terminal punctuation as necessary:

Time Travel!
We’ll help you plan the trip of a lifetime.

Headlines should be distinguished with bold type and/or use a larger font size and/or a 
different font type. Bold plus underline is unnecessary and comes across as “shouting.” 

In general, avoid ALL CAPS in formal documents.

efca
The legal name of our organization is the Evangelical Free Church of America. (Note: the is 
not part of the legal name.) When referring to the denomination by letters only, the should be 
lowercase: the EFCA.

See also Abbreviations on page 12.

OrganizatiOnal titles
Capitalize a title when it precedes a person’s name. Lowercase the title if it follows a person’s 
name:

• President William J. Hamel is speaking …

• William J. Hamel, EFCA president, will meet with fellow EFCA leaders …

Exception No. 1:  Retain uppercasing when the name/title are set as design elements rather 
than as part of a sentence (see page 8, “Email signatures”).

Exception No. 2: The title of the President of the United States is always capitalized:

• President Barack Obama

• Barack Obama, President of the United States

Capitalization and Style
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When the name of a specific board is referenced, capitalize it; otherwise, use lowercase. BOD 
is an approved acronym for Board of Directors:

• The board met today.

• The EFCA Board of Directors met in July. At that time, the BOD unanimously voted …

The proper names of schools are always capitalized. When referred to generically, use lower-
case (and see page 12 regarding abbreviation rules): 

• Trinity International University and Trinity Evangelical Divinity School have numerous degree 
programs. 

• The university and the seminary are affiliated with the EFCA.

geOgraphical references
Lowercase directional indicators. Uppercase the direction when referring to a specific region 
of the country:

• He drove west on Highway 169.

• People in China view Western culture as different from their own.

• There was a significant move out West during the gold rush.

Notes:
Midwest, South, Great Plains and East Coast are all capitalized, as are other nongeographical 
references to portions of the country (e.g., Bible Belt).

family relatiOnships
Mother, father, uncle, etc., are each capitalized when used as proper nouns; otherwise
lowercase:

• I got a letter from Mother.

• My mother usually writes once a week.

See also Evangelical Terminology on page 18 for capitalization guidelines on terms such 
as Christian, biblical, etc.

italics
In several specific instances, words/phrases/sentences are formatted to stand out from the surrounding 
text (using italic if the text is in a regular font, or the reverse):

1. Magazine/book titles: 

• She submitted her article to EFCA Today and hopes that it publishes soon.

• Be sure to read Matt Mitchell’s new book, Resisting Gossip: Winning the war of the wagging 
tongue.
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• (author bio at end of article, which is usually in italics) Matt Mitchell is senior pastor of 
Lanse (Pa.) EFC. His first book, Resisting Gossip: Winning the war of the wagging tongue, 
published in September 2013. 

2. Unspoken thoughts or prayers: 

• Even as I explained myself, I was wondering, Why me? Where will this lead?

3. Foreign terms not commonly used in English: 

• The apéritif she served was a refreshing start to our meal. 

• He reminded us that we needed el passaporte to cross the border.

• But more common foreign terms remain in regular text: She ordered café au lait to accom-
pany her scone.
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There are many terms used by evangelical Christians that are not necessarily found in the 
dictionary. The following presents the style preferred by the EFCA.

deities
Capitalize all names referring to God as a Supreme Being, including but not limited to the 
following:

the Almighty Savior the Word God the Father
King of kings Lord the Messiah God the Son
Son of Man Jehovah the Way

bible and scripture

1. Capitalize all books of the Bible, as well as portions (e.g., the Epistles, the Prophets) and 
versions (New International Version).

2. Capitalize Scripture when used as a noun (e.g., We study the Scriptures).

3. Capitalize Old Testament and New Testament.

4. Capitalize Word of God.

5. Capitalize Book when listing the proper title for one of the Wisdom Writings (Book of Job, 
Book of Psalms, Book of Ecclesiastes, Book of Proverbs).

adjectives
Certain words are lowercased when used as adjectives:

• He is a godly man.

• He lives by scriptural principles.

• His actions are not consistent with biblical guidelines.

prOnOuns
Capitalize all pronouns referring to God, Jesus, the Holy Spirit and the Trinity:

• God, He is …

• Jesus, He did …

miscellaneOus
Gospel:
Capitalize gospel only when referring directly to one of the first four books of the New
Testament (Matthew, Mark, Luke and John):

• We must proclaim the gospel.

• In the Gospel of John, we read …

• Missionaries bring the gospel of Christ to people around the world.

EFCA Editorial Style Guide // Evangelical Terminology
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Church:
Capitalize Church when referring to the universal church established by Jesus Christ, not to 
individual congregations:

• He is a member of the local church.

• It is our desire to see all people become part of the true Church.

general biblical and religiOus events and references:
Capitalize biblical and religious events and references when they stand alone, without modifi-
cation: the Creation, the Crucifixion, the Exodus, the Flood, the Inquisition, the Second Coming, 
the Virgin Birth, etc. 

Lowercase when the word is part of a description: the crucifixion of Jesus, the resurrection of 
Christ.

Other:
evangelical(s)  The Last Supper / communion
God’s kingdom  gospel of Christ
Kingdom of God  non-Christian / Christian
kingdom   Satan
heaven   hell
Hades   Great Commission
good news   Great Commandment
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apOstrOphe
Using an apostrophe to show a possessive relationship
Singular possessive—add apostrophe+s to the end of the word, unless the word already ends 
in an s:

• Carol’s children are exceptional.

• Jesus’ disciples followed Him.

Plural possessive—if the plural is formed by adding an s, add the apostrophe after the s. If a 
proper noun already contains an s, see the examples below:

• His sons’ rooms were messy.

• The Smiths’ clothes were torn, but the Philipses’ clothes were in fine shape.

If the word is already plural, add apostrophe+s to the end of the word:

• The men’s ministry is thriving.

• Our leadership team for the children’s ministry is tremendous.

Possessive pronouns do not need an apostrophe: his, hers, yours, theirs and ours.

Exception: Use an apostrophe to indicate a contraction (its vs. it’s):

• A church is only as effective as its members. (its—possessive)

• It’s time for the church’s membership to advance. (it’s—contraction for it is)

Dates
No apostrophe is needed when referring to a period of time:

• The 1980s were an exciting time for the evangelical church.

bullets
There are two basic guidelines regarding the use of periods (or other punctuation) following 
the text included in bullet points:

1. Periods. If any of the items in your list is a complete sentence, or if it’s a sentence fragment 
followed by a complete sentence, then all of the items in your list must contain what’s 
called “terminal punctuation”: a period, question mark or exclamation point, as appropriate.

2. Upper/lowercasing. If none of the items in your list is a complete sentence, capitalization of 
the first word is your choice. Just be consistent with all bulleted items in the same list.

EFCA Editorial Style Guide // Punctuation
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• The mission committee recommended:

1.  A special meeting.

2.  A new chairperson. (Sarah Nealy is unable to fulfill her term.)

3.  A new monthly meeting time.

Without the parenthetical sentence of the 2nd item, all three items could have been written 
without periods and could have started with a lowercase first word, since they are short 
phrases:

• The mission committee recommended:

1.  a special meeting

2.  a new chairperson

3.  a new monthly meeting time

cOmmas
In a series:
Use commas to separate elements in a series, but do not put a comma before the final 
conjunction in a simple series:

• The flag is red, white and blue.

• Incorrect: The flag is red, white, and blue.

• He would nominate Tom, Dick or Harry.

Put a comma before the concluding conjunction in a series, however, if an integral element of 
the series (ham and eggs) requires its own conjunction:

• I had orange juice, toast, and ham and eggs for breakfast.

Also use a comma before the concluding conjunction in a complex series of phrases:

• The main points to consider are whether the athletes are skillful enough to compete, 
whether they have the stamina to endure the training, and whether they have the proper 
mental attitude.

Commas with quotation marks
The comma is always placed inside quotation marks:

• “Let’s get going,” he said.

• If you can’t decide where to put the “s,” ask someone.

Commas with a parenthesis
The comma is placed after the closing parenthesis:

EFCA Editorial Style Guide // Punctuation
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• We’ll need greeters and ushers, Bibles, offering plates (if available), and hymnals.

ellipsis
An ellipsis is three periods (no space between) and is used to indicate an omission. There is a 
space before and after an ellipsis. Most often, an ellipsis is used when referring to information 
from another source, when you have dropped text from a longer passage or quote:

• Members of EFCA churches are … affiliated with the denomination.

But if your new wording treats the material after the ellipses as if it’s its own separate 
sentence, then insert a period at the end of the material before the ellipses (even if the original 
quote was not divided into two sentences):

• Members of EFCA churches are affiliated with the denomination. … This interconnectedness 
is a powerful part of our heritage. (From the original quote reading: “Members of EFCA 
churches are affiliated with the denomination, and it’s long been accepted and applauded 
that this interconnectedness is a powerful part of our heritage.”)

hyphen
Use a hyphen when two words are combined to form an adjective:

• He was a well-known man.  

• … the 2-year-old child  

• He does inner-city work.  

• This is a short-term team opportunity.

• Our church’s social-media usage is sporadic. (But: We are now using social media effec-
tively.)    

In most cases, don’t include a hyphen after the prefix non. Exceptions are when the word to 
follow is a proper noun, or when a double “n” forms an awkward combination:

• non-nuclear

• nonbeliever

• non-Christian

An em dash (used to set off an expression whenever commas are needed for
minor divisions within the expression) is formed by two hyphens (and when using
Microsoft Word, it becomes a long dash):

• The face—thin, harsh, cold and forceful—was deeply lined.

numbers and digits
A sentence is never to begin with digits; either spell out the number or rewrite the
sentence. Numbers 10 and above are rarely spelled out (unless they begin a sentence).

EFCA Editorial Style Guide // Punctuation
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Rules for numbers below 10 have some variations (see below).

Use the symbol for percent (%) only when it is preceded by a digit, and only in lists and tables 
(not in sentences). Periods of time expressed in numerals are formed by adding s alone—no 
apostrophe (1970s).

Numbers expressed in digits

1. All numbers 10 and higher, when not appearing as the start of a sentence.

2. Numbers below 10 that are grouped for comparison with a much longer list of numbers 10 
or higher (e.g., “They own 17 cats, 22 mice, 11 birds and 5 dogs.”).

3. Numbers that immediately precede a unit of measure, (e.g., 5-mg. dose).

4. Numbers that represent statistical or mathematical functions (e.g., more than 5 percent of 
the sample …).

5. Numbers that represent time, dates, ages, sums or money.

Numbers expressed in words

1. Numbers below 10 that do not represent precise measurements. 

2. Numbers below 10 that represent the majority in a comparison with numbers 10 or higher 
(e.g., “They own three cats, two mice, five birds and 22 dogs.”).

3. Any number that begins a sentence, title or heading.

4. Common fractions (e.g., two-thirds).

parentheses
Parentheses are used to set off expressions when commas or dashes are not sufficient. 
Material within parentheses should have no essential connection with the rest of the sentence:

• Try baking a cake that is edible (for once).

• He went to the store (since no one else would) but forgot his money.

Note the placement of the punctuation. Closing punctuation marks go inside parentheses only 
when they are part of a complete sentence:

• He was such a good friend. (I wish I could say that of my other friends!)

periOd
Periods are used after a complete sentence. Use one space between sentences. 

Do not use a period with any other punctuation marks, unless the period is part of an 
abbreviation:
Right:  Will you leave for the station at 5 a.m.?

EFCA Editorial Style Guide // Punctuation
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Right:  Jan said, “At last!”
Wrong:  Jan said, “At last!.”

Always place the period inside quotation marks (no exceptions):
Right:  “The other was ‘The Old Folks at Home.’”
Wrong:  “The other was ‘The Old Folks at Home’.”

questiOn mark
Place the question mark within the quote marks only if the question is part of the actual 
quotes:

• Why would anyone want to read a book so “questionable”?

• “Why aren’t you married yet?” he asked.

quOtatiOn marks (dOuble and single)
Use quotation marks to:

1. Mark direct quotations:

• He said, “Try your best.”  (Note that the first word of the quote begins with a capital letter.)

2. Mark titles of shorter works, such as articles, poems and chapters (use italics or underlining 
for titles of longer works, such as books, plays and films):

• After reading the article “How to Fix It Yourself” in the latest Time magazine, he was eager 
to get started.

3. Call attention to a word, phrase or concept that is unfamiliar to the reader or that is used in 
a nonstandard way:

• Based on empathy rather than confrontation, “Rogerian persuasion” offers an alternative to 
classical argumentation.

4. Call attention to a nontechnical term used in a technical sense:

• Deconstruction explores the meaning of the “signs” of language.

Do not use quotation marks to:

1. Mark indirect quotations or paraphrases. Instead:

• Our boss said that we should persevere. (Note that no comma is used to introduce a 
paraphrase after the word that.)

2. Mark a cliché, proverbial saying or other overused expression (such as We need to do “our 
very best”). 

3. Emphasize a particular word or phrase. Instead, use italics:

• I am absolutely certain.

EFCA Editorial Style Guide // Punctuation
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Miscellaneous rules and conventions regarding quotation marks:

Use single quotation marks only for quotes within quotes. 

Place commas and periods inside quotation marks. 

Place semicolons, colons and questions marks outside quotation marks, unless they are part 
of the quotation.

If the quotation ends with a question mark or exclamation point, omit the first comma, as in, 
“Do you want me to do this first?” Sally asked. Don’t write it as, “Do you want me to do this 
first?,” Sally asked. Nor as, “Do you want me to do this first?”, Sally asked.

For a quotation longer than one paragraph that is not set off from the text in a block, use 
quotation marks at the beginning of each paragraph and at the end of the final paragraph. For 
example, in a three-paragraph quotation, do not use quotation marks at the end of the first and 
second paragraphs. Leave those paragraphs “open” to indicate that the quotation continues:

“This series of gradual confessions,” he said, “finally lead to the discovery that the person 
had been living a double life. 

“It is difficult to explain the level of pain that this person’s moral failure inflicted on the 
staff team. Staff members who were relationally close to the fallen member felt particularly 
betrayed and experienced great amounts of anger.  

“Four years removed, the sadness is still primal.”

If a one-sentence quotation is interrupted by a phrase of attribution, use quotation marks 
around both parts of the quotation, a comma after the first part of the quotation, and a comma 
after the phrase of attribution, as in:

• “I’ll finish this project,” Sally said to her boss, “as soon as I get the figures from accounting.”

If a two-sentence quotation is interrupted between the sentences by a phrase of attribution, 
use quotation marks around both sentences, a comma after the first sentence of the quotation, 
and a period after the phrase of attribution, as in:

• “I will finish this report on time,” Sally assured her boss. “It will be on your desk by noon.” 
(Note that the first word of the second quoted sentence begins with a capital letter.)

semicOlOn
A semicolon calls for a more definite break or pause in thought than a comma:

• The intention is excellent; the method is self-destructive.
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A semicolon can often clarify listings that already contain commas:

• Those attending included Carol, teacher; Jim, organist; Randy, former professional dish-
washer; and Lassie, well-known actor.

Semicolons should be placed on the outside of quotation marks:

• … in the city”;

titles Of publicatiOns/bOOks/articles
Use quotation marks to indicate the title of an article, essay, poem, sermon, song or short 
musical selection, art object, etc.

Use italics or underlining (when italics are not available) when indicating the name of a book, 
magazine or publication in a printed piece (for online usage, avoid underline, as it indicates a 
live URL link):

• I have just finished reading Why England Slept. 

• Did you read the article “One Man’s Opinion” in this morning’s New York Times?
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The following list presents the preferred style for commonly used terms:

• CD-ROM

• chat room

• consortiums (plural form—when referring to more than one group)

• database

• desktop publishing (DTP)

• dot-com

• download

• email (singular and plural)

• gigabyte (abbreviated GB or gb)

• holistic* (in general, usage preference for EFCA Today and ReachGlobal) 
or wholistic* (in general, usage preference for ReachNational)

• homepage

• HTML

• Internet, intranet

• keyboard

• laptop

• logon, login, logoff

• long term (unless it’s a two-part adjective right in front of a noun: long-term)

• megabyte (abbreviated MB or mb)

• mouse (plural: mice or mouses)

• multimedia

• multiethnic

• online

• podcast

• short-term

• smartphone

• upload

• URL

• web log (also, blog)

• website

• the web 

• webcam, webcast, webmaster, webzine

• wholistic (see “holistic,” above)

• worldwide

*either is considered correct; consistent use within each document is important.
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EFCA terms regularly used in documents that are translated into Spanish:

• Hispanic Ministries—Ministerios Hispanos

• EFCA GATEWAY Theological Institute—EFCA GATEWAY Instituto Teológico

• Multiply churches—multiplicar iglesias

• African American Ministries—Ministerios Afro-Americanos

• Church Health—Iglesia Saludables

• Church Planting—Fundación de Iglesias

• Ministries of Children & Families—Ministerios de Niños y Familias

• EFCA RESOUND—Ministerios de Mujeres

• Student Ministries—Ministerio de Estudiantes

• Urban & Wholistic Ministries—Ministerios Urbanos y Holísticos

• Higher Education—Educación Superior

• Evangelical Free Church of America—EFCA—Iglesia Evangélica Libre de América

• EFCA ENCORE—es un ministerio para las generaciones que se enfocan en que “¡lo mejor 
todavía está por venir!”

• National Leadership Conference—Conferencia de Liderazgo Nacional

• Missional Summit—Cumbre Misional

• Board of Directors—Junta de Directores

• ReachNational—should be used as is, but can put in parenthesis (Alcance Nacional)

• ReachGlobal—should be used as is, but can put in parenthesis (Alcance Global — la misión 
de la EFCA)

• EFCA Today—EFCA Hoy

• Districts—Distritos

• District Superintendents—Superintendentes de Distritos

• 10 Leading Indicators of a Healthy Church—Diez Indicadores Principales de Una Iglesia 
Saludable

• Church in a Church—Iglesia en la Iglesia

• EFCA Chaplains—Capellanes de la EFCA

• EFCA Foundation—Fundación de la EFCA

• Ministerial Benefit Plan—Plan de Beneficios Ministeriales

• Healthy Pastors—Pastores Saludables

• Pastoral Care Ministries—Ministerios de Cuidado Pastoral
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• FCMM Retirement Plan—FCMM Plan de Jubilación

• Placement Services—Servicios de Colocación

• Christian Investors Foundation—Fundación de Inversionistas Cristianos

• Church Insurance Program—Programa de Seguro para la Iglesia

• Challenge Conference—Conferencia para Estudiantes (Desafío)

• Samaritan Way—La Vía Samaritana

• compañeros—companions, friends

EFCA Editorial Style Guide // Spanish Usage/Terms
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appendiX a

Standard state abbreviations (postal code abbreviations in parentheses)

Alabama - Ala. (AL) Maryland - Md. (MD) North Dakota - N.D. (ND)
Arizona - Ariz. (AZ) Massachusetts - Mass. (MA) Oklahoma - Okla. (OK)
Arkansas - Ark. (AR) Michigan - Mich. (MI) Oregon - Ore. (OR)
California - Calif. (CA) Minnesota - Minn. (MN) Pennsylvania - Pa. (PA)
Colorado - Colo. (CO) Mississippi - Miss. (MS) Rhode Island - R.I. (RI)
Connecticut - Conn. (CT) Missouri - Mo. (MO) South Carolina - S.C. (SC)
Delaware - Del. (DE) Montana - Mont. (MT) South Dakota - S.D. (SD)
Florida - Fla. (FL) Nebraska - Neb. (NE) Tennessee - Tenn. (TN)
Georgia - Ga. (GA) Nevada - Nev. (NV) Vermont - Vt. (VT)
Illinois - Ill. (IL) New Hampshire - N.H. (NH) Virginia - Va. (VA)
Indiana - Ind. (IN) New Jersey - N.J. (NJ) Washington - Wash. (WA)
Kansas - Kan. (KS) New Mexico - N.M. (NM) West Virginia - W.Va. (WV)
Kentucky - Ky. (KY) New York - N.Y. (NY) Wisconsin - Wis. (WI)
Louisiana - La. (LA) North Carolina - N.C. (NC) Wyoming - Wyo. (WY)

There are eight states that are never abbreviated. Their postal codes are as follows:
Alaska (AK), Hawaii (HI), Idaho (ID), Iowa (IA), Maine (ME), Ohio (OH), Texas (TX), Utah (UT)
Also: District of Columbia - D.C. (DC)

Punctuation
Place one comma between the city and the state name, and another comma after the state 
name, unless ending a sentence or indicating a dateline: 

• He was traveling from Nashville, Tenn., to Austin, Texas, en route to his home in 
Albuquerque, N.M. She said Cook County, Ill., was Mayor Daley’s stronghold.
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appendiX b

Official USPS abbreviations

Street Suffixes:

Avenue AVE  
Boulevard BLV  
Canyon CYN  
Causeway CSWY 
Center  CTR 
Circle  CIR 
Crossing XING 
Drive  DR 
Expressway EXPY 
Extension EXT 
Ferry  FRY 
Freeway FWY 
Gateway GTWY 
Heights HTS 
Highway HWY 
Island  IS 
Isle  ISLE 
Junction JCT 
Key  KY 
Lake  LK 
Lakes  LKS 
Landing LNDG
Lane  LN 
Loop  LOOP
Meadows MDWS 
Mission MSN 
Motorway MTWY 
Mountain MTN 
Orchard ORCH 
Overpass OPAS 

Park  PARK 
Parkway PKWY 
Point  PT 
Points  PTS
Port  PRT
Prairie  PR
Ranch  RNCH
Ridge  RDG
River  RIV
Route  RTE
Shore  SHR
Skyway SKWY
Spring  SPG
Springs SPGS
Square  SQ
Station  STA
Street  ST
Summit SMT
Terrace  TER
Throughway TRWY
Trail  TRL
Tunnel  TUNL
Turnpike TPKE
Union  UN
Valley  VLY
View  VW
Village  VLG
Vista  VIS
Walk  WALK
Way  WAY

Secondary Unit Designators:

Apartment APT
Building BLDG
Department DEPT
Floor  FL
Lower  LOWR

Office  OFC
Room  RM
Suite  STE
Upper  UPPR
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appendiX c

Modern Bible versions

CEV   Contemporary English Version
ESV   English Standard Version 
GNB   Good News Bible
GOODSPEED  The Complete Bible; An American Translation, E. J. Goodspeed
JB   Jerusalem Bible
KJV   King James Version
LB   Living Bible
MLB   Modern Language Bible
MSG   The Message: The Bible
MOFFATT  The New Testament: A New Translation, James Moffatt
NAB   New American Bible
NASB   New American Standard Bible
NAV   New American Version
NEB   New English Bible
NIV   New International Version
NJB   New Jerusalem Bible
NJPS   Tanakh: The Holy Scriptures: The New JPS Translation    
   according to the Traditional Hebrew Text
NKJV   New King James Version
NRSV   New Revised Standard Version
PHILLIPS  The New Testament in Modern English, J. B. Phillips
REB   Revised English Bible
RSV   Revised Standard Version
RV   Revised Version
TEV   Today’s English Version (= Good News Bible)
TNIV   Today’s New International Version 
WEYMOUTH  The New Testament in Modern Speech, R. F. Weymouth
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appendiX d

Abbreviations for books of the Bible

Hebrew Bible/Old Testament abbreviations: Hebrew Bible/New Testament abbreviations:

Gen  Genesis
Exod  Exodus
Lev  Leviticus
Num  Numbers
Deut  Deuteronomy
Josh  Joshua
Judg  Judges
Ruth  Ruth
1-2 Sam 1-2 Samuel
1-2 Kgs  1-2 Kings
1-2 Chr  1-2 Chronicles
Ezra  Ezra
Neh  Nehemiah
Esth  Esther
Job  Job
Ps/Pss  Psalms
Prov  Proverbs
Eccl   Ecclesiastes
Song  Song of Songs
Isa  Isaiah
Jer  Jeremiah
Lam  Lamentations
Ezek  Ezekiel
Dan  Daniel
Hos  Hosea
Joel  Joel
Amos  Amos
Obad  Obadiah
Jonah  Jonah
Mic  Micah
Nah  Nahum
Hab  Habakkuk
Zeph  Zephaniah
Hag  Haggai
Zech  Zechariah
Mal  Malachi

Matt  Matthew
Mark  Mark
Luke  Luke
John  John
Acts  Acts
Rom  Romans
1-2 Cor  1-2 Corinthians
Gal  Galatians
Eph  Ephesians
Phil  Philippians
Col  Colossians
1-2 Thess 1-2 Thessalonians
1-2 Tim  1-2 Timothy
Titus  Titus
Phlm  Philemon
Heb  Hebrews
Jas  James
1-2 Pet  1-2 Peter
1-2-3 John 1-2-3 John
Jude  Jude
Rev  Revelation


