ESC Style Guidelines 

(Revised 2004)

A

abbreviations/acronyms

[At first mention, use the full official title or name and always include the abbreviation (even for name or title used only once). Use abbreviation thereafter.]

[Enclose an abbreviation in parentheses and place it after the full title or name, but before words like “Program.”] 

Example:

U.S. Department of Education (ED)

Health Professions Student Loan (HPSL) Program

[Do not use more than one acceptable abbreviation for a particular title or name; choose the most preferred form and use consistently.]

[To pluralize acronyms, add a lowercase “s” as in “SARs.”]

ability-to-benefit test [but ability to benefit]

academic year

Account Portfolios Student Loan Trust One (AP)

acknowledgement [not acknowledgment]

the Act, the Amendments [uppercase when referencing specific laws or a set of laws, such as the Higher Education Act]

active voice [Use active voice in almost all cases.] 

ADA Endowment and Assistance Fund, Inc.

add/drop period

addresses [also see “ZIP codes”]
ATTN.: [Use all caps and place over the address]

Members of Congress [Use the title “The Honorable” before the name if writing the congressperson or senator at his or her district office. Use “Honorable” before the name if writing the person at his or her Washington office.

Medical professionals [Omit the title before the person’s name, then add a comma and the professional initials immediately after the name.]



Example:



     Marcus Welby, M.D.
   

Couples [Follow the inquirers’ own references to themselves if available. If they do not reference themselves, use the full name of each (if available) on separate lines in the address, and thereafter, refer to the couple as “Mr. and Ms.”] 

Example: 

Mr. Christopher Ford

Ms. Michelle Ford

711 North Brainerd Way

Stratton, OH  46354
DC [no periods in abbreviation for District of Columbia]

Ms., Miss, or Mrs. [Follow the inquirer’s own reference to herself if available. If not available, follow the Congressperson’s reference to the inquirer. Absent either of the above, use “Ms.”] 

P.O. Box [include periods]

Room, Suite, Unit, or Number [Follow the Congressperson’s reference, and spell out the word. Place room, suite, or unit numbers above or on the street address line, but not between the street address line and the city, state, and ZIP code line.]

Rural Route or Rural Delivery [spell out]

Street, Drive, Boulevard, Court, etc. [uppercase and spell out]

State names [abbreviate]

SW, NW, etc. [no periods, and no comma preceding]

adjusted gross income (AGI)

admissions application

admissions requirements

admissions standards

affect [As a verb, “affect” means “to influence.” It should not be confused with the verb “effect,” which means “to bring about.”]

Affiliated Computer Services, Inc. (ACS) [formerly AFSA Data Corporation]

Aid to Families with Dependent Children (AFDC/ADC) [obsolete; instead, use “Temporary Assistance to Needy Families (TANF)”]

Air Force [insert “U.S.” at first mention]

Air National Guard [insert “U.S.” at first mention]

Alien Registration Number (A-Number), Alien Registration Receipt Card (I-151 or I-551)

Although/though [“Although” is the preferred form at the start of a sentence. “Though” is the preferred form in the middle of a sentence.] 

Examples: 

Although the task seemed time-consuming, the team tackled it willingly. The team tackled the project willingly, though they felt somewhat overwhelmed.]

American Association of Colleges of Osteopathic Medicine

American Association of Colleges of Pharmacy

American Dental Association (ADA)

American Education Services Graduate Services (AESGS) [We use this name rather than Graduate Loan Center (GLC) or American Education Services Graduate Loan Center (AESGLC).]

American Education Services Student Loan Servicing Center (AESSLSC) [We use this name rather than PHEAA/Student Loan Servicing (SLSC).]

American Education Services/Pennsylvania Higher Education Assistance Agency (AES/PHEAA)  

American Samoa

AmeriCorps [not Americorps]

Anti-Drug Abuse Act of 1988 (also see “Drug-Free Workplace Act”)

apostrophe [Use typographical, not straight, apostrophes.]

appeals procedure

Appendix A, B, C [not Appendix 1, 2, 3]

U.S. Armed Forces [never abbreviate]

Armed Forces Health Professions Scholarship Programs

Army [insert “U.S.” at first mention]

Army National Guard [insert “U.S.” at first mention]

Army Reserves [insert “U.S.” at first mention]

Arrival-Departure Record (I-94)

as/like [“As” can be used as a conjunction to introduce a clause. “Like” can be used as a non-inclusive preposition.] 

Examples: 

The system is running as we said it would. 

We will be using manuals like this one.]

asset protection allowance

associate degree [but use possessive in “master’s degree” and “bachelor’s degree”]

Association of American Medical Colleges

Automated Clearing House/Electronic Fund Transfer (ACH/EFT)

award year

B

bachelor’s degree [but do not use possessive in “associate degree”]

Bankruptcy Code, the Code [after first mention]

Bankruptcy Reform Act of 1994, the Act [after first mention]

base year [but base-year income]

because/since [We should use “because” to indicate a direct causal relationship. We should use “since” to indicate a length of time.]

Examples: 

Because you did not submit an application, you did not receive a Student Aid Report (SAR). 

You indicate that you have not received financial aid since January 2002. 

before [use rather than “prior to”]

binding legal document [always italicize this for emphasis]

Black Lung Benefits

The Blue Book: Accounting, Recordkeeping and Reporting by Postsecondary Educational Institutions for Federally Funded Student Financial Aid Programs
brackets [Use brackets, not parentheses, to denote editorial choices or editorial changes—changes from an author. Also use to set off a parenthetical phrase within a parenthetical phrase.]

bullets [also see “lists”]

[Use lowercase for the first word following a bullet if the material following the bullet completes a sentence. Otherwise, use uppercase for the first word following a bullet.

[Always check alignment and white space.]

Bureau of Citizenship and Immigration Services (BCIS) [formerly the U.S. Immigration and Naturalization Service (INS)]

Robert C. Byrd Honors Scholarship Program

C

C average [no quotes]

California Student Aid Commission (CSAC) [Do not use for guaranty agency. Use EdFund.]

campus-based aid

campus-based programs [but when referring to the specific federal programs, use Campus-Based Programs]

can/may/might 

[Although many people use “can” and “may” interchangeably, there is a distinction that writers and speakers of correct English try to observe. “Can” denotes ability. “May” denotes permission. “Might” denotes possibility or probability.]

Examples: 

Our Federal Student Aid Information Center (FSAIC) can best answer your question.

We may release information to you only if the applicant fills out every line of the enclosed release form.

Your correspondence offers useful information and insight that might help in developing postsecondary education policy.

canceled [but cancellation]

cannot [denotes inability, rather than lack of permission; one word, no contraction]

carry-back authority

case-by-case basis [but review case by case]

casework verbs [When reporting casework findings in a response, we should follow these general guidelines in our use of verbs: Use “stated” when reporting verbatim what the contact told us. Use “explained” when explaining in our own words (not stating verbatim) what a contact told us. Use “indicated” when what we are reporting is inferred from the research.]

catalog [not catalogue]

Catalog of Federal Domestic Assistance

cc: [This should be flush left, lowercase, two hard returns below “Enclosure.” One space should separate the colon from the name of the person being copied. Include the courtesy copy address on the trailer page.]

Central Processing System (CPS)

certification [lowercase, as in “Sign the certification...”]

certification tape

chairperson

Chief State School Officer (CSSO)

child care [but child-care expenses]

Office for Civil Rights [not Office of Civil Rights]

clock-hour program

closing paragraph 

closed-school discharge

closings 

[Our standard closing is, “I hope this information is helpful.” If the circumstances require it, we may adjust the closing. For example, we may write, “I am sorry we cannot be more helpful.”]

co [closed, no hyphen, as in “comaker, copayer, copayable”] 

Coast Guard [insert “U.S.” at first mention]

code 1 [not a proper noun; lowercase unless it begins a sentence]

Code of Federal Regulations (CFR), the Code [after first mention]

College Savings Bond Program [uppercase]

The College Scholarship Service (CSS)

colons
[Use one space following a colon, and use uppercase for the first word if a complete sentence follows.]

[Use a colon after an independent clause introducing a list or address.] 

Example: 

You may be eligible if you meet one of the following criteria:

· You are enrolled at least half time.

· You are enrolled in a graduate program.
[Do not use a colon after a phrase introducing a list or address.] 

Example:

Examples of independent students are

· those at least 24 years old

· those who are married

· those who are graduate students
comakers

commas
[Use serial commas, as in “black, red, and yellow.”]

[Do not use a comma before “Jr.,” “Sr.,” “III,” etc. unless inquirer does.]
[Use a comma in figures to designate thousands, as in “5,200.”]

[Always use a comma after an introductory phrase.] 

Example:



If you apply, you will be considered for federal student aid.

[Use a comma before a conjunction in a compound sentence.] 
Example: 
The student was admitted, but she decided not to attend.

[Do not use a comma to separate a dependent and independent clause.] Example:

The student was admitted but decided not to attend.
Commerce Business Daily

Commonwealth of Puerto Rico

community service activities

compose/comprise [“Compose” means to constitute. “Comprise” means to consist of, to contain.] 

Examples: 

Fifty states compose the union. 

The Union comprises 50 states.

contractions [Avoid using them, especially in correspondence.]

Congress 

congressional [but Congressional Budget Office]

ConSern Loan Program

consolidation application

consolidation loan [Use as a generic term only; otherwise, use specific loan and program names, as listed in “federal aid programs.”]

Consumer Credit Protection Act

contact information 

[When referring an inquirer or constituent to another agency, provide a specific name, title, or office to contact. Avoid giving just a telephone number. Use language that strongly encourages the inquirer or constituent to contact that agency.]

continual/continuous [“Continual” means intermittent, but frequently repeated. “Continuous” means without interruption.] 

Examples: 

NCS Pearson requires continual testing of its systems. 

Some NCS Pearson systems are in continuous operation.

Contracts and Purchasing Operations (CPO)

cooperative education program 

copayable, copayer

Corporation for National Service

correction application [no quotes, lowercase, do not italicize] 

cost of attendance (COA)

The Council for Exceptional Children

Council on Legal Education Opportunity (CLEO)

coursework [one word]

credit- and clock-hour proration

credit-hour program

Crime Control Act of 1990 (Public Law 101-647)

Criminal Code [insert “U.S.” at first mention]

criteria [plural]

criterion [singular] 

crossover

Customer Support Branch (CSB)

D

dash 

[Use an em-dash to set off an abrupt break or interruption.] 

Example: 

A state may—and some states do—refuse to grant or renew a professional license when a borrower is in default on a student loan the state guaranty agency or a state school holds.] 

[Do not use spaces before or after em-dashes. Do not use an em-dash before a list. An em‑dash does not substitute for a colon. Do not use an em-dash before an address. When you use em-dashes to enclose a parenthetical phrase, use the following keystrokes: Ctrl + Alt + numeric minus (-).]

data [Use with a plural adjective and verb. Example: These data are incorrect.]

database [one word]

DC [no periods]

Dear Colleague letters and Dear Colleague letters P-95-1 and P-95-2 [but Dear Colleague Letter P-95-1]

Debt Collection Service (DCS) [On first mention, use “the U.S. Department of Education’s (ED’s) Debt Collection Service (DCS).” Thereafter, use “DCS.”

deductible IRA and/or Keogh payments

defaulted loan records

Defaulted Student Loans Fact Sheet
defining terms

[When first using a term or phase unfamiliar to the reader, enclose the term or phase in quotation marks. 

Example:

A “regular student” is one who enrolls in an eligible program…

[Use active voice and concise construction, as shown above. Avoid usage such as “A regular student is defined as…” or “A regular student means that…”]

degrees

[Use standard abbreviations with no internal spaces.] 

Example:

D.O., D.P.M, Ed.D., M.D., Ph.D., Psy.D.

[Do not use “Mrs.,” “Mr.,” “Dr.,” or other titles when noting a degree. Always use a comma before the degree.] 

     Example:

Matthew Gray, M.D.

U.S. Department of Education [In correspondence, use “ED” after first mention; in publications, “Department” is acceptable after first mention, except when referring to other departments in the same text. Never use “Education Department” or “DOE.”]

Department of Education Organization Act

Department of Education Payment Management System (ED/PMS)

departmental

Dependents Educational Assistance Program

Desert Storm, Desert Shield

different from/different than [Generally, we use “different from.”] 

Example: 

The address you provided in your correspondence is different from the address entered on your federal student aid record. 

Direct Consolidation Loan
Direct PLUS Loan
Direct Stafford Loan
Direct Loan Program regulations

Direct Loan Servicing Center (Servicing Center) [not DLSC]

Direct Loan [Use after first defining as the William D. Ford Federal Direct Loan (Direct Loan) Program.]

directory of accredited home study schools 

disbursement record

Division of Higher Education Incentive Programs

do not [no contraction]

doctoral [adjective]

doctorate [noun]

dollar amounts

[If a sentence begins with a dollar figure, spell out the number and use the word “dollar.” Otherwise, use numerals with a dollar sign. Use decimals only to specify cents.] 

Example:

The booklet costs $3. The brochure costs $4.25.

[Use a comma to designate thousands, as in “$2,000.”]

[In a columnar equation, use a dollar sign with the first figure and with the total. Make sure the figures align.] 

Example:

$12,000


358


+       111

$12,469

Paul Douglas Teacher Scholarship Program

drop out [verb]

dropout rate [modifier]

Drug-Free Workplace Act [see “Title V-D of the Anti-Drug Abuse Act of 1988”]

due diligence, due diligence requirements

E

e.g. [Do not use; instead, use “for example.”]

earned income credit (EIC)

eastern time (ET) [not eastern standard time (EST)]

EDExpress [not a synonym for “EDE”]

EdFund [EdFund is the loan guaranty division of the California Student Aid Commission.] 

edition [but 27th Edition]

education vs. educational

[education benefits, education costs, education credentials, education expenses, education program, state education agency, educational assistance (but Health Education Assistance Loans), educational purpose, educational services]

Education Individual Retirement Account [outdated; now known as Coverdell Education Savings Accounts (ESAs)] 

Educational Credit Management Corporation (ECMC) [formerly Transitional Guaranty Agency]

The EFC Formula, 2003-04

effect [As a noun, “effect” means “result.” As a verb, it means “to bring about.” It should not be confused with “affect.”]

Electronic Data Exchange (EDE)

electronic funds transfer (EFT)

by electronic mail [but send an e-mail or e-mail address]

electronic processes and products

[Use language that includes both electronic and paper processes or products, but emphasizes and gives priority to the electronic.]

[Use “inquiry” or “response” instead of “letter.”]

[Use “select” or “choose” instead of “check,” as in, “select one of the following.”]

[Use “enter” instead of “list” or “write,” as in, “enter the amount you earned.”]

[Use “contact” instead of “write,” as in, “contact the agency at…”]

[Use “complete” instead of “fill out.”]

[Use “include” instead of “enclose.”]

electronic references

[Remove “http://” from the URL where it is unnecessary. (In some cases, “http://” is required.) The 2004-05 paragraphs and form letters have been updated with this stylistic change.]  

[Always include applicable fax numbers, web addresses, and e-mail addresses with traditional contact information (mail and telephone). Add the fax number on a separate line after the phone number, introduced by “Fax:.” Then add the web and e-mail addresses, on a separate line two hard returns below, introduced respectively by “Web site:” and “E-mail:.” All telephone and fax numbers should have a “1” prefix.] 

Example:

Recruiting New Teachers, Inc.

385 Concord Avenue, Suite 103

Belmont, MA  02478


[blank line]

1-617-489-6000

Fax: 1-617-489-6005


[blank line]

Web site: www.rnt.org
E-mail: rnt@rnt.org

[When referencing web or e-mail addresses without other contact information, put the address(es) on a separate line two hard returns below.] 


Example:

You can obtain additional information at


[blank line]

www.ed.gov/studentaid

[When referencing web sites, do not use unnecessary phrases like “on the Web,” or “on the Internet.” Instead, be concise, as in “You can access this document electronically at…(address).” Note that in “on the Web,” “Web” is uppercased; in “web site,” “web” is lowercased. See “web.”]

[Refer to an entity’s entire web presence as a thing (like a bulletin board), as in, “on ED’s web site.” Refer to a specific web address as a place, as in, “You can get more information at …(address).”]

[When referencing web addresses, use the ‘front-door’ address or the most general address available, rather than an address that travels down several layers from a main site. Accordingly, when possible, use the ‘front-door’ web address for ED student aid information (www.studentaid.ed.gov.]

[When giving the 1-800-4-FED-AID number to incarcerated or international students (whose telephone access may be restricted or prohibitively expensive), add the FSA web address (www.studentaid.ed.gov), the FSA e-mail address (studentaid@ncs.ed.gov), and the P.O. Box 84 address as alternatives.]

eligibility, student eligibility criteria

eligible lender [no quotes]

eligible noncitizen

eligible program

e-mail

emphasizing text [Use italics (sparingly) for emphasis. Be selective; emphasizing too many words defeats the purpose.]

employment expense allowance

Enclosure [uppercase, flush left, two hard returns below signature block]

end-of-line breaks

[Try not to split telephone numbers, names, dollar figures, or numbers at the end of a line.] The following show bad breaks, represented by the slash:

1-800-4-FED/-AID

Mr. Abe/Abebe [except for extremely long names]

Ms./Bianca Binaca

January/8, 1999

Title/34 CFR

$1,000,/000

Equal Credit Opportunity Act (ECOA)

estimated financial assistance (EFA)

evaluation period [not grading period]

Expected Family Contribution (EFC), Expected Family Contributions (EFCs)

[Do not use a dollar sign with the EFC. Use “zero EFC,” not “0 EFC.”]

ext. 138 [not extension 138 or Extension 138; precede extension with a comma]

F

F-1 or F-2 Student Visa

Fact Sheet for Students Adversely Affected by the Closure of a School or False Certification of Eligibility to Borrow

Fair Debt Collection Practices Act

fall term

Family Educational Rights and Privacy Act (FERPA)

fax a copy, by fax
federal

federal agency

federal aid programs, major (ED-sponsored only)

Federal Family Education Loan (FFEL) Program, FFEL Program [not FFELP], FFEL Program funds, a FFEL [not preferred, better to specify Stafford, PLUS, or Consolidation Loan if known; never use FFEL loan], FFELs [not FFEL loans], a FFEL borrower

Three types of loans under the FFEL Program:

FFEL Consolidation Loan Program, a FFEL Consolidation Loan, FFEL Consolidation Loans, a FFEL Consolidation Loan borrower

FFEL PLUS Loan Program, a FFEL PLUS Loan [not a PLUS], FFEL PLUS Loans [not PLUSs], a PLUS Loan borrower

FFEL Stafford Loan Program, a FFEL Stafford Loan [not a Stafford], FFEL Stafford Loans [not Staffords], a Stafford Loan borrower

Federal Pell Grant Program, Pell Program, Pell Program funds, a Federal Pell Grant, a Pell Grant [not a Pell], Pell Grants [not Pells], a Pell Grant recipient [not a Pell Grantee]

Federal Perkins Loan Program, Perkins Loan Program [not Perkins Program], Perkins Loan Program funds, a Perkins Loan [not a Perkins], Perkins Loans, a Perkins Loan borrower

Federal Supplemental Educational Opportunity Grant (FSEOG) Program, FSEOG Program, FSEOG Program funds, an FSEOG, FSEOGs, an FSEOG recipient

Federal Work-Study (FWS) Program, FWS Program, FWS Program funds, an FWS award, FWS awards [not FWSs], an FWS recipient

William D. Ford Federal Direct Loan (Direct Loan) Program [not the same as the National Direct Student Loan (NDSL) Program], Direct Loan Program [not DL Program], Direct Loan Program funds, a Direct Loan [not a DL], Direct Loans [denotes actual loans, not a synonym for the program name], a Direct Loan borrower

Four types of loans under the Direct Loan Program:

Direct Consolidation Loan Program, a Direct Consolidation Loan, Direct Consolidation Loans, a Direct Consolidation Loan borrower, Direct Consolidation Loan application

Direct PLUS Loan Program, a Direct PLUS Loan [not a PLUS], Direct PLUS Loans [not PLUSs], a Direct PLUS Loan borrower

Direct Stafford Loan Program, a Direct Stafford Loan [not a Stafford], a Direct Stafford Loan borrower

federal aid programs, minor (ED-sponsored only)

[Reference minor programs as indicated below. Also see “TRIO programs.”]

Robert C. Byrd Honors Scholarship Program
Paul Douglas Teacher Scholarship Program
Jacob K. Javits Fellowship Program 

Leveraging Educational Assistance Partnership (LEAP) Program (formerly the State Student Incentive Grant [SSIG] Program)

Ronald E. McNair Post-Baccalaureate Achievement Program
federal aid programs, name changes (ED-sponsored only)

[Use old references below for historical purposes only.]

Fellowship for Graduate and Professional Study Program [see “Patricia Roberts Harris Fellowship Program” above] 

National Direct Student Loan (NDSL) Program [not the William D. Ford Direct Loan Program; see “Federal Perkins Loan Program” above]

Parental Loans for Undergraduate Students (PLUS) Program [no longer spelled out; only the acronym is used: FFEL PLUS Loan Program]

State Student Incentive Grant (SSIG) Program [see “Leveraging Educational Assistance Partnership (LEAP) Program” below]

federal aid programs, obsolete (ED-sponsored only)

[Reference obsolete programs only if needed to explain a student’s prior student aid history or to answer an historical question.]

 Federal Insured Student Loan (FISL) Program [which became the Guaranteed Student Loan (GSL) Program, which in turn became the current Federal Family Education Loan (FFEL) Program]

Federal Supplemental Loans for Students (Federal SLS) Program [obsolete since 1994]; use Federal SLS Program loan(s);

older names for this program: Auxiliary Loans to Assist Students (ALAS), PLUS loans for students

Christa McAuliffe Fellowship Program
National Early Intervention Scholarship and Partnership (NEISP) Program
National Science Scholars Program (NSSP) (part of the Excellence in Math, Science, and Engineering Act of 1990)

Patricia Roberts Harris Fellowship Program
Presidential Access Scholarship (PAS) Program

FFEL Consolidation Loan

federal depository libraries

Federal Family Education Loan (FFEL) Program

federal income tax refund

federal income tax return [Do not use, instead use “U.S. individual income tax return.”]

Federal Pell Grant Program

Federal Perkins Loan Program

FFEL PLUS Loan

Federal Refund Policy [refers to the specific ED policy, which is why it’s capped; not to be used as a reference to the entire law on refunds or to the general concept of a refund policy]

Federal Register
Federal Reserve Bank (FRB)

FFEL Stafford Loan

Federal Student Aid Information Center (FSAIC)

Federal Student Aid (FSA) Program

Federal Supplemental Educational Opportunity Grant (FSEOG) Program

Federal Supplemental Loans for Students (Federal SLS) Program loan [historical reference only]

Federated States of Micronesia

Federal Student Aid Handbook

Federal Work-Study (FWS) Program

fee-based supplemental form

fifth-year undergraduate [not 5th]

Final Rule 

financial need

first-generation college student

first-year student, first-year borrower

fiscal year 2003 (FY 03)

five-digit ZIP code

fonts [Our standard font for correspondence is 12 point Times New Roman. Our standard font for e-mail is 10 point Arial Western.]

Food Stamp Program, the program [after first mention]

Food Stamps

footnotes [Use superscript numbers consecutively, beginning with 1 for each section/appendix. In the text, place any punctuation before the notation. Within a footnote, do not insert a space between the footnote number and the footnote text.]

for example [always use instead of “e.g.”]

foreign address [The country name should be listed by itself in the last line of the address block. The address should be no longer than six lines.]



Example:


Ms. Cynthia I. Julius


c/o Mrs. Anthonia Okoue


Nigeria Institute for Medical Research


P.M.B. 2013, Jaba


Lagos


Nigeria

Form 1040 (line 7) [at first mention, insert “IRS” in front of form number]

Form 1040 (lines 12 and 19)

1040A [not 1040 A]

1040EZ [not 1040 EZ]

Formula 1 [use uppercase]

Free Application for Federal Student Aid (FAFSA)

Free Applications for Federal Student Aid (FAFSAs) [Roman "s." Try to avoid spelling out in these cases; “FAFSAs” is preferred.]

FAFSA on the Web
2004-05 Free Application for Federal Student Aid (FAFSA) [for shortened reference, use “04-05 FAFSA”]

2004-05 Renewal Free Application for Federal Student Aid (Renewal FAFSA)

full-time student [but attends full time]

2004-05 Funding Your Education
G

G series Visa

gatekeeping [one word]

General Accounting Office (GAO)

General Educational Development (GED) certificate, GED program

General Provisions regulations

GI Bill

Goals 2000: Educate America Act, Goals 2000 [after first mention]

government agency

Government Printing Office (GPO)

grading period [Do not use. Instead, use “evaluation period.”]

Grants Administration and Payment System (GAPS)

guarantee, guarantees [when used as a verb, as in “guarantee the loan”]

guaranty [when used as a noun, as in “lost its guaranty”]

guaranty agency [not guarantee agency]

Guide to U.S. Department of Education Programs
H

half the student body [not one-half the student body]

half-time status [not 1/2 time status]

half-time student [but enrolled less than half time]

hard copy [not hardcopy]

has to, have to [Do not use; instead, use “must.”]

U.S. Department of Health and Human Services (HHS)

health-care fields

Health Education Assistance Loan (HEAL) Program

Health Education Assistance Loans (HEALs)

Health Professionals Educational Assistance Programs

Health Professions Student Loan (HPSL) Program

the Higher Education Act of 1965, as amended [use “as amended” unless solely referring to the 1965 HEA], the HEA, the Act [after first mention]

the Higher Education Amendments of 1998 [or of a prior reauthorization year], the Amendments [after first mention]

Higher Education Opportunities for Minorities and Women
the Higher Education Technical Amendments of 1987

the Higher Education Technical Amendments of 1993

home study [but home-study course and home-study program]

Hope tax credit [refers to the tax credit for those who qualify; do not spell as HOPE; do not refer to as Hope Scholarship; do not confuse with Helping Outstanding Pupils Educationally (HOPE), a scholarship the state of Georgia administers].

hotline

House of Representatives (House) [insert “U.S.” at first mention]

however [Because it technically means “in whatever way” or “to whatever extent,” do not use as the first word in a sentence. Instead, either place “however” within an appropriate pause in the sentence or begin the sentence with "Nevertheless."]

hypertext markup language (HTML)

hyphens

[Use hyphens when two or more words form a compound adjective, as in “less-than-half-time status.” Do not use a hyphen after an adverb that modifies an adjective, as in “jointly held assets.”]

[Hyphenate the written form of fractions, as in “two-thirds.”]

[Use hyphens, not slashes or parentheses, in phone numbers.]

[Generally, hyphens are intended to prevent ambiguity in modification and should be used only when required to serve that end. When the writer places several modifiers before a noun, he/she should understand what modifies what and should use the hyphen to establish that relationship clearly. In ESC language, the phrase “total and permanent disability” requires no hyphens because there is no ambiguity in modification. In “total-and-permanent disability cancellation,” the hyphens are used to show that the words “total and permanent” serve as a unit (compound adjective) to modify “disability.” They do not individually modify “cancellation.” In “total-and-permanent-disability cancellation provision,” hyphens are used to show that the words “total and permanent disability” serve as a unit to modify “cancellation.” They do not individually modify “provision.”]

I

if/whether [Often applied interchangeably, these conjunctions are used to introduce a clause indicating uncertainty. Generally, we use “if” to express a condition. We use “whether” to express alternatives, even a single alternative.] 

Examples: 

Even if you are ineligible for federal student aid, you should complete the Free Application for Federal Student Aid (FAFSA). 

The financial aid administrator at William’s school will tell him whether his school can do this.]

U.S. Immigration and Naturalization Service (INS) [This agency is now known as the Bureau of Citizenship and Immigration Services (BCIS).]

impact [Always use as a noun, as in “the new law’s impact,” never as a verb, as in “will impact future generations.”]

in order to [Do not use; instead, use “to.”]

in regard to [Do not use; instead, use “regarding.”]

income ceiling [no quotes]

income protection allowance 

income tax refund, federal income tax refund

income tax return [insert “U.S. individual” at first mention]

Income Contingent Repayment (ICR) Plan 

federal income tax return [Do not use, instead use “U.S. individual income tax return.”]

Individual Retirement Account (IRA)

Individual Retirement Accounts, IRAs [after first mention]

INS Verification Number

Inspector General (IG), Office of Inspector General (OIG), Office of Inspector General’s hotline (OIG hotline)

institution [Unless necessary for technical accuracy, use “school” instead. If “institution” is necessary, use consistently; do not mix the two terms in the same paragraph.]

Institutional Student Information Record (ISIR)

Internal Revenue Code (IRC) [not Internal Revenue Service Code or IRS Code] 

Internal Revenue Service (IRS)

the Internet

IRS Publication 520

is not [no contraction]

italics [Use for titles of publications, major applications, and fact sheets. Also use sparingly for emphasis. Italicize commas and periods that immediately follow italicized words.]

Item 5e [Capitalize a word such as “item” when it begins a sentence, but not otherwise, as in “He completed item 5e.”]

J

J-1 or J-2 Exchange Visitors Visa

Jacob K. Javits Fellowship Program

Job Location and Development (JLD) Program

job market statistics

Job Training Partnership Act (JTPA) [renamed Workforce Investment Act (WIA) in August 1998]

job-placement rate

jointly and severally liable [not jointly and separately]

judgment [not judgement]

K

Keogh payments

Keogh Plan

L

Law as a Career
Law School Admission Council, the council [administers the LSAT]

LAWLOANS [administered by Sallie Mae]

lender of last resort (LLR)

less-than-half-time status

Leveraging Educational Assistance Partnership (LEAP) Program

liaison

Lifetime Learning tax credit

likewise [Do not use. Instead, use “similarly.”]

line 12 [lowercase line numbers when referencing IRS forms]

lists [also see “bullets”]
[Use bullets. Avoid using numbered lists unless numbers show priority.]

[If a phrase runs over to a second line, align the runover with the first line of text.]
low-income

M

make-up exam

Marine Corps [insert “U.S.” at first mention]

Marshall Islands

master’s degree [but associate degree]

may [denotes permission rather than ability; not a synonym for “can” or “might”]

Ronald E. McNair Post-Baccalaureate Achievement Program

Michigan Education Trust

Federated States of Micronesia

might [implies possibility or probability; not a synonym for “may”]

minisession

Ms./Miss/Mrs. [see “addresses”]

multi-family

multi-institutional

N

Names [Surnames: If an individual’s two last names are hyphenated, use both. If the names are not hyphenated, use the second of the last names. If the person is Hispanic, use the first of the two last names.]

National Clearinghouse for Professionals in Special Education

National and Community Service Trust Act (of 1990, of 1993) [the Act was amended in 1993]

National Defense Student Loan [Do not use “NDSL” to abbreviate. Use “Defense Loan.”]

National Guard or Reserves

National League for Nursing

National Merit Scholar, National Merit Scholarship Corporation [Do not abbreviate.]

National Oceanic and Atmospheric Administration Corps (NOAAC)

National Security Education Act of 1991, the Act [after first mention]

National Security Education Program

National Student Loan Data System (NSLDS)

Native American

Navy [insert “U.S.” at first mention]

NE [northeast; no periods]

Need a Lift? [American Legion publication]

need analysis calculations

Need Analysis Fact Sheet
need analysis formula

need test [but Simplified Needs Test]

need-based financial aid programs [but, “The program is need based.”]

Nelnet, Inc. (Nelnet)

Nellie Mae

non [Generally, do not use a hyphen, as in “noncitizen,” “nonfederal,” “nonprofit,” and “nonterm.” Exceptions: non-FWS, non-need-based.]

Northern Mariana Islands, the Northern Marianas [after first mention]

“Notice of Approval to Apply for Permanent Residence” (I-171 or I-464A)

Notice of Proposed Rulemaking (NPRM) [Use uppercase, no quotes]

numbered list [Always enclose the number in parentheses (but note that we generally use bullets). See “list.”]

numbers [also see dollar amounts]
[Generally, spell out zero through nine and numbers that begin a sentence, as in “Eight percent of institutional revenue.” Use numerals for 10 and above, and for percents, dollar amounts, and EFCs (except zero).]

[Spell out “percent.” Do not use the percent sign. See “percent.”]

[Use a comma to designate thousands, as in “2,002.”]

Nursing Student Loan Program, Nursing Student Loans

NW [northwest; no periods]

O

Office of Bilingual Education and Minority Language Affairs (OBEMLA)

Office of the Chief Financial Officer (OCFO)

Office for Civil Rights [not Office of Civil Rights]

Office of the Deputy Secretary (ODS)

Office of Educational Research and Improvement (OERI)

Office of Elementary and Secondary Education (OESE)

Office of the General Counsel (OGC)

Office of Inspector General (OIG), Inspector General (IG) [after first mention]

Office of Intergovernmental and Interagency Affairs (OIIA)

Office of Legislation and Congressional Affairs (OLCA)

Office of Management (OM)

Office of Personnel Management (OPM) [insert “U.S.” at first mention]

Office of Postsecondary Education (OPE)

Office of the Secretary (OS)

Office of Special Education and Rehabilitative Services (OSERS)

Office of the Under Secretary (OUS)

Office of Vocational and Adult Education (OVAE)

offsets (standard allowances)

Omnibus Budget Reconciliation Act of 1989 (OBRA)

on the basis of [Do not use; instead, use “based on.”]

one-half the loan [Do not use. Instead, use “half the loan.”]

one-sentence paragraphs [Avoid; instead, adjoin single sentences with other paragraphs.]

online [one word, no hyphen]

openings 

[For 1CWs and 2DWs use, “Thank you for your inquiry about federal student aid.” If the inquirer has written before, insert “additional” before “inquiry.” If the inquiry is about a subject other than student aid, use, “Thank you for your inquiry.” If the inquiry is from a member of Congress, write, “Thank you for your inquiry on behalf of your constituent about federal student aid.” If the inquiry is for President Bush or Mrs. Bush, use the special opening in Quick Refs.

For 1EWs and 2Ews use, “Thank you for your inquiry about (specific concern).” If the inquiry is from a member of Congress, write, “Thank you for your inquiry on behalf of (name of constituent) about (specific concern).]

origination record

overaward [be certain of usage; not a synonym for “overpayment”]

overpayment [be certain of usage; not a synonym for “overaward”]

P

page 45 [do not abbreviate], pages 1 and 2, pages 45 through 56

paid-in-full letter

Republic of Palau

parentheses

[Use parentheses around numbers and letters in lists, as in “(1)” and “(a).”]

[When a parenthetical phrase occurs within a parenthetical phrase, change the internal set of parentheses to brackets.]

[Do not use parentheses for editorial comments. Instead, use brackets.]

[Do not use parentheses in a phone number; use hyphens, as in 1‑202‑111‑3333.]

Part 675, Subpart B of Title 34 of the Code of Federal Regulations (34 CFR 675)

passive voice [Use only in unavoidable circumstances.]

Peace Corps

Pennsylvania Higher Education Assistance Agency (PHEAA)

percent [also see numbers]
[Spell out “percent.” Do not use the percent sign. Use numerals for percentages unless a sentence begins with a number.]

period of enrollment [not enrollment period]

Ph.D.

P.O. Box 1234 [no spaces in “P.O.,” not Post Office Box]

policymaking

possessives

[Generally formed by adding an apostrophe plus “s.” For plural nouns ending in “s,” just add the apostrophe, as in “students’ performance.” But for proper nouns ending in “s,” add an apostrophe plus “s,” as in “Charles’s records.”]

[There is no apostrophe for “its” when used as a possessive. “It’s” is a contraction for “it is.”]

post-baccalaureate

postdoctoral program

postscreening [an NSLDS process]

postsecondary education costs

pre-accredited

prepositions [Avoid using prepositions unnecessarily, especially in expressing ownership. Instead, use the possessive: that is, not “…of the student,” but “the student’s…”]

prescreening [an NSLDS process]

presently [not a synonym for “currently”; “presently” means “soon to come” and “currently” means “already exists” or “is already occurring.”]

President George W. Bush, President Bush [after first mention]

Primary EFC

prior to [Do not use; use “before” instead.]

Privacy Act of 1974, the Privacy Act [after first mention]

pro rata refund, prorated

professional judgment [We do not use.] 

promissory note [not prom note or p-note]

Psy.D.

Public Law 101-508, P.L. 101-508

Q

question 10 [lowercase]

questions 1 through 10

quotation marks

[Always use typographical, not straight, quotation marks.]

[When using quotation marks to quote an individual, publication, or a publication title, quote exactly. Never use quotation marks when paraphrasing.]

[Use quotation marks to reference specific line items or headings from a form, such as the FAFSA, the SAR, or a tax return.] 

Example:
“ADJUSTED GROSS INCOME FROM IRS FORM” (on the SAR)

“Marital status as of today” (on the FAFSA)
[Never use quotation marks for the title of a publication, major application, or fact sheet. Instead, use italics.]

R

Railroad Retirement Benefits

READ*WRITE*NOW!

reasonable collection costs

recordkeeping [one word]

redundant expressions [Avoid expressions such as “provides provisions,” “submit a sworn affidavit,” or “check the ‘The Correct Answer’ box.” Note this exception: “The accrediting agency that accredited” is acceptable.]

re-enroll

references

[When referring the reader to publications, use “See” in a new sentence enclosed in parentheses. Italicize the publication title and write it exactly as it appears on the cover. When including a year that is not part of the publication title, put the year in Roman type before the italicized title.] 
Example:
(See The Student Guide for more information.)

[For quoting text or referencing specific line items, see “quotation marks.”]

[When referring to guaranty agencies, lenders, etc., use language that clearly indicates that these agencies are independent of ED.]

[Avoid writing “Our records indicate . . .” as this phrasing suggests that ED has the loan. Instead, write in the following manner: “The National Student Loan Data System (NSLDS) shows that Educational Credit Management Corporation (ECMC) holds Ms. Smith’s FFEL Stafford Loan.”]

Refugee Assistance

2004-05 Renewal Free Application for Federal Student Aid (Renewal FAFSA)

Republic of Palau

Reserve Officer Training Corps (ROTC) Program

resident alien

resources

rollover [no quotes]

room-and-board allowance [but to pay room and board]

rulemaking

Rural Delivery__, Box__

Rural Route 662

S

Sallie Mae, Inc. (Sallie Mae)

Sallie Mae Guarantee Servicing (Sallie Mae) [services defaulted loans held by USA Funds. Use instead of Sallie Mae Guaranty Services, USA Group Guaranty Services, and USA Servicing Corporation.]

Sallie Mae Loan Servicing (Sallie Mae) [services nondefaulted loans. Use instead of Student Loan Servicing Center, SLMA, USA Group Loan Services, and Sallie Mae Servicing Corporation.]

salutations [See “addresses” for information about courtesy titles (e.g., Mr., Ms.). We use “Dear” followed by the appropriate title and surname.]



Example:



     Dear Mr. Leach: 

scheduled award

Scholarships and Grants (IRS Publication 520)

Scholarships for Disadvantaged Students Program

School Shopping Tips

schoolteacher [one word]

SE [southeast; no periods]

“Secondary Confirmation Request Form” (G-845S)

Secondary EFC

Secretary of Education, Secretary Paige, the Secretary [after first mention]

section [For regulatory citations, use the section symbol “§” (no space between the symbol and the numbers) or the word “section” (Use uppercase for one section, with no spaces between numbers, and use lowercase for more than one).] 

Example:

§668.23(c) OR Section 668.23(c)(3) OR sections A through F

Selective Service System

self-employment

semicolon 

[Use a semicolon between related independent clauses linked with a transitional expression.] 

Example: 

We cannot assist you; however, we recommend you present your concerns to an appropriate school official.]


 [Use a semicolon between items in a series containing internal punctuation.] 

Example: 

A borrower who has an outstanding loan made before July 1, 1993 can defer repayment for up to three years while serving in the U.S. Armed Forces; in the Commissioned Corps of the Public Health Service; or as a full-time volunteer for the Peace Corps, for ACTION programs such as VISTA, or for a comparable tax-exempt organization.]

senatorial [lowercase]

sex [not gender]

SFA [replaced by FSA]

single-parent contract [but, “She is a single parent.”]

skip-tracing

Social Security Administration (SSA) [but Social Security benefits; Social Security card]

Social Security Number (SSN)

social services profession [not social service profession]

“Special Education Careers” packet

Special Services for Disadvantaged Students Program

spring term

standard allowances (offsets)

state [use lowercase]

statement of educational purpose [lowercased, no quotes]

Status Information Letter from the Selective Service

Step 1, Step 2, etc., but steps 3 through 6

stepparent

Student Aid Report (SAR), Student Aid Reports [Roman “s”], SARs

SAR Acknowledgement
student eligibility criteria

The Student Guide [“The” is part of the official title.]

Student Loan Payoff Program

Student Loan Reform Act of 1993

Student Loan Rehabilitation Program

student need analysis services

Student Payment Summary (SPS)

Student Right-to-Know and Campus Security Act

study-abroad program

subject matter

subsidized loans, subsidized Direct Stafford Loan, subsidized FFEL Stafford Loan

Suite 200 [not Ste., no # sign]

summer term

Supplemental Security Income (SSI)

SW [southwest; no periods]

T

Table C6

tax references

IRS Form 1040, Form 1040 [after first mention]

IRS Form 4136 - Part III: Total Income Tax Credit

tax account information [no quotes]

U.S. Tax Code, the Tax Code [after first mention], Internal Revenue Code (IRC) [not Internal Revenue Service Code (IRS Code)]

tax exempt [but tax-exempt status, tax-exempt income, etc]

tax refund [the overpayment, not a synonym for “tax return”]

tax return [the Form 1040, not a synonym for “tax refund”]

taxable income

TeleFile [but TeleFile Worksheet]

U.S. individual income tax return

“Wages, salaries, tips, etc.” from…

teacher shortage areas

telephone [not phone]

telephone numbers



[Begin a telephone number with a “1” prefix.]

[Use hyphens, not slashes or parentheses. See “parentheses.”]

[Place a comma between the phone number and the extension number; use “ext.”]

[If there is a toll-free number available from anywhere (that is, both locally and long-distance), list it and no other numbers. If there is some restriction on the availability of the toll-free number, specify what it is and list another number available to people who would be affected by the restriction.]

[When we call a school, lender, guaranty agency, etc., to research an issue, we should provide a contact telephone number in the response. A contact person’s name to go with the number is optional.]

the Technical Amendments of 1987

the Technical Amendments of 1991

temporarily totally disabled [no quotes]

Temporary Assistance to Needy Families (TANF) [formerly AFDC/ADC]

tense [Generally, use the present verb tense when referring to the content of an inquiry.] 

Example: 

You indicate that you are receiving federal student aid.]

test-approval procedures

test taking

that/which 

[“That” is the defining or restrictive pronoun; it is used to introduce a clause that is essential to the sentence. “Which” is the nondefining or nonrestrictive pronoun; it introduces a clause that is not essential to the sentence.]  

Examples: 

The Student Aid Report (SAR) is the document that contains the application information. 

The SAR, which contains his application information, is lying on the desk.  

that [When used as a conjunction before a subordinate clause, “that” can often be omitted. 



Example:

      She knew she could do it. [A “that”before “she” is unnecessary.] 

The Education Resources Institute (TERI)

their [not a synonym for “his or her”]

third-party servicer

three-quarter time

time frame [two words]

Title 34 of the Code of Federal Regulations (34 CFR)

Title II of the Education for Economic Security Act (Public Law 98-377)

Title IV aid; Title IV Programs [Do not use. Instead, use the preferred “federal student aid.”]

Title IV-A or IV-E of the Social Security Act

Title V-D of the Anti-Drug Abuse Act of 1988 (also referred to as the Drug-Free Workplace Act)

titles

[Always use uppercase for public officials’ titles, as in “President Bush,” “the President,” “Secretary Paige,” “the Secretary,” or “the Assistant Secretary.”]

[When referencing FSA’s Chief Operating Officer, Terri Shaw, use “Ms. Shaw” or “the Chief Operating Officer.” Do not use “COO.”]

[When referencing private sector job titles, case varies with usage.] 

Examples:
We contacted Ms. Karen Thomas, the collections director at...

We contacted Ms. Karen Thomas, Collections Director, at...

[When referencing a medical professional or an individual with a Ph.D., use “Dr.” before the surname.]

toll call

toll-free number [but call toll free]

total-and-permanent disability cancellation [but total and permanent disability]

totaled, totaling [not totalled or totalling]

trailer page [A control response includes a trailer page with the following information in the upper left: (1) The name of the inquirer or the member of Congress and the inquirer; (2) the control number; (3) the ED due date; (4) the date received; (5) the file name; and (6) the task and subject number. Drop down and list attached information, such as research notes. Then add a packing list, if needed.]



Example:




Name: Corzine for DeLucia




Control Number: OL03-17463




ED Due Date: 12/08/03





[space]




Date Received: 11/20/03




Filename: DeLA573967




Task/Subject: 1ew/08





[space]




Research notes follow





[space]




******************

Packing List:

2004-05 Need Analysis Fact Sheet

******************

Treasury Bills

TRIO programs
Educational Opportunity Centers

Student Support Services

Talent Search

Training Program for Federal TRIO Program Staff

Upward Bound

[also Ronald E. McNair Post Baccalaureate Achievement Program; TRIO Dissemination Partnership Program]

TTY (not TDD)

U

Unipac Service Corporation (Unipac)

United States [spell out the noun, but abbreviate the adjective]

United Student Aid Group Loan Services (USA Group)

USA Funds [not United Student Aid Funds, Inc. (USA Funds)]

U.S. [abbreviate the adjective, but spell out the noun]

U.S. Air Force, Air Force [after first mention]

U.S. Air National Guard, Air National Guard [after first mention]

U.S. Armed Forces [Never abbreviate.]

U.S. Army, Army [after first mention]

U.S. Army National Guard, Army National Guard [after first mention]

U.S. Army Reserves, Army Reserves [after first mention]

U.S. Coast Guard, Coast Guard [after first mention]

U.S. Criminal Code, the Code [after first mention]

U.S. Department of Defense Student Loan Repayment Programs

U.S. Department of Education, ED [preferred abbreviation], the Department

U.S. Department of Health and Human Services (HHS)

U.S. Department of Veterans Affairs [not Veterans’, not the VA]

U.S. Government Printing Office (GPO)

U.S. Immigration and Naturalization Service (INS) [now known as the Bureau of Citizenship and Immigration Services (BCIS)]

U.S. individual income tax return

U.S. Marines, Marines [after first mention]

U.S. military academies

U. S. Military Academy at West Point, the Academy [after first mention]

U.S. nationals 

U.S. Naval Academy, the Academy [after first mention]

U.S. Navy, Navy [after first mention]

U.S. Office of Personnel Management (OPM)

U.S. Postal Service (USPS)

U.S. Presidential Scholars Program

U.S. Public Health Service (PHS)

U.S. Tax Code, the Code [after first mention]

U.S. Virgin Islands, Virgin Islands [after first mention]

V

VA Contributory Benefits

VA Vocational Rehabilitation Program

2004-05 Verification Worksheet [but verification worksheets]

Veterans’ Administration [obsolete]

U.S. Department of Veterans Affairs [not Veterans’, not the VA]

veterans education benefits [not veterans’ education benefits]

Violent Crime Control and Law Enforcement Act of 1994

Virgin Islands [Insert “U.S.” at first mention.]

VISTA

vs. [lowercase; do not use versus or v.]

W

Form(s) W-2 [not W-2 form(s)]

“Wages, salaries, tips, etc.” from…

web address [lowercase; see “electronic references”]

web page [Do not use; instead, use “web site.” See “electronic references.”]

web site [two words, lowercased, no hyphen; but “on the Web.” See “electronic references.”]

White House Commission on Presidential Scholars

White House control number [Place on the line immediately above the first line of the address. No spaces between “WH” and the number. Justified right.]

who/whom 

[Confusion over the appropriate pronoun occurs primarily in subordinate clauses. To determine whether to use “who” or “whom” in a sentence, first isolate the clause in which it appears. Then determine the case of “who/whom” in the clause. If the case is subjective, we use “who.” If the case is objective, we use “whom.”]

Examples:

John, who wants to study chemistry, is our lab technician. 

We left with Sandra, whom the proposal team chose. 

widows and orphans [Avoid when possible, especially between pages and in columns.]

William D. Ford Federal Direct Loan (Direct Loan) Program

winter term

with regard to [Do not use; instead, use “regarding.”]

with respect to [Do not use; instead use “regarding.”]

work-college institutions

Worker’s Compensation [not Workman’s Compensation]

Workforce Investment Act (WIA) [formerly known as Job Training Partnership Act (JTPA]

workload

work-study programs

World Wide Web (WWW) [Do not use. See “electronic references.”]

X

x [lowercased when used as a multiplication symbol]

Y

year references

2004-05 academic year

base-year data

2004 calendar year

fiscal year 2004 (FY 04)

Z

zero EFC [not 0 EFC]

ZIP codes [Use two spaces between state and ZIP code in address block.] 

*              *              *

Note on ESC style

The following excerpt on style is taken from the ESC Statement of Work: 

“The contractor shall ensure correct grammar and principles of clear writing as specified in the most current college edition of The American Heritage Dictionary (and other dictionaries ED might require the contractor to use in the future), Strunk and White’s The Elements of Style, The Chicago Manual of Style (14th edition and any subsequent editions), Words into Type (12th edition and any subsequent editions), and other writing guides ED might require the contractor to use including, but not limited to, ED-developed style guides.”

In preparing responses to inquiries, ESC shall follow ED preferences in matters of style. Even if an ED preference does not conform to the principles of writing recommended in the ED-approved style guides, ESC will use the ED preference. 
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