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Rules of Capitalization

1.
Capitalize the first word in every sentence.

2.
The first word of a quoted sentence should begin with a capital letter, whether or not the 
quotation begins your sentence.


Ex.
In Walden, Henry David Thoreau writes, “If you have built castles in the air, your work 

need not be lost; that is where they should be.”

3.
When quoting only part of a sentence, capitalize the first word of the quotation if (1) the person 
you are quoting capitalized it or (2) it is the first word of your sentence.


Ex.
What is sugge4sted by the metaphor, “castles in the air”?



“Castles in the air” is a metaphor that suggests one’s dreams, goals, or ambitions.

4.
Capitalize the first word of a sentence fragment used in dialogue.


Ex.
When he was asked whether he had read Walden, Mario answered, “Only part of it.”

5.
Traditionally the first word of a line of poetry is capitalized.

6.
Capitalize the pronoun I and the interjection O.


Ex.
The first line I read in the poem was “Hear us, O Zeus.”



I finished the race, but oh, was I exhausted.

7.
Capitalize the first word in both the salutation and the closing of a letter.


Dear Mr. Furdon
My dearest love,

Yours truly,

Sincerely yours,

8.
Capitalize proper nouns and proper adjectives.

A common noun is capitalized when it:



a) begins a sentence



b) begins a direct quotation



c) is part of a title


Note:  In a compound proper noun, articles, coordinating conjunctions, and short prepositions 
(those with fewer than five letters) are not capitalized.



Prince of Wales
Girl Scouts of the United States of America


Note:
Proper nouns and proper adjectives may lose their capitals after long use.



Ex:
diesel

bologna
braille

watt


Note:
Capitalize the names of persons and animals
(Bill Gates; Lassie)


Note:
Some names contain more than one capital letter.  Usage varies in the capitalization of 

van, von, du, de la, and other parts of multiword names.  When possible, verify the 

spelling of a name with the person with that name, or check in a reference source.



Van Dongen

van Gogh

O’Shea

McEnroe


Note:
Capitalize initials in names and abbreviations that come before or after names.



J.D. Rockefeller

Sr. Garcia

Tom Tallia, M.D.
Dr. T. Tallia
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Note:
Capitalize geographical names & regions



Chicago
Argentina

the Middle East
the West


(Words such as south, east, and northwest are not capitalized when they indicate direction)


Note:
The second word in a hyphenated street number begins with a lowercase letter



Example:
Fifty-third Street


Note:
A word such as city, island, river, or street is generally not capitalized unless it is part of 

a proper noun.


Note:
Capitalize the names of organizations, teams, institutions and government bodies.



Do not capitalize words such as democratic, republican or socialist when they refer to 

principles or forms of governments.  Capitalize them only when they refer to specific 

political parties.



Ex.
Voting is part of the democratic process.




Was George W. Bush the Republican nominee?


Note:
Capitalize the names of businesses and brand names of business products.



A common noun that follows a brand name and identifies the type of product is NOT 

capitalized.



Ex.
Schwinn bicycle


Note:
Capitalize the names of buildings and other structures.


Note:
Capitalize the names of monuments, memorials, and awards.



Do not capitalize a word such as building, monument, or award unless it is part of a 

proper noun.


Note:
Capitalize the names of historical events and periods, special events, and holidays and
 
other calendar items.



Do NOT capitalize the name of a season unless the season is being personified or is 

part of a proper name.





We looked forward to spring after the long winter.




Are you going to the Winter Wonderland Dance.


Note:
Capitalize the names of nationalities, races, and peoples.


Note:
Capitalize the names of religions and their followers, holy days and celebrations, 


sacred writings, and specific deities.



The words god and goddess are not capitalized when they refer to the deities of 


ancient mythology.  The names of specific mythological deities are capitalized, 


however.




Ex.
The Greek goddess of grain was Demeter.


Note:
Capitalize the names of ships, trains, aircrafts and spacecrafts.  The names of the 

make and model of a vehicle are also capitalized.
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Note:
Capitalize the names of planets, stars, constellations, and other heavenly bodies.



The word earth is not capitalized unless it is used along with the name of another 

heavenly body that is capitalized.  The words sun and moon are generally not 


capitalized.

 


Ex.
The sun is a star.





Unlike Earth, neither Mercury nor Venus has a moon.





The moon is the earth’s only natural satellite.


Note:
Do not capitalize the names of school subjects, except course names followed by a 

number and the names of language classes.



algebra
Algebra II
English
global studies

Music 101


Note:
Do not capitalize the class name freshman, sophomore, junior, or senior unless it is 

part of a proper noun.



Ex.
A number of sophomores attended this spring’s Junior Prom.





The Sophomore Singers performed for the freshmen.

9.
Capitalize titles.


Note:
Capitalize a person’s title when the title comes before the person’s name.



Generally, a title used alone or following a person’s name is not capitalized, especially 

if the title is preceded by A or THE.




Ex.
Who was the U.S. president during World War II?





She served as governor in the 1990s.



A title used alone in direct address is generally capitalized.




Ex.
Well, Mayor, will you please answer the question.





Do you intend to visit the disaster area, Governor?





Please be seated, Sir [or sir].


Note:
Capitalize a word showing family relationship when the word is used before or in place 

of a person’s name, unless the word follows a possessive noun or pronoun.




Ex.
Aunt Edith

my aunt Edith





Grandmother Beth
Jane’s grandmother





Dad and Mom

my father and mother


Note:
Capitalize the first and last words and all other important words in titles and subtitles.



Unimportant words include articles, coordinating conjunctions (and, but, for, nor, or, so, 

yet), and short prepositions (fewer than five letters):  of, to, in, for, from, with



Capitalize an article at the beginning of a title or subtitle only if it is the first word of the 

official title or subtitle.


Ex.
Last summer, Joan read The Outsidersand Harriet Beecher Stowe: A Life.

10.
Abbreviations:


Note:
Generally, abbreviations are capitalized if the words that they stand for are capitalized.


Note:
Capitalize abbreviations that come before or after names of persons, such as Mr., Mrs., 

Dr., Gen., Ph.D., Jr., Sr.,


Note:
Capitalize abbreviations of geographical names.



Tex.
N.Y.
Mt. St. Helens
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Note:
A two-letter state code without periods is used when the abbreviation is followed by a 

Zip Code.  Each letter of the abbreviation is capitalized.


Note:
In addresses, capitalize abbreviations such as St., Ave., Dr., Rd., P.O., Rm., Apt.


Note:
Capitalize abbreviations of the names of organizations, government bodies, and 


businesses.



Some proper nouns are often abbreviated to a series of capital letters without periods.




(NASA   PBS
GM)



Some common nouns, too, are abbreviated to a series of capital letters without 


periods.




(PC

VCR

CPU

TV)



However, the abbreviations of most common nouns, with or without periods, are not 

capitalized.




(pp.
ll
abbr.

lb
tbsp
kg
in.)




Special note:  The abbreviations of most units of measurement do not include 




periods.  TO prevent confusion with the word in, however, writers 




should include a period in the abbreviation of inch or inches (in.).

