
Associated Press (AP) Style Checklist 
Associated Press Style is a form of writing used primarily by journalists and public relations 

professionals. Unlike academic writing, AP Style does not require a reference list or in text citations. 

It focuses on clear and concise writing, with each paragraph only being about two or three 

sentences long. AP Stylebooks list information alphabetically for writers to look up various rules. 

This is a brief checklist of common AP Style questions or mistakes. 

 

Academic Degrees 

 If the mention of degrees is necessary to establish someone’s credentials, the preferred form is to 

avoid an abbreviation and use a phrase instead, such as: Daniel Robinson, who has a doctorate in 

psychology, called me. 

Ý Use abbreviations B.A., M.A., LL.D. and Ph.D. only when the preferred way is cumbersome 

 When using an abbreviation after a name, it is set off by commas  

 Daniel Robinson, Ph.D., spoke at the conference. 

 Do not use an abbreviation if it is essentially the same as the courtesy title 

 Wrong: Dr. Walter Ford, Ph.D. 

 Right: Dr. Walter Ford, a chemist. 

 Use an apostrophe in bachelor’s degree, master’s, etc. 

 

Academic Departments 

 Lowercase EXCEPT for words that proper nouns or adjectives: the department of history, the 

history department, the department of English, the English department 

 

Academic Titles 

 Capitalize and spell out formal titles when they are before a name. Lowercase elsewhere. 

 I spoke to Chairman James Matthews. James Matthews is the chairman. 

 Lowercase modifiers such as “department” in “department Chairman Kyle Whitaker.” 

 

Ages 

 Always use figures 

 Use hyphens when expressed as an adjective or as a substitute for a noun 

 He is a 9-year-old boy. The boy is 9 years old.  

 No apostrophes when expressing an age range 

 The woman is in her 30s. 

 

Alumni 

 “Alumnus” is masculine singular, but is often used in referring to either male or female 

 “Alumna” is feminine singular 

 “Alumni” is masculine plural 

 “Alumnae” is feminine plural 
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