
STYLE GUIDE

Title case when referring to WYC programs: 4K Wrap,
Before School, and After School
Lower case when referring to 4K wrap, before school
and after school in general 

When not talking specifically about WYC
programs 

The “k” in 4K Wrap is always capitalized 
List school/location name after program name 

i.e. After School Leopold. Leopold After
School is incorrect because it sounds like
Leopold operates the program.  

PROGRAM NAMES

School year programs: 
Child(ren) 

Summer day camps:
Campers 

Middle School U: 
Student(s) 

HOW TO REFERENCE CHILDREN

ORGANIZATION
Always use “Wisconsin Youth Company”
Only use WYC internally
Don’t add “the” before Wisconsin Youth
Company
Elver Park & Theresa Terrace
Neighborhood Centers

Title case
“center” is lowercase when used
alone
Spell out on first reference. Use
acronym on following references. 

POSITION TITLES
Only capitalized when in front of a
person’s name. Lowercase after the
name. 

Contact Chief Executive Officer
Rebecca Carlin with any questions. 
Contact Rebecca Carlin, chief
executive officer, Wisconsin Youth
Company with any questions. 

No capital AM or PM 
8 a.m.-2 p.m. 

Periods around a.m. and p.m.
8:30-11 a.m.

No 00 on the hour
8-11 a.m.
4-6 p.m. 

DATESTIME
No "st, th, nd, rd" after the numeral 

February 14, 2014 
Wednesday, February 14, 2014 
Wednesday, February 2014 
June 21-29 
July 28-August 3 

Year is not always necessary 
No “on” before listing a date, 

i.e., Registration opens May 6, 2021 

Wisconsin Youth Company

June 2025



Uppercase the first word after colon if it is
the start of a sentence. 

i.e., It has been snowing for three days
straight: The roads around here aren’t
very safe for driving. 

Lowercase first word after colon if it is a list. 
i.e., Summer includes: sunshine, fun, and
laughter.   

COLONS

Use comma after the word that is before
“and” when listing three or more items
in a sentence 

i.e. There will be pizza, soda, and
cookies at the family gathering.  

OXFORD COMMA

PROGRAM YEARS

2024-2025 School Year 
Summer 2025

Title case because it’s a proper
noun  

QUOTATIONS
Periods and commas always go inside
quotation marks 
All other punctuation is reliant on if it
is part of what is being quoted 

I love to watch the show “Jeopardy!” 
Who said, “laugher is the best
medicine”?

Do not indent 
Single space lines 
One space after a period 

PARAGRAPHS PHONE NUMBERS
Only use dashes, no parenthesis or
periods

608-276-9782

GRADES
Grades K-5 not Grades K-5th 
Grade 3, not 3rd grade 
Spell out first, second, third, fourth, fifth
grade, if better for sentence structure 

Children in grades K-5 

NUMBERS
Spell out 1-9
Use numeral for 10 and above
Always use numeral for age
even under 10

June 2025

Wisconsin Youth Company
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