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As the largest system of higher education in the nation, serving 2.1 million students at 115 
colleges and 73 districts, the California Community Colleges has a very visible and responsible 
presence; we are the official voice for higher education to many audiences. All of us strive to 
inspire our readers by providing information about the critical role community colleges play 
in California’s future. As such, it is important to serve the goal of effective communication 
in a common voice and with consistent visual branding. The Office of Communications and 
Marketing created the California Community Colleges Chancellor’s Office Style Guide as a 
reference for all who write and edit documents for our external audiences. 

We use The Associated Press Stylebook for our published content, with very few exceptions. 
The AP Stylebook is used broadly by other colleges and universities for communication and 
news writing. The most important principle in applying any style is to maintain a consistent 
editorial approach within a specific piece. This abbreviated style guide covers items not 
mentioned in The AP Stylebook, notes items you will most likely encounter, and indicates 
exceptions the Chancellor’s Office makes to the stylebook.

Please contact Carrie Tan at ctan@cccco.edu with any questions about the style guide’s use or 
applications, or if you wish to offer an idea or example for consideration in its future updates. 

If you are seeking information about the Chancellor’s Office brand guidelines, including logo, 
colors, fonts, website style and templates, please visit the California Community Colleges 
Brand web page (https://brand.cccco.edu).

mailto:ctan%40cccco.edu?subject=
https://brand.cccco.edu
https://brand.cccco.edu
https://brand.cccco.edu
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CHANCELLOR’S OFFICE STYLE AS A QUICK TOP TEN LIST:
1. Board of Governors – Capitalize Board of Governors in all cases. 

2. Chancellor – In text, capitalize titles, including chancellor, only when they precede 
the name: Chancellor Eloy Ortiz Oakley. Lowercase titles when used alone or when 
following names: the chancellor. Eloy Ortiz Oakley, chancellor. 

3. California Community Colleges Chancellor’s Office – To shorten: The California 
Community Colleges (the system) or the Chancellor’s Office (replaces system office). 
Not CCC or CCCCO. Do not use “system” with California Community Colleges, which is 
a singular system. 

4. Divisions – Refer to the divisions consistently by their full name. Do not abbreviate, 
replace “and” with an ampersand or use acronyms. When the division name is 
used alone, it retains its capitals: Government Relations. If division alone refers to a 
specific division, it is not capitalized: The division’s staff will respond to the green jobs 
proposal. The Chancellor’s Office divisions are as follows:

• College Finance and Facilities Planning

• Digital Innovation and Infrastructure

• Educational Services and Support

• Governmental Relations

• Institutional Effectiveness

• Internal Operations

• Office of Communications and Marketing

• Office of General Counsel

• Workforce and Economic Development

5. 115 California Community Colleges – When referring to the colleges: the California 
community colleges, the campuses or California’s community colleges. Use college 
with the names of the colleges: Mendocino College, not Mendocino. Use the full name 
of the college: College of the Sequoias, not Sequoia College. 

6. Programs, services, initiatives, and committees – Capitalize only when part of a 
formal name: The Chancellor’s Office Steering Committee is listed on the agenda. 
When mentioned alone in text, no capitals: The steering committee is on the agenda. 

7. Academic year – Use a dash for an academic/fiscal year: 2018-19. 
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8. Numbers – Spell out one through nine, except as noted on page 20.

a. Following dates, omit th, rd, st, nd: not March 21st; March 21. 

b. In bulleted lists, numbers and percent symbols (8%) may replace words, especially 
for data. 

9. Apostrophes – Use an apostrophe to show missing letters or numbers, plurals and 
possession. It is often overused.

10. Abbreviations – In general, avoid unnecessary use of acronyms or abbreviations 
whenever possible.




