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      This book has one purpose: to address most of the capitalization issues we encounter today. Dictionaries don’t come close to listing all the issues, and style guides offer generalized rules that are often vague and spread over a six-hundred-page book (or larger).

      I once spent days—literally days—determining how to spell certain breed names for animals. It was necessary because both the CMOS (Chicago Manual of Style) and AP (Associated Press) style guides had rules they recommended, but then, in the examples given, they listed exceptions without explaining the reasoning behind those exceptions. And nowhere in those books were the reasons explained.

      Both books also cited various rules for capitalizing geographic regions and terms using compass points, but again left a lot to be questioned—a whole lot.

      These are just a few of the problems faced by millions every day. I hope to resolve many of those issues with this book. It won’t solve all issues, but I think it will cover the majority of them, and the examples will be logically presented and include comprehensive index so you readily find whatever it is you’re looking for.

      The first chapter serves as an overview and covers a lot of different rules, but each chapter after that goes into more detail.

      Style Guides

      As a reminder, this book, as well as all style guides, is just that—a guide. These guides exist to provide a consistent way to stylize, format, capitalize, and punctuate words to make the process easier for both writers and readers. Read what CMOS has to say about it. The passage below is from their seventeenth edition.

      CMOS can list only so many examples, and it’s no good wasting time pondering fine distinctions, so if your document uses some terms that Chicago lowercases and others you aren’t sure about, rather than agonize over possible inconsistencies, just look up the words in a dictionary. CMOS lowercases “french dressing” and “swiss cheese,” but Merriam-Webster’s 11th Collegiate Dictionary uppercases them (along with “Australian shepherd” and “German shepherd”). Make your choices with a mind to minimize inconsistencies, then record them on a style sheet.

      You’ll hear this throughout the book: select a style guide and dictionary, then stick with them. The style guide may be CMOS, AP, a guide used by the company you work for, or one you’ve created. Regardless of which one you decide on, stick with it. Don’t follow CMOS for how it capitalizes animal breeds, then AP for how it deals with titles or geographic points.

      My editor made a style guide for me. It was important because there are times I don’t strictly follow any of the guides. She made this guide so that all my books would follow the same rules; in other words, if I used a comma in a certain way in book two, then the comma would be used the same way in book seventy. It’s something to think about if you plan to write a lot. Speaking of which—the following is an example of what I just mentioned. It deals with how I handle italics versus quotation marks.

      Before we start, I would like to touch on the way I use italics and quotation marks regarding words to be emphasized or words used as words.

      If we’re referring to a one-word example, I use italics. If more than one word, I wrap the words in quotes. There are a couple of exceptions made for consistency when both one-word and multiple-word examples occur within the same paragraph, as well as when words appear in a bulleted list.

      By the way, throughout the book I use “different than” as opposed to “different from.” I do this because I like it. When citing a comparative, I think than works better. Besides, most dictionaries and style guides have acknowledged that using than following different is not such a grievous sin.

      One more note: Occasionally, I use Chicago instead of CMOS to indicate the Chicago Manual of Style. The reason is Chicago is changing the way it refers to itself because it caused confusion with some people in the computer industry, where CMOS means “complementary metal-oxide-semiconductor.”

      In future books and articles, I will use Chicago exclusively.
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      Knowing when and when not to capitalize is an important part of writing. One thing that makes it difficult to master is the ever-changing rules, not to mention the disagreement between style guides and dictionaries. That’s why it’s important to select a style guide and dictionary you like, then stick with that decision.

      This chapter is not intended to be a comprehensive source for all capitalization rules, covering all circumstances. It is meant to address the more common problems. For everything else, you should move to the chapter covering that topic or consult your favorite dictionary or style guide.

      Without further ado, let’s move on to the general rules.

      Rule Number One

      The first rule is simple:

      
        	Start each sentence with a capital letter.

      

      You wouldn’t think so, but even this rule has exceptions. There are a few words (usually brand names) that are spelled with the initial letters lowercased: iPhone, iPad, iCloud, iMac, eBay, etc.

      The suggested way to deal with this is to rewrite the sentence so those words are not at the beginning; however, if you feel like the word should start the sentence, you may either capitalize it anyway or stick to the brand’s suggested formatting and keep it lowercased:

      
        	iPhones have become the best-selling phone of all time.

        	According to Apple, iPhones have become the best-selling phones of all time.

        	IPhones have become the best-selling phone of all time.

      

      If it were me, I’d rewrite (example two). I don’t like the lowercase i at the beginning of the sentence, nor do I like the look of IPhone. The spelling of iPhone with a lowercase i is so recognizable that the capitalized I looks odd.

      Rule Number Two

      Capitalize the names of family members, including nicknames.

      
        	Uncle Ralph was one of my favorite uncles.

      

      Both uncle and Ralph are capitalized because uncle is part of Ralph’s name in this circumstance, but uncles (at the end of the sentence) is (not capitalized) A few more examples may help:

      
        	“Mom, may I go to the mall?”

        	“I went to the mall with Mom.”

        	“She’s going to the mall with her mom.”

      

      In the first sentence, Mom is being addressed. In the second, Mom is a substitute for her name (whatever that may be), and in the third, neither of those situations apply. We’re simply referring to her mom.

      If you use a personal pronoun with a person’s nickname, it doesn’t require capitalization unless that nickname is being used as part of the person’s name:

      
        	my mom

        	Mom

        	her uncle

        	her Uncle Ralph

        	his aunt

        	his Aunt Sally

      

      Rule Number Three

      Capitalize titles when part of a name (preceding the name, not coming after it)

      ✅  Senator Ted Ingles did not attend the rally.

      ✅  Ted Ingles, senator from Texas, did not attend the rally.

      ❌ Ted Ingles, Senator from Texas, did not attend the rally.

      Rule Number Four

      Do not capitalize a title if it is used as a general reference without the name.

      ✅  The president will not be coming tonight.

      ❌ The President will not be coming tonight.

      Some style guides make allowances if president is being used to refer to the U.S. president, but not others.

      
        	The president of Google just retired.

        	Zimbabwe’s president lands at Dulles airport tomorrow.

      

      Rule Number Five

      Capitalize a title when used in direct address:

      ✅  It’s nice to meet you, Congressman.

      ✅  Senator, how nice to meet you.

      ❌ May I see you privately, detective?

      ✅  May I see you privately, Detective?

      Rule Number Six

      Capitalize proper nouns as well as adjectives derived from proper nouns:

      
        	The Statue of Liberty

        	The Brooklyn Bridge

        	Italy

        	San Francisco

        	The King James Bible

      

      The list of proper nouns is extensive and includes the names of people, specific places, companies, days of the week, months, man-made structures with names, specific geographic locations, cities, states, provinces, countries, islands, celestial bodies, works of art, museums, streets and roads, religions, names of deities, ethnicities, etc. Some examples follow:

      
        	Washington Monument

        	Mount Rushmore

        	Mars (but not moon or sun)

        	Venus (but not moon or sun)

        	Baynard Boulevard

        	Kansas

        	Austin

        	Africa

        	Sicily

        	East Coast

        	the Hamptons (some people capitalize the word the before the name, but it should be lowercased.)

        	the Atlantic Ocean

        	the Amazon River

        	Lake Superior

        	The Hague (one of the few instances where the is capitalized)

        	Apple

        	Microsoft

        	the Baltic Sea

        	World War II

        	the Constitution

        	Napoleon

        	Friday

        	January

        	Houston Chronicle

        	Pittsburgh Penguins

        	Texas Rangers

        	Coca-Cola

        	Congress

        	Hinduism

        	Buddha

        	Bible

        	Caucasian

        	Oriental

      

      I listed “The Hamptons” and “the Atlantic Ocean” and many others preceded by the.

      Even though the article the frequently, if not always, precedes the proper noun, it is seldom capitalized. “The Hague” is one of the only examples I can think of when the article is capitalized related to a place-name.

      The list goes on and on. One exception to the rule mentioned earlier regarding titles is this:

      if a title is mentioned and that title refers to a specific high-ranking executive of the government—and only to that person—you capitalize it.

      
        	Secretary of State

        	Speaker of the House

        	The President of the United

      

      Rule Number Seven

      When referring to animals, capitalize the part of the breed that is a proper noun or is derived from a proper noun; otherwise lowercase.

      •

      
        	German shepherd

        	Irish wolfhound

        	English bulldog

        	boxer

        	cocker spaniel

        	Bengal tiger

        	California condor

        	Maine coon

        	Kodiak bear

        	Texas longhorn

      

      Let’s take a look at dog breeds specifically. “Great Dane,” “Great Pyrenees,” “Old English sheepdog,” and “Bracco Italiano” are among a few of the exceptions. Every source I checked had them listed as “Great Dane,” “Great Pyrenees,” and “Bracco Italiano,” all with initial caps, but I couldn’t find a reason. The only reason I could think of is that the first names are considered part of the name, just like general in “General Patton” would be capitalized.

      If you wanted to tell someone they had a great German shepherd, that would be okay, but it would look odd to say “great great Dane,” because then we might think we’re referring to the dog’s ancestry and not saying that the dog is wonderful. If it were capitalized, though, as in “great Great Dane,” it wouldn’t look out of place.

      Following the theory that the capitalization follows the way a dog is named, I’m guessing “Miniature Australian Shepherd” would also be capitalized, although I can’t find a resource to back that up. 

      With all the other breeds I checked, the word that required capitalization occurred first: “Irish setter,” “German shepherd,” “Anatolian shepherd,” etc.

      One more exception goes against the rules the other way: dalmatian is often seen lowercased. Many dictionaries list it this way, though there is typically a note that it is often seen capitalized. But why it’s not capitalized is beyond me because it derives its name from Dalmatia, a region of Croatia, so by all accounts it should be capitalized.

      The only possible explanation is that some suggest the origin of the breed was not Dalmatia but ancient Egypt or another part of the Mediterranean Sea, which would seem to negate the capitalization based on a geographic region. However, I don’t know if I agree. The rule says if a breed is named after a region, you capitalize it. It doesn’t say it had to originate in the region.

      There is a lot of contention regarding the capitalization of dog breeds. Many, including most of those associated with the American Kennel Club, do not follow the suggested guidelines. They capitalize all recognized breeds.

      The results of two Google Ngram searches follow. One shows “Great Dane,” “great Dane,” “German shepherd,” and “German Shepherd.” The second shows “English sheepdog,” “English Sheepdog,” “Great Pyrenees,” “great Pyrenees,” “Yorkshire Terrier,” and “Yorkshire terrier.”

      
        
          [image: ]
        

        Great Dane, German shepherd
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        English sheepdog, Yorkshire terrier, Great Pyrenees

      

      The Ngram searches reflect the style-guide rules for the most part; however, when you analyze social media (Facebook posts and blogs), you’ll see they paint a different picture, and the capitalization used is much closer to that supported by the AKC.

      The capitalization of dog, cat, and horse breeds, etc., is so widespread I don’t see it presenting a problem—as long as you’re consistent.

      For a more comprehensive look at the capitalization of animal breeds, see the animal breed section of this book.

      Rule Number Eight

      Capitalize food names only when they contain a proper noun.

      
        	Italian dressing

        	Louisiana hot sauce

        	Kentucky Fried Chicken (now KFC)

      

      In some cases, there are exceptions to this also. Examples follow, and they are all from the major dictionaries.

      
        	Caesar salad

        	Brussels sprouts

        	Waldorf salad

        	french fries

        	Boston cream pie

        	napoleon

      

      A curious person might wonder why it isn’t “French Fries.” I looked this up in several dictionaries. Most had it lowercased, although a few had it capitalized as an option. I found one dictionary that had the capitalized version listed first and the lowercase as the option.

      As far as napoleon goes, I didn’t understand why it wasn’t capitalized either.

      I continued researching, determined to uncover the truth. After much work, I finally found an explanation and not only for napoleon but for “french fries.”

      Napoleon

      I had always known what a napoleon was, but I associated it with the emperor Napoleon. Little did I realize the name came from my ancestral city of Naples.

      The napoleon, for those of you who don’t know, is a flaky pastry layered with custard and icing. The dessert’s original name was napolitain, referring to its origin (the city of Naples, Italy). Below or on the next page is a picture of a napoleon.
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      I discovered the history of napoleons, but I still don’t understand why they’re not capitalized, even when they were named after Naples—that’s a proper noun.

      Now to address the issue with “french fries.” It wasn’t until I looked for information regarding the capitalization of napoleons that I discovered the following about “french fries.”

      There doesn’t seem to be conclusive evidence, but what I found persuaded me enough that I included it.

      One version states that “french fries” was a dish invented in Belgium that had been a popular food source for years.

      During WWI, American soldiers were introduced to these “fried potatoes,” and since the people spoke French, the Americans named the dish “french fries.”

      Another version is that they are so named because the potatoes are “frenched,” not because they’re a French invention. I hesitated when I read this because I was not familiar with the word frenched. 

      I looked it up in several dictionaries, finding it in Merriam-Webster’s. Below is the definition:

      
        
        french verb, often capitalized

        \ ˈfrench  \

        frenched; frenching; frenches

        Definition of french transitive verb

        : to trim the meat from the end of the bone of (something, such as a chop)

        : to cut (green beans) in thin lengthwise strips before cooking

        

      

      I not only got an answer about why these words weren’t capitalized, I learned a lot as well.

      Rule Number Nine

      Capitalize the first word in a complete quotation, even if it occurs in mid-sentence.

      
        	John Paul Jones is reputed to have said, “Give me liberty or give me death,” just before dying.

      

      Rule Number Ten

      Capitalizing academic degrees and job titles

      The Chicago Manual of Style (CMOS) recommends writing academic degrees in lower case except when directly preceding or following a name. Proper nouns, of course, should still be capitalized.

      Examples:

      
        	Carlos is pursuing a bachelor of science in civil engineering.

        	Carlos is pursuing a bachelor of arts in English.

        	He introduced Jennifer Miller, Master of Fine Arts.

        	He introduced Master of Fine Arts Jennifer Miller.

      

      There is agreement, however, that abbreviations of academic degrees are to be capitalized. CMOS recommends omitting periods unless required for tradition or consistency (BA, BS, MA, MS, PhD), but AP prefers the periods (B.A., B.S., M.A., M.S., Ph.D.).

      An exception is that CMOS makes allowances for capitalizing the spelled-out version of degrees when listed on business cards or used on résumés (when cited as the degree achieved, not in running text).

      
        
        
        Capitalize degrees on business cards, on diplomas, or when displayed in a directory or resume. Lowercase them in running text, where they are almost always generic in nature. Some contexts—especially in an academic publication or in advertising—suggest that a specific degree is being named, and it’s common to capitalize: “All applicants for the Master’s in Cerebral Cosmetic Surgery should send $24,000 in unmarked bills to the Bob’s Your Uncle Online University at the address below.” But even then, a master’s in cerebral cosmetic surgery is generic in that anyone with the cash can have one, so lowercasing it (per Chicago style) would also be fine.

        CMOS

      

        

      

      Rule Number Eleven

      Titles of works

      There are several ways to approach this topic, and there are numerous rules associated with it. The most sensible approach seems to suffice for almost all situations. The following list consists of words not to capitalize in titles of books, songs, movies, and other works of art:

      
        	a, an, and, at, but, by, for, in, nor, of, on, or, out, so, the, to, up, and yet.

      

      All other words, you capitalize (as well as any word (even if in the above list) that is the first or last words in the title).

      
        	Capitalize the title's first and last word.

        	Capitalize all adjectives, adverbs, and nouns.

        	Capitalize all pronouns (including it).

        	Capitalize all verbs, including the verb to be in all forms (is, are, was, has been, etc.).

        	Capitalize no, not, and the interjection O (e.g., How Long Must I Wait, O Lord?).

        	Do not capitalize an article (a, an, the) unless it is first or last word in the title.

      

      The following title would be capitalized like this.

      ✅  The Time for Peace Is Up.

      ❌ the Time for Peace is up.

      ✅ Of Mice and Men

      ❌ of Mice and Men

      
        	Do not capitalize a coordinating conjunction (a connecting word), such as and, or, nor, but, for, yet, so, unless it is first or last in the title.

        	Do not capitalize the word to, with or without an infinitive, unless it is first or last in the title.

      

      There are other rules governing how to cite works of art. Some should be in italics, some enclosed with quotation marks, and some underlined. For a comprehensive discussion of the rules, I suggest you refer to the style guide you use because they may differ.

      Rule Number Twelve

      Capitalization with geographical terms (compass points)

      There are a lot of rules related to capitalizing geographical terms, but the ones mentioned below should suffice for most issues. We’ll cover it in more detail later.

      If you’re using north, south, east, northeast, etc., to indicate a direction, lowercase; however, if you’re using these words to indicate a specific region, capitalize them. Examples follow:

      
        	I gave my sister directions to come visit me: go south for about six hundred miles, and when you see a sign that says “Welcome to the South,” turn right.

        	To reach the beach, drive south for an hour, then go east for two hours.

        	He lives on the Eastern Shore (a specific spot in MD).

        	She moved to the West Coast, not the Ivory Coast.

        	He was born in the Mid Atlantic, but he moved to the Midwest about two years ago.

        	It was easy to tell who was speaking; he has a noticeable Southern accent.

      

      Rule Number Thirteen

      Heavenly Bodies

      Earth is lowercase except when used as a proper noun.

      ✅ The third planet from the sun is the Earth.

      ✅ He loves the cool, moist feeling of digging through earth when he plants things.

      ✅ Earth is one of eight planets in our solar system. (They used to say there were nine.)

      ❌ He’s a down-to-Earth person.

      ❌ Mary? She’s the salt of the Earth.

      Rule Number Fourteen

      Capitalization when dealing with race/ethnicities

      Capitalize the names of races, nationalities, tribes, etc.: Italian, German, Caucasian, Japanese, Chinese, Middle Eastern, Oriental, but you would use lowercase with terms like black or white.

      Rule Number Fifteen

      Company names

      Capitalize company names the same way you would individual names. Also abbreviate and capitalize corporation (corp.), incorporated (inc.), limited (ltd.), etc., when those words are used following the name.

      
        	3M Company

        	Abbott Laboratories

        	American Express Company

        	AT&T Corp.

        	Bank of America Corporation

      

      You keep the capitalization even if you don’t use Co., Corp., Inc., Ltd., etc., when following the names.

      
        	Apple Inc.

        	Apple

        	General Motors Company

        	General Motors

        	Samsung Electronics Co., Ltd.

        	Samsung

      

      Rule Number Sixteen

      Capitalization of brand names

      Capitalize company names as well as recognized brand names: Apple, Google, Coca Cola, Cadillac, etc., but also the following.

      
        	Band-Aid

        	Bubble Wrap

        	Chapstick

        	Crock-Pot

        	eBay

        	Frisbee

        	iPhone

        	iPad

        	Jacuzzi

        	Jeep

        	Kevlar

        	Kleenex

        	Kool-Aid

        	Memory Stick

        	Onesies

        	Popsicle

        	Post-it

        	Q-tip

        	Rollerblade

        	Scotch Tape

        	Sharpie

        	Styrofoam

        	Teflon

        	Tupperware

      

      Note how three of the product names have a lowercase initial letter: iPhone, iPad, and eBay. That’s because the companies want the words formatted that way. It’s part of their branding.

      There are many more brand names that require capitalization, but these are some of the more common ones. If you suspect an item is a brand name, check with your dictionary or do an online search before committing to a course of action.

      Rule Number Seventeen

      Capitalization with roads

      Capitalize the names of specific roads, highways, turnpikes, etc.

      
        	U.S. Route 66

        	Interstate 95

        	Pennsylvania Turnpike

        	Baltimore Parkway

      

      But lowercase the following:

      
        	I take the turnpike from Philadelphia to Pittsburgh.

        	Is there an interstate that goes to Atlanta?

        	I need to drive to California, but I’d like to go via U.S. highways, not interstates.

      

      Rule Number Eighteen

      (Government organizations and political parties)

      Government organizations, political parties, names of specific courts, etc., are all capitalized.

      
        	Grand Old Party (GOP)

        	The Supreme Court

        	Yellowstone National Park

        	Big Bend National Park

        	Federal Bureau of Investigation

        	Central Intelligence Agency

      

      Political Parties

      You capitalize political organizations, such as the Republican Party, the Democratic Party, the Libertarian, etc. But you don’t capitalize the words when used in the common sense.

      
        	He’s a lifelong democrat.

        	She always votes republican.

        	For the first time they both voted democratic.

        	She’s a long-time member of the Republican Party.

        	He campaigns relentlessly for the Democratic Party.

      

      If used jointly or in the plural sense, though, the word party or parties would not be capitalized because it would no longer be a part of the name as it would not be connected. It is much like the reasoning behind why a word may lose its capitalization when a comma or other words come between it and the named party. Let’s look at a few examples.

      
        	The presidential candidates all come from the Democratic or Republican parties.

        	The Budget and Finance committees.

      

      AP Stylebook suggests lowercasing any title that is separated from a person’s name.

      
        	When Obama was president, there were kids in the White House for the first time in years.

        	As the former chairman of Apple, Steve Jobs wielded his power mercilessly.

      

      Rule Number Nineteen

      Names of Organizations or Institutions

      
        	American Diabetes Association

        	American Medical Association

        	American Cancer Society

        	The Mystery Writers Guild

      

      But you’d say, “He’s a member of a medical association or “She donates to various cancer societies.”

      Rule Number Twenty

      Awards and Medals

      Capitalize named awards, medals, military decorations, etc.

      
        	Heisman Trophy

        	Academy Award

        	Golden Globe

        	Medal of Honor

        	Purple Heart

        	Pulitzer Prize

      

      Rule Number Twenty-One

      Rooms, Suites, Offices

      Capitalize room only when it is part of the name. The following is from Chicago.

      
        
        Official names of rooms, offices, and the like are capitalized.

        The Empire Room (but room 421)

        The Amelia Earhart Suite (but suite 219)

        The Lincoln Bedroom

        The Oval Office

      
        The West Wing of the White House

        CMOS

      

        

      

      
        	The wedding was held in the Green Room.

        	The reception will be held in the Bridal Room.

        	The White House has had many famous guests stay in the Lincoln Room.

        	Governor Adams is in room 477.

        	Room 1212 is reserved for Ms. Marsano.

      

      But if referring to multiple rooms, it isn’t capitalized (when rooms follows the proper nouns):

      
        	The ceremonies were held in the Green and Gold rooms.

      

      
        	Remember to reserve rooms #412, #615, and #1410 for the senators, as per their request.

      

      Also to note, if a letter is joined to the room number, it isn’t hyphenated.

      
        	Room A17 is available.

        	He always requests room 1010B.
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      You’d think the capitalization of names and titles would be easy, but it represents one of the more challenging aspects of capitalization.

      This confusion is not restricted to nonprofessionals. Writers are often forced to resort to the dictionary to verify a spelling, and while there’s nothing wrong with that, the word they’re looking for is often not listed.

      Because of this, it’s best to learn the rules that govern and guide capitalization for all things.
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      Capitalize a person’s name as well as their title and any suffixes:

      
        	George W. Bush was not technically a junior.

        	Bob Walker Jr. was named after his father. He plans to name his son Bob Walker III.

        	Mrs. Sebastian has been a widow for years.

        	President Obama was the first black president.

        	Vice President Biden may run for office in 2020.

        	Abraham Lincoln was president during one of the country’s more trying times.

      

      Job titles should only be capitalized when they are part of the person’s name (usually preceding it). We’ll cover this in more detail in the section on job titles.

      Titles are usually capitalized when they precede a name, but only if there are no interrupting words. If a word or comma comes between the title and name, it is (not capitalized)

      
        	My doctor, Paul Cunningham, is a nice guy (no caps due to comma).

        	Dr. Paul Cunningham is a nice guy.

        	The president, Barack Obama, is a personable guy (no caps due to comma).

        	President Obama is a personable guy.

      

      We’ve already discussed job titles that follow a person’s name (not capitalized), but let’s look at job titles used in place of a person’s name. I’m not speaking of using the title when directly addressing the person, as in “Good morning, Captain.” The examples that follow show what I mean.

      
        	The director of marketing will visit Atlanta on Thursday.

        	Jenny Shellport, the director of marketing, will visit Atlanta on Thursday.

        	Director of Marketing Jenny Shellport will visit Atlanta on Thursday.

      

      Looking at the above, you can see that in the first example, we refer to the director of marketing in place of her name (Jenny Shellport) but we didn’t address her directly, therefore, it doesn’t get capitalized.

      It doesn’t matter what the job title is. A high-ranking office is treated the same as any other.

      
        	The governor called a budget meeting.

        	The mayor frequently walks the city.

        	The president will be in the city this week.

      

      Now that I’ve said that, we need to visit the exceptions, the ones you knew would be there.

      If you use a person’s title in a direct address (as we showed above with Captain), the title needs to be capitalized.

      
        	I need to see you, Lieutenant.

        	Mom, can I go out tonight?

        	I think we should talk, Pastor.

      

      But if it’s not a direct address, the titles are lowercased.

      
        	I need to see the lieutenant.

        	I asked my mom if I could go out tonight.

        	I think I should talk to the pastor.

      

      This will be covered in more detail in the chapter regarding capitalization and dialogue.

      The other rule is for when the title replaces the name of a few of the highest-ranking (usually a one-of-a-kind) people:

      
        	The President of the United States.

        	The Queen of England.

        	The Speaker of the House.

        	The Secretary of State.

      

      If you speaking about the person holding that office currently, you could capitalize the title since there is only one of them.

      
        	The Speaker of the House will address Congress tonight.

        	The Secretary of State meets with the Iranian ambassador tomorrow.

        	The President is expected to veto the bill at today’s meeting.

        	The Queen is hosting a dinner party for all diplomats.

      

      This is a choice to be made by the writer, and as long as there is consistency, either way should be fine.

      Following Signatures

      Titles may be capitalized even when following a name when it is used with a signature on a formal letter.

      Sincerely,

      Jane Doe, Vice President of Human Resources

      Nicknames

      Nicknames should be capitalized when used in place of real names.

      
        	Joey “Four Eyes” is the one you’re lookin’ for.

        	Doggs never had a light for his smokes.

        	Slick has been on his way to prison for seventeen years.
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