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Overview

This comprehensive style guide provides detailed instructions for maintaining a
consistent, professional, and engaging communication style for the New York

Certified Public Accountants (NYCPA) organization.

Maintaining brand consistency is critical for:

« Brand recognition. The goal is for individuals to be able to quickly and
easily recognize NYCPA when interacting with the organization’s
messaging.

« Brand integrity. Consistency drives quality.

- Brand differentiation. This brand was developed uniquely for NYCPA

and helps you stand out among competition.

This document should serve as the main reference when implementing the

NYCPA brand in written communications.
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Consistency

. Follow the Chicago Manual of Style (CMS) for grammar, punctuation, and formatting.

« Use Merriam-Webster as the standard dictionary.

« Maintain a consistent style across all channels.

o Do not break from style for certain sections/channels.

Brand Voice Principles

Tone and Communication Style (website, email, ads, print, and articles)

The NYCPA communication style should strike a balance between expertise and approachability,

ensuring that its messaging is both authoritative and engaging for accounting professionals at all levels.

« Professional & Credible: A polished, knowledgeable tone that positions the NYCPA as a trusted
resource.

- Informative & Educational: Providing updates on industry trends, regulations, and continuing
education.

- Engaging & Community-Oriented: Balancing professionalism with approachability.


https://www.chicagomanualofstyle.org/home.html
https://www.merriam-webster.com/
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Brand Voice Principles

Core Writing Guidelines

Clarity and Concision
« Make complex topics understandable
« Deliver precise information

« Avoid unnecessary wordiness

Conversational Approach
« Use friendly, approachable language to engage readers across experience levels.

o Avoid overly formal or academic language.

o Use contractions thoughtfully for a more natural sound and improved readability.

o Avoid jargon, and define technical terms when introduced.

= [talicize jargon, technical terms, etc. when first introduced and defined, but do not italicize on
subsequent uses.
« First Mention: Blockchain is a decentralized digital ledger technology that records
transactions across multiple computers.

« Subsequent Mentions: Blockchain provides enhanced security for financial transactions.
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Brand Voice Principles

Core Writing Guidelines

« Maintain professional standards.
o Keep writing clear and concise; support claims with credible data and citations.
o Eliminate unnecessary words.

o Replace complex words with simpler alternatives for better readability, if possible.

Examples:

Using complex methods requires a good understanding of theory for the best results.

© The implementation of multifaceted methodologies necessitates a comprehensive understanding of
intricate theoretical frameworks to facilitate optimal outcomes.

To complete the financial analysis, review all documentation.

®© In order to complete the financial analysis, it is necessary to review all existing documentation.
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Formatting and Style Conventions

Bills

HB 41, SP 13

House Bill 41, Senate Bill 13
“ .. the Senate bill passed.”

Biographies
- Biographies should be—
o ftalicized,
o set after a thin horizontal rule with the author’s name, credentials, and all commas following
credentials in bold,
o NO more than six sentences, and
o include contact information about each author.
Lawrence Kalbers, PhD, CPA, is the R. Chad Dreier Chair in Accounting Ethics in the
department of accounting, college of business administration, Loyola Marymount University,

Los Angeles, Calif.
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Biographies (continued)
« Credential Order
o Academic credentials
o CPA; CPA-related specialties (e.g., ABV, PFS)
o Other professional licenses, credentials, or certifications (e.g., CFP, CFE, CISA, CEBS).
- Capitalization Guidelines
o Do not capitalize positions or department names.
o Capitalize job titles that precede a name.
Director of Marketing, Poppy Vujnovic, was an amazing asset.
Poppy Vujnovic, director of marketing at lams, loved her job
o Exceptions are made for endowed titles and institutions, trademarked names, or where necessary
to avoid confusion.
Lawrence Kalbers, PhD, CPA, is the R. Chad Dreier Chair in Accounting Ethics in the
department of accounting, college of business administration, Loyola Marymount University,
Los Angeles, Calif.
+ Remove Redundant Information
University of California, Los Angeles

®© University of California, Los Angeles, Los Angeles, Calif.
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Biographies (continued)
« NYCPA Member Priority
o If the author is a member of several committees or institutions, all items related to the NYCPA
should appear first.
Andy Dufresne, CPA is a member of the NYCPA and serves on its Estate Planning
Committee. He is a member of the AICPA and participates in its Corrupt Wardens task force. He

can be reached by email or by calling 555-555-5555

Bylines
« [talicize
« Do not include credentials.
« Do not use a colon after “By.”
By Bob Cratchit © By: Bob Cratchit

« Bylines are not needed for the Trusted Professional’s President’s Commentary.


mailto:andy@shawshankprison.com
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Chapters and Committees
« Capitalize chapter and committee only when used with a specific chapter name.
Red and Andy are members of the Shawshank Chapter.
Chris Sauers will assume the role of Northeast Chapter treasurer/secretary and will be a
conscientious steward of our chapter funds.
- Board of directors and board are always lowercase unless using the full name.
The Buffalo Chapter Board of Directors

The board of directors always loves to break for lunch.

Degrees, Certifications, and Credentials
« Omit periods in abbreviations of academic degrees, except esquire.
o E.g,CPA, JD, LLM, BA, MS, etc.
Andy Dufresne, CPA, MBA
« Abbreviate esquire as Esq.
« Do not include CPA credentials after members' names—including Calvin Harris, CEO—except in
author biographies and the masthead.
« Do not capitalize spelled-out degrees

bachelor of science © Bachelor of Science
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Email Subject Lines
« Keep subject lines short, sweet, and actionable.
o Four to six words are ideal.

« Avoid spammy words (free, earn, discount, etc.)

« Avoid excessive punctuation.

© URGENT!! Register NOW for Fall Conference & SAVE MONEY!!I
« Do not use all caps.
« Use emojis strategically—keeping them relevant to your subject line.
« Personalize.

Andy, register for CPE today!

Exhibits and Sidebars
« Exhibits
o Title and number exhibits using Arabic numerals.
o Refer to exhibits in the main text by number.
= If there is only one: the Exhibit;
= If there is more than one: Exhibit 1, Exhibit 2, etc.
o Every reference to an exhibit within the main text should be capitalized and italicized.

o Capitalize, use roman type, and bold the header.


https://www.activecampaign.com/blog/spam-words
https://emojipedia.org/
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» Sidebars
o Provide titles for sidebars.
o Do not number sidebars.
o Sidebars should be referenced in the text in the following format: see the sidebar, Sidebar Title.

o Capitalize and bold the header.

Headlines and Subheadings
o Use headings and subheadings to organize long documents.
o Bold headings.
o Follow title case per The Chicago Manual of Style (CMS).
Bob Cratchit Was a Dedicated Accountant

© Ebeneezer Scrooge was not a great boss

Generations
« Terms denoting generations are usually capitalized when they include the word generation; otherwise,
they are lowercase. This slight departure from previous editions of this manual accords with common
usage. Because these terms are descriptive rather than scientific, they should generally be defined at

first use. “ — CMOS 18


https://titlecaseconverter.com/
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o the Lost Generation

o the Silent Generation

o the Me Generation

o the MTV Generation

o Generation X, Generation Y, Generation Z (or Gen X, Y, and Z); a Gen Xer
o Generation Alpha, Generation Beta, . . .

o baby boomer(s); boomers; a baby boom

o baby buster(s); a baby bust

o millennial(s)

IRS Forms and Notices
« Capitalize the notice when referring to the full name. Lowercase on subsequent uses.
The first guidance received from the government was IRS Notice 2014-21.
72The notice stated that virtual currency is property, not currency or any type of stock or security.
©The Notice stated that virtual currency is property, not currency or any type of stock or security.
« Names of specific forms should not be italicized, bolded, or in quotation marks.
Form 990-T, Exempt Organization Business Income Tax Return
© Form 990-T, Exempt Organization Business Income Tax Return

© Form 990-T, “Exempt Organization Business Income Tax Return”
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Numbers
+ General Rules
o Spell out numbers zero through nine.
o Use numerals for 10 and above.
one, five, nine, 10, 11, 42, 156, 1,000; 3 trillion; 0.10, 3.14
o Use commas in numbers over 999.
1,500 members
o Spell out numbers at the beginning of a sentence.
Three ghosts visited Scrooge to remind him of his unethical treatment of his employee.
o Use en dashes (-) for numerical ranges, not hyphens.
« Exceptions
o Use Numbers for:
« Statistical Data: When presenting key numbers, data points, or financial figures, numerals
enhance clarity and readability.
0ur survey found 3 out of 5 CPAs prefer automated tax software.
» Measurements & Time

The workshop will run from 3 p.m. to 5 p.m.
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o Lists and Step-by-Step Instructions: Use numerals to improve scannability in structured formats.
3 Key Takeaways from the Tax Reform Update
1. Review the latest IRS guidance.
2. Adjust your firm’s compliance processes.
3. Prepare clients for potential impacts.
o Legal References: Use numerals for laws, tax codes, and official documents.
See Section 2 of the Financial Reporting Act.
« Ages
a 40-year-old man a man in his 40s
© a 40 yearoldman © a man in his 40’s
« Dates
o Abbreviate months to the first three letters when accompanied by a specific date; otherwise,
they should be spelled out.
o Do not use superscripts.
September 2025, at 3:00 p.m.
Our committee had a meeting on Nov. 5.

Sept. 5. © Sept. 5"
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« Decades
1980s
'00s
© 1970’s
« Fractions
o Write numerically, except at the beginning of a sentence.
£21/2, 1/4, 3/4, 10 1/2
One-third of all respondents said they love chocolate ice cream.
© 1/4th
 Money
o Express monetary amounts as $1 million, except at the beginning of a sentence.
The Warhol painting sold for over $1 million.
One million dollars was the starting bid for the Warhol painting.
© The Warhol painting sold for over one million dollars.
© The Warhol painting sold for over $1 million dollars.
o Do not include decimal points and zeros for whole dollar amounts.
= Use cents only when necessary, and apply consistently in a series.
o For foreign currency, include a US dollar conversion.

o For exhibit headings and in-text mentions, use “Dollars in Thousands,” not “$ in Thousands.”



o Repeat the currency symbol in ranges.
$5,000-$10,000
® $5,000-10,000
« Odds
99to 1
99-to-1chance
« Ordinal Numbers

o Do not use superscripts.

o Write numerically, except at the beginning of a sentence.
10th, 11th

Tenth grade was when | took my first accounting class.
© 10"

Page Numbers

Page 9

Pages 9-11

Paragraphs

o Indent paragraphs.

Percentages

o Use numerals with the word percent unless in a table or exhibit.
5percent © 5%

Copy Style Guide
June 2025
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« Phone Numbers
o Use hyphens, not parentheses.
555-555-5555
®© (555) 555-5555
« Range
o Use an en dash (-) for numerical ranges.
o Use a preposition for spelled-out numbers.
18-49
two to four
90-95 percent
« Time
o Use lowercase a.m. and p.m. with periods.
o Use an en dash (-) to indicate a span of time.
1:00 a.m. 10 a.m.=2 p.m.
O©1am O 100am ©1.00 PM
« Years
o Use an en dash (-) to indicate a span of years.
1995-1997 © 1995-97
o Use a slash (/) for an academic or fiscal year.

FY 2008/09
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NYCPA
« Do not add spaces to NYCPA.
NYCPA ©O NY CPA
« Use “the” before NYCPA when it’s used as a noun.
The NYCPA hosted an open house event at the new office.
© NYCPA hosted an open house event at the new office.
« Do not use “the” when NYCPA is used as an adjective.
NYCPA events are well attended.
© The NYCPA events are well attended.

Lists
« Use bulleted lists for clarity and readability.
« Maintain parallel construction—begin each bullet point with verbs or nouns consistently.
o Endures long hours and meager wages in Scrooge’s frigid office.
o Stays committed despite Scrooge’s relentless mistreatment.
o Supports his family despite the frigid office.

« Use circular bullets, left-aligned with a space after each.
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« Avoid nested lists, but if necessary, indent further with smaller bullets.
» Escape Plan Items
« Rock hammer
« Poster to conceal tunnel
» Expose Warden
« Set up multiple bank record books
« Send real accounting books to authorities
« Formatting Lists by Type
o Simple Item Lists
« Keep items concise and parallel.
. Escape Plan Items:
« Rock hammer
« Poster to conceal tunnel
« Expose Warden
« Set up multiple bank record books
« Send real accounting books to authorities
« Lists Introduced by a Complete Sentence
o Use a colon after the introductory sentence.

o End items with a period if they form complete sentences.
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Andy needed several things for his escape:
o A small rock hammer.
o A large poster to hide the tunnel.
« Lists Introduced by an Incomplete Sentence
o Use an em dash (—) to introduce the list.
o Keep items lowercase and punctuate as part of the sentence.
Innumerable variables affected the escape, such as—
e the long amount of time it took to create the tunnel, and
« the guards constantly patrolling the grounds.
« Lists with Italicized Terms and Definitions
o ltalicize the word being defined.
o Use an em dash (—) for brief definitions.
o Use a period if the definition is a full sentence.
Direct Skips—transfers to a skip person that are subject to estate or gift tax.
Direct Skips. These are transfers to a skip person that are subject to estate or gift tax
« Run-in Lists (Within a Paragraph)
o Use Arabic numerals followed by a closed parenthesis.

o Apply capitalization and punctuation appropriate to the context.



Copy Style Guide

June 2025

Cleanup issues arise when: 1) the taxpayer receives notice from federal, state, or local EPA authorities
regarding a required cleanup; 2) a spill occurs as part of normal business operations; 3) a business

property is acquired; or 4) due diligence reveals contamination.

NYCPA Members

« Write members’ full names in bold upon first mention only.

« Refer to them by first name or nickname thereafter.

« Do not include a member’s designation or CPA firm unless relevant to the story (e.g., their firmis
sponsoring an event mentioned in your message).

o Non-members may be identified by their firm.

Published Works Titles
« [talicize and use title case for titles and subtitles of books, newspapers, periodicals, IRS publications,
and pronouncements.
A Christmas Carol; Rita Hayworth and Shawshank Redemption; Accounting, Sixth Addition;, The
CPA Journal; the Fortune 500
IRS Publication 1546, Taxpayer Advocate Service
SFAS 17, Fair Value Measurements
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« Format online articles as shown below and link to the URL(for digital formats), otherwise cite it in
parentheses for printed publications.

o Dani Blum, “Are Flax Seeds All That?” New York Times, December 13, 2023.

o First name, last name. Title. Publication. Date. Page number.
= Keep in mind that sometimes you will not have all of this information.
« Use quotation marks for article titles, presentations, and other shorter published works.
“SAS 67 Streamlines the Conformation Process”
« Use only the author's last name or the author's last name followed by the publication year on
subsequent references.

(Smith) (Smith 2005)

Proper Names, Professional and Political Titles
« Proper Names
o Capitalize people’s names and initials.
o Do not include spaces between initials.
D.H. Lawrence O D. H. Lawrence
o Avoid using honorifics (e.g. Dr., Ms., Mr., Prof.) in articles.
Jane Smith, CPA will speak at the conference.

© Dr. Jane Smith, CPA will speak at the conference.


https://www.nytimes.com/2023/12/13/well/eat/flax-seeds-benefits.html
https://www.nytimes.com/2023/12/13/well/eat/flax-seeds-benefits.html
https://www.chicagomanualofstyle.org/book/ed18/part2/ch08/psec023.html
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o Use the first and last name and after the first reference, the last name only.

o Use a period after Jr. and Sr. but do not use a comma before or after.

James L. Craig Jr. CPA  ®© James L. Craig Jr., CPA.
« Professional Titles (civil, political, military, religious, and professional)

o Capitalize official titles when immediately preceding a proper name.

President Ebenezer Scrooge hated self-righteous ghosts.

o Use lowercase when official titles appear after names.

Ebenezer Scrooge, president of Scrooge and Marley CPAs, had many regrets.

o Use lowercase for job titles, positions, names of departments, or areas of study.

Andy Dufresne worked in the prison laundry department and was also the warden’s accountant.
« Political Party Affiliations

o Short-form party affiliations should appear in parentheses after the politician’s name.

Abraham Lincoln (R-IL)
« The Trusted Professional (formatting specific to this publication)

o Bylines and biographies are not needed for the Trusted Professional’s President’s Commentary or

Communities of Practice Spotlight.

o No bio is necessary for Chapter News, but it does include a byline.
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o Biographies should be—
= jtalicized,
= set after a thin horizontal rule with the author’s name, credentials, and all commas following
credentials in bold,
= no more than six sentences, and
= include contact information about each author.
Lawrence Kalbers, PhD, CPA, is the R. Chad Dreier Chair in Accounting Ethics in the
department of accounting, college of business administration, Loyola Marymount University,

Los Angeles, Calif.
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Grammar, Punctuation, and Mechanics

Active Voice
« Use active voice for clarity and directness.

= |In active voice, the subject performs the action of the verb.

o In passive voice, the subject receives the action of the verb, often using forms of "to be" (am, is,

are, was, were, be, being, been).

o In passive voice, the subject receives the action of the verb:

The accounting team completed the financial report.

Our audit team discovered errors in the quarterly statements.

®© Errors were discovered in the quarterly statements.

®© The financial report was completed by the accounting team.

Colons
« Do not capitalize the first letter of the second clause unless the colon introduces:
o A complete sentence
o Multiple sentences

o A dialogue passage or extended quotation
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A change occurred in the behavior of the two rhesus monkeys: They had become hypersensitive
to sound.

Many of the police officers held additional jobs: for example, 13 of them moonlighted as security
guards.

Poppy was faced with a hideous choice: Should she reveal that she ate the sandwich? Or should
she remain silent?

She mentioned a significant warning: firms assuming they can attract and retain Gen Zers without

solid company values.

Commas
« Use the Oxford (serial) comma before the conjunction in a list of three or more items.
Warhol, Basquiat, and DeKooning are her favorite artists.
« Do not use commas to set off Inc,, Ltd., LLC, LLP, and similar business suffixes.
Bob Cratchit’s Bookkeeping Inc.
© Bob Cratchit’s Bookkeeping, Inc.



Copy Style Guide

June 2025

Ellipsis (. . .)
« Use three spaced periods . . . with spaces before and after the ellipsis, unless it follows a period or
other punctuation.
« Do not use an ellipsis at the start or end of a quote.

« Brackets are not necessary unless indicating a pause in speech.

Em Dash (—)
« Use an em dash for breaks in thought.
CPAs—leaders in financial integrity—drive business success.

« Do not put spaces around em dashes.

En Dash (=)

« Use the en dash for ranges involving dates, numbers, time, and page spans.
2022-2025

« Do not put spaces around en dashes.
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Hyphen
« Use a hyphen for compound modifiers before nouns.
long-term strategy

« Do not put spaces around hyphens.

Parentheses and Brackets

« Put square brackets outside parentheses when both are necessary, typically in citations.

Periods

« Use only one space after a period.

Possessives Ending in S
« Form possessives that end in s or the s sound (s, X, z) by adding an apostrophe and an additional s.
o This includes proper names, abbreviations, and acronyms.
James’s Excel skills were the best we’d seen.

© James’ Excel skills were the best we’d seen.
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Quotation Marks

Put punctuation inside quotation marks.
“If they ever try to trace any of those accounts, they're gonna end up chasing a figment of my
imagination,” said Andy.

Use quotation marks for article titles, presentations, conference names, and short published works.

Use double quotation marks for direct quotes and single quotes for quotes within quotes.

"The report states, 'This is a key development.""

Avoid the use of quotation marks around words used figuratively.

Do not put quotation marks around copy that is not a direct quote.

One of the key questions raised was: Is it the name?

© One of the key questions raised was: “Is it the name?”

Do not use quotation marks for thoughts in a conversational context (interviews) or for single-word
speech (e.g., yes, no, where, how, and why).

If a quotation is integrated into a sentence and does not start a new sentence, only capitalize the first

letter if it is a proper noun.


https://www.chicagomanualofstyle.org/book/ed18/part2/ch08/psec071.html
https://www.chicagomanualofstyle.org/book/ed18/part2/ch08/psec071.html
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Slash (/)
« Do not put spaces around the slash mark.

2022/2023 © 2022 /2023

Trademarked Names

« Capitalize trademarked names, but omit the trademark symbol (™ or ®).

Pepsi O pepsi O Pepsi™

Italics
« [talicize publication names, reports, and foreign terms.

« Italicize jargon, technical terms, etc. when first introduced and defined, but do not italicize on
subsequent uses.

» Use italics for emphasis sparingly.

Underlining
« Do not underline for emphasis.

« Do not underline titles of published works.



Copy Style Guide
22222222

Part 4

States and Countries



Copy Style Guide

June 2025

States and Countries

« Spell out a country’s name when used as a noun, but use the abbreviation when used as an adjective.
The United States borders Canada and Mexico.
The US Supreme Court ruled on the case.

EU currency policy aims to support economic growth across member states.

« Spell out United Kingdom on first mention, but use U.K. for subsequent references.

« Spell out names of US states, territories, and possessions when standing alone, except for DC.

New York and California are my favorite states.

« New York generally refers to the state, but use New York State only when distinguishing it from the

city—do not use NYS or NYC.

« Use state of Washington or Washington State when distinguishing the state from the District of

Columbia.
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Digital and Web Writing

« Hyperlinks
o Embed links naturally in the text.

Visit the_AICPA website for more details.

Contact Andy by email or call 555-555-5555.
© Contact Andy at andy@shawshankprison.com or call 555-555-5555.

© Visit the AICPA website at https://www.aicpa-cima.com/home for more details.

- Email Addresses
o Use lowercase.

= E.g., contact@cpasociety.org

. Social Media Handles

o Format as: Follow us on Threads (@CPAQOrQg).


https://www.aicpa.org/
http://shawshankprison.coom/
mailto:andy@shawshankprosin.com
https://www.aicpa-cima.com/home
mailto:contact@cpasociety.org
http://cpaorg/
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Inclusive and Ethical Language

Avoid discriminatory language.

Use people-first language.

People with disabilities © Disabled people

Avoid gendered pronouns when gender is unknown.

All CPAs must submit their annual reports by the deadline.

The chair will present the findings.

© Each CPA must submit his annual report by the deadline.

© The chairman will present the findings.
o Use (they/them) instead of he, he/she, or she.
o Use chair or chairperson.
o Do not use chairman.

o Do not use s/he and his or her.



« When possible, rewrite singular sentences as plural to avoid gendered pronouns.
All taxpayers must file their returns by April 15.

© Each taxpayer must file his or her return by April 15.

« Capitalize ethnic, national, and other regional groups. (See CMS 8.39)

Copy Style Guide
June 2025


https://www.chicagomanualofstyle.org/book/ed18/part2/ch08/psec039.html
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Laws, Regulations, Rules, and Standards

« Be as clear and complete as possible.
« Do not use the section symbol (8); write out section (always lowercase).
« Capitalize IRS rules

Grace Year Rule

Formatting Examples

« |IRC section 401(k); section 529

« 29 USC 203(9); 17 CFR Part 785

« Treasury Regulations section 1401(c)

« GASB Statement 25, Financial Reporting for Defined Benefit Pensions Plans and Note Disclosures for
Defined Contribution Plans

« Statement of Financial Accounting Standards (SFAS) 133
© SFAS No. 133
© FASB 133

« Statement of Financial Accounting Concepts (SFAC) 2, Qualitative Characteristics of Accounting
Information

« Auditing Standard (AS) 12, Identifying and Assessing Risks of Material Misstatement
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International Accounting Standard (IAS) 39, Financial Instruments: Recognition and Measurement
IFRS 9, Financial Instruments

IFRS for SMEs

IFRS Interpretations Committee (IFRIC) 15, Agreements for the Construction of Real Estate
International Education Practice Standard (IEPS) 3, Practical Experience—Initial Professional
Development for Professional Accountants

Statement on Auditing Standards (SAS) 99, Consideration of Fraud in a Financial Statement Audit
AU section 316, “Consideration of Fraud in a Financial Statement Audit”

AU section 316.02

AU-C section 230, “Audit Documentation”

AU-C section 230.02

Statement on Standards for Attest Engagements (SSAE) 11, Attest Documentation

AT section 101, “Attest Engagements”

Interpretation 101-3, “Nonattest Services”

ET section 101.05

Accounting Standards Codification (ASC) Topic 260, “Earnings per Share”

Accounting Standards Codification (ASC) 260-36-10-5

Accounting Standards Update (ASU) 2012-02, Intangibles—Goodwill and Other (Topic 350): Testing

Indefinite-Lived Intangible Assets for Impairment
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Quotes

Edit Quotes for Clarity and Accuracy
« Clarity and Comprehension: Editing helps make quotes clearer by removing awkward phrasing,

jargon, or ambiguity.

« Grammar and Style: Fixing grammatical errors and inconsistencies improves readability and

professionalism.

« Conciseness: Trimming overly long quotes keeps writing fluid while preserving meaning.

« Integration: Edits help quotes blend smoothly into your text.

« Context: Brackets can add necessary clarifications or indicate changes.

« Accuracy: Correct errors carefully, marking changes with "[sic]" when needed.



Copy Style Guide

June 2025

How to Edit Quotes
« Use ellipses (. . .) to indicate omitted words.

“The board agreed . . . to implement the new policy immediately.”

« Use brackets [ ] to add words for clarity or show corrections.
“She [the CFO] approved the budget increase.”

“We will review the report tomrrow [sic] and send our feedback.”

« Paraphrase complex quotes while maintaining accuracy.
"The financials were inconsistent."

© "The financials, well, they were, you know, sort of all over the place."

» Preserve tone and intent while improving structure, clarity, and readability.
"This is a significant milestone for us."

© "I'mean, it's like, a really big deal because, you know, we haven’t done anything like this before."
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Court Citations, Laws, Regulations, and Standards

Provide the full name of the court case in italics on first reference.

« Link to the court brief or another website that describes the case.

« For the second reference, use only the name of the case in italics.
o E.g., First reference: In Wisconsin Department of Revenue v. William Wrigley

o Second reference: In Wrigley ...

« References to laws and regulations should be clear and as complete as possible; however, if you are
linking to the standard, it is acceptable to be concise if the standard has a long title or many reference
numbers.

o E.g., Treas. Reg. section 1401(c)
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Acronyms and Initialisms

« Spell out abbreviations, acronyms, and initialisms on the first mention, accompanied by the
abbreviation or acronym to be substituted in parentheses.
International Financial Reporting Standards for Small and Medium-sized Entities (IFRS for SMES);

thereafter, use IFRS for SMEs.
« Reintroduce and spell out abbreviations and acronyms in exhibits.

« Acronyms of five or more letters pronounced as words should use uppercase/lowercase formatting.

Libor (except for FINRA and NASDAQ, which remain fully capitalized).

« Use the singular form when introducing acronyms in parentheses.
notional principal contract (NPC)
key performance indicator (KPI)

®© key performance indicators (KPIs)
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« Use the following commonly understood acronyms from the first mention:
o AICPA
o CEO
o CFO
o FASB (not: the FASB, unless it’s the beginning of a sentence.)
o GASB
o IASB
o IFRS
o IRS
o NYCPA
o PCAOB
o SEC
o US GAAP
o US GAAS



Copy Style Guide

June 2025

Commonly encountered accounting terms and their abbreviation or acronyms are below.

Abbreviations listed below in <brackets> are commonly referenced by authors but should not be used.

ABA

ACA

ACH

ACRS

AcSEC

ADR

AGA

agi

AICPA

AIMR

AJCA

American Bar Association

Patient Protection and Affordable Care Act of 2010

Automated Clearing House

Accelerated Cost Recovery System

Accounting Standards Executive Committee (of AICPA)

alternative dispute resolution

Association of Government Accountants

adjusted gross income

American Institute of CPAs

Association for Investment Management and Research

American Jobs Creation Act of 2004
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APB Accounting Principles Board

ASB Auditing Standards Board (part of AICPA)
ATRA American Taxpayer Relief Act of 2012

C Corporation Subchapter C corporation [not C corp]
CalPERS California Public Employees' Retirement System
CEO chief executive officer

CFO chief financial officer

CFP Certified Financial Planner

CIA Certified Internal Auditor

CLT charitable lead trust

CLU Chartered Life Underwriter

CMA Certified Management Accountant

CMO collateralized mortgage obligation

Co. company

COAP Career Opportunities in the Accounting Profession
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Abbreviation

COBRA
Ccoo
Co.
COSO
CPA
CPE
CPRTS
CRAT
CRT
CSRA
<DM>
DOL
<ED>
Edgar

EDI

Consolidated Omnibus Reconciliation Act

chief operating officer

corporation

Committee of Sponsoring Organizations (of the Treadway Commission)
Certified Public Accountant

continuing professional education

the Committee for Practical Reform of the Tax System (NYCPA's)
charitable remainder annuity trust

charitable remainder trust

community spouse resource allowance

discussion memorandum

the Department of Labor; the DOL

exposure draft

Electronic Data Gathering, Analysis, and Retrieval System (of the SEC)

electronic data interchange
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EDP electronic data processing

EITC Earned Income Tax Credit(s)

EITF Emerging Issues Task Force (with numeral, refers to pronouncement)
ERISA Employee Retirement Income Security Act
Esq. Esquire

EU European Union

FAE Foundation for Accounting Education

FAF Financial Accounting Foundation

FASB Financial Accounting Standards Board

FASAB Federal Accounting Standards Advisory Board
FBI Federal Bureau of Investigation

FEI Financial Executives International

FIFO first in/first out

FLP family limited partnership

FMV fair market value
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FNMA Federal National Mortgage Association (Fannie Mae)
FHLMC Federal Home Loan Mortgage Corporation (Freddie Mac)
FTC Federal Trade Commission

GAAP Generally Accepted Accounting Principles

GAAS Generally Accepted Auditing Standards

GAO Government Accountability Office (formerly General Accounting Office)
GASB Governmental Accounting Standards Board

GATT General Agreement on Tariffs and Trade

GNMA Government National Mortgage Association (Ginnie Mae)
GRATs grantor retained annuity trusts

GST generation-skipping transfer

HUD The US Department of Housing and Urban Development
IAS International Accounting Standards

IASB International Accounting Standards Board

IFAC International Federation of Accountants
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IFRS International Financial Reporting Standards
ILIT irrevocabile life insurance trust

IMA Institute of Management Accountants

Inc. Incorporated

10SCO International Organization of Securities Commissions
IRA Individual Retirement Account

IRC Internal Revenue Code

IRS Internal Revenue Service

ISB Independence Standards Board

ITC investment tax credit

JD doctor of laws/doctor of jurisprudence
JOBS Act Jumpstart Our Business Startups Act of 2012
LIFO last in/first out

LLD doctor of laws

LLM master of laws
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LLC limited liability company

LLP limited liability partnership

Ltd. Limited

LTR letter ruling

NAEA National Association of Enrolled Agents

NASBA National Association of State Boards of Accountancy
NASD National Association of Securities Dealers

NASDAQ National Association of Securities Dealers Automated Quotations
NCCPAP National Conference of CPA Practitioners

NSA National Society of Accountants

NYCPA New York State Society of CPAs

NYSE New York Stock Exchange

PC professional corporation

PCAOB Public Company Accounting Oversight Board

PCPS The AICPA Alliance for CPA Firms (Partnering for CPA Practice Success)
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PTET pass-through entity tax

PFP personal financial planning

PLR private letter ruling

POB Public Oversight Board [now disbanded]
PSC personal service corporation

QSST qualified subchapter S trust

QTIP qualified terminal interest property trust
<Reg. section X> Treasury Regulations section X

REIT real estate investment trust

<Rev. Proc. X> Revenue Procedure X

<Rev. Rul. X> Revenue Ruling X

RIC regulated investment company

S corporation subchapter S corporation [not S corp]
SAB Staff Accounting Bulletin

SAP Statement on Auditing Procedures
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SAS X Statement on Auditing Standards X

<Sec.> section; section 529

SECPS SEC Practice Section of the Division for Firms

SED N.Y. State Education Department

SFAC X Statement of Financial Accounting Concepts X

SFAS X Statement of Financial Accounting Standards X

SOP X Statement of Position X

SOX Sarbanes-Oxley Act of 2002

SSARS X Statement on Standards for Accounting and Review Services X
STAR New York State School Tax Relief Program (School Tax Relief)
TAM Technical Advice Memorandum

TAT Tax Appeals Tribunal

TBS American Express Tax and Business Services

TDA tax-deferred annuities

<Temp. Regs.> temporary regulations; Temporary Regulations section X
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U.K. United Kingdom (abbreviate only when used as an adjective)
us United States (abbreviate only when used as an adjective)
UAA Uniform Accountancy Act

WFTRA Working Families Tax Relief Act of 2004
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Common Terminology

The words below are used frequently, please follow the spelling/capitalization.

. aftertax

» backward (not backwards)

« Bitcoin (capitalize when referring to the concept)

« bitcoin (lowercase when referring to the currency unit)
« blockchain

« (the) Big Four

« Congress (when referring to the US Congress)

« Court (when referring to the US Supreme Court)

« CP series notices

« CPA Evolution initiative

« CPA Exam (unless CPA does not precede the word exam)
« carryforward

« cochair

« collectibility

« creditworthy

e-commerce
e-file

e-filing

e-signature

ebook

email

Federal Register

forward (not forwards)
Gen Zer(s)

generative Al

healthcare

high net worth
high-net-worth individuals
homepage

internet
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« Midtown (Manhattan)

Social Security

« New York State

T-bill [Treasury bill]

« New York City « The CPA Journal [not: the CPA Journal]; the Journal

« nonaccountant » toward (not towards)

« nonattest « US (notU.S)

« nonaudit « versus [not: vs.] in text; v. in case citations (US v. Smith)
« noncompliance « web page

« non-member « website

« nonprofit/nonprofits « Wi-Fi

« not-for-profit
« Okay or OK (not ok)
« President (when referring to the sitting US President)
« Society (capitalize when referring to NYCPA)
o With the support of the Society, our chapter has the

resources to grow and engage our members.
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Things to Keep in Mind

« CPA Credentials: Do not add after members' names (e.g., Calvin Harris, CEO).
« E.g.andi.e.: Use only in parenthetical expressions.

« Etc.: Do not use to end a list, except in parenthetical expressions.

First and Second Person: Avoid when possible.
o If recasting a narrative into the third person or passive voice would be too awkward, the first
person may be retained.

LR 1Y

o Generally, a second-person address can be replaced with “CPAs,” “tax preparers,” “advisors,” or

a similar appropriate term.

Furthermore: Use furthermore, not further, to begin sentences.

May: Use when referring specifically to permission.

« Might: Use when something is possible.

« Or: Use instead of and/or.
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For Authors

. Citations

o Reference official online sources (as much as possible), such as the IRS and SEC, and note that

IRC material is available through_http://www.law.cornell.edu/.
o Keep citations concise and consistent with CMS guidelines.
o Do not include endnotes, footnotes, or a “works cited” section.
o Do not include stand-alone electronic addresses as citations.

» URLSs should appear as links within the article.

« Follow the style in CMS for offline citations and author-date parenthetical citations.


http://www.law.cornell.edu/
https://www.chicagomanualofstyle.org/tools_citationguide/citation-guide-2.html
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President’s Message Submissions and Photographs

« Focus should be on chapter activities, events, and members.
« Submit as a Microsoft Word document, in the body of an email, or as a PDF.

« Submit high-resolution photographs with your messages.
o ldentify everyone in the photo.
o Include a caption.
o Image publication depends on space, quality, and editorial discretion. Photos will be uploaded to

the chapter’s Flickr account if not featured in print.
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Typeface and Surrounding Punctuation

« Punctuation should match the surrounding text’s font style (roman or italic), except in titles or
exclamations.

« Parentheses and brackets should match the surrounding text’s style, not the enclosed material.






