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English writing rules guideline 
This guideline defines how we should use uppercase and lowercase 
letters in writing in English in communication from the Faculty of 
Medicine. 

Writing titles 
Uppercase letters are used when the position of the title is right in 
front of the name of the person in question, but lowercase otherwise. 
The exception is the title “Vice-Chancellor”. Example: 
Titles:  

• Head of Department Joe Smith 
• Joe Smith, head of department  
• The head of department said… 
• Head of Department Joe Smith said… 

Exception: 
• Vice-Chancellor is always written with uppercase letters when 

it refers to Lund University’s Vice-Chancellor 
  
Lowercase letters are used for positions, but job advertisements use 
capital letters for the position in question. 
If a unit/organisation has an official Swedish and English name, 
capital letters are used. 

Writing headlines 
Regarding headings in articles/memos, lowercase letters should be 
used except for the first word. 
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Writing about the Government and the University 
In cases where we write about the Government, it should be written 
with a capital letter: the Government (when it refers to "the Swedish 
Government"). The university is also capitalised: University (when 
referring to Lund University; note the lowercase letters in "university-
wide"). 


	English writing rules guideline
	Writing titles
	Writing headlines
	Writing about the Government and the University


