A. Punctuation

REFERENCES--SECRETARIAL

One of the secretary's primary responsibilities iengure that quality correspondence goes out of
the office. Spelling, punctuation, word usage, and typewriting style are the tools used to
acconplish this end. On the pages that follow are guides to punctuation, word division, and
letterwriting styles. In unusual situations, refer to a secretarial handbook or other reference

source.

1. Comma

a.

When two or more adjectives modify the samoein, they are separated by
a comma.

A thorough, indepth study of the sales figures was requested.

However, the comma isot usedf the first adjective modifies the
combined idea of the second adjective plus the noun.

A 15-cu. ft. upright frezer was delivered recently.

A subordinate clause (usually introducedasy when, ifalthough etc.)
followed by the main clause is separated from the main clause by a
comma.

Although the airport was shut down for an hour, | still was abliy/to f
home that night.

A comma is used to separate two independent clauses that are joined by a
coordinating conjunctionagd, but, or, for, nor)

She knew very little about him, and he volunteered nothing.
Parenthetical expressions (added omnts or explanations that could be
omitted without changing the meaning of a sentence) are separated from
the rest of the sentence by commas.

Your second question, on the other hand, is unanswerable.

When the last member of a series of thremore items is preceded by

and or, ornor, place a comma before the conjtioe as well as between
the other items.
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We expect you to greet customers, take dictation, and transcribe dictated
material.

f. Nonrestrictive clauses or phrases (one thay be omitted without
changing the meaning of the sentence) are set off by commas.

Our guide, who wore a blue beret, was an experienced traveler.

But a restrictive clause or phrase (one essential to theimgeafithe
sentence) is not set off lspmmas.

The board member who owns a printing shop will be able to print the
graduation program.

g. A restrictive appositive (a phrase which expresses the same thing in
different words) is set off by two commas, except at the end of a sentence
when aly one comma is necessary.

The manufacturing manager, Joseph Dowd, attended the meeting.

2. Semicolon

a. A semicolon is used to separate two independent, but closely related,
clauses when no conjunction is used to connect the clauses.

Some gople are good managers in their willingness to accept
responsibility and to delegate authority; others do not measure up.

b. When a comma occurs within one or both of two independent clauses, a
semicolon is used between the independent clauses.

We consistently use motor, rail, and air service to accommodate our
diverse shipping needs; but fast service is our primary consideration.

C. When an illustration is introduced by such an expressioaely
that is for example the expression shoule preceded by a semicolon and
followed by a comma.

The company president emphasized just one-fange goal; namely, to
gain a larger share of the market.
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3. Colon
a. A colon is used after an expression that introduces some following
materal, such as an explanation of a general statement, a list, or an
abbreviation.
Three countries were represented: England, France, and Belgium.
4. Quotation Marks
a. Commas and periods are placed inside the closing quotation mark.
He said, I'am leaving."

b. Colons and semicolons are placed outside of the closingtrumotaark.

He spoke of his "little cottage in the country”; he might have called it a
mansion.

C. The question mark, the dash, and the exclamation point are plabad wi
the quotation mark when they refer to the quoted matter only.

He asked, "When did you leave?"

The question mark, the dash, and the exclamation point are placed outside
the quotation mark when they refer to the whole sentence.

What is the reaning of "the open door"?
B. Spelling Rules
1. Syllables

a. Words of one syllable, ending in a single consonant preceded by a single
vowel, double the final consonant on the addition of a suffix beginning
with a vowel. DRUGGIST

b. Words of twoor more syllables, accented on the last syllable, and ending
in a single consonant preceded by a single vowel, double the final
consonant on the addition of a suffix beginning with a vowel if the accent

does not change. PREBELING

(Exceptions: chagred, chagrining, excellence, excellent, transferable,
transference)
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2.

Suffixes (word endings)

a. Adding suffixes beginning with consonan®/ords ending in silent "e"
preceded by a consonant usually retain the "e" on the addition of a suffix
beginningwith a consonant. COMPLELY

(Exceptions: abridgment, acknowledgment, lodgment, judgment, ninth,
wisdom, wholly)

b. Adding suffixes beginning with voweldVords ending in silent "e"
preceded by a consonant drop the "e" on the addition of a beffixning
with a vowel. CAUSNG

(Exception: MILEAGE.)

Words ending in silent "e" preceded by the soft sounds of "c" or "g" retain
the "e" on the addition of the suffix "able" or "ous." Example:
ADVANTAG EOUS.)

o Words ending in "ie" drop the "@nd change the "i" to "y" on addition of
the suffix "ing." (This is done to prevent two "i's" from coming together.)
Example: LIE- LYING

d. Words ending in "y" preceded by a consonant usually change the "y" to "i"
on the addition of any suffix excetbte suffix "ing."

(Exceptions: CHARITABLE, BEAUTEOUS, MYSELF, PITEOUS,
SECRETARYSHIP, SHYNESS)

IIEII and IIIII

When "e" and "i" occur together in a word, "e" precedes "i" when the long sound
of "e" follows "c", when the two vowels are m@muncedas long "a", when the two
vowels are pronounced as long "i", and when the two vowels are pronounced as
short "i"* following the letter "f." In other cases, the "i" precedes the "e."
Examples: CEILING, FREIGHT, FORFEIT, SLEIGHT

(Exceptions: EITHER, NEITHR, FOREIGN, PROTEIN, HEIFER, SEIZE,
HEIR, SOVEREIGN, HEIRESS, THEIR, LEISURE)
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C. Word Division

1.

Do not divide:

a. Words of one syllable.
CHARGE THROUGH NURSE

b. Words of five or six letters or contractions.
PICKED WOULDNT

C. Names of persons, dates, abbreviations, and numbers. Do not separate
titles, initials, and professional and scholastic degrees from the name.

d. At the beginning syllable of one letter or at the ending syllable of two
letters. (WRONG: alore; fiendly)

Avoid dividing:

a. In over two successive lines.

b. The last word at the end of a page unless it is a legal document.
C. More than 2 or 3 words in a letter; 4 or 5 in a longer document.

Divide hyphenated words only after thgphen.

SELFEDUCATED CROSSREFERENCE

Divide words:
a. After a singlevowel syllable:
DIVI-DED SIMU-LATION

Exceptions: Daotdivide ABLE, IBLE, or ICAL.

b. Between two vowels separately pronounced:
RADI-ATOR SCFENCE CLI-ENTS
C. Preferably at a prefix or suffix:

SEMI- -ING MIS -TION
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d. Between double consonants unless they are at the end of the root form of
the word:

NECESSARY TELL-ING
D. Use of Numbers
Numbers are written in figures maoéen in business letters than in any other type of
composition. Almost every number that is used is inserted for quick reference, for clearness, or
for emphasis.

1. General Rules

a. In business letters, write @akact numbers above ten in figures

Board membership is composed of 15 directors.
Sally invited four friends to the dinner.

b. Spell out approximate numbers; that is, round numbers in even units.
Nearly twentysix thousand people attended the exhibit.

C. If several numbersccur in a connected group within a sentence, write all
numbers, including those under ten and round numbers, in figures.

| have requisitioned 16 reams of paper, 120 scratch pads, and 8 boxes of

envelopes.
d. Always use figures for all numberssiatistical and tabular work.
e. Very large numbers are sometimes written in the following styles: 15

million, $10 million. This style can be used only when the hundreds and
thousands are even amounts.

f. Always spell out numbers that begin a san&e
Sixteen employees were present.
Seventy contracts are missing from the files.

If the numbers are large (would require more than two words when spelled
out), rearrange the wording of the sentence if possible.

The exhibit was attende@ 126,220 people. (Instead of: Twerdix
thousand two hundred twenty people attended the exhibit.)
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g. Spell out ordinal numbers (first, second, third, etc.) except in certain styles
of dates (EXAMPLE: The 16th of August).
Mr. and Mrs. Bliss celebradetheir fiftieth wedding anniveary.

2. Money

a. In business correspondence, write all amounts of money in figures.
$7 $10.50 $1,344 20cents

b. Do not include the decimal point or ciphers in even amounts of dollars that
occur inthe body of a letter.
| am enclosing a check for $124 in full payment of my account.

C. Repeat the dollar sign before each amount in a series of dollar amounts.
Small country homes for sale: price ran§20,000 to $40,000.

d. When amountsinder $1 appear in the body of the letter, write the word
cents after the figures
| am sure that customers will not pay more than 50 cents for this item.

e. Do not use the style $.75 in sentences except when related amounts require
a dollar sign.
It will cost you $2.42 a copy to produce the company manual: $.43 for the
paper, $.77 for the printing, and $1.22 for the special binder.

f. Write indefinite sums of money in words.
A few million dollars should complete the project.

3. Decimals percentages, and proportions
a. Always write decimals in figures: 99.87, .05.
b. Express percentages in figures, except when placed at the beginning of

sentences, regardless of whether the number is small (ten or under) or
large (over ten).
We realized a 5 percent increase over the same period last year.

Fifteen percent of the loss was attributed to shrinkage.
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C. Always write ratios and proportions in figures.
a ratio of 5to 1 (or 5:1)
4. Measurements
a. In business correspondence, use figures for dimensionsyresas
weights, degrees, distances, capacities, and market quotations.
The dimensions of my new office are 4 by 5 meters.
Your order for one pair okhnis shoes, size 6, has been delayed.
The thermometer now stands at 28, a rise of three degrees in the last hour.
b. When a weight, capacity, measure, etc., consists of several words, do not
separate the words by commas. The quantity is considesiagle unit.
The punch bowl! holds 4 quarts 1 pint.
5. Time and ages
a. With o'clock, use figures for emphasis or words for formality. (For your
reader's quick comprehension, avoid the use of o'clock in business
correspondence. Use a.m. and.p.m
3 o'clock three o'clock
(for emphasis) (for formality)
b. Always use figures with a.m. or p.m.

Almost 15 percent of the loss was attributed to shrinkage.

The boat sails at 11:30 a.m.
Dinner will be served at 8 p.m.

AVOID: tomorrow p.m. USE: tomorrow afternoon
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C. Use figues to express periods of time when they are used as technical
measures or significant statistics (in discounts, interest rates, and credit
terms). But spell out nontechnical references to periods of time unless the
number requires more than two words.

That note is due in 6 months.
That monument was built three hundred years ago.

Our town was established over 350 years ago.

d. Centuries and decades may be expressed in words or figures.
The 1900s The twentieth century
The 1970s The nneteenseventies

Decades are not capitalized except in special expressions such as: the Gay
Nineties, the Roaring Twenties.

Fractions

Ordinarily spell out a fraction that stands alone. Use figures, however, if the
spelledout form is long an@wkward or if the fraction is used in a technical
measurement or a computation.

A two-thirds majority will be needed.

You need to multiply by 2/5.

Two numbers together

If two numbers form one item, spell out one of thersually the shorter
one-expressing the other in figures.

two 8room houses 500 fourpage leaflets
Commasn large numbers

a. When numbers run to four or more figures, use commas to separate
thousands, hundreds of thousands, millions, igtevhole numbers

147,300 $11,275,478  70,650.37248
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b. In metric quantities, use a space (not a comma) to separate digits into
groups of three. Separate whole numbers and decimal fractions, counting
from the decimal point.

12 945 181 0.594.31

Exception: When a foudigit number is used as a metric quantity, do not
leave a space unless the number is used in a column with larger numbers.

C. Do not use commas in year numbers, page numbers, large serial numbers,
house or building numbers, roommbers, ZIP code numbers, telephone
numbers, heat units, or decimal parts of numbers.

year 2000 page 1472 New York, NY 10021
Invoice 38162 4000 Hill Street
Room 1804 997-2174

9. Typing figures
a. Never divide a figure at the end of adi

b. Observe the greatest accuracy in typing figures. If a figure is mistyped,
usually there is nothing in the surrounding text to reveal the correct figure.
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accept

accommodee

acknowledgment

acquaintance
across

affect
already
among
analysis
apparent
appearance
arrangement
attendance
beginniry
benefited
business
calendar
canceled
coming
committee

confident

criticism
description
difference
disappoint
effect
eligible
endeavor
equipped
especially
exceed
except
existence
experience
explanation
extension
February
foreign
fourth
government
guarantee

height

laboratory
loose
necessary
oblige
occasion
occurred
omission
omitted
opportunity
original
paid
pamphlet
personal
personnel
possession
practical
practically
preferred
principal
principle

privilege

100 MOST FREQUENTLY MISSPELLED WORDS*

guantity
guestionnaire
really
receive
recommend
reference
referred
referring
schedule
separate
similar
sincerely
stationery
strictly

their

there

too
undoubtedly
unnecessary
using

volume



conscientious immediately probably weather

controversy incidentally procedure Wednesday
convenience its proceed whether
convenient judgment professor writing

*Olsten Temporary Services[raining and Development Journ&ebruary 1985, p. 12.
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IS IT ONE WORD OR TWOQO?

There are a number of words that are written sometimes as one word and sometimes as two

words, depending upon the meaning intended. Compare thengeanhithe underlined words in
the following sentences, and consider the definitions of them that are given in parentheses.

10.

oo

apop

The customer haalready(previously) paid for the merchandise before it was
shipped.
The passengers were gdady(all were ready) to leave the ship.

| believe that her educationastogethei(entirely) too limited.
The letters arall together (all in one group) in the file folder.

One shoulalways(at all times) keep an open mind.
We tried allways(all means) of reducing expenses.

Anyway (in any case), we do not have any copies left.
Solve the problem iany way(any manner) that you can.

Music helps you to forget yowveryday(daily or common) cares.
The way to learn a gkis to practice it everglay(each day).

Everyone(everybody) likes him.
Everyone (each one) of his colleagues likes him.

Maybe(perhaps) you should ask for her advice.
We may be(used as a verb) able to help you.

Nobody(no one) has seen the new model.
No body(no group) of men is more dedicated than that one.

He needsomeondsomebody) to help him.
Someone(an individual or a single unit) of the participants will win the contest.

| shall call yousometime(at an indefinite time) next week.

Sometime (some amount of time) should be spent outlining a report.
Sometimegnow and then) the tickets are sold at a discount.
Sometimes(some specific times) have been easy; others, difficult.
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WORDS FREQUENTLY CONFUSED IN TRANSCRIPTION

accede- to comply with
exceed- to surpass

accept- to receive
except-- to exclude

adapt-- to adjust
adept-- skillful
adopt-- to choose and take

addition-- the joining of one thing to another
edition-- a particular version of a publication

adjoin-- next to; near
adjourn-- to end temporarily, as a meeting

advice-- (noun) a recommendation, a suggestion
advise-- (verb) to give counsel or information

affect-- (verb) to influence; to change
effect-- (verb) to bring about; (noun) result, outcome

assistance- help
assistants- helpers

bare-- (verb) to reveal or uncover; (adjective) revealed, uncovered
bear-- (verb) to carry; (noun) an animal

canvas- (noun) a heavy rough cloth
canvass- (verb)to solicit votes, orders, opinions, etc.

capital-- (noun) accumulated goods or money, seat of government; (adj.) most important
capitol-- (noun) a building in which a legislature meets

cents-- less than a dollar
sense- feeling, meaning

choose- to select
chose-- past tense of the vedhoose

cite -- to quote, to bring forth as proof

sight-- vision, a scene
site-- a plot of ground, a place
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coarse- unrefined, rough
course-- a line of movement, a subject of study, a part of a meal

complement- to complete by making up another's lack
compliment-- to give praise

consul-- a government official
council-- an assembly
counsel- (verb) to give advice; (noun) advice, an attorney

core-- the center or vital part
corps-- an organized group of m®ns
corpse-- a dead body

correspondence letters
correspondents letter writers

device-- (houn) a mechanical invention, a contrivance
devise-- (verb) to plan, to contrive, to bequeath real property by will

fair -- (noun) a trade exhibit; (adjyst, moderately good, light in color, unclouded
fare-- (noun) cost to a passenger for transportation, food

formally -- ceremoniously
formerly -- previously

forth -- forward, away
fourth -- next after third

holy -- sacred
wholly -- entirely

its -- possessive form of it
it's -- contraction oft is or it has

lead-- (verb) to guide or direct; (houn) a metal
led -- past tense of the verb lead

loose-- (verb) to release; (adj.) not tight, free
lose-- (verb) to suffer the loss of

passed- moved beyod (past tense of the vepas3
past-- time gone by
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patience- calm, endurance
patients-- persons receiving medical treatment

peace- calm
piece-- (noun) a part, an artistic work or composition; (verb) to join or put together

personal- private
personnel- the staff

precede- to go before
proceed- to advance

principal-- leader, chief, a capital sum of money
principle-- a basic law or doctrine

quiet-- not noisy
quite-- entirely

respectfully-- in a manner indicating special regard
respetively -- in the order indicated

stationary-- not movable
stationery-- writing materials

than-- introduces the second part of a comparison
then-- at that time, next, that being so

their-- belonging to them
there-- in that place; a function wordsad to introduce the verb; astirere isandthereare

to -- toward
too -- also, more than enough
two -- one plus one

weather- atmospheric conditions
whether-- whichever one of two or more
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ANSWERS AND REFERRALS FOR STUDENTS' COMMONLY ASKED QUESTION S:

Question/Department Telephone Number
Admissions
Undergraduate LU 101/South Lobby 5-8300
Graduate West Quad 100 5-1297
International SC 102 5-5422
Address, Change of
Registrar LU B-43 5-1722
Advisors
Freshman remain with advisor until major is
declaredand complete 30 hrs.NQ 324 5-1161
Admitted with declared or conditional
Admission- NQ 324 5-1161
Honors Collegé CA 104 5-1024
Athletes- NQ 320 5-1184

Alumni Programs
Alumni Center- 2800 Bethel Ave. 5-1080

Annual Security Report
Office of the Associate Vice President for Student 5-5343
Services/Dean of StuderitsAD 238

Athleticsi HP 116
Main Office 5-1671

Attendance, Absences
Arrangewith Professor

Auditing Classes
Admissions- LU 101/South Lobby 5-8300
Graduate Schodl West Quad 100 5-1297

Birth Control Information
Birth Control Information CenterHealth Education 5-3681

Black Student Association
Office in Multicultural Affairs- 325 N. McKinley 5-1344

Campus News
Daily News 5-8249
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Catalogs
Undergraduate North Quad 324 (from advisor)
New Student Admissions, LU 101/South Lobby
Graduate Graduate School, West Quad 100

Checks (University)
Bursar- LU B-31
Late Fees, Rooms (BursanU B-31
Student PaycheckdOn Paydays, Payroll Office AD G29
After Paydays, Bursar's Office LU-BL

Commencement
Commencement Plannind-U B-4

Computer Assistance
U. Computing Servicet Help Desk

Correspondence and &ffampus Courses
Extended EducationCA 200

Counseling
Financial, Scholarships and
Financial Aid- LU 245
Personal Counseihg Center and Health SvesLU 320
(also Test Anxiety, Decision Making, Career Planning)

Crisis Centers
University Counseling CenterLU 320
(after 5:00 p.m.)
Community Information Center

Cultural Programs
Emens Auditorium
Museum of Art
Planetarium CP Lower Level
Observatory CP Top Level

Degree or Credential Application
Advising - Information

Department @dit by Exam
Records LU B-43
Dining Facilities
Halls
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5-1178
5-8300
5-1297

5-1643

5-1689

5-1517

5-1586
5-1587

5-5600
5-1736

5-1736
7477330
2884357

5-1539
5-5242
5-8871
5-8871

5-1175

5-1682

5-1967



Banquet & Catering
(CA 1077 Temporary Location)

Diploma Questions
Commencement Plannind.U B-4

Disqualification, Academic
Registrar Records, LU B43

Disabled Student Development
SC 307

Drop/Add
First week of semesteiStudent Center; then LU-B2

Drop from University (WITHDRAW)
Student Ombudsperse\D 238

Drug Counseling
Counseling Center and Health Servieés) 320

Elevator Keys
Disabled Student Development, SC 307

Emergency Loans
Scholarships & Financial AidLU 245

Emergency Help (University Police)
Department of Public Safety805 N. College

Employment, Student
Career CenterLU 220

Enroliment
Admissions- LU 101, South Lobby (Undergraduate)
Admissions- West Quad 100 (Graduate)
Admissions- SC 102 (International)

Enrollment Verification
Registrar- LU B-43

Entrance Exams
Admissions- LU 101, South Lobby

Escort Service (Sun.Thurs. 8:00 p.m: Midnight, not during breaks)
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5-8326

5-1689

5-1682

5-5293

5-1684

5-1545

5-1731

5-5293

5-5600

51111

5-5634

5-8287
5-1297
5-5422

5-1722

5-8300
5-5005



Excellence in Leadership (Student Life)
(305N. Collegei Temporary Location)

Fees and Fines, Payment of
Bursar- LU B-31

Final Exam Schedule
(SEE: "Schedule of Classes" Academic Advising, NQ 324)

Financial Aid
Scholarships & Financial AidLU 245

ForeignStudent Programs
International Programis SC 102

Fraternities
IFC Office- SC L5

Grades
Academic Disqualification Registrar- LU B-43
Academic ProbationAssistant RegistrarLU B-43
Reenrollment Admissions- LU 101, South Lobby
Reinstatement Registrar LU B-43
Transfer StudentAdmissions- LU 101, South Lobby

Graduate Records, Program Evaluations
Graduate Schodl West Quad 100

Graduation Redqtements
Resource Center CoordinatdlQ 320

Grammar Crisis Line
RB 291

Greek Lifel Student Life
(305 N. Collegé Temporary Location)

Honors College
BA 104

HotelT L.A. Pittenger Student Hote5C 111
Housing On and Off Campus

Housing and Residence Li{d¢.A 10N
Ball State University Apartments
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5-3476

5-1645

5-5600

5-5422

5-5631

5-1722
5-1722
5-8300
5-1722
5-8300

5-1297

5-1167

5-8387

5-3476

5-1024

5-1555

5-8000
5-5095



lllness, Treatment of
Health Centef 1500 West Neely Avenue

Information
Campus Informatioin SC100B (Main Floo

International Programs, Center for
SC 102

Intramural Sports
Intramural Ofice

(Irving Gym Fitness Roorh Temporary Location)

Legal Advice
Student Attorney SC L17

Library Sevices
Architecture- Architecture Bldg. 116
Main Library- Bracken
Malcolm X Memorial- Multicultural Affairs
325 N. McKinley
Science and HealthCN 16

Loans
Scholarships & Financial AidLU 245
Student Aid FinanceLU 240

London Centre
International Programs, SC 102

Lost Articles
Campus Information CentérSC100B (Main Floon

Lost I.D. Cards
Registrar- LU B-42

Major, Declareor Change
Advisingi FreshmenNQ 324

Sophomore Senior, Current Advising Resource Citr.

Medical Service
Health Center Neely Avenue

Multicultural Organization$ Student Life
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5-8431

5-5000

5-5422

5-7974

5-1888
5-5857
5-5143
5-1344
5-5079

5-5600
5-1239

5-5422

5-5000

5-1722

5-1161
5-5488

5-8431



(AC 4027 Temporary Location)

Multicultural Affairs
House- 325 N. McKinley

Name/Address Change
Registrar- LU B-42

Non-Traditional Students
Association Office SC L-9
REFLEX- NQ 323

Notary Public
SEE page 1X26 for list

Orientation
Orientaion Officei LU 151

Parking Permits
Office of Parking Service$ SC L1

Payroll & Employee Benefits
Change of addre$sAD G29

Physically Disabled
Disalded Student Development
(AC 4107 Temporary Location)

Police (University/Campus)

Department bPublic Safetyi 200 N. McKinley

Post Office

SCL15 Main Floor(Temporary Location)

Preenrollment
Admissions- LU 148

University Visitors Cater- LU 115, East Lobby

Public Information

University Communications AC 224

Radio Stations
WBST-92.1 FM, BC 204
WCRD - 540 AM, BC 132
Reading Improvement

5-2621

5-1344

5-1722

5-1094
5-8494

5-8290

5-1208

5-8461

5-523

51111

5-8428

5-8287
5-5686

5-1560

5-5888
5-1467



Reading Program and Servide$C 216
Reading Resource CenieilC 305

Readmission
Reenrollment Admissions- LU 101, South Lobby
Reinstatemernt LU B-43
Recreation
Recreation Services Main Office
(WA 1407 Temporary Location)
Intramurals
(Irving Gym 156
Student CenterGames and Frames

Recruiting
Career CenterLU 220

Registration
Registrar- LU B-42

Research Computing
UniversityComputing ServicesRB 237

Residence Matters
Hall Director or Housing & Residence Lifd.A 10N
Residence Hall Association

Room Reservations
Student CenteXSC L20i Temporary Location)
Other buildings Facilities assignment clerk

Scholarships
Scholarships and Financial Aid.U 245

Social Security Aid
Scholarships and Financial Aid.U 245

Sororities
Panhellenic Office SC L-5

Speech and Hearing Assistance
Speech, Language, and Hear@®igic - AC 104

Sports Information
Athletic Communication Office HP 120
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5-8540
5-9012

5-8300
5-1722

5-1753

5-8023

5-1943

5-1522

5-1722

5-8111

5-8000
5-5125

5-1850
5-2803

5-5600

5-5600

5-5631

5-8160

5-8242



Student Government
Student Association
( AC 4081 Temporary Location)

Student OrganizatiorisStudent Life
(AC 4021 Temporary Location)

Student Rights and Community Standard®C L17

Summer School
Admissions- SEE Admissions
Advising - North Quad 324

Supplies and Sundries
Bookstore (Barnes & Noblé)AJ Building

Teaching Credentials
Educational LicensesTC 903

Transcripts, Grades
Outgoing- Transcript Clerk LU B-43
Incoming- Undergraduate Admissiond.U 101, South Lobby
Incoming- Graduate AdmissiorisWest Quad 100
In/Out - Scholarshps & Financial Aid- LU 245

Transfer of Credit
Undergraduate Admissions- LU 101, South Lobby
Graduate Graduate Schodl West Quad 100

Transfer Students
Admissions- SEE Admissions

University Visitors' Center LucinaHall

Ushering
Emens Auditorium

Veterans Affairs
Veterans AdministrationLU 136

Voluntary Service$ Student Life
(305 N. Collegé Temporary Location)

Wellness Institute PL 225
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5-8631

5-2621

5-5036

5-5488

5-8080

5-1168

5-1970
5-8300
5-1285
5-5600

5-8300

5-1285

5-5683

5-1543

5-5736

5-3476

5-8259



Withdrawal from individual classes
Inquire at respective department

Registrar- LU B-43 5-1684
Withdrawal from Semester/Session

Dean of Students OfficeAD 238 5-1545
Work/Study Program

Career CenterLU 220 5-5634

Scholarships & Fancial Aid- LU 245 5-5600
Writing Clinic

English DepartmentRB 291 5-8370
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Name

Lambert, Erin
Goodpaster, Lisa
McLaren, Naomi
Bonneau, Judith
Lindley, Nancy
Motley, Judy
Miller, Susan
Heathcote, Wendy
Cox, Cynthia
Kelsey, Anita
Hofmann, Patty A.

Faughnder, Linda J.

Smith, Brenda S.
Upchurch, Pamela
Dewitt, Dixie
Gerhart, Hank

BALL STATE UNIVERSITY NOTARY PUBLICS

Exp. Date

11/2015
04/2016
03/2016
10/2016
10/2015
03/2017
04/2017
05/2017
07/2017
12/2014
02/2015
02/2015
09/2015
07/2017
07/2015
07/2015

Department

Alumni Programs

Bureauof Business Research/MCOB
Burris Laboratory School

Department of Computer Science

E. B. Ball Center

Office of VP Information Technology
Office Dean College Science & Humanities
Office of Payroll & Employee Benefits
Office of Student Rights

Office of the President

Office of the President

Office of VP Business Affairs

Office of VP Student Affairs
Registration/Academic Progress
University Libraries

University Libraries

BALL STATE UNIVERSITY BUILDING CODES
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Building Address

AL 291
WB 149
BU 133A
RB 455
EB

AD 209
NQ 112
AD G29
SC 224
AD 101
AD 101
AD 103
AD238
LU B43
BL 215
BL 215



AB
AC
AD
AJ

AL
AN
AR
AS
AT
AU
AX
AY

BB
BC
BG
BH
BL
BT
BU

CA
CC
CL
CN
CP
CS
Cu
CX

DH
EB
EL
EW

FS
FT

GH

HC
HP

Architecture

Arts and Communicati@Building
Administration Building

Art and Journasm Building

Alumni Center, 2800 Bethel

Anthony Apartments

Fine Arts Building

Academic Systems, 400 N. McKinley
Applied Technology

Emens Auditorium

Architecture Annex, 1405 Cardinal Drive
Indiana Academy for Science, Mathematicg) Blumanities

Burkhardt Building

Ball Communication Building
Ball Gym

Boiler House

Bracken Library

Shafer Bell Tower

Burris School

Carmichael Hall

Central Chiller

Cooper Life Science Building

Cooper Nursing Building

Coaqper Physical Science Building

Child Study Centerl416 Cardinal Drive
Credit Union

Child Study Center, 1409 Cardinal Drive

DeHority Halls: Beeman, DeMotte, Tichenor, Trane
E. B. and Bertha C. Ball Center

Elliott Hall

Elliott/WagonerDining

Field Sports Building
Fisher Football Training Complex

Greenhouse

Health Center
Health and Physical Activity Building

IX-27



IC
IG

JA
JB

KC
LA

LB
LP
LU

MA
MB
MD
Ml

MP
MS
MT
MU

NG
NO
NP
NQ
NS

PA
PD
PE
PH
PL
PK
PT

RB
RH

SC

Inventory Control, Heath Barn
Irving Gym

Johnson Halls A: Botsford, Swinford
Johnson Halls B: & midt, Wilson

Kitselman Conference Center

LaFollette Halls: Brayton, Clevenger, Edwards, Hurst, Knotts, Mysch, Shales, Shively,

Woody

David Letterman Communication and Media Building
Lewellen Pool

Lucina Hall

Multicultural Center, 35 N. McKinley

Maria Bingham Hall, Medical Education Center
Urban Design Studio, 628 S. Walnut

Music Instruction Building

McKinley Avenue Parking Garage

Muncie Symphony Office

Medical Education, 221 N. Celia

Music Building

North Grounds Building, 1705 Bethel

Noyer Halls: Baker, Howick, Klipple, Williams
North Parking GaragéEmens)

North Quad Building

North Service Building, 340 N. Tilotson

Psychological Annex, 1408 W. Rex Street

Public Safety Department, 200 McKinley

Center for Peace and Conflict Studies, 310 N. McKinley
Pruis Hall

Human Performance Lab

Park Hall

Printing Services, 1902 West Petty Road

Robert Bell Building
Research/Contracts and Grants office, 2100 W. Riverside

Studen Center L.A. Pittenger
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SE
SG
SO
SP
SR
SS
ST
SV
SW

TC
TH
TP

VP
V1
V4

WA
WB
wceC
WO
wQ
WR

Studebaker Halls East: Hurlbut, Menk

South Grounds Building

Showalter Building, 3401 N. Tillotson

SouthParking Garagé€Student Center)

Scheidler Apartments

South Servic8&uilding/Christy Woods

Scheumann tadium and Picnic Areas

Service and Store2401 N. Tillotson

Studebaker Halls West: Davidson, Painter, Palmer, Whitcraft

Teachers College Building
University Theater
Telephone and Postal Servic821 N. College

Visiting ®&usepd80&Waswick 6s H
Visiting Professordos House,
Visiting Professordos House,

Wagoner Halls: Buthart, Jeep

Whitinger Business Building

West Campus Picnic Shelter

Woodworth Halls: Brady, Crosley, Rogevgpod
West Quad Building

Worthen Arena

IX-29
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GUEST PARKING

Visitor parking permits may be obtained from the Office of Parking Servicd208). The
visitor's name, vehicle license number (if available), and length of visit should be supplied at the
time of the request for the permit.

In the event a guest should receive a ticket while on campus, the ticket should be given to the
departmental secretary or supervisor. A note should be sent to the Office of Parking Services
along with the ticket providig the name of the person who received the ticket and the fact that

he/she was a visitor to the campus.

Persons who are provided visitdopermits should be reminded that displaying the card does not
eliminate their responsibility for paying to park intered zones or paid parking facilities.
However, persons with visitaypermits may park in any green or yellow Faculty/Staff lot at no
charge.
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CAMPUS MAP

45 minute meters
Meximum time allotted

and enforsement hours

are stated an each meter had.

Hangtag to be hung from
rearview mirror.

Any lot not on this map will

be govemed by lot signs.

Lot designations are subject

1o change without notice.
Check lot entrances for signs.

Visitor Parking

Visitor / Paid
Parking garage and msters

Speed limit for all
Ball State lots and drives
is 20 miles per hour.
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MAP KEY
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