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o PDFs: We suggest you use PDFs sparingly. Much of the information in a PDF can 
be used in other fields — the description, time, date, location, media. Also, PDF 
quality often is diminished in a calendar listing.  

• Locations  
o When possible, use locations already listed in the campus calendar dropdown 

menu. If your location is not there, you can add it, but make sure it follows Clark 
editorial style; avoid using acronyms for buildings — spell out the name of 
buildings (external audiences don’t know Clark like we do).  

o For example:  
 

https://www.clarku.edu/offices/marketing-and-communications/guidelines-and-style-guides/editorial-style-guide/
https://clarkuedu.sharepoint.com/:w:/r/sites/ClarkMarComm/Shared%20Documents/Campus%20Calendar/11162021-Calendar%20style%20guide.docx?d=wfd86c0debc5845f1acd58a32f8b93cc7&csf=1&web=1&e=XXyQa3
mailto:calendar@clarku.edu

