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Product Glossary

Bookmark and use for reference when writing product names. 
Be sure to include the correct capitalization, punctuation, and ® or ™ marks.

Sponsor vs. Enroll

Sponsor: Capitalize when referring to the person.
sponsor: Uncap when using as a verb.
Market Partners sponsor other Market Partners.
Market Partners enroll VIP and Retail Customers.

Enrollment is only used in reference to the actual process of signing up, i.e. “enrolling” 
new Market Partners with their account, ID, etc.

•
•
•
•

•

Paid-As Capitalize and hyphenate when used directly before a title or rank:
All Paid-As MMBs in December are eligible.
Valerie was a Paid-As SED during those three months.

paid as lowercase with no hyphen when used separately from the title
Valerie was paid as an SED during those three months.

toward (not towards)

Market Partners, VIP Customers, and Retail Customers do not “join” 
or “join MONAT.”  They start, begin, or enroll with MONAT.

DO
Tina is Alice’s Sponsor.

Tina sponsored Alice, her fifth
Market Partner this month.

Tina helped Alice enroll online this morning.

Alice started with MONAT in January.

DON’T
Tina is Alice’s sponsor.

Tina Sponsored Alice, her fifth
Market Partner this month.

Tina helped Alice join this morning.

Alice joined MONAT in January.

15 April | 2024
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Say who rather than that when referring to human beings.

Headlines and Subheads 
In general:

Note in headlines and similar “cap each word” situations:

DO NOT CAP conjunctions or prepositions with 3 or fewer letters:
at, for, to, in, of, by, etc.

DO CAP conjunctions and prepositions with 4 or more letters:
Than, From, Over, Through, etc. 

DO cap verbs, even if 3 or fewer letters:
Is, Are, Am, Has, etc. 

Use periods and exclamation points (and other punctuation) sparingly 
in headlines and subheads to keep them clean, and only when they help 
create the intended tone.

•

•

•

•

Headlines and Subject Lines Are Capitalized Like This.
Subheads and preheaders are capitalized like this.

DO
Market Partners who qualified in December

Trip earners who cannot attend

DON’T
Market Partners that qualified in December

Trip earners that cannot attend

Never use multiple exclamation points. Ever!!!!!!!!!
Use only one at a time. Use them sparingly. (When we exclaim everything, we emphasize 
nothing!)

Bold, italicize, or ALL-CAP words sparingly for emphasis, or combine them.
DON’T OVERDO IT!

15 April | 2024
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Capitalization
Capitalize proper nouns only in most copy (names, cities, countries, etc.).

Do not initial-cap non-proper nouns or other words for emphasis. 

Do not initial cap ingredients unless being used in a headline or 
subhead. Proper nouns, such as a country of origin or a brand name, 
should be capitalized as they normally would.

Punctuation
The Oxford Comma
In MONAT we almost always use the “Oxford comma” (the comma before the “and” 
preceding the final listed item). Exceptions are in a short headline, for aesthetic 
“cleanliness.”
      Barbara writes the product guides, reviews the artwork, and gives final approval.

DO
Amy ate a bagel for breakfast.

New York

Spain

Infused with sage and bergamot

DON’T
Amy ate a Bagel for Breakfast.

A big City

A beautiful Country

Infused with Sage and Bergamot

Commas
Put a comma where you’d pause, usually before “but” or “although” when the sentence 
changes direction.
      He did his best, but his best was not good enough.
      Daisy didn’t eat her food, although she did drink her water.

Always use a comma when the subject changes afterward.
 
      The program doesn’t launch until next year, but Meli wants the copy done today. 
      Punctuation is important, but some people disagree.

•

•
•

•
•

15 April | 2024
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Building on/complementing a prior thought (often used to “pause for emphasis”):
 
 The launch was a defining moment for the company—and the industry. 
 Passport was an incredible experience—one we will forever remember. 

At MONAT, we do not surround a dash with spaces. This is purely a stylistic 
preference, and surrounding spaces are not incorrect (as long as they are the same 
on both sides—NEVER a space on one side but not on the other!), but we want to be 
consistent.

Keystrokes for typing hyphens and dashes
Type a hyphen using the hyphen key to the right of the zero key.

•
•

Pro tip: Uncommon characters can be found via Insert > Advanced Symbol, but you can 
also simply save a Word doc as “scratch paper” and save any odd characters you use 

regularly (such as that pesky degrees circle symbol thingy), then open it up and just 
copy/paste so you don’t have to go find them. OR use the internet to look up, copy, and 

paste symbols if you don’t know the keystrokes.

Type an en dash on a Mac keyboard:

 Option + hyphen key
 OR
 Type the prior word.
 Type a space. 
 Hit the hyphen key.
 Type another space. 
 Type the next word. 
 The hyphen becomes an en dash.
 Now go back and close both spaces.

Type an en dash on a PC keyboard:
Alt+0150 

Type an em dash on a Mac keyboard:

 Option + Shift + hyphen key
 OR
 Type the prior word.
 Type a space. 
 Hit the hyphen key twice.
 Type another space. 
 The two hyphens become an em dash. 
 Now go back and close both spaces.

Type an en dash on a PC keyboard:
Alt+151

15 April | 2024
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DO

Our Canadian Market Partners are incredible.

Our Canadian MPs are incredible.

We love our VIPs.

DON’T

Our Canadian Market Partners’ are incredible.
Our Canadian Market Partner’s are incredible.

Canadian MPs’ are incredible.
Our Canadian MP’s are incredible.

We love our VIP’s.
We love our VIPs’.

Apostrophes and Plural vs. Possessive
An apostrophe is only used to indicate possession, never plurality. 
Don’t use an apostrophe when making a noun plural, even if the noun is written in 
letters as an abbreviation.

Time
Time periods
a.m. or p.m. (not AM, PM, am, or pm)

Time Zones 
ET, MT, PT are always correct. (They do not specify Standard or Daylight 
Savings Time and refer to the current time in a particular time zone.)

Only use EST, etc. during Standard Time (January 1–March 9, 
2024 and November 4 – December 31, 2024)

Only use EDT, etc. during Daylight Savings Time (March 10 – 
November 3, 2024) and in zones that convert to DST. 
TIP: When unsure, Google it.

15 April | 2024



Date and Time Ranges

Don’t repeat the time period, month, or year if they are the same at the 
beginning and the end of a range.

Don’t put “th” on dates. Just the number.
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DON’T

9 a.m.–11 a.m.

January 1–January 15, 2024
January 1, 2024 – January 15, 2024

January 1, 2024–April 30, 2024

DO
9–11 a.m.
9 a.m.–1 p.m.

January 1–15, 2024

January 1–April 30, 2024

January 1, 2024–January 31, 2025

DON’T
The promotion ends November 15th.

DO
The promotion ends November 15.

15 April | 2024




