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	Field or Example
	Recommended Style
	Examples (✅ Preferred)
	Avoid (❌ Not Recommended)
	Notes

	Case Types
	MVA, EHC, WSIB, Private
	ALL CAPS for acronyms, Sentence case for others
	MVA, WSIB, Private
	CASH PATIENT, MOTOR VEHICLE ACCIDENT CASE
	Keep to 1–2 words; avoid duplicates like Private and Cash.

	Contact Groups
	Referral sources and organizations
	Title Case
	Referrals, Family Doctors, Auto Insurers
	REFERRALS, AUTO INSURANCE COMPANIES
	Keep concise; avoid redundant naming.

	Session Names
	Calendar appointment labels
	Lowercase, short, descriptive
	mass 30, physio initial, acup
	MASSAGE THERAPY 60 MIN, PHYSIOTHERAPY INITIAL
	Space is limited - use short words or abbreviations.

	Billing Items
	Services and products
	Lowercase name + sentence case description
	Name: mass 90 Description: 90-minute massage therapy
	Name: MASSAGE 90 MINUTES SESSION
	Use sentence case for client-facing text; avoid bulky all-caps.

	Client & Contact Names
	Client records, invoices, communications
	Title Case
	John Smith
	JOHN SMITH, john smith
	Maintain consistency across all records.

	Email Addresses
	Client or contact details
	Lowercase
	john.smith@example.com
	JOHN.SMITH@EXAMPLE.COM
	Always lowercase for consistency and search accuracy.

	Addresses
	Street, city, and country
	Title Case
	123 Main Street, Toronto, ON M2M 2M2, Canada
	123 MAIN STREET, TORONTO
	Title case improves readability in printed or emailed documents.

	Calendars
	Provider calendars
	First name + Discipline abbreviation
	Kevin PT, Sandy DC, Linda RMT
	KEVIN PHYSIO, LINDA MASSAGE THERAPIST
	Helps staff quickly identify providers.



