Style Sheet for YaleNews
Capitalization

Professional Titles: Should be lower case (John Smith, professor of anthropology; Bruce Babbit, secretary of the U.S. Department of the Interior) with the following exceptions:

· The title should be capitalized if it precedes the name. (Vice President Linda Lorimer; Interior Secretary Bruce Babbit). 
Note: If the title is long, avoid putting it in front of the name. For example, instead of “Vice President for New Haven and State Affairs and Campus Development Bruce Alexander,” use “Bruce Alexander, vice president for New Haven and state affairs and campus development.”
· All endowed — i.e., named — professorships should be capitalized (John Smith, the William McDonald Professor of Anthropology and director of the Center for the Study of Humanity). 
Note: Use “the” between the person’s name and the title of their endowed chair.
Schools and Departments, etc.: Should be capitalized when the formal title is used; lower-cased when used informally (Yale School of Medicine/the medical school; Department of Anthropology/anthropology department; Departments of Psychology, Anthropology, and Geology/the psychology, anthropology, and geology departments).

Note: Divinity School and Law School are the formal names of these institutions.
Academic Degrees: Should be capitalized when the formal title is used; lower-cased when used informally (Bachelor of Arts degree/bachelor’s degree; Master of Arts degree/master’s degree).
University: Should always be capitalized when used in reference to Yale (Members of the University community).
Punctuation

Numbers: Spell out one through nine; for 10 and above, use numerals.

Newspaper and Magazine Titles, and E-publications: Should be in plain text, with no underlines, italics or quotation marks (The New York Times, Time magazine, The New England Journal of Medicine).
Books and Articles, Television and Radio Shows, and Works of Art: Should be in plain text with quotation marks (“The Sun Also Rises,” “60 Minutes,” “The Glass Menagerie,” “The Last Supper”).
Lists: Always use a comma before “and” in lists of three or more things (red, white, and blue; students studying medicine, nursing, and epidemiology and public health). If the list includes descriptors set off by commas, use semi-colons between the items (Moe, the butcher; Larry, the baker; and Curly the candlestick maker).
Quotation Marks: 

· Use single quotes in headlines.

· If a paragraph of quoted material is followed by a paragraph that continues the quotation, do not put close-quotes marks at the end of the first paragraph.

“For 100 years, America has invented the future, and we are even now inventing the first universal nation, made of different races, castes, creeds, and religions, with a bewildering array of strange names and backgrounds, like mine.

“If you want to ask yourself what is America’s core competitive strength,” he continued …

Em-Dash: There should be a space between the em-dash and the text that precedes and follows: (We called this — not very creatively — the OPAC dash.)

Note: To access the em-dash, hold the Shift and Option keys while hitting the hyphen key.

Double spaces between sentences: Can cause formatting issues on the Web, and should be eliminated
Abbreviations

Academic Degrees: Should have periods when abbreviated (Ph.D., M.A.). 
Note: Avoid mixing abbreviations with spelled-out degree titles: (He holds a B.A., M.A., and Ph.D./He holds bachelor’s, master’s, and doctoral degrees.)
Acronyms: Should not have periods and should follow the first reference in parentheses (i.e., University of New Haven/UNH; School of Management/SOM). 
Note: Do not include an acronym if you do not use it later in the story.
Streets and U.S. States: 

· State names should be abbreviated only when used in an address (She lives in New Haven, Connecticut/She lives at 211 Wooster St., New Haven, CT)

· The words “street,” “avenue,” “road,” etc., should be abbreviated only when preceded by a street number. (The event is taking place at 111 Wooster St./The event is taking place on Wooster Street)

United States should only be abbreviated when used as an adjective, not when referring to the country itself. (The Japanese, English, and U.S. military/Japan, England, and the United States)

Room numbers should always be abbreviated (Rm. 120).
Months of the year: When writing dates, abbreviate all of the months except March, April, May, June, and July.

Reverend: Do not abbreviate and always use “the” before the title (the Reverend Frederick Streets).
Other Style Issues

Honorifics: Use the full and proper name the first time; the surname only on the second reference. (John Smith wins award … Smith accepted the prize this week.)

Use of Dr.: Only use “Dr.” for medical doctors, not for Ph.D.’s, and only use “Dr.” in the first reference (Dr. Mary Smith … Smith said)

Titles: For individuals with multiple titles, use the most significant and relevant first, then work in others as necessary.
Phone Numbers: Give the area code for all phone numbers thusly: 203-432-1323.
Dates: List the day of the week for one-time events or those covering a span of 3-4 days. (The event will be held Monday, Jan. 3./the event will be held Monday-Wednesday, Jan. 3-5). If it covers a longer span of time, just use the dates. (The event will be held Jan. 3-11.)
Alumni: When writing about alumni, list both the year and the degree(s) they received (Bill Williams ’43 B.A./John Walters ’61 M.A., ’63 Ph.D.). 
Note: The designation M.A.H. in the Alumni Directory refers to an honorary degree that is given to all Yale faculty members and that should not be included in any list of an individual’s degrees.
