CATALOG STYLE GUIDE

GENERAL FORMATTING

Bolding

· In general, follow subhead bold/ital rules from previous online version.

· Bold and ital names of financial aid scholarships, awards, etc.  Two spaces should follow period.
· Bold violations levels (Policy on Academic Integrity Summary)

· Bold positions of program directors/coordinators/chairs, and section titles of faulty/administration (professors, associate professors. etc.) on program main page. Keep their names, degrees, and specializations Roman.
· Other Grade Symbols and Credit prefixes:  Bold and italicize symbol and its meaning, which is in parentheses, followed by a period and a space before longer explanation:



INC (Incomplete). May be assigned at the discretion of an instructor who...

E. The symbol E preceding course credits indicates no credit earned…
Italics

· In general, follow subhead bold/ital rules from previous online version.

· Italicize journals, books, etc., when listed under the faculty names and bios

 (i.e., School of Law-Camden and Newark).  

· Italicize Fall/Spring Semester under programs when listing how to satisfy requirements (see Misc. below.)
· Do not italicize grades, emails, URLs, or degrees in Latin, such as juris doctor.
Footnotes

· Footnotes - Use “footer” setting in “Styles” in the editor. NO spacing between footnote symbol and text that follows it.
Tables

· Inserted when appropriate.

· When creating table, use font size 2 and bold heads.

Misc.

· No em or en dashes in online catalogs: use double hyphen where you would use em dash; single hyphens for en dashes.

· Can use En dashes on catalog’s front page (WORD file)

· Sections with Years and Semester should look like this:

Junior Year

First Semester

XX:XXX:XXX  Introduction to Economics (3)

Spring Semester

XX:XXX:XXX   Intermediate Economics (3)

PROGRAMS, FACULTY, AND COURSES

Subjects appear in alphabetical order.  In most cases, the subject codes following each subject will fall in numerical order. It is critical to maintain the alphabetical order and numerical sequence as codes are revised or considered (with the approval of the university registrar). Code changes are communicated from the registrar. KI and FJ receive copies.

Courses appear in numerical order by subject codes.  Course listings are not to be grouped by secondary subjects or according to a recommended course sequence.  If such information is significant, the course numbers and titles only should be listed in the introductory text material according to these alternative sequences.  The actual course listing (with prerequisites, descriptions, etc.) may then remain in numerical order.

Following is an outline of the organization of the academic programs sections with guidelines on content.

     A.
Faculty

1.  List faculty under subject headings (with academic programs and courses) when the school’s departments are organized according to the same subject headings as are the academic programs. Otherwise, list faculty in a separate chapter. Faculty may not be listed twice.

2. In lists of faculty: Name, B.S., California (Berkeley); M.S., Ohio State; Ph.D., Rutgers.  Drop “university” (even from foreign school names) unless it is embedded in name (like Technical University of Hamburg-Harburg (Germany)). Add locations in parenthesis when necessary, especially foreign countries when not obvious from school name (cities for US-based schools; countries for foreign). Use College when part of school name (e.g., Bryn Mawr College).  Spell out MIT; no UCLA, but California (Los Angeles).  If the formal name of the institution includes an ampersand, please retain it (e.g., Franklin & Marshall). NOTE: Certain types of programs (e.g., certificate programs, studies programs, interdisciplinary programs) often have a straight listing of participating faculty and will include that member’s affiliated department. When faculty hold more than one position, separate these with semicolons; also separate research interests with semicolons.  Do not include the Professor I or Professor II designations.

Example: 

Neal R. Boyd, Professor of Health Education and Behavioral Science; Associate Dean for Education and Assessment; Associate Dean, Newark Campus, UMDNJ-SPH; Ed.D., Tennessee; M.S.P.H., Alabama

Tobacco control; cancer prevention and control; computer-generated tailored print communications.

NOTE: Where faculty bios consist of a paragraph of running text, use the same guidelines above to identify geographic campus of university attended.  Rutgers would be an exception due to our preference for the en dash between Rutgers and the three campus names.

    B.  Academic Program Information

1.  Standard headings for this material may include (but is not necessarily limited to):


Major Requirements (or Major Program)


Minor Requirements (or Minor Program)


Departmental Honors Program


Certificate Program(s)


Entry Requirements for the Major

Courses

2.  Be as brief as possible in presenting the academic program. The catalog is an informational document; lengthy or eloquent descriptions of the job opportunities and/or unique benefits of a particular major are not appropriate.

     C.
Course Listing
Courses appear in numerical order under each subject code. The following are guidelines for preparing the course listing unit, made up of number, title, credits, pre and corequisites,  description, and other possible items.

· In course listings under major, minor, and/or certificate programs, put two spaces between numbers and the name of the course.  

· No period after a course number in the listings.

· Make sure listings are in numerical sequence first by school, then by program, then by course #.

· Course Numbers:  

· when two consecutive courses listed: no spaces, e.g.: 03:193:309,310.

· when two nonconsecutive courses listed, leave a space: 03:193:309, 345.

· when two courses must be taken sequentially, use a hyphen: 03:193:320-321.

1.  Elements appearing on the first line in the course editor:


a.
Course number: three elements divided by colons. 

First two digits: administrative code (for faculty or school)

                    
Next three digits: subject code

                    
Last three digits: course number

See paragraph above for discussion of comma, space, and hyphen between course numbers.


b.
Course title: succinct, but without abbreviations or ampersands

c.
Credits: follow course title in parentheses. If the course listing covers two semesters, indicated credit for each. Examples: (3) or (3,3); (BA) or (BA,BA).

Only one space appears between course title and number of credits.

If there is an asterisk associated with a course, it should appear after the number of credits with no space.

Course Listing Example:

11:117:495 Environmental Systems Analysis for Engineers (3)
Principles of procedural and heuristic systems analysis. Overview of mathematical modeling. Techniques of simulation and optimization. Topics of applied intelligence. Solutions for environmental engineering problems by systems analysis methods.

Prerequisite: Open only to juniors majoring in bioenvironmental engineering or by permission of instructor.
2.  Special information
a.
Cross-reference to old course number(s): If a program is being substantially revised causing many course numbers to change, it may be useful to indicate the previous number. However, if old numbers are included, they must be included consistently in all cases, at least within a given subject code. If included, the old course number should be listed before the pre- and corequisites in the prerequisite field without parentheses in the editor as follows:  Formerly ##:###:###.

b.
Unusual or special hours or modes of class: Note that if no information is listed to the contrary, the student can assume that the class meets for a number of lecture hours equal to the number of credits listed.  If this is not the case, state the hours and modes of class.

c. Prerequisites (and/or corequisites): If there are several prerequisites for a course, please be entirely clear as to which ones are required and which are either/or situations. For example, "01:350:220 and 225 or 240" leaves the reader in doubt as to whether 240 can replace both 220 and 225 or only 225.  Possible ways to clarify are:  "01:250:220; 225 or 240" or " 01:350:220 and 225, or 240." If a course may be taken previously or concurrently, use the expression "Pre- or corequisite." If an editor from the school writes: “Prerequisites: None.” just leave that field blank.
d. Credit notes: The statement (“Credit not given for this course and ##:###:###.) and/or notes on limits to enrollment (“Open only to senior music majors.”), etc., appear in prerequisite field in editor and follow  pre- and corequisites. 

Example:

10:832:253 Health and Social Justice (Case) (1)
A 40-hour community service component for health promotion activities. 

Corequisite: 10:832:252. Course not open to seniors.
e. Principals (instructors): This field in the editor is for the name of the course instructor(s), when given.   It is more typical in graduate school catalogs.

· Place in Prerequisite field in online editor (applies mostly to grad school catalogs):

· List principal {period}   prerequisites:  {period}     corequisites:  {period}

· With no pre/coreqs: If more than one principal, list alphabetically, no punctuation follows.  If only one principal and no pre-  or corequisites, no punctuation after principal.
f.
Other Notes:  If course is going to cease being offered or about to be offered during life of catalog add Offered through fall 2007  or  Offered beginning spring 2008 in the prerequisite field, before listing pre- or corequisites.
 Note:  You should combine pre/corequisites that have the same first five digits (like 18:820:501, 502).  However, the spacing between the 501 and 502 should be determined by how the course is listed on the courses page.  If they comprise one entry (with comma or hyphen):   18:820:501,502   Statistics I,II (3,3)    then anytime that course is a pre/corequisite or in running text it should be that way, too.  If they are separate course entries on the courses page, there should be a comma and space between them (18:820:501, 502) when used in pre/corequisite field or running text.
3. Course description

The old rules said that course descriptions are to be written in nonsentence form and are not to exceed 25 words in length, not counting words of three or fewer letters. Now we take course description from clients, but we should make sure they are clear, concise, and grammatically correct, even if they do not include complete sentences.  Better to avoid “This course is about…”  or “Special attention will be devoted to...” and replace with “Emphasis on...” or “Focuses on…”
MISCELLANEOUS RULES OF STYLE

The following general points of style may be useful in preparing and proofreading catalog copy.  The rule is to follow the Rutgers Editorial Style Guide and The Chicago Manual of Style.

· Always use a comma before the "and" in a series of three or more items: a, b, c, and d.

· Capitalize sparingly.

· Lowercase names of subjects and programs in text. Capitalize a subject when used as the name of a specific course: Sociology 01:920:201 or with the subject code, Sociology 920.

· Lowercase names of departments except when the formal name is used: the history department, but the Department of History. Similarly, lowercase the names of offices except when the formal title is used: the dean's office, the admissions office, or admissions; Office of the Dean, Office of University Undergraduate Admissions.

· Lowercase university, college, and school unless they are used as part of a formal title: “The School of Engineering is part of Rutgers, The State University of New Jersey. The school is one of the most highly rated in the university.”

· Lowercase terms designating academic years: first-year, sophomore, junior, senior, or graduate student.  

· Lowercase academic degrees, except when using the abbreviation: bachelor's degree, bachelor of arts degree, but B.A. degree.

· Lowercase titles of persons except when used in front of the person's name: the dean, dean of students, provost; Dean Barbara Shailor, Provost Diner.  In faculty listings where titles are given, they are usually capitalized.

Example: The School of Arts and Sciences offers undergraduate and graduate programs in a wide variety of arts and sciences disciplines and in numerous interdisciplinary fields. It is the largest academic unit in the university, comprising more than one thousand faculty members.

Ziva Galili, Acting Executive Dean

Peter Klein, Acting Executive Vice Dean

· Lowercase internet.

· Prerequisite and corequisite are not hyphenated.

· No quotation marks around course titles in running text.

· The plural of curriculum is curricula.

· Use semester, not term. (Use term only with “term bills”; use “semester paper or thesis.”)

· Use chair, not chairperson or chairman.          

· Use his or her, he or she.  Don't use his/her, s/he, or (s)he.

· Credits or units of credit are always expressed in Arabic numerals even in narrative copy.  (Spell out only if it is the first word in a sentence.) Use credits not credit hours.

· Write all copy using the third person.

· Contrary to Rutgers Style Guide, we do not italicize grades in catalogs.  Preferred language: “Grades of C or better” (not C or higher).
· There should only be one space between the period at the end of a sentence and the first letter of the next sentence.

· A great resource to check against is last year’s catalog. Individual schools submitting catalog edits won’t be thinking about all the little details that can make a catalog consistent or inconsistent. Just look at a previous issue of the catalog for style. 

· Adviser is always spelled with an “er” not an “or.”

· Ordinal numbers: spell out first through ninth; numerals thereafter, no superscript.

· AP (Advanced Placement) is uppercase, but not subject of test: AP biology test.

· Website, webpage, homepage are one word.

· Uppercase Summer and Winter Session.


· BC/BCE/AD/CE: use caps no periods (Chicago 9.38).

· Try to avoid abbreviations as much as possible, especially names of schools (e.g., SEBS, SAS).  Each page of online catalog appears on its own, so if you have to use an acronym, you must spell out the entity at first mention and add acronym in parentheses before using acronym alone in text.

· We need to be on the alert for embedded references in catalog copy to catalog sections that are no longer included (e.g., tuition and fees, admissions, student activities, etc.).

· Need to make as many “see” or “see also” references as possible live links to other sections of catalog (embed these) or university webpages (choose to embed or not).

· Set university webpages cited in catalog sections as embedded links that open in new windows. When directing students to a website for more information, it may be better to provide the complete URL, so they can cut and paste it into their browser for later use.  This URL should still be hyperlinked and open in a new window. You must use the http:// in the Link Editor in CN (when you choose to link something in the catalog to the web by using the globe icon in the editor). 

KPI  3/27/13
