TARGUM STYLEBOOK

Abbott districts – Special needs educational districts created by the state Supreme Court’s Abbott v. Burke decision. There are 30 districts in the state that receive extra funding so that they are at the same level as other schools.

abbreviations and acronyms – A few universally recognizable abbreviations and acronyms are acceptable on first reference: FBI, CIA and CNN for example. See the AP stylebook for individual groups. Spell out the names of all organizations at Rutgers on first reference, including  all organizations listed in this stylebook.


Abbreviations may be used on first reference to avoid wordy leads, but spell out the name of the group on second reference. Otherwise, use the abbreviation or acronym on references after the first.


If an obscure organization or an organization having an abbreviation readers would not quickly recognize is mentioned several times in a story, avoid using an abbreviation on references after the first. Instead, use generic terms such as group, club, organization or committee to identify it. 

academic degrees – See AP Stylebook.

academic departments – Not capitalized, except for words that are proper nouns or adjectives. Ex: the history department, but the English department.

academic titles – Capitalize and spell out formal titles such as professor, chancellor, chairperson, etc., when they precede a name. Lowercase after a name or when used alone. Lowercase modifiers. Ex: political science Professor Ross Baker or department Chairman Lennox Hinds. Avoid placing long titles before a name.

academic year – Use academic year instead of school year.

accused – See AP Stylebook.

adidas Classic – Do not capitalize adidas. The event is an annual tournament for men’s college-level  soccer. 

administration – Do not capitalize when referring to the University president and other officials. Use with a singular verb.

African-American – The preferred term is black. Use African-American only in special contexts, such as a technical description of African-American, not black, dialects.

alleged – See AP Stylebook.

American Association of University Professors – Use the Rutgers Council of the American Association of University Professors on first reference when not referring to the national organization. Use the Rutgers Council of the AAUP on second reference.

ARC – Allison Road Classroom Building. Located on Busch campus. ARC is acceptable on all references.

Archibald Stevens Alexander Library – Located on the College Avenue campus. Alexander Library is acceptable on all references.

arrest – See “Crime Stories” on page 45 and AP Stylebook.

Asian American Cultural Center – AACC on second reference. Located on Livingston campus, the center was founded by Dr. To-Thi Bosacchi, a woman.

Asian Student Council – ASC on second reference. An umbrella group of Asian student organizations.

assembly – Capitalize when part of the proper name for the lower house of a legislature: the New Jersey Assembly. Retain capitalization if the state name is dropped but the reference is specific. Ex: The state Assembly will convene in Trenton tomorrow.

Association of American Universities – AAU on second reference. As of 2001, there were 63 public and private universities in the AAU — of which Rutgers is also a member. 

Association of Indians at Rutgers – AIR is acceptable on second reference.

Atlantic Coast Conference – ACC on second reference. The athletic conference is also Division I.

attribution – Attribute information from a person in a story with the word said. Attribute information taken from prepared statements (including press releases, fliers, etc.) with the words according to a prepared statement. 

backcourt

backstop

ballpark

band names – Capitalize, but do not place in italics or quotation marks.

Big East – BE is acceptable for headlines only. A Division I athletic conference in which all Rutgers sports participate. 

Bisexual, Gay and Lesbian Alliance of Rutgers University – BiGLARU on second reference.

black – See African-American.

Black Student Union – BSU on second reference. Once known as the African Student Congress Programming Board, the union plans Unity Day.

Board of Governors – BOG on second reference. The governing body of Rutgers, consisting of 11 members in addition to the University president, who serves as an ex-officio, non-voting member. The governor of New Jersey appoints six of the board members, upon confirmation by the state Senate. The remaining five members are elected from the membership of the Board of Trustees. A chairperson oversees the board. One student, graduate or undergraduate, sits on the board in a non-voting capacity and is called the student representative to the Board of Governors. 

If referring to a member of the University Board of Governors, do not abbreviate or capitalize governor before the name. 

Board of Trustees – BOT on second reference. A 59-member governing body that serves in an advisory capacity to the Board of Governors on issues related to the physical property of the University. The board includes 28 charter members elected by the Board of Governors; 29 alumni members elected by the Board of Trustees; and 11 members appointed by the governor of New Jersey, including the six state-appointed Board of Governors members. A chairperson oversees the board. Included in the number of charter trustees are three students elected in their junior year who serve six-year terms, so that at one time there is one student charter trustee and two graduated charter trustees. The official title of the first is student charter trustee. One undergraduate student and one graduate student sit on the BOT in non-voting capacities and are called undergraduate representative to the BOT and graduate representative to the BOT. 

brackets – Bracketed explanatory material should be inserted only when necessary. In the example, “We don’t know if it’s coming from the sludge dump [12 miles offshore] or from Rockaway Inlet,” the bracketed information belongs in the story, but not in the quotation. In the quote, “I don’t see how they can stop [the housing project],” the mayor said, the material in brackets is necessary to complete the sense of the quote. But it is better to say: “I don’t know how they can stop it,” the mayor said of the housing project. If the bracketed material replaces a word or words in the quote, an ellipsis must be used: “We can’t replace ... [the housing project] with a garage,” the mayor said.

BrunsQuik – A shuttle service run by Parking and Transportation Services.

Buccleuch Park 

Busch Campus Center — Do not specify as being on Busch campus.

BVCL magazine – BVCL is acceptable on second reference. Formerly known as the Black Voice/Carta Latina, the publication is a monthly student magazine serving the Black and Latino communities. 

campus – Do not capitalize unless part of a proper noun: Busch campus, but Busch Campus Center. The term “the” only precedes campus when referring to the College Avenue campus and the Old Queens campus.

capitol – See State House.

Center for Latino Arts and Culture – Created in 1992 and is located on the College Avenue campus.

Community Empowerment Project – CEP on second reference. A grassroots political organization comprising recent Rutgers graduates in the city.

CoRE – Use Computing, Research and Education Building on first reference. Located on Busch campus. 

chairman, chairwoman – Use the gender-specific term.

Citizenship and Service Education – CASE is acceptable on second reference. A community service program at the University. 

City Council – Capitalize when part of a proper name: New Brunswick City Council. If discussing a specific council but its city is not necessary for context, retain capitalization. 

class years – Capitalize the word class. Ex: Class of 1997.

coach – Never capitalized.

college – Capitalize when part of a proper name. Ex: Douglass College students rallied on the college’s campus yesterday.

College Avenue – Spell out when referring to the campus or the location. Ex: He lives near College Avenue. Ex2: The crime occurred on the College Avenue campus. Abbreviate when preceded by a street number. Ex3: The Rutgers Student Center is located at 126 College Ave.

College Hall – There are two on the Rutgers-New Brunswick campus. One is located in the Livingston Student Center, and the other is located on Douglass campus.

College of Engineering — No longer exists under this name. Use School of Engineering on first reference.

College of Nursing 

College of Pharmacy — No longer exists under this name. Use Ernest Mario School of Pharmacy on first reference. The Pharmacy School on second reference.

congressman, congresswoman – Use the gender-specific term. Capitalize before a person’s name. 

Cook Campus Center – CCC is acceptable on second reference, but use “the center” to prevent confusion with the Cook College Council. Do not say “on the Cook campus.”

Cook College Council – CCC is acceptable on second reference, but use “the council” to prevent confusion with the Cook Campus Center. A chairperson heads the council. The council, not the entire student body, elects the executive board.

course names – Capitalize and put in quotation marks on all references.

courtesy titles – Do not use the courtesy titles Mrs., Mr., Miss or Ms. See AP Stylebook entry “doctor” for use of Dr.

datelines – Use datelines on all stories originating outside the immediate coverage area. See the AP Stylebook for more information.

dates – Today is the date of publication; tomorrow, the day after publication; yesterday, the day before publication.


Write Nov. 5, giving the date in numerals, unless the event falls within one week of publication, past or future. In that case give the day of the week (for example, Thursday) with tenses indicating the time of the event. Never say Thursday, Nov. 5.

dean – Capitalize before a name, lowercase after. Ex: Livingston College Dean Arnold Hyndman, but Mary Hartman, former Douglass College dean. When used alone, do not capitalize dean. Ex2: The dean visited with graduating students.

Dean’s List – Capitalize.

detective – Not abbreviated, even when used before a name: Detective Ed Kojak.

Dining Services
doctor – See AP Stylebook for use of Dr.

dorm/ dormitory – Dorm is only acceptable in headlines, quotes or when discussing the River Dorms — Campbell, Frelinghuysen and Hardenbergh Residence Halls on the College Avenue campus. Otherwise use residence hall.

Douglass College Center 

Douglass College Center Governing Board – DCCGB on second reference.

Douglass College Government Association – DCGA on second reference. The executive board is elected by the general student body. 

Douglass College Public Leadership Education Network – DCPLEN on second reference. Offices are located at 302 College Hall. 

drunk driving – The official offense in New Jersey is driving under the influence, or DUI on second reference. Drunk driving can be used as an informal reference to this.

Eagleton Institute of Politics – Eagleton on second reference. Located on Douglass campus. 

Edward J. Bloustein School of Planning and Public Policy – Bloustein School on second reference.

E.g. – An inside beat style that signifies “for example.”

Emergency Services 

emeritus – See AP Stylebook.

entitled – Having the right to do or have something. Do not use to mean titled, as in references to books. Ex: His book is titled, “Infinite Jest.”

Ernest Mario School of Pharmacy – Pharmacy School on second reference. 

FAFSA – Stands for Free Application for Federal Student Aid, but FAFSA is acceptable on all references.

field goal

film – An inside beat style. Do not use movie.

fiscal year – See AP Stylebook. 

flier 

fraternity/sorority – Never use frat, even in headlines. When referring to a fraternity or sorority on first reference, write out the full name. It is not necessary to include Inc. after a fraternity/sorority’s name.

free throw

free-throw line

freshman – Use first-year student instead of freshman, except in quotes or when referring to a freshman athlete in a sports story. 

fullback

full-court press

goaltending

governor –  Capitalize and abbreviate as Gov. when before a name. Lowercase and spell out when used as a noun. Ex: Gov. James E. McGreevey passed a law today. Ex2: The governor announced the policy today.

grades – Capitalize. Ex: He earned an A and a C. She earned three Ds. Grades below C are non-passing. 

graduate assistant – GA is not acceptable on second reference because it can be confused with a governing association.

Graduate Management Admission Test – GMAT on second reference.

Graduate Record Examination – GRE on second reference. A test graduate schools commonly use to choose admittants. 

greek – Use the lowercase form to refer to fraternity and sorority affairs. Use this term sparingly because it offends the culturally Greek community on campus.

ground-rule double

handicapped – See the AP Stylebook’s “disabled” entry.

Hardenberg Street 

Hardenbergh Residence Hall 

Hale Center – Located on Busch campus, near Rutgers Stadium.

Hill Center – Hill Center for the Mathematical Sciences. Located on Busch campus. Hill Center is acceptable on all references.

Hillel – See Rutgers Hillel.

hip-hop

Hispanic – See Latino/a.

Homecoming – Capitalize in references to specific events.

Hope VI – A government-funded revitalization project for New Brunswick.

HUD – Spell out as Housing and Urban Development on first reference. The department funds redevelopment projects. When referring to the federal division, use USHUD. When referring to the state division, use HUD.

Interfraternity Council – IFC on second reference. The council is an umbrella group of 21 male greek organizations.

inside beat — Italicize. A weekly magazine on arts, film and entertainment that is published in the Targum. See “inside beat” section of this stylebook.

its, their – Use “its” to signify possession by a body, group, team or organization, and use “their” to signify possession by a pluralized group of individuals. Ex: The City Council said its policy was fair. The Scarlet Knights were on their way to winning the championship.

Jane Voorhees Zimmerli Art Museum – Zimmerli or the Zimmerli — depending on the sentence and context — are acceptable on second reference. 

Kwanzaa – An African-American cultural celebration, celebrated on Dec. 26. African-American is acceptable when describing the holiday, instead of black, because it is celebrated only by Americans of African ancestry.

Latino/a – Always capitalize. Use this term instead of Hispanic. Latino is the masculine and mixed form, and Latina is the feminine form.

Latino Heritage Month

Latino Student Council – An umbrella group of 30 Latino student organizations.

Law School Admission Test – LSAT on second reference.

layup

Learning Resource Center – LRC on second reference.

Lesbian and Bisexual Womyn in Action – LABIA on second reference.

LGBT – Refers to the lesbian, gay, bisexual and transgendered community. Must retain capitalization. If just referring to a specific segment of this group, use the appropriate term: Gay men on campus protested lack of health benefits.

Library of Sciences and Medicine – LSM on second reference. Located on Busch campus.

Livingston College Governing Association – LCGA on second reference. The executive board is elected by the LCGA, not the entire student body.

Livingston Student Center – The center or LSC is acceptable on second reference.

Lord Stirling Community School – Stirling School on second reference.

Louis Brown Athletic Center – Use RAC on second reference. Located on Livingston campus, it is also called the Rutgers Athletic Center. 

Kilmer Area Library – Kilmer Library on second reference. The library is located on Livingston campus. 

Mabel Smith Douglass Library – Douglass Library on second reference.

merger – Refers to the proposed combination of Rutgers, New Jersey Institute of Technology and the University of Medicine and Dentistry of New Jersey. The term “restructuring” is only acceptable in quotes.

midcourt

MidKnight Madness – An annual pep rally at the RAC that commemorates the start of the basketball season.

morning-after pill

Most Valuable Player – MVP on second reference.

Mr., Mrs., Miss, Ms. – See courtesy titles

Multipurpose Room – MPR on second reference. There is one located in each of the student centers on the College Avenue and Busch campuses.

NAACP – See AP Stylebook. There is a Rutgers chapter as well as a New Brunswick chapter.

NCAA – Acceptable in all references to the National Collegiate Athletic Association.

National Invitation Tournament – NIT on second reference. A college basketball tournament, not as prestigious as the NCAA tournament. 

Native American – Use this term instead of Indian or American Indian.

New Brunswick Development Corporation – Devco on second reference. A development firm in charge of many of the city’s revitalization projects. Christopher Paladino is currently Devco president.

New Brunswick Tomorrow – NBT on second reference. A nonprofit organization that focuses on the social needs of people affected by redevelopment.

New Brunswick Police Department – NBPD on second reference.

New Jersey Public Interest Research Group Student Chapters – NJPIRG on second reference. It has student chapters at the four major colleges. 

numbers – For the news section, see AP stylebook. Follow AP rules for sports except in cases of averages, records, passes and statistics in parentheses. For inside beat, numeralize all numbers.

off campus – Two words as a noun, hyphenate as an adjective. Ex: He lives off campus; off–campus housing.

Old Queens – Refers to the small campus where the University president’s office is located. 

Olde Queens – Refers to the popular bar on Easton Avenue. Its full name is Olde Queens Tavern Restaurant, but Olde Queens is acceptable on first reference. Queens is acceptable on second reference. In inside beat, Queens is acceptable on all references except when placed on the back page.

Olive Branch – Its full name is Olive Branch Bar and Grill, but Olive Branch is acceptable on first reference. In the daily, The Branch is acceptable on second reference. In inside beat, it is acceptable on all references except when placed on the back page. 

Palestine – The area once known as Palestine is not a country and must not be referred to as such. Use the term territories. The leader of Palestinians is Palestinian Authority President Yasser Arafat.

Panhellenic Council – The council on second reference. An umbrella group of seven female greek organizations.

Parking and Transportation Services – PATS on second reference.

Paul Robeson Cultural Center – A cultural center on Busch campus. Robeson Center on second reference.

pinch-hit

pinch-hitter

playoff, play off – The first is the noun, the latter is the verb.

pro-choice, pro-life

provost – The highest official on the Newark and Camden campuses. There is no New Brunswick provost.

Quads — Can refer to the group of residence halls on the Livingston campus known as the Livingston Quad Residence Halls and the College Avenue Quads — Hegeman, Leupp, Pell and Wessels Residence Halls. Individual Livingston Quads should be referred to as in Quad One Residence Hall on the Livingston campus. Quad One on second reference. Identify the residence halls within the College Avenue Quads on first reference.

RAC – See Louis Brown Athletic Center.

RBI 

reggae

reggaeton – A musical style mixing reggae with Spanish lyrics.

representative – When referring to a member of a government body, abbreviate and capitalize only before the name: Body Rep. Daniel Fredman, but Daniel Fredman, an RCGA representative.

residence hall – See dorm/dormitory.

River Dorms — Refers to the Campbell, Hardenbergh and Frelinghuysen Residence Halls on the College Avenue campus. Always capitalize River Dorms and identify the individual residence halls on first reference.

Robert Wood Johnson University Hospital – Located On Little Albany Street. RWJUH or the hospital are acceptable on second reference.

rock ‘n’ roll

ROTC – Acceptable on all references for Reserve Officers’ Training Corps, but identify branch of service, as in Army ROTC. Identify by school. Ex: the University’s Army ROTC. 

Route 18 – Abbreviate as Rt. in headlines only.

running back

Rutgers 1000 — Rutgers 1000 on all references. An organization dedicated to advocating the University’s withdrawal from the Big East athletic conference. It once comprised faculty, students and alumni, but now solely contains alumni. 

Rutgers Asian–American Coalition for Equality – RAACE on second reference. An umbrella group for Asian student groups. 

Rutgers College Governing Association – RCGA on second reference. The executive board is voted on by the student body. 

Rutgers School of Business — Refers to the business program at all three Rutgers campuses. Use individual names when referring to an individual school.

Rutgers University — Composed of three campuses in Camden, Newark and New Brunswick. Refer to a specific Rutgers campus with a hyphen and its location, as in Rutgers-Camden or Rutgers-Newark. See “University” for reference guidelines.

Rutgers University Computing Services – RUCS on second reference.

Rutgers Union Estudiantil Puertorriquena – RUEP on second reference.

Rutgers University Police Department – RUPD on second reference.

Richard L. McCormick – University president

RUNet – A comprehensive video, voice and data infrastructure that connects all Rutgers campuses. 

Rutgers Association of Pilipino Students – RAPS on second reference. In Tagalog, the language of the Phillipines, Fs are pronounced as Ps. The group wishes to maintain that tradition. Use Filipino when referring to members of that culture.

Rutgers University Health Services – RUHS on second reference.

Rutgers University Lobbying Association – RULA on second reference. The organization represents student concerns on the local, state and federal levels.

Rutgers University Police Department – RUPD on second reference.

Rutgers Hillel – Located at 93 College Ave. Hillel on second reference. When referring to the organization’s location, use Hillel House.

School of Communication, Information and Library Studies – SCILS on second reference.

senator – When referring to a member of any Senate, abbreviate and capitalize only before the name. Ex: University Sen. Amy Owen, but Mike Benevento, a University senator.

Sept. 11 attacks – Never say Sept. 11 terrorist attacks. 9/11 is only acceptable in headlines if Sept. 11 does not fit.

SERC – Science and Engineering Resource Center. SERC is acceptable on all references. Located on Busch campus. 

Sonny Werblin Recreation Center – Werblin Center on second reference. A gym on the Busch campus, named for prominent Rutgers graduate Sonny Werblin, founding owner of the New York Jets. 

Spring Break – Capitalize.

St. Peter’s University Hospital – On Easton Avenue. St. Peter’s on second reference, except when it can be confused with St. Peter’s Church or school.

standardized tests – See individual tests.

Student Activities Center – SAC on second reference. Located on George Street. 

student centers – See individual centers.

students – When identifying people and their schools in news stories, spell out the school and class year (as first-year student, sophomore, junior, or senior). Ex: Cook College junior Joe Wenzel, or Maggie Moran, a Douglass College junior. 


Students in the pharmacy and engineering schools that are in five- and six-year programs should be identified by their numerical school name. Ex2: School of Engineering fifth-year student James McGhee.


Graduate students need no identification beyond “University graduate student.” 

TAG – Tuition Aid Grant. The grant is a state-funded financial aid program.

tight end

Tillett Hall – Use if referring to the academic part of the building, and use Tillett Dining Hall for the dining area.

TSIG – Tuition Stabilization Incentive Grant, formerly Tuition Stabilization Incentive Plan. Spell out on first reference. Under the plan, the state allocates money to state schools that keep tuition increases within a stipulated cap.

The Daily Targum – Use “the Targum” on second reference. Do not italicize.

The Medium – A weekly satiric publication. Use the publication or the paper on second reference.

teaching assistant – TA is acceptable on second reference. Not capitalized before a name. 

United Black Council – UBC on second reference. An umbrella group of black student organizations. It plans Kwanzaa and Black History Month events in conjunction with other black student groups.

University – Capitalize only when referring to Rutgers University: President Clinton came to the University three times last year. Do not use Rutgers and University together: Say Clinton came to the University, or Clinton came to Rutgers, not Clinton came to Rutgers University. Avoid referring to the University as Rutgers if it can be confused with Rutgers College. Use University before a professor’s title: Bill Ward, University associate professor of biochemistry, sued the administration. College is not capitalized when standing alone; use Rutgers College, Douglass College or the college.

University of Medicine and Dentistry of New Jersey – UMDNJ on second reference. The school holds joint programs with other institutions. In the case of second references for such programs, abbreviate as UMDNJ and the other institution. Ex: University of Medicine and Dentistry of New Jersey-Robert Wood Johnson Medical School becomes UMDNJ-RWJMS.

University Senate – A governing body that represents the Newark, Camden and New Brunswick campuses, serving in an advisory capacity to the University president. It also retains legislative authority over the academic calendar and minimum standards for admission to the University. The Senate consists of 191 members from the Newark, Camden and New Brunswick campuses, including: 93 faculty members, elected by the Faculty of Arts and Sciences and the respective faculty bodies of the various colleges; 52 students, elected by the student body; 40 administrators, who serve by virtue of their administrative position; and six alumni.


The University Senate is capitalized on all references. University senators can be referred to as “University Sen. Mickey Mouse” or “Mickey Mouse, a University senator.”

USA PATRIOT Act – An anti-terrorism act designed to expand law enforcement and investigation tools. 

Ward – The districts into which New Brunswick is divided. When discussing a particular ward/ district, capitalize. Ex: They voted in the 5th Ward. 

wide receiver

Some specifics:

Academic titles – Capitalize and spell out formal titles such as professor, dean and chairperson when they appear before a name. Lowercase when a title follows the person’s name or is used on second reference to identify the person.

Departments and programs – Lowercase all uses of the word department or program even if the modifier is capitalized. Examples: the history department, the English department, the community service program, the Italian program.

Legislative bodies – Capitalize Board of Governors, Board of Trustees and University Senate. Lowercase on second reference when referring to the board or the senate.

Administrative offices – Capitalize administrative offices within the University: Housing Office, Registrar’s Office, Dean of Students Office, etc.

Buildings – Capitalize formal names of buildings: Bishop House, Tinsley Hall, Alexander Library. Lowercase if not referring to the formal title, such as residence halls, the library.





CAPITALIZATION / ITALICS


In general, avoid unnecessary capitals. Use a capital letter only if you can justify it by one of the principles listed here.


Many words and phrases, including special cases, are listed separately in the Usage chapter of this stylebook. If there is no relevant listing in this book for a particular word or phrase, consult The Associated Press Stylebook or a dictionary.

Some basic principles:

PROPER NAMES:

• Capitalize common nouns such as party, river and street when they are an integral part of the full name for a person, place or thing: Democratic Party, Raritan River, College Avenue. Lowercase these common nouns when they stand alone in subsequent references.

• Lowercase the common noun elements of names in all plural uses: the Democratic and Republican parties, Easton and College avenues, Delaware and Raritan rivers.

• Lowercase words that are derived from a proper noun but no longer depend on it for their meaning, such as french fries.

COMPOSITIONS

• In the daily, capitalize and put quotes around the names of articles, books, movies, plays, poems, operas, songs, works of art, radio and television programs, etc. Do not italicize, and do put quotes around the names of newspapers, journals and magazines.

• In inside beat, capitalize and put quotes around the names of books, movies, plays, poems, operas, songs, radio and television programs, works of art, etc. 

TITLES

• Capitalize formal titles when used immediately before a name, but lowercase after the name or when used alone. Long titles should follow the name.

• Lowercase terms that are job descriptions rather than formal titles. Examples of titles that should be lowercase are teaching assistant and first-year student.

COLLEGES AND UNIVERSITIES

The following is a list of New Jersey colleges and universities, and their locations by town and county:

Atlantic Community College, Mays Landing, Atlantic County

Bergen Community College, Paramus, Bergen County

Bloomfield College, Bloomfield, Essex County

Brookdale Community College, Lincroft, Monmouth County

Burlington County College, Pemberton, Burlington County

Camden County College, Blackwood, Camden County

Centenary College, Hackettstown, Warren County

College of St. Elizabeth, Convent Station, Morris County

County College of Morris, Randolph, Morris County

Cumberland County College, Vineland, Cumberland County

Drew University, Madison, Morris County

Essex County Community College, Newark, Essex County

Fairleigh Dickinson University, Teaneck, Bergen County

Fairleigh Dickinson University, Florham-Madison campus, Morris County

Felician College, Lodi, Bergen County

Georgian Court College, Lakewood, Ocean County

Gloucester County College, Sewell, Gloucester County

Hudson County Community College, Jersey City, Hudson County

New Jersey City University, Jersey City, Hudson County

Kean University, Union, Union County

Mercer County Community College, Trenton, Mercer County

Middlesex County College, Edison, Middlesex County

Monmouth University, West Long Branch, Monmouth County

Montclair State University, Upper Montclair, Essex County

New Jersey Institute of Technology, Newark, Essex County

Ocean County College, Toms River, Ocean County

Princeton University, Princeton, Mercer County

Ramapo College of New Jersey, Mahwah, Bergen County

Raritan Valley Community College, Somerville, Somerset County

Richard Stockton College of New Jersey, Pomona, Atlantic County

Rider University, Lawrenceville, Mercer County

Rowan University, Glassboro, Gloucester County

Rutgers University, Camden campus, Camden County

Rutgers University, New Brunswick campus, Middlesex County

Rutgers University, Newark campus, Essex County

St. Peter’s College, Jersey City, Hudson County

Salem Community College, Carneys Point, Salem County

Seton Hall University, South Orange, Essex County

Stevens Institute of Technology, Hoboken, Hudson County

The College of New Jersey, Trenton, Mercer County

Union County College, Cranford, Union County

University of Medicine and Dentistry of New Jersey, Newark campus, Essex County

University of Medicine and Dentistry of New Jersey, New Brunswick campus, Middlesex County

Upsala College, East Orange, Essex County

Warren County Community College, Washington, Warren County

William Paterson University, Wayne, Passaic County

LAYOUT

• The entire paper should follow modular layout: A story, with its graphic elements, should form a rectangle. This rule should not be broken unless absolutely necessary, and then only on jump pages when stories cannot be cut to fit the space available.

• Avoid excessively gray layouts. Break up copy with breakheads, quotes, graphic elements and subdecks. Layouts should pass the dollar-bill test: if you place a dollar bill across the page anywhere, there should be a graphic element breaking up the gray type.

• Vary the column widths on a page, especially on the front and back pages. Columns should not be smaller than 11 picas and no bigger than 19 picas. Avoid changing column widths more than three times on a page.

• Avoid bumping headlines (“tombstoning”). If unavoidable, box one of the stories.

• Never break up a headline and story; if a story and photo is laid out vertically, the order should be: photo, caption, headline, text.

• There should be a dominant photo on every page.

• Vary the number of columns on a single page; for example, avoid placing two three-column stories on top of one another and two two-column stories on top of one another on a single page.

• Avoid placing a graphic element at the bottom of a story.

• Make sure it is clear which story goes with which photos.

• On the front page, be aware of where the fold falls; avoid splitting a photo or headline with the fold.

• Avoid gutters running down the length of the page.

• Avoid breaking up text with photos are graphics in such a way that the text flow becomes unclear. For example, avoid placing a photo in the middle of a column of text, because the text flow will be confusing.

Blow Quotes

• These are used to break up gray space, make a story longer or highlight an interesting quote. Publish these quotes carefully; mistakes in quotes are obvious to the reader.

• These quotes always receive single quotes, and are identified by name and title. Keep the title short and follow the way it was stated in the story.

• Pull a quote that is the most relevant to the story and is from an important source in the story.

• A word must never be split between lines. In that case, do a soft return.

• There should never be one word on a line.

Breakheads

• Breakheads are short heads, in bold and a slightly larger point size than the story itself, that breaks text into sections, either because the story is written in several sections, or to break up gray text.

• Place breakheads at approximately even intervals throughout the story. The writer of the content must keep this is mind when dividing up his or her story.

• Breakheads should be one line, not more; they should be between two and four words.

• Choose breakheads carefully. They should be interesting and, like headlines, should not restate the obvious.

Bylines

• Bylines provide information about the writer and his/her position.

• Lines (rules) for the bylines are as follows:

1. Above name: Length: Text; Offset: .139”; Width: .35

2. Below title: ˆ

a. Normal (11 pica) column: Length:Indents; Offset: .06”;Left: .833”; Right: .833”

b. Wide (14 pica) column: Length:Indents; Offset: .06”; Left: 1.083”, Right: 1.083”

c. Normal Boxed (9 pica) column: Length:Indents; Offset: .06”, Left: .75”; Right: .75”

d. Wide Boxed (12 pica) column: Length: Indents; Offset: .06”, Left: 1.043”; Right: 1.043”

Captions

Captions not only identify the picture, but also should relate the photo to the story. Here are some guidelines from the Associated Press Stylebook:

• Is it complete?

• Does it identify, fully and clearly?

• Does it tell when?

• Does it tell where?

• Does it tell what’s in the picture?

• Are the names spelled correctly, with the proper name identifying the correct person?

• Is it specific?

• Is it easy to read?

• Have as many adjectives as possible been removed?

• NEVER WRITE A CAPTION WITHOUT SEEING THE PICTURE

• Photo captions must identify every person in the photo, unless there are five or more people in the photo. In this case, give a general description of who is in the photo.

• Captions identify people in photos from left to right. If there are three or more people in the photo, place (L-R) before identifying the second person. Example: Rutgers College junior Jenny Park, (L-R) Rutgers College seniors Jeff Bauman and Janice D’Arcy, and Douglass College senior Joanna Denmark ...

Layout:

• All captions are justified.

• The last line of the caption should extend at least halfway across that line.

• There is no need to identify people if there are more than five individuals in the picture.

• Every caption should have a date, subject, verb and predicate. The date should never go at the end of sentence. Ex: Gov. James E. McGreevey speaks to a crowd of thousands yesterday at the Lincoln School groundbreaking ceremony. 

There are three types of captions, each with its own rules:

Standard captions:

• These are captions with photos that are not mugshots or feature photos.

• The number of lines for captions between 2 and 4 columns follow the same rules as for headlines. For one column captions that are not mug shots, captions should be at least two lines and no longer than three lines.

• Five-column captions should be two lines long and should be separated into two 29-pica columns.

Mugshots

• Mugshot captions should include the name on the first line and identification on the second line. Both are centered.

• The identification for a mugshot should indicate why that person is important to the story; a mugshot of a student shot in a robbery should not say Cook College junior, but shooting victim.

• Mini-mugshots - those that are 8 picas wide or smaller – only need to be identified by a name.

Feature captions

• Feature captions follow the same rules as standard captions. However, a catchline of between two and four words, in larger type runs above photo. These captions tell a story in itself, so be careful to include as much information as possible.

Fonts & Sizes

• Body copy is Century Old Style, 9 pt, Leading 10.5p, First Line: 1.167”Justified

• All Sans headline are in bold

• All lead Serif headlines are in bold

• Serif Font: AGaramond Semibold

• Sans Serif Font: Gill Sans Bold

• Headline horizontal leading is always 2 points higher than font size.

• Condensed form may be used for Sans fonts.

• Italic form may be used for Serif fonts.

• If font sizes are decreased, you must never decrease lead fonts more than 3 points or off-lead fonts more than 2 points. If necessary, use half points to keep font size as large as possible. This is important to make sure there is a distinction between lead and non-lead stories.

• Front Headline Sizes:

1. Lead Serif: 48 pt.

2. Lead Sans: 44 pt.
• Inside Headline Sizes: 

1. Inside Lead Serif: 39 pt.

2. Inside Lead Sans: 39 pt.

3. Off-Lead Serif: 30 pt.

4. Off-Lead Sans: 27 pt.

5. Bottom Serif: 23 pt. (never on front/back)

6. Bottom Sans 20 pt. (never on front/back)

7. In-Brief Sans: 18 pt.

8. In-Brief Sans: 18 pt.

• Names in bylines should be centered and in Sans 9 pt. Bold.

• Titles and “The Associated Press” in bylines should be in Sans 7 pt. Regular.

• Caption fonts & sizes are as follows:


Title: Gill Sans Condensed, 8 pt.


Text: Futura, 7 pt.

• Photo credits are in Gill Sans Bold, 8 pt.

Graphic credits

• All graphics receive credits.

Headlines

Content:

• Always use action verbs; avoid passive tense and “to be” verbs, such as “is” and “was.” For example, instead of saying “Undecided votes are factor in Senate race,” say, “Undecided factor looms over Senate race.”

• Headlines for events that happened in the past should be in the present tense (NJPIRG holds press conference); headlines for events that will happen in the future should be in the infinitive (NJPIRG to hold press conference).

• Do not use articles and conjunctions; avoid using “a” and “the”

• Targum uses down style; all words are lower case except for the first word and proper nouns.

• Do not use proper nouns unless they are well known. Bush and McCormick  are well known at Rutgers; a lecturer or professor is not.

• Do not editorialize in headlines.

• Avoid abbreviations whenever possible. When necessary, only use common abbreviations, such as RCGA and NCAA. Make sure abbreviations follow AP style.

• Do not use the same word twice in headlines and subdecks; avoid using the same word in a headline or subdeck anywhere on the same page or spread.

• Read stories after the final edit to ensure the headline reflects the final version of the story.

• Quotation marks in a headline are always single quotes to save space.

• Omit periods in headlines, except for the abbreviation “U.” and when referring to a country such as S. Africa, N. Ireland, S. America, etc.

• Stylistics follow copy style, but abbreviations that cannot be used in body copy may be used in headlines, such as “prof.”

• In sports, either the headline or a photo should indicate what sport is covered in the story; this can often be accomplished with a kicker, which are one-deck headlines of one to three words that run above the main headline. (See Kickers section).

Layout:

• Headlines should extend all the way across the space allotted to it; In a lead story, no other character but a gg should be able to fit into the space left over. In an offlead story, no other character but a ggg should be able to fit in the leftover space. 

• Headlines are left-aligned, except for special treatment such as with feature stories.

• Headlines should span the entire width of a story layout; if a story runs across four columns, the headline should as well. This rule should only be broken to avoid bumping headlines, and  a photo should run between the two headlines.

• Headlines may be tracked to a maximum of –4 and a minimum of 0.

• The following is a guide for the correct number of decks in each headline size:

5-col. page (11 pica columns)

5 columns —— 1 deck

4 columns —— 1 deck

3 columns —— 1 deck

2 columns —— 2 decks

1 column —— 3 or 4 decks

4 col. page (14 pica columns)

4 columns —— 1 deck

3 columns —— 1 deck

2 columns —— 1 or 2 decks

1 column —— 3 decks

Photos

• Good photos are directional (the subject of the picture is facing left or right) and should face the story they accompany. Photos should not face off the page and should draw the reader into the center of a page. 

• Do not lay out a photo without knowing its shape - horizontal, vertical or square.

• Crop photos that have unnecessary empty space, even when the photo fits into the space allotted to it. When cropping photos for size, never cut off hands, feet or heads. Avoid cropping at joints such as the knee or waist.

• ALL photos receive captions and photo credits.

• When a story or feature photo is boxed, make sure to subtract one pica (or one-eighth of an inch) from the photo on every side in order to allow room for the box.

• Choosing and cropping photos should be a joint effort between the layout artist and the photographer, or photo editor if the photographer is unavailable. Whenever possible, consult with the photographer/photo editor about which photo would best accompany the story, which photo would be best for the layout, and where to crop the photo.

Photo credits

• All photos receive photo credits, even when used in the background or artistically.

• File photos run with the credit “The Daily Targum.” A photo becomes a file photo once it has run in the paper the once, or:

• If a file photo is used and the photographer is not known, the photo should run with the credit “The Daily Targum.”

Sigs

These are one-deck headlines, in a smaller point size, of one to three words that run below the byline. They are used to indicate regularly covered beats. Remember to leave space on the layout for sigs. 

When do you use sigs?

• In news, sigs include each of the colleges and campuses; New Brunswick and Piscataway. 

• In sports, each of the sports, as well as tournaments and similar events, should have sigs.

• Not every story receives a sig; only use sigs when a story is clearly under an area of coverage mentioned above. Here are some more specific rules to follow:

- Every GA story should receive a GA sig

- College sigs should also be used with stories that are specific to that individual college; for example, a story about a Cook College committee on the school’s curriculum can receive a Cook College sig. However, a story about an event that takes place on a specific campus but is not a college event or specific to the campus’ college does not receive a sig.

- Stories about New Brunswick or Piscataway should receive a locality-specific sig.

Throw-ins 

These are teaser phrases, in bold, that are placed in a story with rules (lines) above and below. It is used to tease a related story. The first line should be a short synopsis of the second story. The second line should say, “See related story on page _”. There is a template for the throw-in in the library. 

AD-LAYOUT

• Largest ads are placed on the bottom of the page and smallest ads placed on top; larger ads are placed on the outside of a page and smaller ads are placed towards the inside of the page. In inside beat, when fillers have to be used, put the smaller ads to the outside of the page.

• Build the ads so the top of the ads are flat or straight across the page. If the shape and size of the ads make this impossible, then build them step-like towards the upper, outer corner of the page. There should never be more than one step on a page.

• Facing pages – two pages that face one another, such as 2 and 3, or 4 and 5 – should be more open (have fewer ads) than non-facing pages. Full-page ads should not be placed on facing pages whenever possible.

• Page 3 should be the most open page of the paper; The ads on this page — or any page starting a new section — should never exceed 8 inches.

• Never place competing ads, such as two bars or two dentists, right next to one another. Avoid placing them on the same page or facing pages.

• The edit page should always go on the non-facing page of the centerfold. In a 12-page paper, for example, the edit page should be on page 6; page 8 in a 16-page paper; etc. Occasionally, the business department sells a double truck ad, which must be placed in the centerfold. This should be done infrequently; if problems arise, consult with the marketing director.

INSIDE BEAT LAYOUT

• There must be an inside beat egg at the end of every beat story, regardless of whether it is a beat extra or regular beat story. 

• One Page 2, there can be no more than five inches of ads.

• The following information must be within the ratings box:


Film: Film title, top 3 stars, director, studio, MPAA Rating (PG, PG-13, etc.), writer’s rating (1-5 stars)


Music: Album title, artist, studio, writer’s rating


Art: Exhibit name, street address, city, run date of exhibit, writer’s rating


Multimedia: Video game’s name, maker, price, platform (PS2, X-BOX, etc.), writer’s ratings on sound, gameplay, graphics, overall


Dining: Establishment’s name, street address, city, phone number, writer’s rating.


DVD: Name, stars, director, studio, MPAA rating, writer’s rating


Theater: Production name, venue, street address, city, run date, writer’s rating

