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Writing Styles6.0

Image credits may be formatted in two ways:

Vertically

Title of Work
Artist, date
Medium
Phoenix Art Museum (or Lender information).
Copyright/reproduction credit if applicable, and/or photographer credit if applicable  
(Photo by: John Doe).

Horizontally

Title of work, Artist, date. Medium. Phoenix Art Museum Collection (or Lender information). 
Copyright and/or photographer credit if applicable. (Photo by: John Doe).

Exhibition Titles
Titles in italics.  (Example:  Discuss the works in Rembrandt and the Golden Age of Dutch Art)

When to use “Exhibition” versus “Exhibit”   

Use “exhibition” when referring to the main name or title of a show.  
	 •	 Example:  (Illuminated Manuscripts is an exhibition 
	 	 celebrating the tradition of handwritten book arts.)

Use “exhibits” to describe the smaller or companion shows that comprise the main show.
	 •	 Example: (Illuminated Manuscripts is an exhibition celebrating the tradition of 	 	
	 	 handwritten book arts with 3 distinctive yet related exhibits: 
	 	 “Illuminating the Word: The Saint John’s Bible,” “The Early History of the Bible,” 	 	
	 	 and “Selections from the James Melikian Collection.”)

6.1 Image Credits & Exhibition Titles



Writing Styles6.0

Name of Museum:
•	 Phoenix Art Museum, NOT the Phoenix Art Museum 	
	 (that’s like saying “the American Express”)
•	 Do not use PAM.
•	 In text, capitalize the word Museum when it refers 		
	 to Phoenix Art Museum (example: “Remember to visit  
	 the Museum’s Visitors Desk to pick up the  
	 audioguide to the collection.”)

Names of store and restaurant:
•	 The Museum Store (“The” is capitalized)
•	 Arcadia Farms at Phoenix Art Museum 
	 (never use Arcadia Farms by itself)
• 	 Do not use Café

Return Address:
[Museum logo]
1625 North Central Avenue
Phoenix Arizona 85004 
PhxArt.org

Use Location on printed materials 	
when mailing address is not required:
Central Avenue & McDowell Road

Time:
9am – Noon
9am – 5pm
Noon – 4:30pm
4:30 – 8pm

Cost:
$9 – not $9.00

Support Organization Phone Numbers:
On printed materials and invitations, etc., only use the organization’s 
phone number at the Museum, not individuals’ phone numbers, as 
contact for events or joining the organization, etc.

Phone Numbers*:
* For regular phone numbers, use (602) format NOT 
602/ or 602- or periods.  For 800 numbers, use (800) 555-5555.

24-hour recorded information		 (602) 257-1222
Offices				    (602) 257-1880
Membership Office			   (602) 257-2124
The Museum Store			   (602) 257-2182
Arcadia Farms at Phoenix Art Museum	 (602) 257-2191
Event Services			   (602) 257-2135
Art Research Library		  (602) 257-2136
School Tours & Outreach		  (602) 257-4356

Fax				    (602) 253-8662
email:				    info@phxart.org
Web site: 				   PhxArt.org

6.2 Names, Addresses, Time & Numbers



Writing Styles6.0

•	 As a general rule, with a few exceptions, the Museum 	 	
	 follows AP Style.
•	 The style and voice of the text should be consistent 	 	
	 throughout the piece.
•	 Use complete sentences.  Museum style generally calls 	 	
	 for complete sentences in text.  If the nature of a piece  
	 dictates that the concept is better served through the  
	 use of incomplete sentences in descriptions and text, 	 	
	 then this style must be utilized consistently throughout  
	 the piece.  Otherwise, the voice of the text becomes  
	 conflicted and it appears to have had several authors;  
	 the piece appears to have had no editing into a  
	 common voice.
•	 Do not use “the” before Phoenix Art Museum.
•	 Do not use “PAM”
•	 Capitalize “Museum” in text. (Example: “at the Museum’s 		
	 Visitors Desk”) when referring to Phoenix Art Museum; 	 	
	 do not capitalize if referring to another museum or using the 	
	 museum in a general sense.
•	 Use the word “exhibition” rather than “exhibit.”
•	 The generic term “audioguide” is one word and not capitalized.
•	 Do not use the word exhibition after the title – “Before the 	
	 lecture, enjoy the works in the Sculpture in Silk exhibition.”  	
	 State it this way – “Before the lecture, enjoy the works in 		
	 Sculpture in Silk.” – or – “Before the lecture, enjoy the work in 	
	 the exhibition, Sculpture in Silk.” 
•	 Do not abbreviate the names of states, months of the year, or 	
	 days of the week.
•	 January 23rd or January 23, 2003 – not January 23rd, 2003
•	 Spell out United States except when part of a name, such as 	
	 U.S. Department of Homeland Security...  and then, be sure to 	
	 use periods, not just US.
•	 Double space after period at end of a sentence.
•	 As a general rule, staff position titles are not capitalized, per 	
	 AP style, and set off by commas – I saw the president, Bill 	
	 Clinton, at the rally – The essay was written by Janet Baker, 	
	 curator of Asian art, and highlights the history of the objects 	
	 – Jim Ballinger, The Sybil Harrington Director of Phoenix Art 	
	 Museum, will present a lecture; capitalize if title is directly in 	
	 front of a name – President Bill Clinton, Pope John Paul
•	 Do not use underlining for emphasis in the body copy of a 	
	 printed piece; use italics or bold.
•	 Capitalize specific geographic regions and popularized names 	
	 for those regions: Midwest, the South, the Southwest, the 	
	 Panhandle.  Lower case compass directions – north, south, 	
	 east, west
•	 Capitalize the Valley when using it as a name for this area 	
	 – When visitors come to the Valley, we hope friends and family 	
	 members will bring them to Phoenix Art Museum.
•	 Lower case the seasons – spring, summer, fall, winter –  
	 unless they are part of a proper name, such as  
	 Winter Olympics.
•	 The word “art” is not capitalized – such as Latin American art, 	
	 European art, modern and contemporary art.

•	 On first use, use a person’s full name with no titles such as Mr. 	
	 or Dr.  In subsequent uses in the text, use last name only.
•	 If you wish to indicate that the person has a doctorate, use 	
	 Ph.D. after their name, set off by commas; never use Dr. 		
	 before their name (the use of Dr. is reserved for medical  
	 physicians only).
•	 For academic degrees, avoid the abbreviations and spell it 	
	 out – master’s degree, holds a master’s in, received his  
	 bachelor’s at, holds a doctorate in, etc.  No capitalization and  
	 do include the apostrophe to indicate possession of the  
	 degree.
•	 Generally, use numbers for 10 and higher, spell out numbers 	
	 lower than 10.  Some exceptions:  
•	 Ages:  the 5-year-old student, the 2-year-old building, best for 	
	 ages 5 and above.
•	 Percentages:  3% or 3 percent 

 	 Dimensions and measurements, dollars and dates
	 •	 Millions, billions:  $3 million
	 •	 Do not spell out the number of any century:  19th Century,  
		  8th Century
 	 Commas
	 •	 After a year, if it follows a month and date – The exhibition 	
	 	 opened on January 6, 2003, to rave reviews.
	 •	 After a state, if it follows a city or county name – The 	
		  group met in Tucson, Arizona, early last year.
•	 It is email, with a hyphen.
•	 It is Web site, two words with Web capitalized.

Other:
•	 Museum logo, Web site address, email address and 24-	 	
	 hour recorded information line should be on all printed  
	 matter; however, unless cleared through Marketing, the only 	
	 email address that should be published is: info@phxart.org
•	 When listing a contact phone number for more information, 	
	 also list the Web site address (Example: “For a volunteer  
	 application, call (602) 257-1880, or visit our Web site at 	 	
	 PhxArt.org.”)
•	 When collecting email addresses, include an “opt-in” check	
	 box with a phrase like “I would like to receive information 		
	 periodically via email.”  (Any addresses collected, other than 	
	 those for Members, should be given to the Marketing Dept. 	
	 to be included in the email update subscription database. 	
	 Member email addresses should be given to Membership.)
•	 ALL print projects can be reviewed/edited by Mark Patel  
	 and/or Brad Beranek.  Submit draft text by email 	 	
	 to Brad BEFORE giving to designer/producer.  Then, email a  
	 pdf file of complete layout to Mark for review before printing.
•	 If you have any questions about any of the above, or if it isn’t 	
	 covered above, please contact Mark Patel.

	 Mark Patel
	 mark.patel@phxart.org
	 (602) 257-2112

6.3 Text, Grammar & Punctuation



Corporate Information & Email Format7.0

The recommended Museum email signature format is:

John Doe 
TITLE

PHOENIX ART MUSEUM
1625 NORTH CENTRAL AVENUE / PHOENIX / AZ / 85004
TEL (602) 257-2117 / PHXART.ORG / FAX (602) 253-8662
----------------------------------------------------------------

NOTE:  Marketing can send you this format to cut and paste into your Microsoft Office Signature 
Template for you to modify with your name, title, and contact info.

For you do-it-yourselfers who want to create the template yourself in Microsoft Office, use the 
following fonts, and sizes)

Name 			 
(lowercase and caps, Verdana 10, black)

TITLE 	 	 	 	
(all caps, Verdana 9, Museum color)

** space **

PHOENIX ART MUSEUM 
(all caps, Verdana 9, black)

ADDRESS 
(all caps, Verdana 9, medium gray, elements separated by forward slash / )

TEL / website / FAX 		
(all caps, Verdana 9, medium gray, TEL and FAX in Museum color)

7.1 email Signatures



Corporate Information & Email Format7.0

Museum Boiler Plate:
On occasion, you may need to describe the Museum for your 
projects.  The approved short- and long-versions may be useful for 
you to cut and paste:

Short Version (no hours or prices): 

Phoenix Art Museum is the Southwest’s premier destination for 
world-class visual arts.  Popular exhibitions featuring artists such 
as Rembrandt, Norman Rockwell, Annie Leibowitz and Monet are 
shown along side the Museum’s outstanding collection of more 
than 17,000 works of American, Asian, European, Latin American, 
Western American, modern and contemporary art, and fashion 
design.  A community epicenter for nearly fifty years, Phoenix Art 
Museum presents festivals, live performances, independent art films 
and educational programs that enlighten, entertain and stimulate. 
Visitors also enjoy PhxArtKids an interactive space for children, 
vibrant photography exhibitions through the Museum’s landmark 
partnership with the Center for Creative Photography, the lushly 
landscaped Sculpture Garden, dining at the Arcadia Farms at Phoenix 
Art Museum, and shopping at The Museum Store. 

To learn more about Phoenix Art Museum, visit PhxArt.org, or call the 
24-hour recorded information line at (602) 257-1222.

Long Version (complete details):  

Phoenix Art Museum is the Southwest’s premier destination for 
world-class visual arts.  Popular exhibitions featuring artists such 
as Rembrandt, Norman Rockwell, Annie Leibowitz and Monet are 
shown alongside the Museum’s outstanding collection of more 
than 17,000 works of American, Asian, European, Latin American, 
Western American, modern and contemporary art, and fashion 
design.  A community epicenter for nearly fifty years, Phoenix Art 
Museum presents festivals, live performances, independent art films 
and educational programs that enlighten, entertain and stimulate. 
Visitors also enjoy PhxArtKids an interactive space for children, 
vibrant photography exhibitions through the Museum’s landmark 
partnership with the Center for Creative Photography, the lushly 
landscaped Sculpture Garden, dining at the Arcadia Farms at Phoenix 
Art Museum, and shopping at The Museum Store. 

Admission: $10 adults; $8 senior citizens (65+) and full-time 
students with ID; $4 children ages 6 to 17; Children under 6 and 
Phoenix Art Museum Members receive free admission.  The Museum 
offers free general admission for everyone on Tuesday evenings, 3pm 
to 9pm and for First Fridays, 6pm to 10pm. Some exhibitions have 
special admission fees.

Hours: Tuesday, 10am to 9pm; Wednesday-Sunday, 10am to 5pm; 
First Fridays, 6pm to 10pm.  Some exhibitions have special hours.  
The Museum is closed Mondays and major holidays.  The Museum 
Store and Arcadia Farms at Phoenix Art Museum are open during 
Museum hours.  

To learn more about Phoenix Art Museum, visit PhxArt.org, or call the 
24-hour recorded information line at (602) 257-1222.

7.2 Boilerplates


