
TITLES BEFORE A NAME 
Formal titles of three words or less go before names and are capitalized. There is no comma between 
the title and the name. Long titles are placed after a name. 
 
Titles before names are abbreviated in these cases: Dr., Gov., Lt. Gov., Rep., Sen., the Rev.  
 
Dr. Albert Schweitzer   Humanities Chair Dan O’Bryan 
Provost Shannon Beets  Secretary of Defense Robert Gates 
Rabbi Jane Doe   President Lynn Gillette 
former President Bill Clinton  Sens. Sherrod Brown and George Voinovich 
 
OCCUPATIONAL TITLES 
"Occupational titles" are neither formal nor official and aren't capitalized. They’re usually short and go 
before a name. Note that we don’t capitalize professor. 
 
janitor Bill Smith    
secretary Jane Williams  pitcher Scott Johnson 
 
Exception for Eagle’s Eye style, capitalize year in school  
Sophomore Kelly Young  Kelly Young, sophomore, 
 
TITLES AFTER A NAME 
Formal titles after names are lower case and set off by commas. (They’re actually appositives.). Don't 
abbreviate or capitalize. 
 
Ted Strickland, the governor of Ohio, said today. . . 
 
The committee chair is Stan Wearden, dean of the College of Communication and Information. 
 
Rosie Hackett, director of Outdoor Adventure Leadership  
 
MISCELLANEOUS TITLES 
Titles standing alone are lower case. Titles used in direct quotations are written out (except for Dr., 
Mr. and Mrs.) with capitalization following the rules above. 
 
The governor said... 
The professor agreed... 
Three U.S. senators visited Europe. 
"Governor Fogge is a fool," Smith said. 
 
COURTESY TITLES 
Use courtesy titles (Mr., Mrs., etc.) only if they are needed for clarity in a story. (A story about a 
husband and wife, for example. Use both Mr. and Mrs. in that case.) 
 
Use Dr. on first reference to a medical doctor or dentist. Use the doctor's last name only on second 
reference. Don't use Dr. for Ph.D.'s (including professors), psychologists, etc. 
 
Except in feature stories and even then, only with the permission of your editor, don't refer to anyone 
over 17 by his or her first name. People 18 and over (including all Sierra Nevada College students) are 
men and women, not boys and girls. 
 


