EDITING GUIDELINES

Change in Database/Online: 

CATEGORY FIELDS: Delete all appearances of the word "Other"

WEBSITE: All website addresses should be just “www.name.com”, so remove any http://
COUNTRY: Check for missing country. Use "USA" for United States of America.

POSTAL/ZIP CODE: Look up missing zip codes (where possible, use company's web site for lookup)

STATE: make sure all USA states use 2-letter abbreviation, not spelled out

PHONE NUMBERS: Correct phone & fax number formats where needed (IGNORE "Presenter" phone numbers...use only "Office" phone & fax #s ).

· If USA or Canada, put 1 in country code field

· country code in country code field, city/area code in city code field,

· make sure "phone number" part has only the main number and not country & city codes too. 

· Add “-“ where needed in US & Canada phone numbers

· Put spaces within foreign phone/fax numbers, dividing the number where appropriate for that country, or where it looks nice 
(i.e., 40983809 becomes 4098 3809; 23098420 becomes 230 984 20)

· Foreign phone numbers: remove (0)

INCORPORATION DATE: should be YEAR only.

Presenter’s JOB TITLE:
…if one short abbreviation alone (i.e., CEO), spell it out...for example:

CEO becomes Chief Executive Officer

CFO becomes Chief Financial Officer

COO becomes Chief Operating Officer

...etc.

…if a combination of jobs, i.e., “President and Chief Executive Officer” abbreviate part...

for example:
· President and Chief Executive Officer becomes President & CEO (use ampersand!)

· Vice President Corporate Communications becomes VP, Corporate Communications

PRESENTER PREFIX/SUFFIX: 

· Mr becomes Mr. (with period…also check Ms, Dr, Mrs, etc) BE VERY CAUTIOUS – in your global, search with one space after and "Match Case" ; also, tell it to search only the “Person” style, for extra protection. ALSO, do "Replace" and NOT "Replace all" –this one is notorious for messing up words like "PrograMs." etc. 
· Ph.D. becomes PhD (Same rule for MD, MBA, etc.) (as per Chicago Manual of Style, section 15.21)

· If the name has a suffix (i.e., PhD or MD, he does NOT get a Prefix like Mr. or Dr.)

MIDDLE INITIAL: Make sure middle initial has period after it. [EXCEPT: Rick E Winningham. "Rick E" is really his name –NO Period after the E for this person only.]
EXCHANGE:  NASDAQ becomes Nasdaq

TICKER:  make all ticker symbols ALL CAPS
 IGNORE GREY AREAS UNLESS TOLD OTHERWISE

ADD FIELDS TO DATABASE

· (CEO ONLY: “Photo”, “Chart”, financial data fields)

· next to Country: “addressformat”

· code in Address Format according to chart below:

	Format Code
	Countries
	Format Description

	1
	USA

Canada

Australia
	City, State Zip

	2
	Mexico
	Zip City, State

	3
	Austria

Belgium

Denmark

France

Germany

Israel

Netherlands

Norway

China

Poland

Spain

Sweden

Switzerland

Russian Federation
	Zip City

	4
	United Kingdom
	City
Zip

	5
	Italy
	Zip-City

	6
	New Zealand

Taiwan

Singapore
	City Zip

	7
	Korea


	City 
State Zip

	8
	Japan
	Street, City
State Zip

	9
	India
	City-Zip


Merging

Before merging

Query Options – sort ascending by company name

Then Merge

PAGE LIMITS

CEO, BIF Print Book: 

1 page, period

CEO/BIF Long Profiles (CD or PDF online) 

No page limits. Don’t worry about it.

BIO VentureForum, BIO Mid-America

2 facing pages (no more, no less) 

BIO Europe Book:

Presenters 1 or 2 pages

Sponsors 2 pages (front & back)

Attending Companies – 1 or 2 pages, or less…new company can start

BIO-Asia Book:
All company profiles = maximum 2 pages

GLOBALS (do in WORD doc) [ Use CTRL + H to Find & Replace]
· (R) becomes ® (ctrl + R)
· (TM) becomes ™ (ctrl + T)
·  TM becomes ™ (ctrl + T) (do this one-by-one and not find-all)
· ¶¶ becomes ¶ (repeat until search finds 0)

PRESENTER PREFIX/SUFFIX: 

· Mr becomes Mr. (with period…also check Ms, Dr, Mrs, etc) BE VERY CAUTIOUS – in your global, search with space after and "Match Case”; search only for the “Person” style. Ask Cherry if you don’t know how to do this.  ALSO, do "find next" and NOT "replace all" –this one is notorious for messing up words like "PrograMs." etc.
· he Company = he company

· U.S. = US (no periods) (according to Chicago Manual of Style, 15.34)

· Website or website or web site= Web site

· Email = e-mail

Sometimes documents contain ASCII text instead of special characters. If you see any, check this list to find out what to use instead: BE SURE YOU USE THE ";" in the search & replace
· &#174;  OR &#61650; = ®

· &#216; = Ø
· &#61607; or &#61623; = erase this and use bullets (memobullets style)

· &#61650; = ®
· &#8211; = En Dash (–)

· &#8212; = Em Dash (—)

· &#8216; = ' (left single quotation mark /apostrophe)

· &#8217; = ' (right single quotation mark /apostrophe)

· &#8220; = " (left double quotation marks)

· &#8221; = " (right double quotation marks)

· &#8230; = … (ellipsis)

· &#8294; = En Space

· &#8356; = £ (British pound – change to Arial font if needed)

· &#8364; = € (Euro Currency – change to Arial font if needed)

· &#8482; OR &#61668;  OR &#61652; = ™

· &#920; = Θ
· &#945; = α
· &#946; = β
· &#947; = γ  (change to Arial font if needed)

· &#956; = µ (change to Arial font if needed)

· &#9679;  OR  &#8209; = hyphen (-)

PHONE NUMBERS:

· Look for overlapping phone lines…(example: where ext. wraps to the line below the phone number….make it look pretty somehow)
· Put spaces in long strings of foreign phone numbers
· Put hyphens in US / Canada phone numbers
HTML TAGS

Some profiles have HTML tags too. You can do globals to remove them as needed, though you may want to apply the formatting implied before removing the tags. Call Cherry for guidance on this.
Academic degrees get no punctuation (according to Chicago Manual of Style)

· Ph.D. = PhD

· M.D. = MD

· M.B.A. = MBA

· Etc.

Disease names: below are the correct spellings (note punctuation & case) 
(according to Chicago Manual of Style, 8.153)

· Alzheimer’s disease OR Alzheimer disease 

· Hodgkin’s disease

· Parkinson’s disease

CATEGORIES (under name of company, in header)

· Make sure they are all in Title Case

· Remove extraneous commas, bullets or spaces

· Remove the word “Other” if it appears

HIGHLIGHTS/MILESTONES

· If only one column contains data, merge both columns and erase extraneous title (probably "upcoming")

· If both columns are empty of data, delete table.

· Do NOT use bullets if you can help it. 
MISSION (Short Profiles for BIF or CEO PRINT book ONLY

· Some will end with … others with . This is OK.

· Change . … to . . . . (4 periods separated by non-breaking spaces)

MAIN BODY of Document

· HARD OR SOFT RETURNS.  Look for paragraphs with hard or soft returns after each line. Erase extraneous hard or soft returns so that paragraph has only one hard return at end.

· Look for text that should be bulleted. Use "memo bullets" style

· Look for text that seems to be a subtitle (title of a paragraph under MISSION , TECHNOLOGY, or ALLIANCES) . Use "Memo Subtitle" style (is italics)

PRODUCTS

· If a column has no data, erase column. Then right click on table and choose “TABLE PROPERTIES”. Make Table Width 6.66’ (Or make table exactly match width of other tables)
· Delete empty rows

· CEO & BIF PRINT BOOK (short, one-page profiles): Products must be in order of importance (see below). We will only print the 5 most important products. After arranging products in order, erase 5 least important (and their rows).

	How to gauge importance of PRODUCTS

Using PHASE column, the list below shows the order (top to bottom). STOP re-arranging after you complete the top FIVE.

Marketed
NDA
III (b first, then a)
II (b first, then a)
I (b first, then a)
IND
pre-clinical (late first, then early)
optimization
Research


NEW !  FINANCING HISTORY (private companies)
· Round Date (Amount) – amount should be expressed as “million” where appropriate. Change all MM or M to million, therefore. 

· Investor (Ownership) – Ownership should be a number followed by “%” – add “%” where needed

MANAGEMENT, ETC

MIDDLE INITIAL: Make sure middle initial has period after it. [EXCEPT: Rick E Winningham. "Rick E" is really his name –NO Period after the E for this person only.]

GREY BOX

· Look for & delete missing data in bullet list. (i.e., employees, incorporation date)

· Erase http:// --website should just be www.websitename.com
· A person’s name gets EITHER a prefix or suffix, not both. 

· For example, “Dr. John Smith” is OK and so is “John Smith, MD”. 

· But “Dr. John Smith, MD” is superfluous and incorrect.

LAST CHECK

· Look for extra or missing lines around boxes

· Put in Print Preview to check for blank pages, pagination, etc.

· Save with subsequent numbers 

PLEASE call Cherry if you have questions 
917-312-5598 cell   or    212 942 5947 home
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