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For the cultural institution and the curators of an exhibition, the publication of a catalogue adds to 

the experience and produces a lasting document of the event. The catalogue can be studied by others, 

even if they were unable to attend the exhibition. For scholars in the fi eld of cultural research, this 

documentation enriches the knowledge base and allows for continuing study and understanding. Well 

chosen images with critical text enable future students to review the exhibited items and curatorial 

interpretation. 

While it is understood that budgets vary greatly, a quality catalogue is always possible. When an 

exhibition is considered, the publication of a catalogue should be part of the cost review. Professionally 

documenting the exhibition with supporting text and images will enhance the credibility of your 

institution. 

By careful planning with designers (in-house or consultants) and printers, many problems can be solved 

before you start working on your catalogue. Both printers and designers will provide cost estimates. A 

budget helps everyone understand the scope of the publication and avoids nasty fi nancial surprises. Once 

the budget is established, it is important to work to a schedule. Use the publication schedule provided in 

Appendix A as a guideline. It can be adapted to suit each project as necessary.

A key factor in producing a quality publication, within the time frame and the set budget, is editing. 

Carefully proofi ng the text and images from the beginning stages is essential and prevents costly changes 

later on. The fi nal "blueline" proof is not the place to be editing text or images. See Section 5 (Text) for 

more information on this fundamental issue.

Good catalogue design requires simple but important elements and, as with much of life, elegance and 

simplicity are paramount for the creation of a quality publication. Elements to consider are as follows:

Typeface
Choose classic typefaces with a wide enough range of letters and characters to handle the more complex 

typographic design requirements. Classic font families, such as Baskerville, Caslon, Garamond or Minion, 

include special, "old style" numbers (1,2,3,4,5,6,7,8,9,0) that match the ascenders and descenders in our 

alphabet’s letters. They have small capitals that match the height of the lower case letters and are less 

jarring than full size capital letters. They provide genuine italics that show titles clearly.
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Always avoid the use of fancy script typefaces and decorative fonts; they are hard to read and diffi cult to 

use to good effect. The object in designing a book or catalogue is to present the written and illustrated 

material as clearly as possible.

Colour
Images are less expensive if reproduced in black and white or grayscale. If you plan to have black and 

white images in your publication, it is best to use photographs taken with black and white fi lm because 

it records light and shadow better than colour fi lm. Colour images need to be carefully selected and 

professionally photographed with high quality transparency fi lm. Both black and white prints and colour 

transparencies can be easily scanned to digital formats. 

In planning and budgeting, discuss the costs of colour reproduction and scanning requirements with 

printers and designers. A good designer, who knows the technical requirements of the printing process, 

will help you plan the most cost-effective use of colour or black and white images to match the text. This 

is an important but often neglected fact of publishing. 

As catalogues are sold mostly inside an institution and need not compete in the general market place, you 

may choose a simpler but more dynamic cover. For example, you can use a single, well-chosen colour. 

Rather than having an elaborate cover design, it may be better to put more money towards a colour 

section inside the publication to enhance the effectiveness and enjoyment of the catalogue. At an 

8 1/2" x 11" format, a coloured front and back cover is equivalent in cost to four pages of colour inside the 

catalogue.

Size
Today, most work is done in the standard  8 1/2"x 11" size. You can explore the other standard sizes of 

6"x 9" or 8 1/2"x 5 1/2" as well as the folded legal size of 7"x 8 1/2". Discuss your options with the designer 

and printer. A major consideration is the layout of text and images on each page. 

Binding
At the planning stage, you need to consider the binding of the catalogue. The budget and size of the 

catalogue will determine if you can sew, saddle stitch (mechanical staples), perfect bind (hot melted glue) 

or spiral bind the pages. A sewn or glue bound spine is best, while saddle stitched and spiral bound spines 

are cheaper but less desirable.
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Paper Selection
The choice of paper infl uences the thickness of the publication and whether a spine is possible. The paper 

quality also determines the resolution and clarity of the images. You will need to balance readability on 

shiny/coated paper against coarser images on uncoated paper. The cover needs to be a heavier weight than 

the text paper and must have a coating added to seal the surface and to resist fi ngerprinting and staining. 

SSHRC-CURA Acknowledgement
As stipulated in Section A of the Letter of Agreement for all projects, SSHRC-CURA support must 

be acknowledged in publications. This acknowledgement can be placed on the copyright page or the 

following page of the front matter, as suggested in this guide. 

The wording, as given in the Letter of Agreement states: For their support of this project, we would like 

to thank the Social Sciences and Humanities Research Council of Canada (SSHRC), the SSHRC-CURA 

Cultural Property Community Research Collaborative Program at the University of Victoria and the 

CURA Program community partners: the Royal British Columbia Museum, the Art Gallery of Greater 

Victoria, the Heritage Society of British Columbia and the British Columbia Museums Association.
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Layout2. Layout

As far in advance as possible, you should talk to local printers to discuss cost and layout options. Use the 

following guidelines as the basis for your discussion:

• Will I need a graphic designer to help me with the layout?

• What size should the catalogue be?

• How many pages will it have?

• What quality of paper do I want?

• Should images be in black and white, colour or both? 

• How should the binding be done? 

• How many copies do I need? Standard number of copies are 500, 1000 or 2000. Printers usually 

have a minimum requirement. Allow for free press copies as well as two copies for the National

Library. Also remember that museums and galleries often swap catalogues for their libraries.

The layout of individual pages depends on whether you want a single or multiple column format and on 

whether you want the images to be with the text or in a separate section of the catalogue. Layout is easier 

to handle with separate text and image sections.

If text is divided into columns, they can be even or uneven in width. If uneven, the narrower column is 

often used for footnotes and annotations:

Main Text Sidebar/ Notes / Illustration

Layout | Page 5



Remember that white space increases the readability of a page, as long paragraphs are visually exhausting. 

Good ways of creating white space are multiple columns and short paragraphs:

Images that go to the edge of the page (bleeding) increase the printing costs. It is cheaper to stay 1/2 inch 

within the page size.

Lastly, remember that the market place for the catalogue is during the exhibition, particularly on opening 

night. Plan the publication to be ready before then. Talk to the printer in advance to fi nd out how long 

the printing will take and develop a timeline back from that date. If possible, add a week to give yourself 

some extra time.

1 | Creating white space with multiple columns.
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2 | Creating white space with short paragraphs.
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er

The front cover, back cover and spine of a publication create the publicity poster of the book. The level of 

lavishness and design depends a lot on the market forces; while the bookstore trade requires that the book 

is noticed in the store, the design may be less conspicuous if the market is your own museum.

3.1 The Front Cover
The front cover includes the title and author/editor of the publication. It can also include the 

institution/museum publishing the catalogue as well as the logos of major sponsors. If a major 

contributor requests acknowledgement on the cover, SSHRC-CURA must also be acknowledged 

here.
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3.2 The Spine
Once the catalogue is shelved, the spine is the part you see. There are several options for binding a 

catalogue, depending on the number of pages and the printing facilities. A square back spine allows 

for a line of type to run along the back, while a saddle stitched (sometimes referred to as wire 

stitched) spine does not.

The text on a square back spine, running from top to bottom, lists the author/editor, title and 

publisher. A minimum of 48 pages is generally required to produce this type of spine. If a 

publication is thinner and saddle stitched, consider having the line of text running along the edge 

of the back cover. This will mimic the look of a square back spine and the title will be visible on a 

bookshelf.
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4. | A square back spine. 

5. | A saddle stitched spine with text along the edge of the back cover. 
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6. | Sample of a back cover.

3.3 The Back Cover
The design of this page is optional and can include anything from a blurb about the catalogue or 

the author, to credits, logos and graphics. A SSHRC-CURA mission statement could be formulated 

as well as a statement from the institution publishing the catalogue. Miscellaneous items, such as 

notes about the author(s), the UPC (Universal Product Code) and ISBN (International Standard 

Book Number) are important if sales will be in the general market place.
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Front Matter4. The Front Matter

The front matter of a publication includes all or any of the following: title (mandatory), copyright 

page (mandatory), table of contents (mandatory), list of illustrations (optional), acknowledgements 

(mandatory for SSHRC-CURA projects if not included elsewhere), foreword (optional), preface 

(optional) and introduction (optional). See the Glossary for a defi nition of the above terms.

4.1  First Page (optional)
The fi rst page, or "half title," of a catalogue is optional. It can be omitted but, by using it, one now gets an 

extra page on the back of it. The design of the fi rst page is fl exible but it most often just lists the title of 

the publication.

4.2 Second Page (optional) and Third Page
The second page backs the optional fi rst page. If available, it can be used to insert a frontispiece, which 

generally features a key illustration, complementing the theme of the publication.
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7. | Sample of a frontispiece (left) showing a photograph of the artist.



4.3 Fourth Page
This page is mandatory. It should include to-date copyright information as well as ISBN and CIP 

(Cataloguing in Publication) data,  available through the National Library of Canada. ISBN and CIP 

register the publication and allow sales from bookstores and libraries across Canada. 

The text and format supplied by CIP must be used exactly as provided and cannot be changed. 

For more information, visit the National Library web site at http://www.nlc-bnc.ca/isbn/index-e.html and 

http://www.nlc-bnc.ca/cip/index-e.html. Registration should be done as early as possible, as it will take 

time, and you want to avoid delays in printing.

Regardless of where your publication will be sold, this page should include information on the publisher 

(name, address), the distributor, and the publication. "Printed in Canada" is important, especially if 

copies cross into the USA. Acknowledgements and dedications can also be added to this page.

The third page is the title page of the publication, including author/editor, publisher, date and place. This 

page is mandatory.
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8. | Sample of a frontispiece including the title page.

SSHRC-CURA Catalogue Guide



4.4  Fifth Page (optional)
This page can be used for various purposes, such as dedications, sponsor/donor recognition, references to 

the SSHRC-CURA program and a statement (foreword) from the curator, director or CURA partner. If 

required, this may be a series of pages. 

If the above items have been covered elsewhere or are not to be included, use this page for the table of 

contents.
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Text5. Text

This is the main section of the catalogue, including your text and illustrations. The design and content of 

these pages are fl exible. Although not required, it is common to have an introduction at the beginning of 

this section. A list of abbreviations and/or a chronology can also be included.

5.1 Text
Every author should be consulting a style guide during the writing process. The Chicago Manual of Style 

is widely used and recommended. The text must undergo a thorough editing process. There are two types 

of editors: a content editor and a copy editor. Budget at least for a qualifi ed copy editor. A content editor 

should be someone knowledgeable in the fi eld. 

The author is ultimately responsible for the text. The author must edit all proofs. Take the time to read, 

reread and read again. Edit each line, isolating each word. Consider consistency of style, word usage, 

spelling, use of abbreviations and formatting. After the text is typeset or when it is at the fi nal proof stage, 

changes are very costly.

Prepare your text in a text fi le or word document, such as Microsoft Word. Do not use a publishing 

program because they are non-standard for professional printing purposes. Always supply a hard copy of 

your document to the printer. 

5.2 Images
You may be asked to provide images in electronic form, either on disk or by e-mail. For quality 

reproduction, images should be scanned to 350 - 600 dpi (dots per inches) tiffs; the specifi c resolution 

and format requirements depend on such factors as use of colour and the size of the reproduction in the 

catalogue. Consult with printers before scanning to determine their specifi cations.

Images should be labeled as follows: Artist, title, date, medium, dimensions, collection information. 

Additional notes to individual images are best handled in a separate section at the end of the catalogue. 

Photo credits need to be provided for all reproductions. Those can be listed in the back matter.
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11. | Sample layout of images with correct labeling.
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5.3 Copyright
For matters of text copyright, community project directors should consult with faculty directors to  

determine copyright requirements for the use of CURA project research papers.

Copyright clearance must be obtained in writing whenever a work of art or artifact is reproduced. The 

holder of the copyright may be the artist or the artist’s estate, or someone else. In addition, it is essential 

to obtain permission from the photographer or the institution for which the photo was taken.



Back Matter6. The Back Matter

The back matter includes any subsidiary material not included in the main section of the catalogue. This 

could be all or any of the following subsidiary material: appendices, notes, bibliography, glossary, credits 

and index.
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Glossary7. Glossary of Terms

Acknowledgement:
Expresses appreciation of a service etc. (Canadian Oxford Dictionary)

Appendix (Plural: Appendices):
Subsidiary matter at the end of a book or document. (Canadian Oxford Dictionary)
This could include, for example, original documents pertaining to the catalogue, maps, chronologies, 
reference material and exhibition records.

Bibliography:
The systematic description and history of books, their authorship, printing, publication, editions, etc. 
(Oxford English Dictionary)

Note: The image credits in this guide follow The Chicago Manual of Style format. For more information 
on citing sources according to this manual, see http://www.wisc.edu/writing/Handbook/Chicago.html.

CIP:
Cataloguing in Publication. A voluntary program of cooperation between publishers and libraries, 
enabling the cataloguing of books before they are published and the prompt distribution of this 
cataloguing information to booksellers and libraries. The Canadian CIP program is coordinated by the 
National Library of Canada at http://www.nlc-bnc.ca.

As far in advance of publication as possible, the publisher should send information about a forthcoming 
title to a CIP agent library. This information is submitted on a CIP form, which covers various details 
about the book, such as its author, title, subject matter, etc. (National Library of Canada, Cataloguing in 
Publication Program).

The text and format supplied by CIP is mandatory and cannot be changed. If you register your 
publication, you are required to send two copies to the National Library. 

Copyright:
The exclusive right given by law for a certain term of years to an author, composer, designer, etc. (or his 
assignee), to print, publish, and sell copies of his original work. (Oxford English Dictionary)

In Canada, you do not have to register your copyright to benefi t from the protection of the Copyright Act. 
However, by registering with the Copyright Offi ce, you receive a certifi cate, which can be used to your 
advantage in the case that your work is used unlawfully. 

Obtaining permission to copy a work was diffi cult until the copyright collective CANCOPY was 
established to license public access to copyrighted material. Through licenses with individuals and 
organizations, this agency allows copying for a fee and, in turn, distributes royalties to the owners of 
copyright.
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For more information on copyright, visit the Canadian Intellectual Property Offi ce web site at http:
//strategis.gc.ca/sc_mrksv/cipo/cp/cp_main-e.html.

Foreword:
Introductory remarks at the beginning of a book often by a person other than the author. (Canadian 
Oxford Dictionary)
The foreword could be written by the museum director, a sponsor, a co-worker or anyone else slightly 
removed from the project.

Frontispiece:
The page opposite the title page of a publication. It often features a key illustration or prominent object 
in the exhibition.

Glossary:
An alphabetical list of terms or works found in or relating to a specifi c subject or text with explanations; a 
brief dictionary. (Canadian Oxford Dictionary)

ISBN:
International Standard Book Number. A unique ten-digit number used to identify publications in order 
to facilitate their handling and retrieval. The number is assigned by the International ISBN Agency but is 
also available through the National Library of Canada at http://www.nlc/bnc.ca.

Preface:
An introduction to a book stating its subject, scope, etc. The author’s initial statement. (Canadian Oxford 
Dictionary) Acknowledgements are often included in this section. 

UPC:
Universal Product Code. A number and bar code that identify an individual consumer product. UPC is 
used world-wide for a variety of products, standardizing the way trading partners identify, communicate 
about, and code their products. This code is required if you plan to sell copies of your publication in the 
general market place, and should be obtained as early as possible. For more information, see 
http://www.uc-council.org/ (Uniform Code Council).
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Photo Credits and other Credits

1, 3, 4, 6 
Young Blyth, Gladys. Salmon Canneries. British Columbia North Coast. Lantzville, BC: Oolichan 
Books, 1991.

2, 11 
Koerner, John. Unseen Dimensions. Musings on Art and Life. Victoria, BC: Sono Nis Press, 1997.

5 
Celebration of a Friendship. Victoria, BC: Maltwood Art Museum & Gallery, 1997.

7 
Tuele, Nicholas. Thomas Fripp, 1864-1931. Victoria, BC: Art Gallery of Greater Victoria, 1983.

8, 10, 12 
Fones, Robert, Helga Pakasaar, Matthew Teitlebaum and Peter White. Murray Favro. London, ON: 
London Regional Art and Historical Museums, 1999.

9 
On the Eve of the Reformation. The Graphic Art of Albrecht Dürer. Victoria, BC: Art Gallery of 
Greater Victoria, 1993.

Special thanks to the following institutions for allowing us to include samples of their publications:

Art Gallery of Greater Victoria, British Columbia
Maltwood Art Museum & Gallery, University of Victoria, British Columbia

London Regional Art & Historical Museum, Ontario
Oolichan Books, Lantzville, British Columbia

Sono Nis Press, Victoria, British Columbia



Appendix A PUBLICATION SCHEDULE 

PLANNING
Proposal approved ____________________________________________________________________________
Budget approved ______________________________________________________________________________
Schedule approved ____________________________________________________________________________
Call for tenders _______________________________________________________________________________
Tenders back  ________________________________________________________________________________
Approval of choice ____________________________________________________________________________
Contract ____________________________________________________________________________________
Concept/direction ____________________________________________________________________________

PRODUCTION
Detailed outline ______________________________________________________________________________
Editorial
 Research _________________________________________________________________________________
 Copy drafted ______________________________________________________________________________
 Copy edited ______________________________________________________________________________
 Copy revised ______________________________________________________________________________
 Fact checking _____________________________________________________________________________
 Whole edit _______________________________________________________________________________
 Copy approved ____________________________________________________________________________
 Final changes & to designer _________________________________________________________________
Photos/graphs/maps
 Research _________________________________________________________________________________
 Shoots ___________________________________________________________________________________
 Photos chosen & scanned ___________________________________________________________________
 Illustrations produced, proofed _______________________________________________________________
Design
 Concepts presented ________________________________________________________________________
 Concept refi ned ___________________________________________________________________________
 Concept approved _________________________________________________________________________
Print tenders out _____________________________________________________________________________
Print tenders back ____________________________________________________________________________
Approval of choice ____________________________________________________________________________
Print contract _______________________________________________________________________________
Layout
 Rough pages _____________________________________________________________________________
 Approval _________________________________________________________________________________
 Proof pages ______________________________________________________________________________
 Approval _________________________________________________________________________________
 Final pages _______________________________________________________________________________
Final approval ________________________________________________________________________________
Job to printer ________________________________________________________________________________
Proofs approved ______________________________________________________________________________
Press check __________________________________________________________________________________
Printed/dried/collated/bound/shipped _____________________________________________________________
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Appendix B ISBN APPLICATION FORM

For an online version of this form, see http://www.nlc-bnc.ca/isbn/s11-202-e.html.
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Appendix C CANADIAN CIP INFORMATION FORM

For an online version of this form, see http://www.nlc-bnc.ca/cip/s15-04-e.html.
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