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Preface

Kate L. Turabian designed this manual as a guide to suitable style for
presenting formal papers—term papers, theses, dissertations—in the
humanities, social sciences, and natural sciences. Over the course of
sixty years the book has become established as one of the basic refer-
ence works for undergraduate and graduate students in many disci-
plines. This sixth edition has been prompted by publication of the four-
teenth edition of The Chicago Manual of Style and by new guidelines
on dissertations from the Office of Academic Publications at the Uni-
versity of Chicago.

The University of Chicago Press receives many inquiries about Kate
Turabian and the history of her manual. A reviewer for Quill and Scroll
wrote that Turabian’s name had become “part of the folklore of Ameri-
can higher education,” and she has been called “the Emily Post of
scholarship.” So legendary has she become that some believe she is an
invention. In fact, Kate Turabian worked for over thirty years at the
University of Chicago, where she was dissertation secretary from 1930
to 1958. She died in 1987 at age ninety-four, a few months after publica-
tion of the fiftieth anniversary edition of her manual. Commenting on
the more than eleven thousand theses and dissertations she inspected
for the university, she told the Chicago Tribune, “1 learned early that
modern young people have ideas of their own on grammar and punctu-
ation.” It was to correct and guide these ideas that she wrote the instruc-
tion sheets that were given out to graduate students at the university.
She later adapted materials from the Press’s Manual of Style to expand
the guidelines into a sixty-eight-page booklet, copyrighted by the Uni-
versity of Chicago in 1937 and distributed first by the campus book-
store, then by the Press. The University of Chicago Press published the
book under its own imprint in a revised edition issued in 1955. Three
years later Kate Turabian retired as dissertation secretary, but she re-
mained involved in the next two revisions of her manual, published in
1967 and 1973. The fifth edition, substantially revised and enlarged by
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Bonnie Honigsblum, was published in 1987. This sixth edition has been
revised by John Grossman, now retired as managing editor of the Uni-
versity of Chicago Press, who also prepared the fourteenth edition of
The Chicago Manual of Style, and by Alice Bennett, senior manuscript
editor at the Press.

From the beginning Kate Turabian’s book has had a close connection
with the Press’s older style manual. Since the tenth edition of the Press’s
manual was published in 1937, each new edition has been followed by
a revision of “Turabian.” This sixth edition brings Turabian’s manual
into conformity with the fourteenth edition of The Chicago Manual of
Style. The new edition also reflects changes brought about by the in-
creasing use of personal computers for preparing research papers.
When Turabian’s manual was last revised in 1987, many students were
still using typewriters. Those who worked with computers found that
word processing programs were not designed for the special formatting
requirements of scholarly papers, such as placing footnotes at the bot-
tom of the page. In less than a decade, the situation has changed dra-
matically. Not only do many more students have access to computers,
but software now addresses the particular needs of scholars and stu-
dents and offers a typographic sophistication that was not available
before. With the help of style sheets, students can reduce the time spent
on formatting and concentrate on presenting ideas. Dissertation offices
can allow greater flexibility in decisions regarding margins, spacing,
emphasis, headings, and general presentation. This new environment is
reflected in the current edition, especially in chapter 13 on manuscript
preparation and in chapter 14, showing sample pages from typical re-
search papers.

Regular users of this manual will find that its basic structure remains
much the same as in the fifth edition. Some chapters have been retitled
or rearranged, but the same major topics are covered. Chapter 1 de-
scribes the parts of a long formal paper. Chapters 2-5 introduce stu-
dents to the mechanics of writing, including the use of abbreviations,
the treatment of numbers, some principles of spelling, punctuation,
capitalization, and the use of italics, and the way to present quotations.
Chapters 6 and 7 show how to prepare and refer to tables and illustra-
tions. The section on documentation, chapters 8-12, describes two of
the most commonly used systems of citation—the humanities style us-
ing notes and bibliographical references and the author-date style fa-
vored by scholars in the social and natural sciences—and gives many
examples.

It is not within the scope of this manual to offer advice on how to
select a topic, undertake research, and write up the results. That chal-
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lenge is taken up by three master teachers, Wayne C. Booth, Gregory
G. Colomb, and Joseph M. Williams, in their recent book The Craft of
Research (Chicago, 1995), which is intended as a companion to Turabi-
an’s manual. Students may also need to consult a specialized style man-
ual prescribed by their academic department or discipline. Although
many scholarly authors and publishers follow one of the methods of
documentation described here, there is not universal acceptance of ev-
ery detail. Some disciplines follow the citation style of manuals pub-
lished by learned societies or scholarly journals, listed in the bibliogra-
phy at the end of this book.

The revisers of this edition thank all those who contributed informa-
tion useful to the preparation of the fifth and sixth editions of Turabi-
an’s Manual. These include the many teachers, dissertation secretaries,
and thesis advisers who have written to the Press with suggestions or
have answered questionnaires, as well as members of the University of
Chicago community who have advised on various items. The revisers
have endeavored to continue Turabian’s tradition of selecting the parts
of The Chicago Manual of Style that are most useful to students.
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INTRODUCTION

1.1 The word paper is used throughout this manual for term pa-
pers, theses, and dissertations except when referring specifi-
cally to one of these. A term paper fulfills one of the require-
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1.2/ Parts of the Paper

1.2

1.3

1.4

1.5

1.6

ments of a course or an undergraduate major. A thesis is a
requirement of a graduate-level course or a master’s degree. A
dissertation is one of the requirements for a doctorate. Each
kind of research paper must include references giving full pub-
lication data for works cited in the text, and each is to be sub-
mitted as finished copy rather than as a manuscript prepared
for typesetting. Before beginning work on such a research pa-
per, the writer should consult the department or degree-
granting institution to determine any special requirements. To
the extent that these do not conflict with the guidelines offered
in this manual, or if no special requirements exist, the style
presented here is recommended.

All the basic text in a dissertation must be double-spaced, and
double-spacing is strongly urged for all academic papers. In-
dented block quotations (5.30-34), however, may be single-
spaced. It is also conventional to single-space footnotes, item-
ized lists, and bibliographies or reference lists, leaving a blank
line between notes, items, or entries. Runover lines in tables of
contents, lists of tables and illustrations, and subheads may
also be single-spaced.

A paper has three main parts: the front matter, or preliminar-
ies; the text; and the back matter or reference matter. In a long
paper, each of these parts may consist of several sections (see
below), each beginning a new page.

There are two categories of pagination: the front matter, num-
bered with consecutive lowercase roman numerals, centered at
the bottom of the page, and the rest of the work, numbered
with arabic numerals centered at the bottom of pages that bear
titles and centered at the top (or placed in the upper right cor-
ner) of all other pages of the text and back matter.

Although all pages are counted in the pagination, some of the
preliminaries do not have page numbers typed on them (see
1.7-11).

Unless specified otherwise by the conventions of a department
or discipline, the order given in the table of contents for this
chapter should be observed, though not every paper will re-
quire all these parts. Should the paper later be published, the
organization required by the publisher may differ from that
recommended here.
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FRONT MATTER, OR PRELIMINARIES

TIiTLE PAGE

1.7

BLaNK

1.8

Many universities and colleges have their own style of title
page for theses and dissertations, and this should be followed
exactly for content, capitalization, and position and spacing of
the elements. For term papers, if a sample sheet is not pro-
vided, a title page might include the name of the university or
college (usually centered near the top of the sheet), the full title
of the paper, the course (including its department and num-
ber), the date, and the name of the writer. Although the title
page counts as page i, the number is not shown on it. See sam-
ple 14.18 for one style that may be used for theses and disserta-
tions.

PAGE OR COPYRIGHT PAGE

A blank sheet prevents the text of the following page from
showing through the white space on the title page. The sheet
may also be used as a copyright page, with the copyright no-
tice, in the following form, placed near the bottom.

Copyright © 19— by Arthur Author
All rights reserved

In either case the sheet is counted in the pagination, but the
page number is not shown. A copyright notice may be included
even if the copyright is not registered.

DEDICATION

1.9

Dedications are usually brief and need not include the word
dedicated. To is sufficient:

To Gerald

It is not necessary to identify (or even give the whole name of)
the person to whom the work is dedicated or to give such other
information as life dates, though both are permissible. Extrav-
agant dedications are a thing of the past, and humorous ones
rarely stand the test of time. The dedication, typed in upper-
case and lowercase, should be centered on the width of a line
about three inches from the top of the page, with no final punc-
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1.10/ Parts of the Paper

tuation. If 7o introduces the dedication, it should begin with a
capital. A dedication is not listed in the table of contents. No
number appears on it, but the page is counted in the pagination
of the preliminaries.

EPIGRAPH

1.10

An epigraph—a quotation placed at the beginning of a work
or of one of its parts and adumbrating its theme—is not itali-
cized, underlined, or put in quotation marks. When an epi-
graph heads a whole paper, its format is like that of a dedica-
tion (see 1.9). For epigraphs that begin chapters or sections of
a paper, see 5.9. The source is given on the line following the
quotation and should consist only of the author’s name (just
the last name of a well-known author) and, usually, the title of
the work. The title should be italicized or underlined or en-
closed in quotation marks in accordance with the guidelines in
chapter 4. Epigraphs are usually self-explanatory: any explana-
tion should be included in the preface or other introductory
matter. An epigraph is not listed in the table of contents. No
number appears on it, but the page is counted in the pagination
of the preliminaries.

TABLE OF CONTENTS

1.11

1.12

The table of contents, usually headed simply CONTENTS (in full
capitals), lists all the parts of the paper except the title page,
blank page or copyright page, dedication, and epigraph, which
all precede it. No page numbers appear on any of these four,
but all are counted in the pagination of the front matter. If the
chapters are grouped in parts, the generic headings (e.g.,
PART 1) and titles (e.g., EARLY FINDINGS) of the parts also appear
in the contents, though the pages carry no numbers in the text
(see 1.18). Subheads within the chapters are frequently in-
cluded in one of various ways (see 14.19-20), or they may be
omitted from the table of contents.

In preparing a table of contents for a paper containing one
level or more of subheads (see 1.37), there is great latitude in
both the amount of information included and the method of
presenting it. At one extreme the contents may provide what is
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1.14

Front Matter, or Preliminaries/ 1.14

essentially an outline by including all the levels. At the other
extreme the contents may omit the subheads—even though the
paper carries subheads of one level or more than one—show-
ing only the generic headings and titles of chapters. For many
papers, both those with only one level and those with more
than one level of subhead, the table of contents includes the
first-level (principal) subheads, with or without the page num-
bers (sample 14.19). Note that when more than one level of
subhead is included in the contents, they must appear in order
of rank; that is, it is not permissible to begin with any but the
first-level subhead or to skip from the first to the third or
fourth level (sample 14.20).

First to be listed in the table of contents (see 14.19) are those
elements of the front matter that have page numbers shown
(1.19-32). These may include a list of illustrations, list of tables,
preface, acknowledgments, list of abbreviations, glossary, edi-
torial method, and abstract, usually in that order. Following
the preliminaries, the various elements of the text are listed.
Chapters are listed under that generic heading, with chapter
numbers aligned at the left and chapter titles aligned on the
first letter. If the chapters are divided into groups, or parts, the
part title and number are centered above the constituent chap-
ters (14.19). The back matter, or reference matter (appendix,
endnotes, and bibliography or reference list; see 1.39-47), is
listed last (14.20) and, like the front matter, starts flush left. A
line space should be left between items in the table of contents;
thatis, the items are double-spaced. If an item runs to more than
one line, however, the runover lines are single-spaced.

Subheads, when included, are indented a consistent distance
(three spaces, for example) beyond the beginning of the chap-
ter title. If more than one level of subhead is included, each
level is indented an additional three spaces. Runovers are in-
dented yet another three spaces, and the spaced periods (lead-
ers) running to the page number (see 1.18) begin at the end of
the last runover line. Multiple levels of subheads and a runover
subhead are illustrated in example 14.20. If the subheads are
short, those of the same level may be run in (run together),
with each level, as a block, indented three spaces beyond the
preceding one. Run-in subheads may be separated by semico-
lons, dashes, or periods.



1.15/ Parts of the Paper

1.15

1.16

1.17

1.18

Capitalization and wording of the titles of all parts, chapters,
and sections should appear exactly as in the body of the paper.

Capitalization of titles in both the table of contents and the
body of the paper should be as follows. For the titles of all
major divisions (acknowledgments, preface, contents, list of il-
lustrations, list of tables, list of abbreviations, glossary, edito-
rial method, abstract, introduction, parts, chapters, appendix,
notes, and bibliography or reference list), capitalize all letters
(e.g., PREFACE). For subheads, use headline style (see 4.6-8),
capitalizing the initial letter of the first and last words and of
all other words except articles, prepositions, and coordinate
conjunctions (sample 14.19), or use sentence style (see 4.9),
capitalizing only the initial letter of the subhead and of any
proper nouns or proper adjectives (sample 14.20).

Numbers designating parts and chapters should be given as
they appear in the text. Part numbers may be uppercase roman
numerals (PART I, PART II, etc.) or spelled-out numbers (PART
ONE, PART TWO, etc.). The generic heading may precede the part
title on the same line, followed by a period (sample 14.19), or
it may be centered above the title and thus need no following
punctuation (sample 14.20). Chapter numbers may be arabic
or uppercase roman numerals or spelled-out numbers. The
word chapter may precede each chapter number, or it may be
given only once as a heading above the column listing all the
chapter numbers (samples 14.19-20).

Page numbers in a table of contents are usually aligned on the
right following a line of spaced periods (leaders) separating the
title from the page number on which the part of the paper be-
gins (sample 14.20). Note that only the beginning page number
of each chapter or other section is given. Page numbers for
parts need be given only if the part-title page contains some
introductory text, but if the page number is given for one part,
it must be given for all. Page numbers for subheads may be
omitted (sample 14.19). When they are included with run-in
subheads, page numbers are best placed in parentheses imme-
diately following each subhead.

LiST OF ILLUSTRATIONS

1.19

In a list of illustrations, headed simply ILLUSTRATIONS, the fig-
ure numbers are given in arabic numerals followed by a period;



1.20

1.21

1.22

1.23

Front Matter, or Preliminaries/1.25

the captions follow the period; and the page numbers (in ara-
bic) are usually separated from the caption by leaders. Double-
space between captions, single-space within.

The figure numbers in the list are aligned on their periods un-
der the word figure, and page numbers are listed flush right
under the word page, as in sample 14.21.

Figures must not be numbered la, 1b, and so forth. A figure
may, however, have lettered parts to which its legend, or de-
scriptive statement, refers.

Fig. 1. Digitalis: a, cross section of stem; b,
enlargement of a seed.

Do not include the lettered parts in the list of illustrations.

The captions in the list of illustrations should agree with those
given beneath the illustrations, unless the latter are long (more
properly, then, called /egends), in which case it is best to
shorten them in the list. For a thesis or dissertation, however,
consult the dissertation office. Even if a descriptive or explana-
tory statement follows the caption under an illustration, do not
include it in the list of illustrations (sample 14.21).

In this list captions are capitalized headline style (see 4.6-8),
as in sample 14.21. Foreign language captions, however, should
follow the conventions for the language.

LisT oF TABLES

1.24

In a list of tables, the table numbers are arabic numerals fol-
lowed by periods and are aligned on the periods in a left-hand
column headed table; the page numbers are listed flush right
under the heading page. The table titles begin two spaces after
the period following the table number and should agree exactly
with the titles above the tables themselves. The titles are capi-
talized either sentence or headline style (see 4.6-9), and run-
over lines are indented three spaces. Double-space between
items, single-space within (sample 14.22).

PREFACE

1.25

In the preface, the writer explains the motivation for the study,
the background of the project, the scope of the research, and

7



1.26 / Parts of the Paper

the purpose of the paper. The preface may also include ac-
knowledgments. If a writer has nothing significant to add to
what is covered in the body of the paper and wishes only to
acknowledge the various sorts of assistance and permissions
received, these remarks should be titled ACKNOWLEDGMENTS
rather than PREFACE. A preface appears in the same format as
an acknowledgments section (see 1.26).

ACKNOWLEDGMENTS

1.26

In the acknowledgments, the writer thanks mentors and col-
leagues, lists the individuals or institutions that supported the
research, and gives credit to works cited in the text for which
permission to reproduce has been granted (see 5.1). Although
one might wish to acknowledge special assistance such as con-
sultation on technical matters or aid in securing special equip-
ment and source materials, one may properly omit formal
thanks for the routine help given by an adviser or a thesis com-
mittee. The generic heading ACKNOWLEDGMENTS, which ap-
pears only on the first page, is in uppercase and centered over
the text. The format of this page should be the same as for the
first page of a chapter. Each page of the acknowledgments is
numbered in lowercase roman numerals centered beneath the
text.

LiST OF ABBREVIATIONS

1.27

A list of abbreviations is desirable only if the writer has devised
new abbreviations instead of using commonly accepted ones,
such as standard abbreviations of titles of professional jour-
nals. A list of abbreviations should be arranged alphabetically
by the abbreviation itself, not the spelled-out term. Under the
centered generic heading in uppercase, list abbreviations on the
left in alphabetical order and leave two to four spaces between
the longest abbreviation and its spelled-out term. Align the
first letter of all other spelled-out terms and any runover lines
with the first letter of the term following the /ongest abbrevia-
tion, and use the longest line in the column to center the list
on the page(s). Double-space between items, single-space
within, as in sample 14.32. A list of abbreviations helps the
reader who looks at only a portion of the paper instead of
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reading it from beginning to end. Even when a paper includes
a list of abbreviations, the spelled-out version should be given
the first time a term appears, followed by the abbreviation in
parentheses.

GLOSSARY

1.28

1.29

1.30

A paper that contains many foreign words or technical terms
and phrases likely to be unfamiliar to the reader should include
a list of these, followed by their translations or definitions. The
terms should be arranged alphabetically, each typed flush left
and followed by a period, a dash, or a colon. The translation
or definition follows, with its first word capitalized and ending
with a period, unless all definitions consist only of single words
or phrases, in which case no final punctuation should be used.
If a definition extends to more than one line, the runover lines
should be indented five spaces from the left margin. Double-
space between items, single-space within, as in sample 14.33.

If there is more than one glossary, each should start on a new
page.
A glossary placed in the back matter rather than in the front

matter follows an appendix, if any, and precedes the bibliogra-
phy or reference list.

EpiTORIAL METHOD

1.31

Following the same format as does the preface (see 1.25), a
section devoted to editorial method may be included in the
preliminaries to explain the writer’s editorial practice or to dis-
cuss variant texts, particularly if the paper is a scholarly edi-
tion. In practice, however, this discussion is usually part of the
introduction. Short, uncomplicated remarks about editorial
method—such as a note that capitalization and punctuation
have been modernized—may be included in the preface or
placed in a note after the first quotation from the edited work.

ABSTRACT

1.32

An abstract, which may or may not be required, briefly sum-
marizes the thesis and contents of the paper. Like the title, it

9
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TEXT
1.33

may be used by information services to create lists of papers
organized by subject matter. Since each department or disci-
pline has its own requirements, consult the thesis adviser or
dissertation office regarding the content, style, placement, and
format of the abstract.

The body of the paper is usually separated into well-defined
divisions, such as parts, chapters, sections, and subsections.
The text may also include parenthetical references, footnotes,
or superscript numbers keyed to a reference list or to endnotes.

INTRODUCTION

1.34

PART
1.35

The text usually begins with an introduction, which may be
called chapter 1. If it is short, the writer may prefer to head
it simply INTRODUCTION and reserve the more formal generic
heading cHAPTER for the longer sections that compose the
body of the paper. Whether it is called chapter ! or not, the
introduction is equivalent to the first chapter and is not part
of the preliminaries. Thus the first page of the introduction is
page 1 (arabic numeral) of the paper.

If a work is divided into parts, each comprising one or more
chapters, each should be preceded by a part-title page. Part-
title pages display only the generic heading, the part number,
and any part title. Since the introduction is to the entire paper,
whether it is titled chapter 1 or not, it is not included in
part 1. The first part-title page therefore follows rather than
precedes the introduction.

CHAPTER

1.36

10

The body of the paper is divided into chapters, each beginning
on a new page. The generic heading CHAPTER is followed by a
number, which may be either spelled out (in capitals) or given
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as a numeral (arabic or uppercase roman). Conventionally, the
entire heading is centered. Some writers omit the word cHAP-
TER and use only numerals—roman or arabic—in sequence be-
fore the headings of the main divisions. The form of the chap-
ter numbers should be different from that used for part
numbers (e.g., PART 11, CHAPTER 4). The title, which describes
the content of the chapter, is also in uppercase, centered below
the generic heading (see samples 14.34 and 14.36).

SECTION AND SUBSECTION

1.37

In some papers the chapters or their equivalents are divided
into sections, which may in turn be divided into subsections,
then into sub-subsections, and so on. Such divisions are cus-
tomarily given titles, called subheads or subheadings, which are
differentiated typographically and designated first-, second-,
and third-level subheads. The principal, or first-level, subdivi-
sion should have greater attention value than the lower levels.
Centered headings have more attention value than sideheads
{(beginning at the left margin), and italic, underlining, or bold-
face type has more than text type. Attention value is also en-
hanced by leaving some blank space above and below all but
run-in subheads. A suggested plan for five levels of subheads
follows.

First level: centered heading in boldface, italicized, or under-
lined, capitalized headline style:

Traditional Controversy between Medieval
Church and State

Second level: centered heading in text type, capitalized head-
line style:

Reappearance of Religious Legalism

Third level: sidehead in boldface, italicized, or underlined, cap-
italized headline style:

Legalism and the Poets
Fourth level: sidehead in text type, capitalized sentence style:
The gospel as it is related to Jesus

Fifth level: run-in heading at beginning of paragraph in bold-
face, italicized, or underlined, capitalized sentence style with a
period at the end:

11
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1.38

The gospel legalized in the church. The gospel
that the early Christians preached within the pagan
sects was also a product of their experience.

If fewer than five levels are required, the style of these levels
may be selected in any suitable descending order. A page should
never end with a subhead. For the layout of subheadings on a
page, see samples 14.31 and 14.35.

BACK MATTER, OR REFERENCE MATTER

APPENDIX

1.39

1.40

1.41

1.42

1.43

12

An appendix, though by no means an essential part of every
paper, is a useful device to make available material that is rele-
vant to the text but not suitable for inclusion in it. An appendix
is a group of related items. Appendixes, for example, may con-
tain tables too detailed for text presentation, a large group of
illustrations, technical notes on method, schedules and forms
used in collecting materials, copies of documents not generally
available to the reader, case studies too long to put into the
text, and sometimes figures or other illustrative materials.
When a writer gathers all the paper’s illustrations, they are in-
stead included in a group titled ILLUSTRATIONS placed just be-
fore the back matter. If some illustrations are placed in the text,
however, any that are grouped in the back matter must be put
in an appendix.

All appendixes go at the end of a paper, not at the ends of
chapters.

Materials of different categories should be placed in separate
appendixes. When there is more than one appendix, each is
given a number or a letter (APPENDIX 1, etc.; APPENDIX ONE,
etc.; APPENDIX A, efc.).

If there is only one appendix, the writer may or may not give
it a title, like a chapter or part title. If a paper has more than
one appendix, each must bear a descriptive title, which also
appears in the table of contents (see 14.20). On the opening
page of each appendix the generic heading and the title are
both centered and typed in full capitals.

Whether an appendix should be single-spaced or double-
spaced depends on the nature of the material; spacing need not



1.44

1.45

Back Matter, or Reference Matter/ 1.47

be the same for all the appendixes. Documents and case studies
may well be single-spaced, whereas explanations of methods
and procedures should be double-spaced like the text.

When photocopied documents, such as previously published
articles, facsimiles of manuscripts, or questionnaires, appear
as separate pages in appendixes, a page number should be
added to each photocopy, using arabic numerals within brack-
ets in the upper right corner, indicating their sequence within
the pagination of the paper. The brackets show that the page
number is not part of the original document. The photocopied
documents within an appendix may or may not contain origi-
nal pagination.

If an appendix contains photocopied material, the photocopies
must be of letter quality (see 13.28, 13.37).

ENDNOTES

1.46

Endnotes, which may have the same content as footnotes, are
more common in term papers than in theses or dissertations,
where footnotes have traditionally been preferred and paren-
thetical references (see 10.2-19) are now often recommended.
In term papers, endnotes are numbered consecutively through-
out the paper. In longer works that are divided into chapters,
however, endnotes are numbered consecutively from 1 within
each chapter. Superscript arabic numerals are used as indica-
tors in text, but full-sized on-line arabic numerals, followed by
periuds, precede the endnotes themselves (sample 14.38). All
endnotes are grouped in the back matter under the generic
heading NOTES, with subheads giving the chapter numbers.

BIBLIOGRAPHY OR REFERENCE LIST

1.47

The bibliography or reference list (see chapters 9 and 10) is the
last part of the paper (except in those rare instances where a
paper carries an index, like a book). Instructions for the layout
of these parts are set forth in samples 14.39-42.

13
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Abbreviations/ 2.2

Time of Day 2.57
Numbers and Names 2.58
Monarchs and the Like 2.58
Family Names 2.59
Government Designations 2.60
Churches, Lodges, and Unions 2.61
Street Addresses, Highways, and Telephone Numbers 2.63
Scientific Usage 2.64
Commas within Numbers 2.66
Inclusive Numbers 2.67
Plurals of Numbers 2.68
Numbers in Enumerations 2.70
Enumerations in Text 2.70
Numbers Beginning a New Line or Paragraph 2.72
Outlines 2.73

ABBREVIATIONS

2.1

Though the use of abbreviations in formal writing was tradi-
tionally limited to a few prescribed circumstances, during the
past few decades abbreviations have been used increasingly in
writing of all kinds. In tabular matter, notes, bibliographies,
illustrations, and lists, abbreviations are normally preferred
and are formed according to a standard list accepted within
any given field. Such forms of address as Mr, Mrs., and Dr.
are almost never spelled out. The writer who must form new
abbreviations for a paper should include a list of abbreviations
in the front matter (see 1.27). For guidelines on hyphenating
and dividing abbreviations, see 3.50.

USE oF PERIODS

22

The trend is strongly away from the use of periods, especially
in uppercase abbreviations. In the examples that follow. the
periods have been left wherever they have traditionally ap-
peared. Periods may be omitted from many of these examples,
but it is well to use periods after lowercase abbreviations that
spell words (e.g., in., act., no.). A period and a space are used
after the initials of personal names (e.g., E. F. Bowman). In an
abbreviation with an internal period (e.g., N. Y., Ph.D., N.Dak.,
U.S.), however, there should be no space after that period.

15
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SociAL AND PROFESSIONAL TITLES AND SiMILAR TERMS

23

24

2.5

16

Most social titles are abbreviated, whether used with the full
name or the last name only (note that there is no period after
Mile and Mme):

Mr. Mrs. Ms.
M. MM. Messrs.
Mlle Mme Dy

The abbreviations Sr., Jr., 11, and IV (for Senior, Junior, Third,
and Fourth) follow a full name and are not used with the family
name alone. The terms are never spelled out when part of a
name. Though a comma has traditionally preceded Jr. and Sr.
(but not /11 and IV), The Chicago Manual of Style now recom-
mends omitting commas in all such cases.

Rev. Oliver C. Jones Jr. spoke to the group.
Do you know Ralph Smith Jr.’s address?

Abbreviations for scholarly degrees and titles of respect, which
follow full names, are set off by two commas when they are
given in text.

Laura S. Wells, Ph.D., was on the committee.

The Reverend Jesse E. Thorson, S.T.B., was nominated by
the board of trustees.

The following list includes many frequently used abbreviations
for scholarly degrees and professional and honorary designa-
tions:

A.B., Artium Bacclaureus (Bachelor of Arts)
A.M., Artium Magister (Master of Arts)
B.A., Bachelor of Arts

B.D., Bachelor of Divinity

B.F.A., Bachelor of Fine Arts

B.S., Bachelor of Science

D.B., Divinitatis Baccalaureus (Bachelor of Divinity)
D.D., Divinitatis Doctor (Doctor of Divinity)
D.D.S., Doctor of Dental Surgery

D.Min., Doctor of Ministry

D.O., Doctor of Osteopathy

D.V.M., Doctor of Veterinary Medicine

Esq., Esquire



2.6

2.7

2.8

Abbreviations/2.8

FA.I.A., Fellow of the American Institute of Architects

FR.S,, Fellow of the Royal Society

J.D., Juris Doctor (Doctor of Law)

J.P,, Justice of the Peace

L.H.D., Litterarum Humaniorum Doctor (Doctor of
Humanities)

Litt.D., Litterarum Doctor (Doctor of Letters)

LL.B., Legum Baccalaureus (Bachelor of Laws)

LL.D., Legum Doctor (Doctor of Laws)

M.A., Master of Arts

M.B.A., Master of Business Administration

M.D., Medicinae Doctor (Doctor of Medicine)

M.EA., Master of Fine Arts

M.P, Member of Parliament

M.S., Master of Science

Ph.B., Philosophiae Baccalaureus (Bachelor of Philosophy)

Ph.D., Philosophiae Doctor (Doctor of Philosophy)

Ph.G., Graduate in Pharmacy

S.B., Scientiae Baccalaureus (Bachelor of Science)

S.M., Scientiae Magister (Master of Science)

S.T.B., Sacrae Theologiae Baccalaureus (Bachelor of
Sacred Theology)

Abbreviate doctor ( Dr. ) before a name, but spell it out when it
is not followed by a name:

Dr. Shapiro brought about a total recovery.

The doctor was an expert in her field.

Spell out a civil, military, professional, or religious title when
it precedes the family name alone:

Senator Proxmire General Patton

But use the appropriate abbreviation before a full name:

Sen. William F. Proxmire Gen. George S. Patton
Spell out Reverend, Honorable, and Colonel if preceded by the;
otherwise abbreviate to Rev., Hon., or Col. Never use these ti-
tles, either spelled out or abbreviated, with family names alone.
Use them only when the title is followed by the person’s full
name or by Mr., Mrs., Miss, Ms., or Dr. with the family name
alone, as may be appropriate:

Col. Arthur Charles reviewed the procedures.

The ceremony was in honor of the Reverend Martin Luther
King Jr.’s birthday observance.

17
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P9

2.10

Rev. Dr. Wilson gave the address.

The Honorable Mr. Collins closed the final session of
the conference.

Never use:

Rev. Bentley
Reverend Bentley

the Rev. Bentley

the Reverend Bentley

Saint may be abbreviated when it stands before the name of a
Christian saint:

St. Thomas Aquinas SS. Augustine and Benedict

But Saint is omitted before the names of apostles, evangelists,
and church fathers:

Matthew Mark Luke Peter
Paul Augustine Ambrose Jerome

When Saint forms part of a personal name, the bearer’s usage
is followed:

Etienne Geoffroy Saint-Hilaire
Charles-Camille Saint-Saéns
Muriel St. Clare Byrne

Ruth St. Denis

ORGANIZATIONS

2.11

2.12

18

The names of government agencies, network broadcasting
companies, associations, fraternal and service organizations,
unions, and other groups are often abbreviated, even in text,
preferably after one spelled-out use. Such abbreviations are in
full capitals with no periods:

AAAS AFL-CIO AMA ATET FTC HOLC
NAACP NAFTA NBC NFL NIMH NSF
OPEC TVA UN UNESCO VA YMCA
Within the text, company names should be given in their full
form, without including the terms Inc. or Ltd. and without
capitalizing the word the, even when it is part of a company’s
full name:

A. G. Becker and Company was incorporated in 1894.

The book was published by the University of Chicago
Press.
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In notes, bibliographies, parenthetical references, reference
lists, and the like, the following abbreviations may be freely
(but consistently) used:

Bro. Bros. Co. Corp. Inc. Ltd. &

GEOGRAPHICAL NAMES

2.13

2.14

Within the text, spell out the names of countries, states, coun-
ties, provinces, territories, bodies of water, mountains, and the
like, with the exception of the former Union of Soviet Socialist
Republics, commonly referred to as the USSR. In lists, tabular
matter, notes, bibliographies, and indexes, the following abbre-
viations for state names may be used (the two-letter form for
mailing addresses is often useful in other contexts as well):

Ala. AL | Kans. KS ' Ohio OH
Alaska AK Ky KY  Okla. OK
Amer.Samoa AS La. LA @ Oreg. or Ore. OR
Ariz. AZ  Maine ME @ Pa. PA
Ark. AR  Md. MD @ PR. PR
Calif. CA | Mass. MA @ R.IL RI
(C CZ | Mich. Ml | S.C. SC
Colo. CO | Minn. MN | S.Dak. SD
Conn. CT  Miss. MS  Tenn. TN
Del. DE @ Mo. MO | Tex. TX
D.C. DC  Mont. MT | Utah UT
Fla. FL | Nebr. NE | Vt. VT
Ga. GA | Nevw. NV | Va. VA
Guam GU | N.H. NH @ VL VI
Hawaii HI N.I NJ = Wash. WA
Idaho ID | NNMex. NM @ WVa. WV
111. IL | N.Y. NY  Wis. or Wisc. WI
Ind. IN | N.C NC  Wyo. WY
ITowa IA ' N.Dak. ND

Spell out the prefixes of most geographical names (e.g., Fort
Wayne, South Orange, Port Arthur) within the text. Saint may
be shortened to Stz., but it must then be abbreviated consis-
tently:

Mount St. Helens has erupted several times.

From northeast Paris it is less than an hour to Saint-
Cloud on the Métro.

19
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2.15 Within the text, spell out all the following words. In close-set
matter, the abbreviations may be used:
Avenue Ave. Street St.
Boulevard Blvd. Terrace Terr.
Building Bldg. North N.
Court Ct. South S.
Drive Dr. East E.
Expressway Expy. West W.
Lane La. or Ln. Northeast NE
Parkway Pkwy. Northwest NW
Place RI: Southeast SE
Road Rd. Southwest SW
Square Sq.
But always use the abbreviations NW, NE, SE, and SW where
they follow street names in city addresses:
Lake Shore Drive is safer than the Dan Ryan Expressway,
where there is truck traffic.
He spent several years in Southeast Asia.
The shop is at 245 Seventeenth Street NW.

MEASURE

2.16 In nontechnical writing, spell out expressions of dimension,
distance, volume, weight, degree, and so on:

five miles 150 pounds 14.5 meters
2.17  In scientific and technical writing, standard abbreviations for

20

units of measure are used if the amount is given in numerals.
Most guides to scientific and technical writing (several are in-
cluded in the bibliography) list standard abbreviations accept-
able within a given discipline. For a general introduction to the
use of abbreviations for units of measure, consult The Chicago
Manual of Style, fourteenth edition, 14.36-53. A full explana-
tion of the International System of Units (Systéme interna-
tional d'unités, abbreviated SI) appears in General Principles
concerning Quantities, Units, and Symbols, compiled by the In-
ternational Standards Organization (ISO) and published in
Geneva in 1981.
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SCHOLARSHIP

PARTS OF A WORK

2.18

Spell out and do not capitalize (unless in a heading or at the
beginning of a sentence) the words book, chapter, part, volume,
section, scene, verse, column, page, figure, plate, and so on, ex-
cept when such a term is followed by a number in a note or
parenthetical reference, in which case the following abbrevia-
tions should be used: bk., chap., pt., vol., sect., sc., v. (vv.), coll.,
p. (pp.), fig, pt. Add s for the plural unless otherwise shown.
Chapter numbers in text references are given in arabic numer-
als, even when the actual chapter numbers are spelled out or
in roman numerals. The words act, line, and table should never
be abbreviated.

UNPUBLISHED MANUSCRIPTS

2.19

When referring to unpublished manuscripts. spell out the
terms used to describe them within the text, but in notes, bibli-
ographies, and reference lists, use the abbreviations listed be-
low. Terms not in this list should always be spelled out. The
abbreviations are used by many curators and librarians. See
8.131-32, 11.49-50, and 11.52-55 for examples of notes and
reference list entries using abbreviations listed here or using
spelled-out forms, as needed.

Letter L
Letter signed LS
Autograph letter signed ALS
Typewritten letter TL
Typewritten letter signed TS
Document D
Document signed DS
Autograph document AD
Autograph document signed ADS
Typewritten document TD
Typewritten document signed TDS
Autograph manuscript AMs
Autograph manuscript signed AM;sS
Typewritten manuscript TMs
Typewritten manuscript signed TMsS
Card @



2.20/ Abbreviations and Numbers

Autograph card AC
Autograph card signed ACS
Typewritten card ne
Typewritten card signed es
Autograph note AN
Autograph note signed ANS

This list is reprinted, with minor changes, from Modern Manu-
scripts. A Practical Manual for Their Management, Care, and
Use, by Kenneth W. Duckett (Nashville: American Association
for State and Local History, 1975), 143-44, by permission of
the publisher. © 1975 by the American Association for State
and Local History.

BOOKS OF THE BIBLE

2.20

2.21

When referring to whole chapters or to whole books of the
Bible or the Apocrypha, spell out the names of the books (do
not italicize or underline them):

Jeremiah, chapters 42-44, records the flight of the
Jews to Egypt when Jerusalem fell in 586 B.C.

The Revelation of St. John the Divine, known as
“Revelation, ” closes the New Testament.

When scriptural passages are cited by verse in a paper, whether
in text, parenthetical references, or notes, abbreviate the names
of the books, using arabic numerals if they are numbered; write
the chapter and verse numbers in arabic numerals with either
a colon or a period between them; and follow the chapter and
verse numbers with the abbreviation for the version of the Bible
or Apocrypha from which the passage was taken.

1l Song of Sol. 2.1-5 RSV Ru 3:14 NAB

For standard biblical abbreviations, see The Chicago Manual
of Style, fourteenth edition, 14.34-35.

CLASSICAL REFERENCES

22020

22

In a paper containing many classical references, both the name
of the author and the title of the work may be abbreviated after
they have been spelled out in full when cited the first time,
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whether in text or notes. Often the names of well-known peri-
odicals and reference tools are also abbreviated after being
spelled out in the first citation. The most widely accepted stan-
dard for such abbreviations is the comprehensive list in the
front of the Oxford Classical Dictionary.

Thucydides History of the Peloponnesian War 2.40.2-3
Thud. 2.40.2-3

Homer Odyssey 9.266-71

Hom. Od. 9.266-71

GENERAL SCHOLARLY ABBREVIATIONS

2.23

2.24

2.25

2.26

General abbreviations such as ezc., e.g., and i.e. should be con-
fined to parenthetical references within the text. The abbrevia-
tions ibid., ¢f, and s.v. are preferably used only in notes and
other scholarly apparatus.

An abbreviation begins with a capital when it is the first word
of a note and whenever the usual rules for capitalization apply.

The word sic is italicized or underlined, but not most other
Latin words or abbreviations commonly used in footnotes, bib-
liographies, tabular matter, and so on (see 2.26). See also 5.36.

The following abbreviations and Latin words are commonly
used in scholarly text. Add s for the plural unless otherwise
shown.

act., active

app., appendix

art., article

b., born

bk., book

c., copyright

ca., circa, about, approximately

cf., confer, compare (Note that confer is the Latin word for
“compare”; ¢f. must not be used as the abbreviation for
the English “confer,” nor should it be used to mean “see.”)

ch., chapter (in law references)

chap., chapter

col., column

comp., compiler; compiled by

d., died

23
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24

dept., department

div., division

ed., editor; edition; edited by

e.g.. exempli gratia, for example

et al., et alia, and others

etc., et cetera, and so forth

et seq., et sequentes, and the following

fig., figure

fl., floruit, flourished (for use when birth and death dates are
not known)

ibid., ibidem, in the same place

id., idem, the same (used to refer to persons, except in law
citations; not to be confused with ibid.)

i.e., id est, that is

infra, below

1. (el), line (plural, 11.) (Not recommended because the abbre-
viation in the singular might be mistaken for “one” and
the plural for “eleven.”)

n., note, footnote (plural, nn.)

n.d., no date

no., number

n.p., no place; no publisher

n.s., New series

0.s., old series

p.. page (plural, pp.)

par., paragraph

passim, here and there

pt., part

q.v., quod vide, which see (for use with cross-references)

sC., scene

sec., section

sic, so, thus

supp. or suppl., supplement

supra, above

s.v., sub verbo, sub voce, under the word (plural, s.vv.; used in
references to encyclopedias and dictionaries)

trans., translator; translated by

v., verse (plural, vv.)

viz., videlicet, namely

vol., volume

vs., versus, against (v. in law references)
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In quoting from constitutions, bylaws, and the like within the
text, the words section and article are spelled out the first time
they are used and abbreviated thereafter, traditionally in up-
percase, and arabic numerals are used:

SECTION 1. The name of the .
SEC. 2. The object of the .
ARTICLE 235. It shall be the .
ART. 235. It shall be the duty .

References in running text should be spelled out in lowercase:
In article 256 it is specified that .

Standard abbreviations used by many law reviews appear in A4
Uniform System of Citation, fifteenth edition (1991).

For FURTHER REFERENCE

2.28

Merriam-Webster’s Collegiate Dictionary includes a great many
abbreviations from all fields, arranged in letter-by-letter alpha-
betical order. To identify a rare or unfamiliar abbreviation,
consult the Reverse Acronyms, Initialisms, and Abbreviations
Dictionary, 17th ed., 3 vols. (Detroit: Gale Research Company,
1992-94), available at most libraries.

NUMBERS

GENERAL RULE

2.29

In scientific and statistical material, all numbers are expressed
in numerals. In nonscientific material, numbers are sometimes
spelled out and sometimes expressed in numerals, according
to prescribed conventions. The general rule followed by many
writers and by the University of Chicago Press is to spell out
all numbers through one hundred and any of the whole num-
bers followed by hundred, thousand, hundred thousand, million,
and so on. For all other numbers, numerals are used.

At that time the combined population of the three
districts was less than four million.

There are 514 seniors in the graduating class.

25
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2.30

SERIES
2.31

The general rule applies to ordinal as well as cardinal numbers:

On the 122d and 123d days of his recovery, he received
his eighteenth and nineteenth letters from home.

Note that the preferred numeral form of the ordinals second
and third adds d alone (2d, 3d), not nd and rd (2nd, 3rd).

The general rule must be modified when numbers above and
below one hundred appear in a series, or group, applying to
the same kind of thing. Here all are expressed in numerals:

0f the group surveyed, 186 students had studied French,
142 had studied Spanish, and 36 had studied Latin for
three years or more.

INITIAL NUMBERS

2.32

2.33

2.34

26

A sentence should never begin with a numeral, even when there
are numerals in the rest of the sentence. Either spell out the
first number or recast the sentence:

Two hundred and fifty passengers escaped injury; 175
sustained minor injuries; 110 were so seriously hurt
that they required hospitalization.

or better

Of the passengers, 250 escaped injury, 175 sustained
minor injuries, and 110 required hospitalization.

To avoid confusion, you may spell out one set of numbers in
an expression that involves two or more series:

In a test given six months later, 14 children made no
errors; 64 made one to two errors; 97 made three to
four errors.

Although a round number occurring in isolation is spelled out
(see 2.29), several round numbers close together are expressed
in numerals:

They shipped 1,500 books in the first order, 8,000 in
the second, and 100,000 in the third; all together
there were now about 1,000,000 volumes in the
warehouse.
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Very large round numbers are frequently expressed in numerals
and units of millions or billions:
This means that welfare programs will require about

$7.8 million per day, compared with $3.2 million spent
each day at the current rate of inflation.

PERCENTAGES AND DECIMALS

2.36

Numerals should be used to express decimal fractions and per-
centages. The word percent should be written out except in sci-
entific and statistical writing, where the symbol % may be used:
With interest at 8 percent, the monthly payment would
amount to $12.88, which he noted was exactly 2.425
times the amount he was accustomed to put in savings
monthly.

Grades of 3.8 and 95% are equivalent.
When fractional and whole numbers are used in the same sen-

tence or paragraph, both should be expressed as numerals (see
also 2.40):

The average number of children born to college
graduates dropped from 2.4 to 2 per couple.

In scientific contexts decimal fractions of less than 1.00 begin
with a zero if the quantity expressed is capable of equaling or
exceeding 1.00:

a mean of 0.73 the ratio 0.85

NUMERALS, SYMBOLS, AND ABBREVIATIONS

2.37

2.38

Use the symbol for percent (%) only when it is preceded by a
number. Note that percentage, not percent or %, is the correct
expression when no number is given:

The September scores for students enrolled in summer
school showed an improvement of 70.1% [or 70.1 percent]
over test scores recorded in June. Thus the percentage
of achievers in the second test indicated that summer
school had resulted in higher scores in a majority of
cases.

The number preceding either percent or % is never spelled out
(except when beginning a sentence):

15 percent 55%

27
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FRACTIONS

2.39

A fraction standing alone should be spelled out, but a unit
composed of a whole number and a fraction should be ex-
pressed in numerals:

Trade and commodity services accounted for nine-tenths
of all international receipts and payments.

Cabinets with 10'/2-by-32'/4-inch shelves were
installed.

CURRENCIES

UNITED STATES CURRENCY

2.40

241

28

The general rule (see 2.29) applies in isolated references to
amounts of money in United States currency. If the amount is
spelled out, so are the words dollars and cents; if numerals are
used, the dollar sign ($) precedes them:

Rarely do they spend more than five dollars a week on
recreation.

The report showed $135 collected in fines.

Fractional amounts of money over one dollar appear in nu-
merals, as do other decimal fractions ($1.75). When both frac-
tional amounts and whole-dollar amounts are used in the same
sentence (and only then), the whole-dollar amounts are shown
with a decimal point and zeros:

The same article is sold by some stores for $1.75, by
others for $1.95, and by still others for $2.00

The expression of very large amounts of money, which may be
cumbersome whether spelled out or written in numerals,
should follow the rule for large round numbers (see 2.35), using
units of millions or billions with numerals preceded by the dol-
lar sign:

Japan’s exports to Taiwan, which averaged $60 million
between 1954 and 1958, rose sharply to $210 million in
1965 and $250 million in 1966.

The deficit that year was $120.4 billion.
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BRITISH CURRENCY

2.42

British currency is expressed in pounds and pence, very like
dollars and cents:

two pounds twenty-five pence
£3.50 55 p.
Before decimalization in 1971, British currency was expressed
in pounds, shillings, and pence:
two shillings and sixpence
£12 17s. 6d.
or
£12.17.6
The term billion should not be used for British sums, since bil-

lion in British terms equals trillion in United States termi-
nology.

OTHER CURRENCIES

243

Most currencies follow a system like that of the United States,
employing unit symbols before the numerals. They do vary,
however, in their expression of large numbers and decimals.
For papers that deal with sums in currencies other than those
of the United States or Great Britain, consult the table “For-
eign Money” in the U.S. Government Printing Office Style
Manual (1984).

NUMBERED PARTS OF WRITTEN WORKS

2.4

245

2.46

With few exceptions (see 8.70, 8.126, and 12.25), all the num-
bered parts of printed works are cited in arabic numerals. A
reference to preliminary pages numbered with lowercase ro-
man numerals, however, should also employ that style.

Citations to public documents and unpublished manuscript
material should use exactly the kind of numerals found in the
source.

In biblical, classical, and many medieval references in text as
well as in notes, bibliographies, and reference lists, the different
levels of division of a work (book, section, line, etc.) are given
in arabic numerals and separated by periods (no spaces pre-
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2.47

248

30

cede or follow these periods). Note that in biblical references
either a colon or a period is acceptable:

Heb. 13:3

2 Kings 11.12

Ovid Amores 1.7.27

Augustine De civitate Dei 20.2

In a paper, commas are used between several references to the
same level, and a hyphen is used between inclusive numbers:

1 Thess. 4:1, S
Gen. 25.19-37
Cicero De officiis 1.33, 140

Fragments of classical and biblical texts (some only recently
discovered) are often not uniformly numbered or may have no
numbering whatever. The same is true of some modern manu-
scripts. In citing such materials, indicate any ordering of pages
that has been added, whether by an individual or an institution
holding the collection, by setting added numbering in the exact
style in which it is written on the original manuscript (letters,
arabic or roman numerals, uppercase or lower case, subscript
or superscript, etc.) and enclosing this notation in brackets.
Put a space after the final bracket, then give the full name of
the person or institution that ordered the text. In subsequent
references this name may be abbreviated.

If unpaginated fragments or manuscripts are published in col-
lections, the numbering of the material will be unique to a par-
ticular edition. In citing published fragments and other docu-
ments unpaginated in the original, do not use brackets around
the numbers imposed by an editor or institution. Instead, the
first time a collection is referred to, give the editor’s name im-
mediately after the fragment number. In subsequent references,
use only initials:

Empedocles frag. 115 Diels-Kranz
Hesiod frag. 239.1 Merkebach and West
Empedocles frag. 111 D.

Hesiod frag. 220 M.-W.
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DATE AND TIME

DAY, MONTH, AND YEAR

2.49 One of the two permissible styles for expressing day, month,
and year should be followed consistently throughout a paper.
The first, which omits punctuation, is preferred:

On 28 June 1970 the convocation Pacem in Maribus was
held.

If the alternative sequence month-day-year is used, the year is
set off by commas:

On June 28, 1970, the convocation Pacem in Maribus was
held.

2.50 Note that when the day, month, and year are mentioned as in
the foregoing examples, sz, d, or th does not appear after the
day. When the day alone is given, without the month or the
year, or when the number of the day is separated from the
name of the month by one or more words, the preferred style
is to spell out the day:

The sequence of events of 10 June is unclear.

The sequence of events of the eleventh of June is
unclear.

The date set was the twenty-ninth.

2.51 When month and year alone are mentioned, omit punctuation
between them:

She graduated in December 1985.

2.52  Informal writing, references to the year should not be abbrevi-
ated (e.g., '95).

CENTURY

253 References to particular centuries should be spelled out, in

lowercase. Hyphenate such references only when they serve as
adjectives, as in the first and fifth examples below. See also 4.7.

seventeenth-century literature
the eighteenth century
the twenty-first century
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the mid-twentieth century
late sixteenth-century ideas

DECADE

2.54

References to decades take two forms. The context sometimes
determines the one chosen:

The 1890s saw an enormous increase in the use of
manufactured gas.

During the thirties, traffic decreased by 50 percent.

MONTH AND DAY NAMES

2.55

ERA

2.56

Spell out the names of months and of days when they occur in
text, whether alone or in dates. In notes, bibliographies, tables,
and other closely set matter, the following designations are per-
missible if used consistently: Jan., Feb., Mar., Apr., May, June,
July, Aug., Sept., Oct., Nov., Dec.; Sun., Mon., Tues., Wed.,
Thurs., Fri., Sat.

For era designations use the abbreviations B.C., A.D., B.C.E., C.E.
(“before Christ,” anno Domini, “before the common era,” “of
the common era”), in capitals. A.D. precedes the year number;
the other designations follow it.

Solomon’s Temple was destroyed by the Babylonians in
586 B.C. Rebuilt in 515 B.C., it was destroyed by the
Romans in A.D. 70.

TIME OF DAY

2.57

BY

Except when A.M. or P.M. is used, time of day should be spelled
out in text matter. Never add in the morning after A.M. or in the
evening after .M., and never use o’clock with either A.M. or P.M.
or with numerals:

The train was scheduled to arrive at 7:10 A.M.

The meeting was called for 8:00 P.M.

The meeting was called for eight o’clock in the
evening.
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Where the context makes it clear whether morning or evening
is meant, these terms need not be expressed.

The breakfast meeting was set for eight o’clock.
The night operator takes calls from eleven to seven.

Midnight is written as 12:00 p.M., noon as 12:00 M. {“me-
ridian”™).

NUMBERS AND NAMES

MONARCHS AND THE LIKE

2.58  Emperors, sovereigns, or popes with the same name are differ-
entiated by numerals, traditionally capital roman numerals:

Charles V Henry VIII Elizabeth II
Napoleon III Louis XIV John XXITI

FAMILY NAMES

259  Male family members with identical names are sometimes
differentiated in the same way as monarchs:

Adlai E. Stevenson III

See also 2.4.

GOVERNMENT DESIGNATIONS

2.60  Particular dynasties, governments, governing bodies, political
divisions, and military subdivisions are commonly designated
by an ordinal number before the noun. Numbers through one
hundred should be spelled out and capitalized; those over one
hundred, written in numerals:

Nineteenth Dynasty
Eighty-first Congress
107th Congress

Fifth Republic

First Continental Congress
Third Reich

Eleventh Ward
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CHURCHES, LODGES, AND UNIONS

2.61

2.62

Numbers before the names of churches or religious organiza-
tions should be spelled out in ordinal form and capitalized:

Eighteenth Church of Christ, Scientist
Seventh-Day Adventists

Local branches of fraternal lodges and of unions bear numbers
that should be expressed in arabic numerals following the
name:

Typographical Union no. 16

American Legion, Department of California, Leon Robert
Post no. 1248

STREET ADDRESSES, HIGHWAYS, AND TELEPHONE NUMBERS

2.63

It is preferable to spell out the names of numbered streets
through one hundred for appearance and ease of reading, but
street (as well as building) addresses, highway numbers, and
telephone numbers should be expressed in numerals:

The address is 500 East Fifty-eighth Street, Chicago,
Illinois 60637. The telephone number is (312) 321-6530.

The meeting took place at 1040 First National Bank
Building.

The state will have to repave California 17, Interstate
80, and Route 30 [or U.S. 30].

SCIENTIFIC USAGE

2.64

2.65

34

Scientific papers call for numbers and numerical units of mea-
surement, making numerals, symbols, and abbreviations more
common in scientific writing than in nonscientific writing.
Aside from a few rules set down here, the writer must settle on
the scheme to use—preferably when working on the first
draft—and maintain the same usage throughout the paper.

In mathematical text, the demands for the use of symbols and
abbreviations, particularly in equations, are so complicated
and vary so much from one paper to another that no sugges-
tions can be given here. Students in this field should receive
training in correct usage as part of their study of the science.
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Editors of some mathematical periodicals have prepared man-
uals for writers, which give useful suggestions (see the bibliog-
raphy). See also the chapter “Mathematics in Type™ in The
Chicago Manual of Style, fourteenth edition. For a brief discus-
sion of equations and formulas in papers prepared on com-
puter systems, see 13.18 in this manual.

COMMAS WITHIN NUMBERS

2.66

For the most part, in numbers of one thousand or more, the
thousands are marked off with commas:

1,500 12,275,500 1,475,525,000

No comma is used, however, in page numbers, street addresses,
telephone numbers, zip codes, four-digit year numbers, deci-
mal fractions of less than one, and chapter numbers of frater-
nal organizations and the like:

The bibliography is on pages 1012-20.

In the coastal district the peel thickness plus the
pulp diameter of the Eureka lemon was 0.1911 for fruit
from the top of the tree and 0.2016 for fruit from the
bottom.

The Leon Robert Post no. 1248 was established in 1946.

Note, however, that in year dates of more than four figures, the
comma is employed:

10,000 B.C.

INCLUSIVE NUMBERS

2.67

The term inclusive numbers (or continued numbers) refers to the
first and last number of a numerical sequence, such as page
numbers or years. Inclusive numbers in a paper are separated
by a hyphen and either given in full (1978-1979) or expressed
according to the following scheme, taken from The Chicago
Manual of Style, fourteenth edition, 8.69.

FIRST NUMBER SECOND NUMBER EXAMPLES
Less than 100 Use all digits 3] (OM7M=7 %
96-117
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100 or multiple of
100

101 through 109
(in multiples of
100)

110 through 199
(in multiples of
100)

Use all digits

Use changed part
only, omitting un-
needed zeros

Use two digits, or
more if needed

100-104, 600-613,
1100-1123

107-8, 505-17,
1002-6

321-25, 415-532,
1536-38, 1496-
504, 14325-28,
11564-78,
13792-803

The fourteenth edition of the Chicago Manual offers a simpler
alternative system for inclusive numbers in which the second
number includes only the changed part of the first (8.70):

3-10 600-13 1002-6
71-2 100-23 321-5
96-117 107-8 415-532
100-4 505-17 1536-42

1496-504
14325-8
11564-78
13729-803

The principal uses of the foregoing scheme are for page num-
bers and other numbered parts of written works and for inclu-

sive year dates:

These cities were discussed on pages 2-14, 45-46, 125-

26, 200-210, 308-9.

He lost everything he owned in the years 1933-36 of the

Great Depression.

This chapter covers the Napoleonic victories of 1800-

1801.

PLURALS OF NUMBERS
2.68

ing s alone (not apostrophe and s):

Plurals of numbers expressed in numerals are formed by add-

Many K-70s were being driven on West German roads in

the 1970s.

Pilots of 747s undergo special training.

There was a heavy demand to trade 6's for the new

814s.

2.69
other nouns:

36

Plurals of spelled-out numbers are formed like the plurals of
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There were many more twelves and fourteens on sale than
thirty-twos, thirty-fours, and thirty-sixes.

Most of the women were in their thirties or forties.

NUMBERS IN ENUMERATIONS

ENUMERATIONS IN TEXT

2.70

2.71

Numbers (or letters) used to enumerate items in text stand out
better when in parentheses:

He gave two reasons for his resignation: (1) advancing
age and (2) gradually failing eyesight.

When enumerated items appear in text that cites items in a
reference list by number (see 10.33), use italic or underlined
letters in parentheses for the enumeration rather than arabic
numerals:

Haskin’s latest theory (2) has several drawbacks: (a)
it is not based on current evidence, (b} it has no
clinical basis, and (c) it has a weak theoretical
grounding.

NUMBERS BEGINNING A NEW LINE OR PARAGRAPH

272

When each numbered item in an enumeration without subdivi-
sions starts on a new line, they most often begin with arabic
numerals followed by a period. The items may be given para-
graph indention with the runover lines starting at the margin:

1. The nature of the relationship between library
quality and library use.

Or the numbers may be flush with the margin, with runover
lines aligned with the first line of substantive matter.

9. Selective initial dissemination of published
material--a direct responsibility of the library
10. Arrangement and organization of the library

In both styles, the periods after the numerals must be aligned.
Periods are omitted at the ends of items unless the items consti-
tute complete sentences or whole paragraphs (see 3.57).
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OUTLINES

2.73 For an outline or other enumeration with subdivisions, the fol-
lowing scheme of notation and indention is recommended. It
is not necessary to use a capital roman numeral for the first
level when there are fewer divisions than shown in the example.
The first level may well begin with A or with arabic 1:

I. Wars of the nineteenth century
A. United States
1. Civil War, 1861-65
a) Cause
(1) Slavery
(a) Compromise
i) Missouri Compromise
ii) Compromise of 1850
b) Result
II. Wars of the twentieth century
A. United States
1. First World War

Headings should be capitalized sentence style (see 4.9).
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3  Spelling and Punctuation

Spelling 3.1
Plurals 3.2
Proper Names 3.2
Capital Letters 3.5
Letters and Abbreviations 3.6
Possessives 3.7
Plurals and Possessives of Compounds 3.11
Compound Words 3.12
Division of Words 3.35
General Rules 3.35
Special Rules 3.42
Punctuation 3.54
Period 3.55
Question Mark 3.60
Exclamation Point 3.63
Comma 3.65
Semicolon 3.84
Colon 3.88
Dash 3.91
Parentheses 3.98
Brackets 3.99
Other Punctuation Marks 3.101
Multiple Punctuation 3.103
A Warning for Computer Users 3.111

SPELLING

3.1 Spelling in a paper should agree with the best American usage
and must be consistent—except, of course, in quotations,
where the original must be followed exactly. The authority rec-
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ommended for spelling and for syllabication (division of words
at the ends of lines) is Webster’s Third New International Dic-
tionary or its most recent abridgment (currently, Merriam-
Webster's Collegiate Dictionary, tenth edition), using the first
spelling where there is a choice. The spelling of many biograph-
ical and geographical names is listed at the back of Websters
Collegiate Dictionary. For further reference consult Webster's
New Biographical Dictionary and Webster's New Geographical
Dictionary.

PLURALS

PROPER NAMES

8

8IS

34

Plurals of the names of persons and of other proper nouns are
formed by adding s or es without changing a final y to ie as
required for common nouns.

Add s to all names except those ending in s, x, or z, or in ¢/
or sh:

the Andersons the Costellos the Frys
the Bradleys the Joyces the Pettees

Add es to names ending in s, x, or z, or in ¢/ or sh:

the Rosses the Coxes the Marshes

the Jenkinses the Rodriguezes the Finches

CAPITAL LETTERS

315

Form the plurals of most single and multiple capital letters
used as nouns by adding s alone:

The three Rs are taught at the two YMCAs.

LETTERS AND ABBREVIATIONS

3.6

40

The plurals of letters, whether lowercase or capital, are often
formed with an apostrophe and a roman s, but if the letter is
italic or underlined the plural may be formed by adding a ro-
man s without the apostrophe. Either style, of course, must be
used consistently.

All the examples were labeled by letter; the a’s were
tested first, the b’'s second, and so on.
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The A’s, I's, and S’s in the directory were checked by
one group.

or
; the as were tested first, the bs second, and
so on.
; the as were tested first, the bs second, and
so on.

The As, Is, and Ss
The As, Is, and Ss

The plurals of uppercase abbreviations with internal periods
are formed by adding an apostrophe and roman s:

The B.A.’s and B.S.'’s conferred were almost ten times
the number of M.A.’'s, M.S.’s, and Ph.D.’s.

Noun abbreviations with a single terminal period usually form
their plurals by adding s before the period:

We used 6 lbs. of pressure.
The patient was 45 yrs. old.

POSSESSIVES

3.7

3.8

Form the possessive of a proper name in the singular by adding
an apostrophe and s:

Jones’s book Marx’s ideology
Stevens'’s poems Diaz’s revolt
Kinross‘s farm Finch’s candidacy

But see the exceptions noted below (3.8-9).

The possessive of the names Jesus and Moses is traditionally
formed by adding an apostrophe alone:

in Jesus’ name Moses’ leadership

Names of more than one syllable with an unaccented ending
pronounced eez are also exceptions based on euphony. Many
Greek and hellenized names fit this pattern:

Aristophanes’ plays Xerxes’ victories
Charles Yerkes’ ideas R. S. Surtees’ novels
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3.9

3.10

For some common nouns as well, euphony dictates adding
only an apostrophe:

for conscience’ sake
for appearance’ sake
for righteousness’ sake

Form the possessive of a plural proper name (the Bradleys, the
Costellos, etc.) by adding an apostrophe to the accepted plural
(see 3.3-4):

the Bradleys’ house the Rodriguezes’ mine
the Costellos’ ranch the Finches’ yacht

PLURALS AND POSSESSIVES OF COMPOUNDS

3.11

The plurals of prepositional-phrase compounds follow the rule
governing the first noun of the compound:

brothers-in-law commanders-in-chief men-of-war

The possessives of the same compound words are formed as
follows:

my brother-in-law’s business
the commander-in-chief’s dispatches
the man-of-war’s launching

CoMPOUND WORDS

3.12

3.13

42

The hyphen is used in many compound words, but the trend
now is away from the use, or overuse, of hyphens. Which com-
pound words should be hyphenated, which left open, and
which spelled as one word is a difficult question. The un-
abridged Webster’s dictionary gives the answer for most noun
forms and for many adjective forms. Nevertheless, some are
not included. Principles of hyphenation for some of these are
given in the following paragraphs.

Relationship compounds are either closed, hyphenated, or
open. Compounds with grand are closed; those with grear are
hyphenated; and the rest are open:

grandmother parent organization
great-grandmother father figure



3.14

Sl

3.16

3.17

3.18

3.19

3.20

Spelling/3.20

Compounds made up of two nouns representing different but
equal functions are hyphenated:

author-critic artist-inventor
composer-director architect-painter
city-state scholar-poet

Compounds made up of two nouns expressing a single func-
tion are either open or closed.

information technologies policymaker
dissertation adviser jobholder

Compounds spelled as one word may be found in most un-
abridged dictionaries; if not listed, the compound should be
open.

dogcatcher bookkeeper bathtub

Compounds ending with elec should be hyphenated except
when the name of the office is two or more words:

president-elect
but
county clerk elect

Most compounds describing a person’s character are hyphen-
ated, but some are open:

stay-at-home flash in the pan
stick-in-the-mud ball of fire

The numerator and denominator of a spelled-out fractional
number should be separated by a hyphen unless either already
contains a hyphen:

two-thirds one-half
but
one thirty-second sixty-five hundredths

Many compounds ending with book have been accepted into
the general English vocabulary as single words and are spelled
so in Webster; others are treated as two words:

checkbook textbook
but

telephone book pattern book
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3.21

3522

3.23

3.24

3.25

44

The same applies to compounds ending in house:
clubhouse greenhouse
but
business house rest house

Spell as separate words adjective forms composed of an adverb
ending in /y plus an adjective or a participle:
highly developed species barely breathing bird

newly minted coins easily seen result

Compounds with better, best, ill, lesser, little, well, and related
comparative forms should be hyphenated when they precede
the noun:

better-paid job little-expected aid
best-liked teacher well-intentioned man
ill-advised step lesser-known evil

but
a very well intentioned man

As predicate adjectives, they are generally spelled as two
words:

The step was ill advised.
It was clear that the man was well intentioned.

An adjective form composed of a present participle preceded
by its object, or a past participle preceded by a related word,
should be hyphenated:

emotion-producing language
thought-provoking commentary
dissension-arousing speeches
vote-getting tactics
foreign-made products
computer-formatted copy

Noun forms similarly constructed are generally treated as two
words:

decision making problem solving
coal mining food gathering

Chemical terms used as adjectives are spelled as two or more
words, unhyphenated:
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3.27

3.28

3.29

3.30

3.31

Spelling/ 3.31

boric acid solution hydrogen sulfide gas

sodium chloride crystals tartaric acid powder

Compounds with all should be hyphenated whether they pre-
cede or follow the noun:

all-encompassing aim all-round leader
all-powerful ruler all-inclusive title
all-pervasive evil it was all-important

Hyphenate phrases used as adjectives before a noun:

six-to-ten-year-old group matter-of-fact approach
on-the-job training wage-price controls
catch-as-catch-can effort fringe-benefit demands

Most adjectival compounds made up of an adjective plus a
noun to which the suffix ed has been added should be hyphen-
ated before the noun they modify and spelled as two words
after the noun:

rosy-cheeked boy fine-grained powder

straight-sided dish open-handed person
but
A spot of pink made the boy appear rosy cheeked.

The president of the firm was known to be
extremely liberal minded.

Adjective forms ending with the suffix /ike should be spelled as
one word except when they are formed from proper names,
word combinations, or words ending with / or //:

camplike mouselike
museumlike umbrellalike
but
barrel-like doll-like
Cinderella-like kitchen-cabinet-1like

An adjectival compound composed of a cardinal number and
the word odd should be hyphenated before or after the noun:

forty-odd twenty-five-hundred-odd
175-o0dd fifteen-hundred-odd

An adjectival compound composed of a cardinal number and
a unit of measurement is hyphenated when it precedes a noun:
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3.32

Si83

3.34

46

twelve-mile limit eight-space indention
two-inch margin hundred-yard dash

but
10 percent increase

Adjectival compounds with fold are written as one word unless
numerals are used:

tenfold multifold
but
20-fold
Noun compounds with guasi should be spelled as two words:
quasi promise quasi honor

Adjectival compounds with quasi are hyphenated whether they
come before or after the noun:

quasi-religious quasi-political

Nowhere is the trend away from the use of hyphens more evi-
dent than in words with such common prefixes as pre, post;
anti; over, under; intra, extra; infra, ultra; sub, super; re; un; non;
mini, maxi; micro, macro; multi; semi; pseudo; supra:

prenuptial subatomic
postoperative supersonic
antirevolutionary reenact
oversupplied unconcerned
understaffed macroeconomics
intramural nonfunctional
extramural semiconscious
infrared pseudoreligious
ultraviolet supramundane

Adjectives with these prefixes are spelled as one word unless
the second element is capitalized or is a numeral:

pro-Arab un-American pre-1900
Or unless the form might be misleading or puzzling:
pro-choice anti-utopian
Or unless the second element consists of more than one word:

non-food-producing people
pre-nuclear-age civilization
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It is also necessary to distinguish homographs:

re-cover recover

DivisioN OF WORDS

GENERAL RULES

3.35

3.36
3.37

3.38

Divide words at the ends of lines according to the syllabication
shown in a reliable dictionary (preferably Webster’s Third New
International Dictionary or Merriam-Websters Collegiate Dic-
tionary, as suggested in 3.1).

Avoid ending more than two consecutive lines with hyphens.

Word processing programs that produce justified lines hyphen-
ate automatically, sometimes responding to cues set in the copy
to indicate preferred breaking points. Do not assume that au-
tomatic hyphenation programs always produce correct results.
Most are not context sensitive and therefore cannot distinguish
between rec-ord and re-cord, for example. Large spaces be-
tween words in formatted copy that has been justified by a
computer must be closed up in the process of adjusting the
hyphenation. Since an uneven, or ragged, right margin is ac-
ceptable for most research papers, it is best to avoid justifica-
tion programs, which require special proofreading and check-
ing of automatic hyphenation. If a paper is to be submitted for
publication, the publisher will no doubt prefer unjustified copy
for editing and typesetting.

Divide according to pronunciation rather than derivation. This
means that when a word is divided after an accented syllable,
the consonant stays with the vowel when the vowel is short:

signif-icant param-eter hypoth-esis
philos-ophy democ-racy pres-ent (noun)

But the consonant goes with the following syllable when the
preceding vowel is long:

stu-dent Mongo-lian divi-sive

The consonant goes with the accented syllable, however, in
such cases as the following:

philo-sophical pre-sent (verb) demo-cratic
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3.39

3.40

3.41

Never divide a combination of letters pronounced as one syl-
Jable:

pro-nounced ex-traor-di-nary passed

When ing or ed is added to a word whose final syllable contains
the liquid / (e.g., cir - cle, han - die), the final syllable of the
parent word becomes a part of the added syllable:

cir-cling bris-tling chuck-1ling han-dling
cir-cled bris-tled chuck-1led han-dled

In words where a final consonant is doubled before ing and ed,
the division comes between the double consonants:

set-ting con-trol-ling

per-mit-ting per-mit-ted

Note that this rule does not apply to words originally ending
in a double consonant:

add-ing in-stall-ing

SPECIAL RULES

3.42

3.43

3.4

3.45

48

Some divisions, although syllabically correct, should never be
made.

Never make a one-letter division:
Wrong:
a-mong u-nite e-nough man-y

Never divide the syllables able and ible:
Wrong:

inevita-ble permissi-ble allowa-ble
Right:

inevi-table permis-sible allow-able

Never divide the following suffixes:

ceons ceous cial cion

geons geous gial gion gious
sial sion
tial tion tious
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3.47

3.48

3.49

3.50

8eSI

Spelling/3.51

Two-letter divisions are permissible at the end of a line, but
two-letter word endings should not be carried over to the next
line if this can be avoided:

en~chant di-pole as-phalt

but
losses (not loss-es) stricken (not strick-en)
money (not mon-ey) fully (not ful-ly)

Avoid dividing hyphenated words or compounds except at the
hyphen:

Wrong:

self-evi-dent gov-er-nor-elect well-in-ten-tioned
Avoid dividing a proper name unless the correct division is
obvious:

Right:

Wash-ing-ton Went-worth Bond-field John-son

A source such as Webster’s New Biographical Dictionary should
be consulted before risking division of most proper names.

Never divide initials used in place of given names. It is best to
write given names or initials on the same line as the family
name, but it is allowable to place all the initials on one line and
the family name on the next:

Wrong:
T. / S. Eliot J. / B. S. Haldane
Allowable:

T. Sl ./ Bliot J. B. S. / Haldane

Never divide capital letters used as abbreviations for names
of countries or states (U.S., N.Y.); for names of organizations
(YMCA, NATO); or for names of publications or radio or tele-
vision stations (PMLA, KKHI, KQED); but two sets of
initials separated by a hyphen, such as KRON-FM, may be
divided after the hyphen. Similarly, never divide the ab-
breviations for academic degrees (B.A., M.S., LL.D., Ph.D,,
etieh):

Never divide a day of the month from the month, and never
divide any such combinations as the following:
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SiS2

3.53

£6 4s. 6d. A.D. 1895 6:40 P.M.
245 ml 435 B.C. 10%

Never end a line with a divisional mark such as (a) or (1),
a dollar sign, or an opening quotation mark, parenthesis, or
bracket; and never begin a line with a closing quotation mark,
parenthesis, or bracket.

For rules on word division in foreign languages, consult The
Chicago Manual of Style, fourteenth edition, chapter 9.

PUNCTUATION

3.54

PERIOD

3.55

3.56

50

Punctuation in some of its specialized uses is treated elsewhere
in this manual, in the chapters on abbreviations and numbers
(2), quotations (5), tables (6), illustrations (7), notes (8), bibli-
ographies (9), and parenthetical references and reference lists
(10). Here the general use of the various marks of punctuation
in the text is dealt with briefly, the primary aim being to answer
questions that frequently puzzle writers. The rules are based
on The Chicago Manual of Style, fourteenth edition. Note that
in running text a single space follows any kind of terminal
punctuation—periods, question marks, and exclamation
points. (But see also under abbreviations, 2.2.)

A period is used to end a declarative statement, a moderately
imperative statement, or an indirect question, whether gram-
matically complete or only a sentence fragment.

Kathy sighed when she realized what had to be done.
Foolishness.

Carrie began to show signs of impatience.

Please, Carrie, be patient.

Hush.

Max winked at Tan and asked Carrie if something had
upset her.

A period following an abbreviation and coming at the end of
a sentence may serve also as the closing period of the sentence.
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If the sentence ends with a question mark or an exclamation
point, the abbreviation period is retained:

The meeting adjourned at 5:30 P.M.
Was the committee meeting called for 8:00 P.M.?

Periods are omitted at the ends of items in a vertical list or
enumeration, unless the items are whole sentences or para-
graphs.

The report covers three areas:
1. The securities markets
2. The securities industry
3. The securities industry in the economy
The course has three goals:
1. Emphasis is on the discovery of truth.
2. Emphasis is on the useful.
3. Emphasis is on love of people, especially the
altruistic and philanthropic aspects of love.

Periods are omitted at the ends of all the following: (1) display
headings for chapters, parts, and the like: (2) titles of tables;
(3) captions of figures, unless the caption is run into a legend
(see 7.14); (4) any subheading that is typed on a line by itself;
and (5) address and datelines in communications, and also sig-
natures.

A series of periods is used to mark omissions in quoted matter
(ellipsis points; see chapter 5), and occasionally to guide the
eye from items in one column of a table to relevant items in
opposite columns (period leaders). Those who use computer
formatting should be aware that certain programs that justify
lines by altering the amount of space between characters or
words on a line may require special steps to create ellipsis
points and period leaders with uniform spaces between them.
Such programs may also introduce two spaces after periods
that are at the ends of lines in the unformatted copy, whether
these periods end sentences or not.

QUESTION MARK

3.60

A question mark is used at the end of a whole sentence con-
taining a query or at the end of a query making up part of
a sentence:
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3.62

Would the teacher-transplant idea catch on in countries
other than Germany? was the question the finalists
were asking.

The question put by the board was, Would the taxpayers
vote another bond issue that would raise taxes?

The first word of the sentence that asks the question is capital-
ized, even though it is included in another sentence, and quota-
tion marks are generally unnecessary.

Courtesy disguises as questions such requests as the following,
which should end with a period rather than a question mark:

Will you please submit my request to the appropriate
office.

A question mark may be used to indicate uncertainty:

The Italian painter Niccold dell’Abbate (1512?-71)
assisted in the decorations at Fontainebleau.

EXCLAMATION POINT

3.63

3.64

An exclamation point marks an outcry or an emphatic or ironi-
cal comment (avoid overuse). Like the query (3.60), an excla-
mation may occur within a declarative sentence:

What havoc was wrought by hurricane Andrew!

“Incredible!” he exclaimed. “I could hardly believe my
senses. Both houses actually passed major bills on the
opening day!”

Do not use an exclamation point to call attention to an error
in a quotation; place the word sic (italicized or underlined) in
brackets after the error (see 2.25-26).

CoMmMa

3.65

3.66
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Although the comma signals the smallest interruption in conti-
nuity of thought or sentence structure, when correctly used it
contributes greatly to ease of reading and ready under-
standing.

In sentences containing two or more independent clauses
joined by a coordinating conjunction (and, but, or, nor, for), a
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comma is placed before the conjunction. This is not a hard-
and-fast rule, however; where the sentence is short and clarity
1S not an issue, no comma is needed.

Most young Europeans spend their holidays in other
European countries, and many students take vacation
jobs abroad.

This silence is not surprising, for in those circles
Marxism is still regarded with suspicion.

John arrived early and Mary came an hour later.

A comma is omitted before a conjunction joining the parts of
a compound predicate (two or more verbs having the same
subject):

The agencies should design their own monitoring
networks and evaluate the data derived from them.

They do not self-righteously condone such societies but
attempt to refute them theoretically.

In a series consisting of three or more elements, the elements
are separated by commas. When a conjunction joins the last
two elements, a comma is used before the conjunction.

Attending the conference were Farmer, Johnson, and
Kendrick.

We have a choice of copper, silver, or gold.

No commas should be used, however, when the elements in a
series are all joined by the same conjunction:

For dessert the menu offered a choice of peaches or
strawberries or melon.

A series of three or more words, phrases, or clauses ending
with the expression and so forth or and so on or and the like or
etc. customarily has required commas both before and after
the expression:

The management can improve wages, hours, conditions,
benefits, and so on, as part of the settlement package.

In its fourteenth edition, however, The Chicago Manual of
Style accepts treating expressions like etcetera as the final item
in the series and therefore not requiring a following comma.

Manfred regarded apologies, excuses, and the like as
barbarisms.
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When commas occur within one or more of the elements of a
series, semicolons should separate the elements:

Three cities that have had notable success with the
program are Hartford, Connecticut; Kalamazoo, Michigan;
and Pasadena, California.

Commas are used to set a nonrestrictive dependent clause off
from an independent clause. A clause is nonrestrictive if omit-
ting it will not alter the meaning of the independent clause:

These books, which are placed on reserve in the
library, are required reading for the course.

Here omitting the dependent clause yields “These books are
required reading for the course.” But in the following sentence,
the dependent clause identifies the books placed on reserve as
“required reading for the course,” and the clause is therefore
restrictive. No commas should be used:

The books that are required reading for the course are
placed on reserve in the library.

A word, phrase, or clause in apposition to a noun may also be
restrictive or nonrestrictive. When nonrestrictive, it is set off
by commas:

His brother, a Harvard graduate, transferred to
Princeton for a program in theology.

A onetime officer in the foreign legion, the man hoped
to escape further military duty.

If, however, the appositive limits the meaning of the noun and
is therefore restrictive, no commas should be used:

The Danish philosopher Kierkegaard asked, “What is
anxiety?”

The motion picture Becket was adapted from the play by
Jean Anouilh.

A title or position following a person’s name should be set off
with commas:

Norman Cousins, former editor of the Saturday Review,
wrote the editorial “Lunar Meditations.”

The individual elements in addresses and names of places are
set off with commas, except for zip codes:

The address is 340 Forest Avenue, Palo Alto,
California 94023.
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The next leg of our trip was to take us to Springfield,
Illinois, and promised to be the most rewarding.

Interjections, conjunctive adverbs, and the like are set off with
commas when they cause a distinct break in the flow of
thought:

Nevertheless, it is a matter of great importance.
It is, perhaps, the best that could be expected.

But note that when such elements do not break the continuity
and do not require a pause in reading, the commas should be
omitted:

It is therefore clear that no deposits were made.

In using commas to set off a parenthetical element in the mid-
dle of a sentence, remember to include both commas:

The bill, you will be pleased to hear, passed at the
last session.

A comma follows namely, that is, for example, ie., and eg
There must be a punctuation mark before each of these expres-
sions, but the kind varies with the nature and complexity of
the sentence:

Many people feel resentful because they think they have
suffered an unjust fate; that is, they look on illness,
bereavement, or disrupted domestic or working
conditions as being undeserved.

Restrictions on the sulfur content of fuel oil are
already in effect in some cities (e.g., Paris, Milan,
Rome, and Stockholm), and the prospect is that limits
will be imposed sooner or later in most cities.

When a dependent clause or a long participial or prepositional
phrase begins a sentence, it is followed by a comma:

If the insurrection is to succeed, the army and the
police must stand side by side.

After spending a week in conferences, the commission
was able to write a report.

Having accomplished his mission, he returned to
headquarters.
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But a comma is usually unnecessary after a short preposi-
tional phrase:

For recreation the mayor fishes or sails.

3.80  When each of several adjectives preceding a noun modifies the
noun individually, the adjectives should be separated with
commas:

It was a large, well-placed, beautiful house.

We strolled out into the warm, luminous night.

However, if the last adjective identifies the noun rather than
merely modifying it, no commas should precede it:

His is the large brick house on the corner.

3.81 Use commas to set off contrasted elements and two or more
complementary or antithetical phrases or clauses referring to
a single word following:

The idea, not its expression, is significant.

The harder we run, the more we stay in the same place.
She delighted in, but was also disturbed by, her new
leisure and freedom.

It is a logical, if harsh, solution to the problem.

382 Use a comma to separate two identical or closely similar
words:

They marched in, in twos.
Whatever is, is good.

3.83 A comma is sometimes necessary to prevent misreading:
After eating, the lions yawned and then dozed.

SEMICOLON

3.84 A semicolon marks a greater break in the continuity of a sen-
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tence than does a comma. A semicolon should be used be-
tween the parts of a compound sentence (two or more indepen-
dent clauses) when they are not connected by a conjunction:

More than one hundred planned communities are in
various stages of completion; many more are on the
drawing board.
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If the clauses of a compound sentence are very long and have
commas within them, they should be separated with semico-
lons even though they are connected by a conjunction:

Although productivity per capita in United States
industry is almost twice that in West European
industry, Western Europe has an increasingly well
educated young labor force; and the crucial point is
that knowledge, which is transferable between peoples,
has become by far the most important world economic
resource.

When used transitionally between the clauses of compound
sentences, the words hence, however, indeed, then, and thus
should be preceded by a semicolon and followed by a comma:

There are those who think of freedom in terms of social
and economic egalitarianism; thus, reformist
governments of the Left are inherently viewed with
greater favor than the regimes of the Right.

Clauses introduced by the transitional adverbs yer and so are
preceded by a comma:

Elizabeth was out of the office when I called, so I
left a message.

There was some increase in intensity, yet the
hypothesis was not confirmed.

For the use of the semicolon instead of a comma, see also 3.71.

The colon indicates a discontinuity of grammatical construc-
tion greater than that marked by the semicolon. Whereas the
semicolon separates parts of a sentence that are of equal sig-
nificance, the colon is used to introduce a clause or phrase that
expands, clarifies, or exemplifies the meaning of what pre-
cedes it:

Europe and America share similar problems: their labor
forces cannot compete with those of Third World
nations, and they depend on the Third World for
critical raw materials.

People expect three things of their governments: peace,
prosperity, and respect for civil rights.
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A colon should be placed at the end of a grammatical element
introducing a formal statement, whether the statement is
quoted or not. A colon is also used after following or as follows
or in sum followed by illustrative material or a list:

The qualifications are as follows: a doctorate in
physics; five years’ experience in a national
laboratory; and an ability to communicate technical
matter to a lay audience.

These immigrants all shared the same dream: they
thought they could create the City of God on earth in
their own lifetimes.

For the use of numbers to enumerate items in text, see 2.72.

As noted elsewhere in this manual, a colon is used between
chapter and verse in scriptural references (2.46), between hours
and minutes in notations of time (2.57), between the title and
subtitle of a book or article (4.10 and 8.39), between place and
publisher in footnotes and bibliographical references (8.55),
and between volume and page numbers in citations (8.80, 8.99,
8.101, and 10.14).

The dash, which in printing is an elongated hyphen called an
em dash, in typescript consists of two hyphens with no space
between or on either side of them.

A dash or a pair of dashes enclosing a phrase may indicate a
sudden break in thought that disrupts the sentence structure:

Rutherford--how could he have misinterpreted the
evidence?

Some of the characters in Tom Jones are “flat”--to use
the term E. M. Forster coined--because they
unfailingly act in accordance with a set of qualities
suggested by a literal interpretation of their names
(e.g., Squire Allworthy).

Interruptions or faltering speech may be indicated by dashes:

Later in chapter 25, Jane Eyre again answers only with
a gesture: “I reflected, and in truth it appeared to me
the only possible one: satisfied I was not, but to
please him I endeavored to appear so--relieved, I
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certainly did feel; so I answered him with a contented
smile.”

Faltering speech, especially in fictional dialogue, may also be
indicated by three spaced ellipsis dots:

“Agatha,” he said anxiously, “I never . . . no, no,
please believe me . . . but how can you think such a
thing!”

A dash may introduce an element that emphasizes or explains
the main clause through repetition of one or more key words:

He asked where wisdom was to be found--“"the wisdom
that is above rubies.”

One is expected to cram all this stuff into one’s
mind--cram it all in, whether it's likely to be useful
or not.

In a sentence that includes several elements referring to a word
that is the subject of a final, summarizing clause, a dash may
precede the final clause:

The statue of the man throwing the discus, the
charioteer at Delphi, the poetry of Pindar--all show
the culmination of the great ideal.

Use four hyphens to indicate missing letters (e.g., in citing from
a text that is mutilated or illegible), leaving no space between
the first and last hyphens and the existing part of the word:
We ha---- a copy in the library.

H----h? [Hirsch?]

In transcribing from incomplete texts in languages other than
English, it may be customary to indicate the length of the
break by using one hyphen for each missing or illegible charac-
ter. In such cases, follow the practice set by scholars and edi-
tors within the discipline.

Use six hyphens to indicate a whole word omitted or to be sup-
plied:

The vessel left the ------ of July.

PARENTHESES

3.98

The principal uses of parentheses in the text of a paper are
(1) to set off parenthetical elements, (2) to enclose the source
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of a quotation or other matter when a footnote is not used for
the purpose, and (3) to set off the numbers or letters in an
enumeration (as in this sentence). The first use is a matter of
choice, since both commas and dashes are also used to set off
parenthetical material. In general, commas are used for mate-
rial closely related to the main clause, dashes and parentheses
for material more remotely connected:

The conference has (with some malice aforethought) been
divided into four major areas.

It is significant that in the Book of Revelation (a
book Whitehead did not like because of its bloody and
apocalyptic imagery), the vision of a new heavenly city
at the end of time has the divine light shine so that
the nations walk by it, and the “kings of the earth
shall bring their glory into it” (Rev. 21:22-26).

Each painting depicted some glorious, or vainglorious,
public occasion of the last hundred years; in each--a
formal diplomatic banquet, a victory parade, the
opening of the Burbank Airport in 1931 (clouded by a
phalanx of tiny Ford Trimotors)--the crowds of people
were replaced by swarms of ants.

BRACKETS

3.99 Brackets are used (1) to enclose any interpolation in a quota-
tion (see 5.37) and (2) to enclose parenthetical matter within
parentheses:

The book is available in translation (see J. R. Evans-
Bentz, The Tibetan Book of the Dead [Oxford: Oxford
University Press, 1927]).

3.100 Brackets may be used to enclose the phonetic transcription of
a word:

He attributed the light to the phenomenon called
gegenschein ['ga-gsn-shin].

OTHER PUNCTUATION MARKS

3.101 The use of quotation marks is described in paragraphs 5.11-17.

3.102 The hyphen, sometimes considered a mark of punctuation, is
discussed in paragraphs 3.12-53 (compound words and word
division) and paragraph 2.67 (inclusive numbers).

60



Punctuation/ 3.106

MULTIPLE PUNCTUATION

3.103

3.104

3.105

3.106

The term multiple punctuation means the conjunction of two
marks of punctuation—for example, a period and a closing
parenthesis. Where such conjunction occurs, certain rules must
be observed concerning whether to omit one mark or the other
(such as a period when an abbreviation ends a sentence; see
3.56) and which mark to put first when both are kept.

A comma is generally omitted following a stronger mark of
punctuation:

If he had watched “What'’s My Line?” he would have known
the answer.

She shouts “Where’s the beef!” and we cut to a close-up
of the hamburger.

Two marks of punctuation fall in the same place chiefly where
quotation marks, parentheses, or brackets are involved.

In American usage, a final comma or period always precedes
a closing quotation mark, whether it is part of the quoted mat-
ter or not. Question marks and exclamation points precede
quotation marks if they are part of the quoted matter or follow
if they pertain to the entire sentence of which the quotation is
a part. Semicolons and colons follow quotation marks. (If the
quoted passage ends with a semicolon or a colon in the origi-
nal, the mark may be changed to a period or a comma to fit
the structure of the main sentence.)

Every public official and every professional person is
called on “to join in the effort to bring justice and
hope to all our people.”

Even this small advance begins to raise the question,
“What in effect is our true image, our real likeness?”

Do we accept Jefferson’s concept of “a natural
aristocracy among men”?

Charged by a neighbor with criminal mistreatment of her
child and threatened with police action, the woman
retorted, “Just you call the police, and you’ll regret
it to your dying day!”

How dreadful it was to hear her reply--calmly--“We’ll
let the law decide that”!

He made the point that “in every human attitude and
choice we make, we are taking an attitude toward
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Everyman”; and then he enlarged on the point in a
particularly telling way.

Rome’s planned subcenter, EUR, is “almost a self-
contained city”: it governs itself and provides its
own services.

See also 5.17.

In fields, such as linguistics or philosophy, where it is the prac-
tice to use single quotation marks to set off special terms, a
period or comma follows the closing quotation mark (see also
5.12):

Some contemporary theologians were proclaiming the
‘death of God’.

In other uses of single quotation marks the period or comma
is placed within the closing quotation mark (or marks, when
both single and double occur together):

The article he referred to is in the Journal of
Political Economy: “Comment on ‘How to Make a Burden of
the Public Debt.’”

When a complete sentence is enclosed in parentheses or brack-
ets, the terminal period for that sentence is placed within them.
When elements within a sentence are enclosed in parentheses
or brackets, the sentence punctuation is placed outside.

We have already noted similar motifs in Japan.
(Significantly, very similar motifs can also be found
in the myths and folktales of Korea.)

Myths have been accepted as literally true, then as
allegorically true (by the Stoics), as confused history
(by Euhemerus), as priestly lies (by the philosophers
of the Enlightenment), and as imitative agricultural
ritual mistaken for propositions (in the days of
Frazer) .

Numbers or letters in an enumeration run into the text belong
with the items following them; therefore sentence punctuation
precedes them, and no punctuation mark comes between them
and the items they apply to:

He gave three reasons for resigning: (1) advanced age,
(2) failing health, and (3) a desire to travel.

Brackets used to set off words or phrases supplied to fill in
incomplete parts of a quotation (5.35-37) or dates supplied in
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citations (8.68) are ignored in punctuating—that is, punctuate
as if there were no brackets:

The states have continued to respond to “the federal
stimulus for improvement in the scope and amount of
categorical assistance programs. . . . [Yet] Congress
has adhered to its original decision that residence
requirements were necessary.”

A WARNING FOR COMPUTER USERS

3.111

Punctuation marks may be part of the control language in a
word processing program. To avoid costly errors, consult the
documentation before entering any part of the paper. For ex-
ample, some programs require control words that begin with
periods, and these control words must often be introduced at
the beginnings of lines. When using such programs, therefore,
writers must avoid putting periods in the first character space
in lines (e.g., for ellipses).
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4  Capitalization, Italics, and
Quotation Marks

Capitalization 4.1
Proper Nouns 4.1
Other Terms 4.4
Titles of Works 4.5
Headline-Style Capitalization 4.6
Sentence-Style Capitalization 4.9
Titles in Foreign Languages 4.10
Parts of Works 4.13
Italics and Quotation Marks for Titles 4.14
Books and Periodicals 4.16
Series and Editions 4.18
Dissertations and Other Unpublished Works 4.19
Manuscript Collections 4.20
Sacred Scriptures 4.21
Legal Cases 4.22
Poems 4.23
Plays and Motion Pictures 4.24
Radio and Television Programs 4.25
Ships and Aircraft 4.26
Other Nonbook Materials 4.27
Foreign Words and Phrases 4.28

CAPITALIZATION
PROPER NOUNS

4.1 In all languages written in the Latin alphabet, proper nouns—
the names of persons and places—are capitalized:

John and Jane Doe Niagara Falls
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In English, proper adjectives—adjectives derived from proper
nouns—are also capitalized:

European Machiavellian

Proper nouns and adjectives that have lost their original mean-
ings and have become part of everyday language, however, are
not capitalized:

french doors india ink roman numerals

TERMS

Before preparing the final manuscript, the writer should decide
which terms are to be capitalized and which are not. Inconsis-
tency in the matter may be a source of irritation and confusion.
Detailed suggestions for capitalization of many terms are
found in chapter 7 of The Chicago Manual of Style, fourteenth
edition. The following paragraphs discuss capitalization of ti-
tles of written works, the problem encountered most frequently
by writers of papers.

OF WORKS

In giving titles of published works in text, notes, reference list,
or bibliography, the spelling of the original should be retained,
but capitalization and punctuation may be altered to conform
to the style used in the paper. In most scientific fields, sentence-
style capitalization is used (see 4.9). In the humanities and
many of the social sciences, however, it is customary to cap-
italize titles headline style, according to the rules given in
4.6-8.

HEADLINE-STYLE CAPITALIZATION

4.6

In the titles of works in English, capitalize the first and last
words and all other words except articles, prepositions, o used
as part of an infinitive, and coordinating conjunctions (and,
but, or, nor, for):
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4.7

4.8

Economic Effects of War on Women and Children
“What It Is All About”

How to Overcome Urban Blight: A Twentieth-Century
Problem

Note that the subtitle, following a colon, is capitalized the
same way as the main title.

Capitalizing compounds in titles may be simplified by the fol-
lowing rule: First elements are always capitalized; subsequent
elements are capitalized unless they are articles, prepositions,
or coordinating conjunctions.

Twentieth-Century Literature in the Making
Computer-Aided Graphics: A Manual for Video-Game Lovers
A Run-in with Authorities

There are a few cases that escape this perhaps oversimplified
rule. For example, the modifiers flat, sharp, and natural follow-
ing musical key symbols are not capitalized, and second ele-
ments attached to prefixes are capitalized only if they are
proper nouns or proper adjectives.

Post-World War II Conflicts
E-flat Concerto

Strategies for Re-establishment
Mid-Atlantic Conference

The final element of a compound that comes at the end of a
title (other than one with a hyphenated prefix), is always capi-
talized (see 4.6).

The original capitalization of titles of works published in ear-
lier centuries may be retained:

A Treatise of morall philosophy Contaynyge the sayings
of the wyse

SENTENCE-STYLE CAPITALIZATION

4.9
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In reference lists, capitalize titles of books and articles sentence
style; that is, capitalize the first word of the title or subtitle and
only proper nouns and proper adjectives thereafter.
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The triumph of Achilles
Seeing and selling America, 1945-55

“"Natural crisis: Symbol and imagination in the American
farm crisis”

IN FOREIGN LANGUAGES

In titles of foreign works, capitalize only what would be capi-
talized in a normal sentence. The first word of a subtitle is also
capitalized. As with works in English, a colon should separate
title and subtitle. If a period separates them, it shouid be
changed to a colon:

Dictionnaire illustré de la mythologie et des
antiquités grecques et romaines

Bibliografia di Roma nel Cinguecento
Historia de la Orden de San Gerdnimo
Reallexikon zur deutschen Kunstgeschichte

Phénoménologie et religion: Structures de
1’institution chrétienne

Since some romance language departments may have other
rules for capitalizing titles, it is well to inquire before preparing
the final manuscript.

In Latin and transliterated Greek titles, capitalize the first
word and all proper nouns and proper adjectives thereafter:

Speculum Romanae magnificentiae
Iphigeneia hé en Taurois

An exception is made for modern works with Latin titles,
which are capitalized as in English:

Acta Apostolicae Sedis Quo Vadis?

PARTS OF WORKS

4.13

References in text to such parts of a work as contents, preface,
foreword, introduction, bibliography, and appendix should not
be capitalized:

67



4.14/ Capitalization, Italics, and Quotation Marks

A foreword may be included if desired.
The paper should include a bibliography.

The preface to this popular work was written by Lionel
Trilling.

“Thinking French” is the title of chapter 6.

The variables within the experiment are listed in
table 2.

Copies of supporting documents are in appendix 3.

ITALICS AND QUOTATION MARKS FOR TITLES

4.14

4.15

Books
4.16
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Throughout this manual, words that are italicized in examples
may be underlined if italics are not available on the computer
system or typewriter being used. Never use both italics and
underlining in the same manuscript, however. The punctuation
immediately following italics (except parentheses, brackets, or
quotation marks) must also be italic.

In all fields except some of the sciences, titles of published
books and some other kinds of works are italicized. Other ti-
tles are enclosed in double quotation marks, and still others
are capitalized but neither italicized nor put in quotation
marks. The general rule is to italicize the titles of whole pub-
lished works and to put the titles of parts of these works in
quotation marks. Titles of unpublished material are also put in
quotation marks (see 4.16 and 8.130-32). Titles of series and
manuscript collections, and various kinds of descriptive titles,
are neither italicized not put in quotation marks (see 4.18-20).

AND PERIODICALS

Italicize the titles of books, pamphlets, bulletins, periodicals
(magazines, journals, newspapers), and long poems (such as
Paradise Lost). Note that although published works are often
thought of as being set in type and printed in conventional
form, they may also include photocopied typescripts, works
generated by desktop composition, or material in microform.
If the work bears a publisher’s imprint, it should be treated as
published; that is, the title should be italicized wherever it ap-
pears (see also 8.130).
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SERIES
4.18

Italics and Quotation Marks for Titles/4.20

Titles of chapters or other divisions of a book and titles of
short stories, short poems, essays, and articles in periodicals
are put in quotation marks:

The First Circle, chapter 27, “A Puzzled Robot”
“The New Feminism,” Saturday Review
“Amazing Amazon Region,” New York Times

“The Demon Lover,” in Fifty Years: A Retrospective
Collection

Part 4 of Systematic Theology, “Life and the Spirit”

“The Dead,” the final story in Dubliners

AND EDITIONS

Titles of series and names of editions are neither italicized nor
put in quotation marks:

Michigan Business Studies

Modern Library Edition

DISSERTATIONS AND OTHER UNPUBLISHED WORKS

4.19

Titles of unpublished theses, dissertations, and other papers
are put in quotation marks:

“Androgen Action and Receptor Specificity” (Ph.D.
diss., University of Chicago, 1985)

“Costing of Human Resource Development, ” paper
presented at the Conference of the International
Economics Association

“One Man’s CBI: A Different Kind of War,” TMs, Hoover
Library, Stanford, Calif.

MANUSCRIPT COLLECTIONS

4.20

Names of manuscript collections and archives, and designa-
tions such as diary, autograph, or memorandum, are not itali-
cized or put in quotation marks when they occur in running
text. In notes and bibliographical or reference list entries in
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papers citing many such primary sources, they should be put
in roman and abbreviated, with the designations capitalized
sentence style (see 2.19, 4.9, 8.131, 11.52-55).

SACRED SCRIPTURES

4.21

LEGAL
4.22

PoEMS
4.23

The titles of sacred scriptures—Bible, Qur’an (Koran), Tal-
mud, Upanishads, Vedas, and the like—and the names of
books of the Bible and of the Apocrypha are neither italicized
nor put in quotation marks:

This passage is taken from the King James Version of
the Bible.

The Book of Daniel is a part of the apocalyptic
literature of the Bible.

CASES

The names of legal cases (plaintiff and defendant) are italicized
in text; v. (versus) may be in roman or italics, provided that use
is consistent:

Miranda v. Arizona
Green v. Department of Public Works

West Coast Hotel Co. v. Parrish

Titles of long poems are italicized; titles of short poems are
put in quotation marks:

Milton’s Paradise Lost
“Pied Beauty,” in The Oxford Book of Modern Verse

Where many poems, both long and short, are mentioned, it is
best to italicize all titles.

PLAaYys AND MOTION PICTURES

4.24
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Titles of plays and motion pictures are italicized:
Moliére’'s Le bourgeois gentilhomme

Orson Welles’s Citizen Kane
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RADIO AND TELEVISION PROGRAMS

4.25 The title of a continuing series on radio or television is itali-
cized, but the title of an individual episode in such a series
is in roman, enclosed in quotation marks. Titles of made-for-
television movies and of radio or television dramas of more
than one episode are also italicized.

CBS’'s Sixty Minutes
National Public Radio’s All Things Considered

“Riot in the Rec Room,” last night’s episode on Quiet
Suburbs, Unguiet Lives

SHIPS AND AIRCRAFT
4.26  Names of ships, aircraft, and spacecraft are italicized. Desig-
nations of class or make are not:

SS Constitution Spirit of St. Louis
HMS Saranac Apollo 13

OTHER NONBOOK MATERIALS

4.27 For titles of other nonbook materials, see 8.130—47.

FOREIGN WORDS AND PHRASES

4.28 In running text in English, italicize foreign words and phrases
that are not part of sentences or passages quoted in full:

Clearly, this leads to the idea of Ubermensch and also
to the theory of the acte gratuit and surrealism.

429 A quotation entirely in a foreign language is not italicized. In
the following sentence, the words le pragmatisme within the
English text should be italicized, but the words of the quota-
tion, all in French, should not:

The confusion of le pragmatisme is traced to the
supposed failure to distinguish “les propriétés de la
valeur en général” from the incidental.

430  In the following foreign language quotation, the author of the
quoted passage has italicized some words used as examples.
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4.31

4.32

4.33

72

The person using the quotation in a paper written in English
must observe the author’s usage, since a quotation must always
be reproduced exactly as it appears in the original:

Reviewing Mr. Wright’'s book, Professor Nichols writes:
“Quand j’ai dl analyser le style de Wright . . . j‘ai
été frappé par l’'emploi ironique de ses prépositions et
conjonctions causales (a cause de, parce que, etc.).”

Foreign titles preceding and sometimes following proper
names, and foreign names of persons, places, institutions, and
the like, are not italicized:

Pére Grou the Académie Francaise
the Puerto del Sol the Gare du Nord
M. Jacquet, ministre des the Teatro Real

travaux publics the Casa de los Guzmanes
the Vienna Staatsoper Place d'Italie

Foreign words that have become sufficiently anglicized to be
listed in a good English dictionary should not be italicized:

de facto vis-a-vis milieu weltschmerz

The writer’s appreciation of the needs of the audience the pa-
per is intended for will govern whether to include the definition
of a foreign word in text, in a note, or in an appendix. If a
definition follows a foreign word or phrase within the text, the
definition is put in parentheses or quotation marks:

“I would like to eat,” or ena tuainu-iai, “I wanted to
eat.”

According to Sartrean ontology, man is always de trop
(in excess).

In notes and appendixes, translations into foreign languages
should follow 4.28 if they are several words or less in length,
and 4.29-30 if they are longer.
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PERMISSIONS

Shl!

The use of quotations within a research paper is a way of repre-
senting the continuity of research within a field and introduc-
ing the ideas of others by referring directly to their works. Quo-
tations involving more than a few contiguous paragraphs or
stanzas, and the use of anything in its entirety—a poem. an
essay, a letter, a section of a book, an illustration, or sometimes
a table—may exceed the limits of “fair use” as defined by the
Copyright Act of 1976. Publishers, libraries, and others who

73



5.2/ Quotations

hold the rights to literary works do not interpret fair use uni-
formly. For example, some publishers and others holding copy-
right define fair use in terms of length, although the Copyright
Act and the courts have defined it more generally, in terms of
proper use to illustrate or support a point, of accurate tran-
scription, and of proper credit given in notes or parenthetical
references. Some publishers require permissions for lengthy
quotations used in dissertations and some do not. Some librar-
1ans consider dissertations a form of publication and some do
not. Bear in mind, however, that it is the courts, not the pub-
lishers, who are the authorities on fair use. For a thorough
discussion of the subject, see chapter 4 in The Chicago Manual
of Style, fourteenth edition.

PLAGIARISM

52

By definition, a research paper involves the assimilation of
prior scholarship and entails the responsibility to give proper
acknowledgment whenever one is indebted to another for ei-
ther words or ideas. This chapter demonstrates how to include
the words and ideas of others in a paper by quoting works
accurately and attributing quotations and ideas to their au-
thors in notes (chapter 8), bibliographies (chapter 9), and par-
enthetical references and reference lists (chapter 10). Failure to
give credit is plagiarism. The MLA Style Manual offers a very
useful perspective on the subject (see pp. 4-5 and 164).

ACCURACY

53

In general, direct quotations should correspond exactly with
the original in wording, spelling, capitalization, and punctua-
tion. Exceptions to the general rule are discussed below.

PROSE

54

74

Short, direct prose quotations should be incorporated into the
text of the paper and enclosed in double quotation marks:
“One small step for man, one giant leap for mankind.” But in
general a prose quotation of two or more sentences that runs
to eight or more lines of text in a paper should be set off from
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the text in single-spacing and indented in its entirety four
spaces from the left margin, with no quotation marks at the
beginning or end. A quotation so treated is called a block quo-
tation. Exceptions to this rule are allowable when, for emphasis
or comparison, it is desirable to set off shorter quotations.
Paragraph indention in the original text should be indicated by
a four-space indention within a block quotation, but single-
space between the paragraphs. When including material from
different sources in a single block quotation, however, double-
space between separate passages. (See also 5.30-34.)

Some word processing programs use control words for in-
serting block quotations and assigning note numbers to them.
Before preparing the final manuscript, those using computers
should read the instructions.

POETRY

5.6

S

Quotations of two or more lines of poetry are normally set off
from the text, line for line as in the original, aligned on the left
and centered on the page without quotation marks. They may
be double- or single-spaced, following the alignment of the
source as closely as possible:

We are not the same you and
i, since here’s a little he
or is
it It
? (or was something we saw in the mirror)?

e. e. cummings,
“here’s a little mouse) and”

If the lines of the poem are too long to be centered on the
page, all the lines should be indented four spaces from the left
margin, with runover lines indented another four spaces:

A child said What is the grass? fetching it to me
with full hands;

How could I answer the child? I do not know what
it is any more than he.

I guess it must be the flag of my disposition, out
of hopeful green stuff woven.

Walt Whitman, “Song of Myself~”
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5.8

It is sometimes desirable to insert a line or two of verse into
running text, as when making a critical examination of a poem.
Quotation marks are placed at the beginning and end of the
line or lines quoted, and if there is more than one line, a slash,
or virgule (/), with a space before and a space after, separates
them. When using the line justification function of a word pro-
cessing program, it may be necessary to enter these spaces on
the formatted version or use special program abilities.

In the valley the mariners find life'’'s purposes reduced
to the simple naturalistic proposition, "“All things
have rest, and ripen toward the grave; / In silence,
ripen, fall, and cease.”

EPIGRAPHS

59

When used at the heads of chapters, epigraphs are not enclosed
in quotation marks. The name of the author of the quotation
and the title of its source are given below the epigraph, flush
right:

A storm of mosquitoes may create a noise like thunder.
0ld Chinese saying

Heavy matters! Heavy matters! But look thee here, boy.
Now bless thyself: thou met’st with things dying, I
with things new-born.

Shakespeare, The Winter'’s Tale

QUOTATIONS IN NOTES

5.10

76

Prose quotations of whatever length appearing within notes
are enclosed in quotation marks and run in:

1“He leaves a terrible blank behind him and I have
a horrid lonely feeling knowing that he is gone”
(Field-Marshal Lord Alanbrooke, Diary, 18 April 1940
[AMs, Personal Files]). Writing of Dill somewhat
later, Brooke expressed a strong feeling of admiration
and affection: “I know of no other soldier in the whole
of my career who inspired me with greater admiration
and respect. An exceptionally clear, well-balanced
brain, an infinite capacity for work, unbounded charm
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of personality, but, above all, an unflinching
straightness of character. . . . I owe him an infinite
debt for all I learned from him” (idem, “Notes on My
Life” [AMs, Personal Files], 2:66).

Verse quotations are set off or run in as in text.

QUOTATION MARKS

5.11

5.12

5.13

Direct quotations other than block quotations as described in
paragraphs 5.30-34 require double quotation marks at begin-
ning and end. If the quoted passage itself contains a quotation
that is set off with double quotation marks, they must be
changed to single quotation marks (see 5.16). In a block quota-
tion, however, double quotation marks within the original mat-
ter are retained.

Double quotation marks are also used to set off titles (see 4.17
and 4.19) and single words, letters, or numbers in certain con-
texts:

Twenty-one papers were prepared under the topics
“Background, ” “Relation to Card Catalogs, ”
“Techniques, ” “Standards,” and “Applications.”

The enumerations may be numbered “1,” *2,” “3,” etc.

In some fields—linguistics, theology—it is accepted practice
to use single quotation marks to set off words and concepts
(see also 3.107):

kami ‘hair, beard’

The variables of guantification, ‘something’,
‘nothing’,

If a whole letter is quoted, including address and signature
lines, it should all be set off as an indented block quotation,
retaining the spelling, punctuation, emphasis, and spacing of
the original:
To my Lord the Lord Deputy of Calais
Pleaseth you to understand that I humbly beseech
your noble person that it may please you to give me

leave to set up certain bills and notices touching
my craft of writing, so that if within this town of
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5.14

5.15

78

Calais there be any who should desire to have the
aforesaid art taught to their children, together
with the French tongue, that the residence of the
said your humble servant is at St. Omer; and thus
doing, my lord, I shall pray God for your good
prosperity.

J. Filleul (St. Clare Byrne 1981, 5:738)

In quoting an outline, set it off as an indented block quotation,
retaining the spelling, punctuation, emphasis, and spacing of
the original:

Their outline for the third-year course is as
follows:

III. Predicate-element concept
A. Verb
1. Forms and uses of verb ‘to be’
2. Tense
a) Present perfect
b) Past perfect?
In quoting an enumeration, do likewise:
1. Book selection
2. Arrangement and organization of the collection
3. Guidance to readers®

Introduce all such material in such a way as to make it clear
that it is quoted and not the writer’s own work. Lengthy mate-
rial of this nature may belong in an appendix.

To quote material that includes headings and subheadings, use
a block quotation and retain the spacing, indention, spelling,
and punctuation of the original, being careful to cite the source
in a note or a parenthetical reference:

CHAPTER II

THE DEVELOPMENT OF A RACE RELATIONS
ACTION-STRUCTURE

Race Relations in the British Isles:
1700 to the First World War

From the defeat of the Spanish Armada in 1588
until the abolition of slavery throughout the
British Empire in 1833, the economy of Britain was
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tied, in some measure, to the fortunes of the
African slave trade. o B

Conservatives and liberals felt that this
dependency had always been a mistake.®

For a quotation within a quotation, single quotation marks are
used; for another quotation within that one, double marks are
again used; for yet another, single marks; and so on:

The chairman reported as follows:

The mayor's representative has replied: “I am
authorized by the Chamber of Commerce to make this
offer, their provision stating, ‘The jobs shall be
made available provided that the committee
guarantee all the means for receiving
applications.’ That guarantee has been made and a
procedure outlined for taking job applications.”
Our thanks go to the mayor for his handling of our
committee’s request. (Guthrie Center 1987, 4)

PUNCTUATION WITH QUOTATION MARKS

5.17

Periods and commas should be placed inside quotation marks
(even when the quotation marks enclose only one letter or fig-
ure); semicolons and colons go outside. Question marks and
exclamation points should be placed outside quotation marks
unless the question or exclamation is part of the quotation. In
the first example below, the question is posed not within the
quotation, but within the sentence as a whole, and the question
mark belongs after the closing quotation mark. In the next two
examples the question mark and the exclamation point clearly
belong within the quotation marks. The rules apply equally to
quotations within quotations (5.16), whether or not the quota-
tions end at the same place.

How does he show “evil leading somehow to good”?

One may well ask, “Is it really necessary to lose the
world in order to find oneself?”

The cries of “Long live the king!” echoed down the
broad avenues.

“You speak, my friend, with a strange earnestness,”
said old Roger Chillingworth.

In Keats’s “Ode on a Grecian Urn,” the urn says,
“Beauty is truth, truth beauty.”

Eva replied, “Did he really say, ‘Nothing will come of
nothing’?”
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“I'm not convinced,” said Tony, “that he really meant
‘nothing. " ”

“Later,” said Iris, “that ‘nothing,’ albeit
frightening, was made light of.”

Rosa remarked, “Tom’s ‘What’s nothing?’ provoked
outrage.”

See also 3.103-10.

EECIETPSES

5.18

Any omission of words, phrases, or paragraphs in quoted mat-
ter is shown by ellipsis points, which are period dots, not aster-
isks (stars). There should be a space before each dot, unless
the first dot is the period of an abbreviation or sentence, and a
space after the last if a word follows. Since ellipsis points stand
for words omitted from the quotation itself, they are always
placed within quotation marks. When quotation marks either
precede or follow ellipsis points, do not leave a space between
the quotation mark and the dot (but see 5.27-28). With word
processing programs that justify lines by adjusting spaces be-
tween words, ellipsis points may require special processing.
For example, some programs when formatting automatically
add two spaces after periods that occur at the end of lines in
the unformatted text, whether or not they end sentences.

OMISSION WITHIN A SENTENCE

5.19

5.20

5.21

80

An omission within a sentence is shown by three spaced dots:

In conclusion he stated, “What we require . . . is a
new method.”

If other punctuation comes immediately before the ellipsis, it
is placed next to the word:

“We are fighting for the holy cause of Slavdom;
for freedom; . . . for the Orthodox cross.”

If other punctuation occurs immediately before a word that is
preceded by ellipsis points, that punctuation mark is placed
before the word, with the usual intervening space:

“All this is not exactly in S’s tradition . . . ; and
it was not, as I recall, your style.”
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OMISSION FOLLOWING A SENTENCE

5.22

5.23

An omission following a sentence is indicated by four dots.
The first. placed immediately after the last word. is the period:

“When a nation is clearly in the wrong, it ought to say
so. . . . I am only enunciating principles that we
apply in our own case.”

If in the original source the sentence preceding the ellipsis ends
with a question mark or an exclamation point, that mark
rather than the period is used:

“How cold it was! . . . No one could function in that
climate.”

How much of an omission may be indicated by a mark of ter-
minal punctuation and three dots? In current practice. the pe-
riod (or other mark of terminal punctuation) and three spaced
dots may indicate the omission of (1) the last part of a quoted
sentence, (2) the first part of a quoted sentence, (3) the last
part of one sentence and the first part of the next sentence, (4)
a whole sentence or more, or (5) a whole paragraph or more.
But note the following exceptions.

FuLL LINE oF ELLIPSIS POINTS

5.24

5.25

In quoting an excerpt of poetry, the omission of one or more
complete lines is shown by a full line of ellipsis points, approxi-
mating in length the line of poetry immediately above it:

Weep no more, woeful shepherds, weep no more,
For Lycidas your sorrow is not dead,
Henceforth thou art the genius of the shore,
In thy large recompense, and shalt be good
To all that wander in that perilous flood.’

The use of a full line of ellipsis points may be desirable in quot-
ing portions of an outline or an enumeration. In the following
example, the four dots at the end of the first paragraph indicate
the omission both of the last part of item | and of items 2 and
3. The full line of dots that follows is necessary to indicate
missing lines. The semicolon and the three dots at the end of
item 4 indicate the omission of the last part of the paragraph.
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1. The paper must include a discussion of the moral
bases and social effects of the kind of ownership
which you favor or which you wish to attack.

4. In form, the paper must be an argument: .

See also 5.23 and 5.34.

CAPITALIZATION OF FIRST WORD

5.26

Exact quotations should follow precisely the wording, spelling,
capitalization, and punctuation of the original (5.3), but long-
established scholarly practice makes an exception by altering
the capitalization of the first word of a quotation according to
the following rule:

1. If the quotation is set off syntactically from the text by a
comma, period, or colon, the first word is capitalized, even
though it is lowercase in the original.

The following day Sand reported, “With Pebble
soliciting members on the side, it was imperative that
the meeting be delayed no longer.”

In the original of the passage above, “With” occurs within a
sentence and is therefore not capitalized.

2. If, however, the quotation is joined syntactically to the
writer’s introductory words, the first word of the quotation is
begun with a small letter, even if it is capitalized in the original:

The act provided that “the general counsel of the board
shall exercise complete supervision.”

In the original, “the” is the first word of the sentence and is
therefore capitalized. It is necessary to bracket such changes
only in legal works and textual criticism.

WHEN NoOT TOo USE ELLIPSIS POINTS

5.27
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In general, no ellipsis points should be used (1) before or after
an obviously incomplete sentence, (2) before or after a run-in
quotation of one or more complete sentences, (3) before a
block quotation, or (4) after a block quotation ending with a
complete sentence. If ellipsis points are considered necessary
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before or after a quoted passage, three should precede and
four, including the period, follow the quoted matter if it ends
with a complete sentence or if it ends the sentence in the text.

When a quotation consists of a few words or an incomplete
sentence, obviously a fragment from the original, no ellipsis
points should be used either before or after it. If, however, an
omission occurs within the fragment, it 1s noted by three ellip-
sis points:

General Smith wrote that the president had been “very
much impressed” by the State Department’s paper that
stressed “developing a major part of the world by using
the economic resources . . . of the superpowers.”?*?

OMISSIONS IN FOREIGN LANGUAGE QUOTATIONS

5.29

Treat omissions in foreign language quotations as you would
those in English. If the paper itself is written in a language
other than English, follow the rules of that language in the
matter of omissions (as well as for punctuation). Some of these
rules are given in The Chicago Manual of Style, fourteenth
edition.

BLOCK QUOTATIONS

5.30

When material in a block quotation (5.4) begins with a para-
graph in the original, it is given a paragraph indention of four
spaces and the first word is capitalized. Thus with a block quo-
tation indented four spaces from the left margin, the paragraph
indention is eight spaces from the left margin. (See also 5.32.)

Goodenough raises questions that Kraeling does not
raise:

Primarily why did the artist want to put David
as the tamer just here? We have seen that the
original vine or tree growing from the vase was
changed to highlight its naturalistic aspects, to
make it more central to the composition, and to
emphasize its derivation, thus making more explicit
the symbolic and ritualistic implications of the
vase. (Goodenough 1986, 40)

Note that the source directly follows the terminal punctuation
of the quotation.
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5.31

5.32

5.33

84

If a block quotation is introduced in text with quoted frag-
ments interspersed with the words of the writer of the paper,
the fragments cited must all have quotation marks at beginning
and end. It is not permissible to begin a quotation within the
text with quotation marks, as required, and to continue the
quotation in block form, omitting quotation marks. Note
the following example of incorrect usage in introducing a
block quotation:

Religion is just “the product of the craving to know
whether these imaginary conceptions have realities
answering to them in some other world than ours.” And
Mill continues: “Belief in a God or Gods

and in a life after death becomes the canvas which
every mind . . . covers with such ideal pictures as
it can either invent or copy.®

Avoid introducing in running text a quotation that would have
to be completed in block form. The following illustrates cor-
rect usage:

And Mill continues:

Belief in a God or Gods and in a life after death
becomes the canvas which every mind . . . covers
with such ideal pictures as it can either invent
or copy.°

Sometimes the writer must rephrase the text or reconsider how
much to quote.

Two conditions under which a block quotation begins with
paragraph indention are considered in 5.30 and 5.33. Other-
wise the first line of the block quotation is indented four spaces
from the left margin, as shown in the last example in 5.31. Note
that the first (partial) paragraph is the only one in a block quo-
tation of more than one paragraph that may start flush left.
All the others must be given paragraph indention, whether the
quotation begins with the first sentence of the paragraph or at
some point within it.

If in a quotation of several paragraphs a full paragraph or
more is omitted, that omission should be indicated by a period
and three ellipsis points at the end of the preceding paragraph.
Thus four dots at the end of a paragraph may be followed by
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three dots at the beginning of the next paragraph, as illustrated
in the following example. Two consecutive sets of ellipsis points
may occur in a block quotation, but not in a quotation that is
run into text:

Recalling as an adult the time in his early youth when
a “new conscience” was forming, Merton writes:

A brand-new conscience was just coming into
existence as an actual, operating function of a
soul. My choices were just about to become
responsible.

: since no man ever can, or could, live by
himself and for himself alone, the destinies of
thousands of other people were bound to be
affected, some remotely, but some very directly and
near-at-hand, by my own choices and decisions and
desires, as my own life would also be formed and
modified according to theirs.’

If it is considered desirable to quote in block form fragments
of prose that are widely scattered in the original source, a full
line of ellipsis points may be used between the individual frag-
ments.

INTERPOLATIONS

5.35

5.36

5.37

It is sometimes advisable to insert in a quotation a word or
more of explanation, clarification, or correction. All such in-
sertions, or interpolations, must be enclosed in brackets [ ]. Pa-
rentheses may nor be substituted. Seeing a parenthetical ele-
ment in a quotation, a reader assumes it was put there by the
author of the source quoted. Brackets indicate that the com-
ment was added by the person quoting the author. If the key-
board has no brackets, leave space and insert them in the copy
by hand, in black ink.

To assure the reader that any faulty logic, error in fact, wrong
word, incorrect spelling, or the like is in the original, the Latin
word sic (“so,” always in italic, without a period) may be placed
in brackets after the error:

Little lizards gambling [sic] in the sun.

Sic should not be overused. Quotations from obviously archaic
or nonstandard writing should not be strewn with sics.
Interpolations made for clarification or correction are illus-
trated in the following:
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“But since these masters [Picasso, Braque, Matisse]
appeared to be . . . rebelling against academic
training, art teaching has itself been discredited.”?®

“The recipient of the Nobel Peace Award for 1961 [1960]
was Albert John Luthuli.”®

ITALICS FOR EMPHASIS

5.38

86

Words that are not italicized in the original may be italicized
(or underlined) for emphasis by the writer of the paper. The
source of the change should be shown in one of three ways.

1. By a notation in brackets placed immediately after the
italicized words:

“This man described to me another large river beyond
the Rocky Mountains, the southern branch [emphasis
mine] of which he directed me to take.”’

2. By a parenthetical note following the quotation:

“This man described to me another large river beyond
the Rocky Mountains, the southern branch of which he
directed me to take” (emphasis mine).’

3. By a note. Either a note or the method in (2) is preferable
when italics have been added at two or more points in a quo-
tation.
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Tables efficiently organize and compress data into a standard-
ized form. Because tables must be accurate and easy to read,
care is required in spacing, ruling, arrangement of headings,
and placement with respect to the text. Because they supple-
ment the text, tables should be within the text or in an appen-
dix, unless they occupy a separate section.

Computer software that includes functions for managing
spreadsheets, column adjustments, and other tabulation for-
mats can be useful for designing tables. Some programs can
generate rules and insert special characters such as “corners”
for joining horizontal and vertical lines, although tables de-
signed using software without such features can be treated just
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like typewritten tables, with any vertical rules inserted by hand
(see 7.27-32). For more information on the use of software to
compose tables and insert them in text, see 13.19-20.

PLANNING AND CONSTRUCTING
STATISTICAL TABLES

6.3

6.4

6.5

38

Most tables that present information in numerical form—per-
centages, tallies of occurrences, amounts of money, and the
like—are known as statistical tables. As a simple example, say
a scholar has completed a survey on smoking among Ameri-
can adults, incorporating information on the respondents’ date
of birth, sex, income, social background, and the like, and
wishes to present some of the data in tabular form. The survey
has produced responses from 7,308 individuals—3,362 males
and 3,946 females—all eighteen or over.

In any one table, a single category of responses is always the
center of attention. The table is constructed to illustrate the
variations in that category (the dependent variable) with re-
spect to some other set or sets of data (independent variables).
Here the dependent variable would be whether the respondent
smoked, and the independent variable could be any of several
other categories or facts, say the person’s sex. Classifying re-
sponses according to these two variables might then result in
the simple array shown in table 1. (The survey, needless to say,
is imaginary, and all the data shown are entirely hypothetical.)

Table 1. Smokers and Nonsmokers, by Sex

Smoke Don't Smoke Total

Males 1,258 2,104 3,362
Females 1,194 2,752 3,946
Total 2,452 4,856 7,308

An array of raw data like this is relatively useless, however. For
comparison the data must be presented in terms of percent-
ages. This has been done in table 2. In any statistical table em-
ploying percentages (or other proportional figures) the com-
piler should always give the finite number—the database, or
N—from which the percentages are derived. Here N is given
in a separate column, but other arrangements are also appro-
priate (see table 6).



6.6

6.7

6.8

Planning and Constructing Statistical Tables/ 6.8

Table 2 represents an extremely simple statistical situation.
Both the independent variable (sex) and the dependent vari-
able (smoke/don’t smoke) are dichotomies—entities that divide
into two mutually exclusive categories. When either variable
consists of more than two categories, tabular presentation be-
comes more complex.

Table 2. Smokers and Nonsmokers, by Sex

N Smoke Don’t Smoke
Males 3,362 37.4% 62.6%
Females 3,946 30.3% 69.7%
Total 7,308 33.6% 66.4%

Say the researcher wishes to present the data in terms of age
rather than sex. For this purpose birth dates would be grouped
by years or spans of years to represent respondents’ ages at the
time of the survey, and these groups would be divided ac-
cording to the smoke/don’t smoke dichotomy. The results
could be presented as in table 3. Here age is broken down into
four categories, the first three consisting of fifteen-year spans,
but smaller groupings could be used.

Table 3. Smoking among American Adults,

by Age
Age N Smoke Don't Smoke
(%) (%)
18-32 Ly 2% 30.6 69.4
33-47 2,012 SU a3t 62.9
48-62 1,928 BI5H 64.8
G2+ 1,646 30.5 69.5

Total 7,308

If the writer wishes to present the data by both age and sex,
the responses would be subdivided once more. The data might
then be presented as in table 4.
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6.9

6.10

6.11

90

Table 4. Smoking among American Adults, by Age and Sex

Age and Sex N Smoke Don’t Smoke
(%) (%)
Males
18-32 792 30.0 70.0
33-47 926 44.9 55.1
48-62 886 34.5 65.5
63+ 758 39.3 60.7
Total (males) 3,362
Females
18-32 930 31.0 69.0
33-47 1,086 30.4 69.6
48-62 1,042 S50 64.3
63+ 888 23.0 77.0
Total (females) 3,946
Total (both) 7,308

Suppose respondents were asked other questions about smok-
ing—whether they had quit smoking or had ever tried to quit
and (if they smoked at all) whether they smoked cigarettes.
Presenting these data in meaningful ways involves expanding
the tabular display and making it more complicated.

Take the data on quitting smoking. If these statistics are to be
presented in connection with age and sex as the independent
variables, they might be arranged as in table 5. Here each half
of the basic smoke/don’t smoke dichotomy has been further
split according to whether or not the respondent has quit
smoking or has tried to quit. The N for each age group also
must be split between smokers and nonsmokers. Note that
each column of Ns applies to the two columns to the right of it.

Finally, let us say the writer wants to present data on cigarette
smoking in connection with an element of social back-
ground—whether the respondent came from a rural, small
town, or big city environment—as well as age and sex. (The
question eliciting this response would of course have to be a
definite one, such as “Which of these categories comes closest
to the type of place you were living in when you were sixteen
years old?” followed by a listing of various kinds of locales.)
Responses are sorted first by age and sex, as for table 4, then
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by background of the respondent, with “Don’t know” answers
omitted. The twenty-four groups created by dividing the re-
sponses this way constitute the database for the final dichot-
omy of those who smoke cigarettes and, by elimination, every-
body else (table 6). As before, the total in each category is
expressed as a percentage of N. Here it is impractical to show
Ns in columns of their own, so another device has been
adopted: the N for each category is shown in parentheses be-
low and slightly to the right of the percentage. Other arrange-
ments are possible, but this one is preferred by most people
who work with statistics.

ARRANGEMENT OF THE ELEMENTS

6.12

The conventions governing the arrangement of the various ele-
ments of a statistical table, though not immutable, are accepted
by many who make frequent use of tables. Consequently, it is
wise to follow existing fashions in the basics of tabular presen-
tation.

NUMBERING

6.13

6.14

6.15

6.16

92

Every table should be numbered with an arabic numeral and
given a title, even though there may be few tables in the paper.
(However, a very simple tabulation—five or six figures ar-
ranged in two columns—introduced in such a way that a head-
ing seems unnecessary, need not be given a number or a title.)
The order in which the tables are mentioned in the text deter-
mines the numbering, which continues straight through all
chapters.

Tables in an appendix should be numbered separately from the
tables in the text, as Al, A2, and so on.

All text references to a table should be by number, not by an
introductory phrase such as “in the following table.”

The reference may be in running text or in parentheses:

The percentages in table 5 illustrate this margin of
error.

A majority of voters were absent during the election
(see table 4).

In table 25, the rates increase markedly.



Table 6. Smoking among Adult Americans, by Type of Background,
Urban or Rural

Town or Big City
Country Small City and Suburbs
(%) (%) (%)
Males

18-32 26.5 29.6 29.9
(98) (294) (398)

33-47 34.6 41.2 43.0
(153) (306) (460)

48-62 28.6 31.4 34.1
(220) (385) (270)

63+ 34.8 35.1 36.5
(273) (279) (189)

Total (males) 31.8 34.2 36.3
(744) (1,264) (1,317)

Females

18-32 28.4 31.0 31.5
(116) (348) (463)

33-47 27.9 30.6 31.1
(179) (359) (540)

48-62 &7 17 35.8 42.3
(260) (450) (319)

63+ 21.5 23.1 25.8
(329) (325) (213)

Total (females) 25.6 30.6 BP2NE
(884) (1,482) (1,535)

Total (both) 28.4 32.2 34.4
(1,628) (2,746) (2,852)

Note: Figures in parentheses are base Ns for the adjacent
percentages. Total N = 7,226 (3,325 males, 3,901 females).
Respondents (82) who did not know where they were living at
age 16 have been excluded from the database.
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6.17

Numbered references make it possible to set the table at the
end of the page or the paragraph, or on a separate page, as its
size permits.

PosiTioN

6.18

6.19

Ideally, each table should come as close as possible after the
first reference to it. If space permits, however, it is best to finish
the paragraph of text in which the reference occurs before in-
serting the table (see sample 14.31). If a table cannot be accom-
modated in the space remaining on a given page, continue the
text to make a full page and place the table at the top of the
next page.

If a table appears on a text page, three blank lines should be
left above it and three blank lines below (i.e., the table number
is typed on the fourth line following the text, and the text is
continued on the fourth line below the bottom rule or the ta-
ble’s notes, as in sample 14.31).

S1ZE AND SHAPE

6.20

In most tables the columns run the long way on the page. A
table may occupy the full width of the page or less than the
full width. In either case, each table must be centered horizon-
tally on the page.

LONG AND NARROW

6.21

WIDE

6.22

94

When a table is long and narrow, space may be saved and ap-
pearance enhanced by doubling it up—dividing it into equal
parts and placing them side by side, repeating the stub and the
column heads (see sample 14.26). A vertical rule separates the
two sides.

If a table is too wide for the page, it should be turned length-
wise (broadside table, see sample 14.30)—the table is entered
using software that creates broadsides, or the paper is put in



6.23

6.24

Arrangement of the Elements/6.25

the typewriter sideways and the table is typed so that the col-
umns run the short way of the paper. No text should be placed
on a page containing a broadside table. The page number ap-
pears in its usual place, whether the paper is prepared on a
typewriter or on a computer system.

A table too wide to be accommodated broadside may be ar-
ranged vertically on two facing pages. This is done by turning
the first page over so that the text is on the back and thus faces
the next page (the front of the first page remains blank). If the
paper is to be bound, a note to the binder will ensure correct
placement. The parts of the table must have the same dimen-
sions on both pages, and special care is needed to align the
figures in each column exactly with the appropriate items in
the stub. If software will not automatically generate a wide
table on facing pages, it may be possible to construct two table
sections that can be mounted on opposite pages and then
photocopied. A better solution might be to print out the table
in smaller type or to reduce a standard printout photographi-
cally. This reduction can then be mounted on the page and
photocopied, with its page number typed in the upper right
corner. The type must be large enough to be legible in the mi-
crofilm reproduction of a thesis or dissertation.

Tables too wide to be accommodated on the 8%2-by-11-inch
page in the ways described above may be typed on a larger
sheet and then folded, though this method is less satisfactory
for dissertations that must be bound (see 7.44-46).

CONTINUED TABLES

6.25

Long tables may be continued from page to page. The table
number and the title are placed at the beginning of the table;
the table number only is given on succeeding pages, written,
for example, “Table 2— Continued.” Ordinarily the column
headings are repeated on every page, except that in a continued
broadside table in which the pages face each other, the head-
ings need not be repeated on the second page (and the
fourth,sixth, etc.). In a table that is continued, the bottom rule
is omitted except on the last page, at the end of the table.
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TiTLE
6.26

6.27

6.28

6.29

96

Each numbered table must have a title. If a very brief tabula-
tion is introduced in such a way that a title seems unnecessary,
the tabulation should not be given a table number (see 6.13).

Place the table number above the table at the left margin; add
a period and continue with the title, running the first line and
succeeding full lines the width of the table, single-spaced, and
centering the last, shortest line. The title may be capitalized
either headline style (see 4.6-8) or sentence style (see 4.9):
Table 21. Probable rate of damage per foot-candle

for thirty light sources expressed in percentage
relative to zenith day

Use one style of capitalization consistently in table titles
throughout the paper.

In a traditional alternative style, the word TABLE in full capitals
and the number in arabic numerals are centered. A blank line
follows, and the table title, in capitals, is then centered, with
any subheading centered on the next line (often in parenthe-
ses), capitalized headline style. If a title is longer than the width
of the table, type it in two or more lines, arranged in an in-
verted pyramid and single-spaced (see samples 14.25-26,
14.28, and 14.30). If table titles contain chemical, physical, or
mathematical expressions conventionally expressed in lower-
case, these expressions should remain lowercase even though
the rest of the title is in capitals. Or follow the style recom-
mended in 6.27; but use one style consistently throughout the

paper.
The title should identify the table briefly. It should not furnish

background information or describe the results illustrated.
For example,

Effect of DMSO on Arthritic Rats and Nonarthritic Rats
after 20, 60, and 90 Days of Treatment

should be pared down to something like
Effect of DMSO on Rats

The column headings indicating 20, 60, and 90 days and the
horizontal rows for arthritic and nonarthritic rats will give the
variables. Also, the kind of editorial comment implied by a
title like



6.30

6.31

6.32

Arrangement of the Elements/ 6.34
High Degree of Recidivism among Reform School Parolees
should be eliminated.
Recidivism among Reform School Parolees

is sufficient. A table should merely give facts; discussion and
commentary belong in the text.

The title should be substantival in grammatical form. Avoid
relative clauses in favor of participles. Not

Number of Families That Subscribe to Weekly
News Magazines

but rather,
Families Subscribing to Weekly News Magazines

In conservative practice percent is still not considered a noun,
although colloquially it is commonly so used. Accordingly,
rather than

Percent of cases diagnosed correctly

use

Percentage of cases diagnosed correctly

The table title may carry a subheading, often in parentheses:

Table 36. Investment in Automobiles since 1900
(in Thousands of Dollars)

The number of individuals in a group under consideration (for
example, N = 253) may be treated as a subheading if it applies
to the whole table.

CoLUMN HEADINGS

6.33

6.34

A table must have at least two columns and usually has more.
The columns carry headings or heads at the top, brief descrip-
tions of the material they contain.

Like the table title, the column headings are substantival in
form. If the first column of a table (the srub, discussed below)
carries a heading, it should be singular. The other headings
may be singular or plural according to sense.
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6.35

6.36

6.37

6.38
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Column heads may carry subheadings when they are needed,
usually to indicate the unit of measure employed. Subheadings
are normally enclosed in parentheses; abbreviations, if used
consistently throughout a series of tables, are acceptable: ($),
(Ib.), (%), (mi.), (X 100 km), (millions), and so on. If the col-
umns of a table must be numbered for text reference, arabic
numerals are put in parentheses as subheads.

Tabular matter sometimes demands two or more levels of
headings, and then decked heads must be used. A decked head
consists of a spanner head and the two or more column heads
it applies to. A horizontal rule is set between spanner and col-
umn heads to show what columns the spanner covers (see sam-
ple 14.27). Decked heads should seldom exceed two levels,
since larger ones are hard to follow down the columns of an
unruled table.

Excessive decking of the heads can sometimes be avoided by
using a cut-in head—a heading that cuts across the statistical
columns of the table and applies to all the tabular matter lying
below it. For an example of cut-in heads, see sample 14.28.

In typing column heads, leave at least two spaces between the
longest lines in adjacent headings. The width of the column
headings generally determines the total width of a table, so
they should be kept as brief as possible. Use either headline-
or sentence-style capitalization, and type runover lines flush
left. Spanner and cut-in heads, however, must be centered
above the columns they pertain to. The column head with the
most lines defines the vertical space available for all the heads.
In typing, it is simplest to align the last lines of all the other
heads horizontally with the last line of the longest one. Any
subheads are typed on the line below this one. Rules running
the full width of the table are customarily typed or drawn
above and below the column heads and any spanners used. The
rule below a spanner head is exactly as wide as the column
headings spanned, and the rules above and below a cut-in head
are exactly as wide as the column heads they apply to (usually
just the statistical columns, but sometimes the first column, or
stub, as well, as in sample 14.28).



STUB
6.39

6.40

6.41

6.42

Arrangement of the Elements/ 6.43

The left-hand column of a table, known as the stub, generally
has a column heading unless the table title makes its contents
clear. Items in the stub should be capitalized sentence style,
and no periods are used at the ends of items. If items require
runover lines, the items are single-spaced and runovers are in-
dented three spaces. When an item is subdivided, however, the
subdivisions are indented three spaces and any runovers are
indented five spaces.

Relative to issue
price
1923-27
1949-55

Another way to show subdivision in a stub is to italicize or
underline the main entry but not the subdivisions, aligning all
at the left (sample 14.29).

Consistency within the stub is also important. Items that are
logically similar should be similarly phrased: Authors, Publish-
ers, Printers, not Authors, Publishing concerns, Operates print-
shop. In a series of tables, the same item should always bear
the same name in the stub: the Union of Soviet Socialist Re-
publics, for instance, should not appear as USSR in one table
and Soviet Union in another.

If Total, Mean, or Average appears in the stub, the word should
be indented two spaces more than the greatest indention above
it. If both Toral and Grand total are given, the latter is in-
dented farther.

If the open space between the end of a line in the stub and the
columnar matter it refers to is such that the eye does not move
easily from one to the other, period leaders (spaced periods)
may connect the two (see 3.59).

OMISSIONS

6.43

If all figures in a column begin with a zero to the left of the
decimal point, all the zeros may be omitted. Unless they are
part of the column heading, degree and dollar signs must ap-
pear in the first entry in each column where they apply and
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after every break in a column, such as rules above totals and
cut-in headings.

6.44 If all the figures in a table are in thousands or millions, space
may be saved by omitting the zeros and noting the units in a
subtitle; for example, “(Figures in Millions).” (See sample
14.29.)

6.45 A blank cell in a column should be indicated by at least three
spaced period leaders, centered with respect to the longest
number in the column (see sample 14.27), or the number neces-
sary to occupy the full width of the column. Two hyphens may
also be used. Follow one of these styles consistently.

ALIGNMENT

6.46  The items in the stub must be aligned with their related items
in the columns. If the stub item occupies more than one line
and the column entry only one, align on the last line of the
stub (see sample 14.27); if both contain more than one line,
align on the first line and omit leaders:

Mean water content

(percent) . . . . . . . . . . . . . . . 69.6
but
C, (35"-50"+) (fresh till, Dark grayish brown (10 YR
slightly oxidized) 4/2) bouldery loamy
sand; massive structure;
pH of 6.42

6.47  Align a column of figures vertically on the decimal points or
commas (figures of 1,000 or more should have commas; see
2.66). Dollar signs and percent signs are aligned (see also 6.43).
Mathematical operational signs (+, —, <, =, etc.) are aligned
if they precede quantities.

ABBREVIATIONS AND SYMBOLS

6.48  Although discouraged for the most part in text, abbreviations
and symbols are legitimate space savers in column and cut-in
headings and in the body of tables, but not in titles (except for
mathematical and chemical symbols). Standard abbreviations
should be used if they exist; if they do not, the writer may
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devise abbreviations, explaining them in a note or key if neces-
sary. Abbreviations must be consistent for all tables.

Symbols that cannot be made with the printer or typewriter
should be inserted by hand, using a mechanical pen and black
ink (see 7.27-32).

FOOTNOTES

6.50

6.51

6.52

6.53

Footnotes to a table are of four general kinds and should ap-
pear in this order: (1) source notes, (2) other general notes,
(3) notes on specific parts of the table, and (4) notes on level
of probability.

If data for a table are not the writer’s own but are taken from
another source, a source note should be included, introduced
by the word Source(s), in italics, followed by a colon:

Source: Michael H. Day, Guide to Fossil Man, 4th ed.
(Chicago: University of Chicago Press, 1986), 291-304.

Any acknowledgment of permission to reproduce material is
given in a source note:

Source: Reprinted, by permission of the publisher, from
Ana-Maria Rizzuto, “Freud, God, the Devil, and the
Theory of Object Representation,” International Review
of Psycho-Analysis 31 (1976): 165.

Other unnumbered notes, applying to the table as a whole, fol-
low, introduced by the word Note(s) and a colon. These might
include remarks on the reliability of the data presented or on
how they were collected or handled; when practical, such notes
should be gathered into one paragraph.

Notes: Since data were not available for all items on
all individuals, there is some disparity in the totals.

This table may be compared with table 14, which
presents similar data for Cincinnati, Ohio.

For notes on specific parts of a table, superior letters (not itali-
cized), beginning with « in each table, are usually employed as
reference marks. They may be used on the column headings,
on the stub items, and in the body of the table, but not on the
table number or title. Any note applying to the number or title
would be a general note and should be so treated. The refer-
ence marks come in whatever order the reader will find easiest
to follow, normally beginning at the upper left and extending
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6.54

6.55

6.56

6.57

6.58

across the table and downward, row by row. The same mark
may be used on two or more elements if the corresponding
note applies to them.

Footnotes to tables must not be numbered in the same series
as text notes. A new series of reference numbers or symbols is
begun for each table.

For a table consisting only of words, superior numbers may be
used as reference marks (though even here letters are quite
usual); and for a table that includes mathematical or chemical
equations, a series of arbitrary symbols may be used, because
of the danger of mistaking superior letters or figures for expo-
nents. The series is as follows:

* (asterisk or star), t (dagger), % (double dagger),
§ (section mark), | (parallels), # (number sign)

When more symbols are needed, these may be doubled and
tripled in the same sequence:

**, t1, t%, §§, ||l ##, ***, t+t, ¢, §8§, [, ###

In tables the reference marks—Iletters, numbers, or symbols—
are conventionally placed in superior position before the notes
themselves, not on the line as numbers may be in textual notes.

If a table contains values for which levels of probability are
given, a fourth type of note is used, following the other specific
notes. By convention, asterisks are used for these notes, both
on the value in the body of the table and before the footnote.
A single asterisk is used for the lowest level of probability, two
for the next higher, and so on, with the specific levels given in
the notes below:

* p< .05. ** p < .01. *** p < .001.
These short notes may be typed on the same line.

Footnotes are typed flush left below the body of the table.
Double-space between items, single-space within. Leave a
blank line between the table’s closing rule and the first note.
Three blank lines separate notes from any continuation of the
text following a table.

RULING

6.59
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Since some institutions specify that all tables must be ruled
and others allow considerable latitude, it is advisable to consult



6.60

6.61

6.62

6.63

6.64

6.65

Ruling/6.65

the dissertation office. The following suggestions are for those
who must make their own decisions.

Two-column tables are best left without any rules (sample
14.25). In general, all tables of more than two columns may
carry vertical rules, but the fewer the better. It is permissible
to omit the rules between columns covered by a spanner head-
ing (see sample 14.27), provided the columns are not too close
together. In sample 14.27, omitting rules between the columns
is allowable; but in sample 14.28 the columns of figures are so
close together that rules are important for ease of reading and
therefore are not omitted. It is increasingly common to omit
all vertical rules, even in very large tables, and this is acceptable
if columns are appropriately spaced. Such tables are termed
open style (see tables 5 and 6 above).

Each ruled table should have a horizontal rule at the top, above
the column heads, and a horizontal rule at the end, above any
notes. There are no vertical rules at the sides of a table.

Blank space should be left on all sides of a column heading.
Never begin a heading on the line immediately below the rule,
and never begin a rule on the same line as a heading (thus
giving the effect of underlined words).

A horizontal rule may be typed above totals at the feet of col-
umns, extending across the columns but not through the stub
(see sample 14.27), or a blank line may be left. Subtotals, grand
totals, means, and averages are similarly handled.

Horizontal rules can be made with the underscore key of the
typewriter or computer. If the carriage of the typewriter will
take the paper horizontally, all the rules can be typed, but ver-
tical rules require special care if columns are only one or two
spaces apart. Those using computer systems to prepare tables
should consult a user’s manual.

If vertical rules are made by hand, they should first be added
to the typed or printed copy in very light, thin pencil and then
retraced, using a mechanical pen with black ink and a ruler
with an ink-absorbing edge. Press-apply type that offers a thin
black adhesive line may also be placed along the pencil line.
These materials will reproduce without appearing darker than
the text or blurring (see also 7.30).
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7  Illustrations

Line and Continuous-Tone Copy 7.2
Position 7.4
Full-Page Illustrations 7.5
Margins 7.7
Two or More Illustrations on a Page 7.8
Broadsides 7.9
Legend 7.10
Key or Scale 7.11
Number and Legend 7.12
Figure Numbers and Legends 7.13
Identifying Parts of an Illustration 7.16
Credit Lines and Permissions 7.18
Previously Published Material 7.21
Original Material 7.23
Preparation 7.27
Maps 7.33
Computer Graphics 7.35
Photographs 7.36
Mounting 7.37
Folding 7.44

7.1 Illustrative materials may consist of drawings, paintings, pho-
tographs, charts, graphs, and maps. Such illustrations are also
called figures.

LINE AND CONTINUOUS-TONE COPY

2 Artwork containing only black and white, with no shading—
a pen-and-ink drawing, for instance, or a bar chart—is known
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Position/ 7.7

as line copy. Artwork that does contain shading—such as a
painting, a wash drawing, or a photograph—is known as
continuous-tone copy or, less accurately, halftone copy.

It is not within the scope of this manual to give advice on when
to include illustrative materials or what types to use or, except
in general terms, to give instructions on their presentation.
These matters are fully treated in a number of specialized
books. One of the best is Frances W. Zweifel’s Handbook of
Biological Illustration. Although it emphasizes biological illus-
trations, the treatment of many topics is equally helpful in
other fields. Some general principles, however, do need to be
summarized here.

POSITION

7.4

Illustrations, especially graphs and charts, should be placed as
close as possible to their first references in the text. Like tables,
they should be referred to by number so that their exact place-
ment is flexible (see 6.13—17). There are sometimes sound rea-
sons for grouping all the illustrations, if they are of one type, at
the end of the paper or putting them in an appendix (see 1.39).

FULL-PAGE ILLUSTRATIONS

75

7.6

When illustrative materials are too large to be inserted in the
text and consequently are placed on full pages by themselves,
these pages are numbered consecutively with the text. It is not
permissible to give them supplementary numbers (e.g., page
45a) after the text has been numbered. A folded map or chart
is numbered in the center, at the top of the exposed fold (see
also 7.44-46).

Illustrations placed together at the end of the paper follow the
pagination of the text.

MARGINS

7.7

A margin of at least one inch should be allowed on all four
edges of a page carrying illustrative material. More space is
required on the left for papers that are to be bound, such as
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theses and dissertations. The number of the illustration and its
caption or legend—everything but the page number—must
fall within the margins (for margins when mounting material,
see 7.41).

Two OoR MORE ILLUSTRATIONS ON A PAGE

7.8

Two or more figures may appear on the same page, each with
its number and legend. Also, two or more related illustrations
may be placed on the same page, the group as a whole given a
single figure number, and the individual parts identified by let-
ter (a, b, etc.). If space below the individual illustrations is not
sufficient for separate legends, each one may simply be lettered,
with the legends either grouped at the foot of the page or typed
on the page opposite. In the latter instance, the page with the
legends is turned over to precede and face the illustrations, so
that the reader will see illustrations and legends together (see
6.23). The page facing the illustration is counted in the num-
bering of the paper, but no page number appears on it.

BROADSIDES

7.9

A wide illustration may be placed broadside on the page, with
the top at the binding (left) side. The legend, with its number,
should appear below the illustration so that it reads vertically
up the page. The page number is in its normal position (see
sample 14.24). This same arrangement may be used for a group
of illustrations.

LEGEND

7.10

Some illustrations—maps in particular—carry typed or hand-
lettered headings at the top or side. In such a case, only the
spelled-out word Figure and the number are centered below
the illustration.

KEY OR SCALE

7.11
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A key or scale (of miles, inches, millimeters, etc.), if included,
should be placed beside or within the illustration rather than
below it.
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NUMBER AND LEGEND

7.12

If the space below an illustration is not sufficient to carry the
number and legend and still allow the one-inch margin at the
bottom of the page, they may be placed within the illustration.
If there is not enough space there, they may be placed on the
page opposite (see 6.23 and 7.8).

FIGURE NUMBERS AND LEGENDS

a3

7.14

7.15

Even if a paper contains several types of illustrations, such as
maps, charts, diagrams, and graphs, it is desirable to label them
all as figures and number them consecutively, using arabic nu-
merals:

Fig. 43 Figure 2

A legend follows the number; this may be only a title, or
caption:

Fig. 2. Block diagram of Fern Lake

The legend frequently consists of a sentence or more (not nec-
essarily grammatically complete) of explanation, however.
Here the punctuation and capitalization follow ordinary sen-
tence style:

Fig. 9. Relation between number of buds or leaf scars,
number of branches subsequently produced, and length of

shoots. Small numbers identify multiple observations of
same value.

The legend should be single-spaced and may run the width of
the illustration. Short legends are centered.

IDENTIFYING PARTS OF AN ILLUSTRATION

7.16

Such terms as top, bottom, left, right, above, below, left to right,
and clockwise from left are frequently used in legends to locate
individual subjects in an illustration or parts of a composite.
These are italicized or underlined and usually precede rather
than follow the descriptive phrase:

Fig. 4. Above left, William Livingston; right, Henry

Brockholst Livingston; below left, John Jay; right,
Sarah Livingston Jay.
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If a list follows the introductory tag, a colon rather than a
comma is preferred:

Left to right: Dean Acheson, Harry Hopkins, President
Roosevelt, Harold Ickes.

Ly Letters of the alphabet, abbreviations, and symbols are all used
as keys for identifying parts of a figure. When such a key is
referred to in a legend, the form used there should reflect as
closely as possible the form used in the figure itself. If capital
letters are used in the figure, capitals should be used in the
legend, and so on. In the legend, however, the key should be
italicized or underlined, regardless of what is employed in the
figure:

Fig. 5. Four types of Hawaiian fishhooks: a, barbed
hook of tortoise shell; b, trolling hook with pearl
shell lure and point of human bone; ¢, octopus lure

with cowrie shell, stone sinker, and large bone hook;
d, barbed hook of human thigh bone.

Fig. 6. Facial traits of (A) Propithecus verreauxi
verreauxi and (B) Lemur catta, which vary from one
individual to the next; ea, ear; ca, cap; cpl, capline;
br, brow.

When symbols are used in a figure, using the symbols in the
legend is easiest for the reader:

Fig. 7. Dependence of half-life on atomic weight for
elements in the radium-uranium region: O = even a-
emitters; ® = odd a-emitters; [] = isotopes capable of
K-capture or (-decay.

If the symbols cannot be produced, they must be described:

Fig. 8. Dependence of half-life on atomic weight for
elements in the radium-uranium region: open circles,
even alpha-emitters; solid circles, odd alpha-emitters;
open squares, 1sotopes capable of K-capture or beta-
decay -

In the last example, note also that in a scientific context the
names of the Greek letters may usually be substituted for the
letters themselves.

CREDIT LINES AND PERMISSIONS

7.18 A brief statement of the source of the illustration is usually
necessary or appropriate. The only significant exception is an
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7.20

Figure Numbers and Legends/7.22

illustration (chart, graph, drawing, photograph, etc.) created
by the writer.

Illustrative material protected by copyright, whether published
or unpublished, usually requires permission from the copy-
right owner before it can be reproduced even in a dissertation.
It is the writer’s responsibility to determine what is under copy-
right and obtain permission to use it (see 5.1).

The credit line may run at the end of the legend, usually in
parentheses, or the pertinent facts may be worked into the leg-
end. If most or all of the illustrations are from a single source,
that fact may be stated in the preface or acknowledgments.

PREVIOUSLY PUBLISHED MATERIAL

7.21

7.22

There is no fixed style for such credit lines, but they should be
consistent and, for a work of book length, should include a
page number, figure number, or the like. A short form is appro-
priate if the work the illustration has been taken from is listed
in the bibliography or reference list. The person who grants
permission to reproduce the illustration may, however, specify
a certain form of credit including the full facts of publication
and even a copyright notice.

[a kinship diagram)

Reprinted, by permission, from Wagner, Curse of Souw,
82.

[a portrait engraving]

From a drawing by J. Webber for Cook’'s Voyage to the
Pacific Ocean, 1776-1780, reprinted, by permission of
the writer, from Edwin H. Bryan, Jr., Ancient Hawaiian
Life (Honolulu, 1938), 10.

[a photograph)

Reprinted, by permission, from Alison Jolly, Lemur
Behavior, pl. 6. Photograph by C. H. Fraser Rowell.
© 1966 by The University of Chicago.

Illustrations may be reproduced from published works without
seeking permission if the work is in the public domain: that is,
if it was never in copyright (as is true of most publications of
the United States government) or if the copyright has run full
term and lapsed. Even though permission is not required, it is

109



7.23/ Hlustrations

good policy to use a credit line out of deference to the reader
as well as the creator of the material.

Illustration by Joseph Pennell for Henry James, English
Hours (Boston, 1905), facing p. 82.

Reprinted from John D. Shortridge, Italian Harpsichord
Building in the Sixteenth and Seventeenth Centuries,
U.S. National Museum Bulletin 225 (Washington, D.C.,

T CIERIN

ORIGINAL MATERIAL

7.23

7.24
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Although illustrations that are the writer’s own work do not
need credit lines, this does not mean credit lines should not be
used if there is some reason for them. If, for example, all but a
few of the illustrations are from one source and this source is
acknowledged in the preliminaries, it would be appropriate to
place under a photograph taken by the writer a line reading:
Photograph by the author

or
Photo by author
Somewhat different is the case of material commissioned by
the writer, usually maps, photographs, or drawings. Here pro-
fessional courtesy dictates mention of the creator either in the
preliminaries or below each piece, where the credit line might
read as follows:
Map by Gerald F. Pyle
Photograph by James L. Ballard
Drawing by Joseph E. Alderfer
If a map or drawing is signed and the signature is reproduced,
nothing further is needed.
For material that the writer has obtained free of charge and
without restrictions on its use, a credit line is seldom legally
required but usually is appended nonetheless. In such credit
lines it is appropriate to use the word courtesy:
Photograph courtesy of Ford Motor Company

or
Courtesy of Ford Motor Co.
If the name of the photographer is well known, or if the sup-
plier of the print requests it, the photographer’s name may also
be given:
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Photograph by Henri Cartier-Bresson, courtesy of the
Museum of Modern Art

Material obtained from a commercial agency—photographs
and reproductions of prints, drawings, paintings, and the
like—usually requires a credit line. The contract or bill of sale
will specify what is expected. Typical credits:

Woodcut from Historical Pictures Service, Chicago

Photograph from Wide World Photos

Sometimes a writer does not directly reproduce another’s ma-
terial but nonetheless is indebted to that person. The writer
may, for example, use data from a table in a book to construct
a chart, or revise another’s graph with fresh data, or redraw a
figure with or without significant changes. In such situations,
although the writer’s material is technically original, a credit
line 1s in order. Again, there is no set form. Thus for a chart
based on a table in another work, the credit line might read:
Data from John F. Witte, Democracy, Authority, and
Alienation in Work (Chicago: University of Chicago
Press, 1980), table 10

If the book is listed fully elsewhere in the paper, the citation
could be:

Data from Witte, Democracy, Authority, and Alienation
in Work, table 10

or

Data from Witte 1980, table 10

PREPARATION

7224

7.28

7.29

Since many colleges and universities have graphic arts depart-
ments that prepare dissertation- and publication-quality illus-
trations, only professional artwork now has a place in theses
and dissertations and the articles for professional journals or
other scholarly publications that are based on them.

In the absence of such services or if one is preparing a term
paper, for example, artwork can be rendered more profession-
ally by using the materials graphic artists now use. Most are
available at art supply stores.

Color should not be used in a thesis or dissertation for a uni-
versity that requires microfilm reproduction of such papers.
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7.30

7.31

7.32

Maprs
7.33

112

Although color may be necessary in research papers on art,
medical, or other color-related topics, press-apply tones can be
substituted in most cases. When microfilm reproduction is not
required, color may be used for line drawings if suitable photo-
duplicating equipment is available, and color photographs may
be included when the colors in them are absolutely necessary
to the paper. When color or black-and-white photographs are
required, they may be mounted individually in each copy of
the paper or developed on lightweight photographic paper,
leaving a suitable white margin.

To design linear graphs, charts, and the like, use graph paper
with lines that disappear in photoduplication. Lightly draw in
all lines first, using a mechanical pencil. Then go over these
lightly penciled lines with a mechanical pen using black ink,
resting it against a double-ink edge (to prevent blurring of
lines). Or place a press-apply line over the lightly penciled one.
Press-apply tones and lines are available in many varieties.
They do not smudge or blur, and they can easily be moved
before they are burnished into place.

Add letters, symbols, curves, and numbers only after the inked
or adhesive lines (and tones, if any) are in place. Templates and
adjustable curves may be used with a mechanical pen and
black ink, or one of the many press-apply forms of lettering,
numbers, and symbols may be used. Templates and press-apply
forms are available in many typefaces and a variety of point
sizes. Illustrations created using these products must be photo-
copied before they are inserted in the paper (see 13.37).

It is usually best to render a drawing larger than it will be on
the page and then reduce it onto acid-free paper (see 13.35 for
a description of this paper stock) through either photographic
or photoduplicating methods, especially when fine detail must
be shown in the illustration.

Many kinds of maps are available ready-made, and some are
satisfactory with no additions except page and figure numbers
and possibly a legend (see sample 14.24). Some may be used
as base maps, with cross-hatching, outlining of specific areas,
and figures or letters superimposed. Unless cross-hatching cov-
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ers only a small area, handwork should not be attempted.
Press-apply tones are available in many designs, but illustra-
tions made with them must be photocopied before being in-
serted in the paper (see 13.37).

Although maps are frequently executed entirely by hand, it
is now possible to generate them by computer (see Mark
Monmonier, Mapping It Out). In the fields of geography and
geology, where knowledge of maps and mapmaking is an
important aspect of the student’s training, handmade or
computer-generated maps are likely to be required in theses
and dissertations.

CoMPUTER GRAPHICS

7.35

Computer software is available that converts raw laboratory
data into conventional graphics with corresponding legends,
and some programs can produce graphs with labeled axes, in-
terval marks, and symbols as well as curves or histograms. Be-
fore using such a program to produce an illustration, consult
either the user’s manual or a computer adviser so that the art-
work will have the proper dimensions for the paper or for
photoduplication, microfilming, and any reduction needed to
bring it within the specifications set by a department or disci-
pline. Continuous-tone illustrations (color and black-and-
white), animations, and three-dimensional subjects may also
be technically feasible on computers, and such illustrations
should be acceptable if they meet the requirements for size and
quality of reproduction specified by the institution. See chapter
13 for discussions of computer graphics (13.21-23), printing
(13.24-30), and photoduplicating (13.36-37).

PHOTOGRAPHS

7.36

Photographs should be finished 6 by 9 inches or smaller and
mounted one or more to a page on full-size (8'2-by-11-inch)
sheets of single-weight acid-free paper. Matte-surface photo-
graphs are preferable to glossy prints, although the latter are
sharper and therefore a better choice where minute detail must
be shown.
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MOUNTING

7.37

7.38

7.39

7.40

7.41

7.42
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Color photographs or other color reproductions are the only
illustrations that should be mounted within a finished thesis or
dissertation (but see 7.29). Black-and-white photographs (ex-
cept where extremely accurate reproduction of detail is
needed), artwork, and color line drawings should all be repro-
duced through one of several means of photoduplication. For
example, photographs can be reproduced on single-weight
81/2-by-11-inch acid-free paper, allowing for a suitable white
margin, using a screening process readily available in graphic
arts departments on many campuses.

Dry-mounting tissue is the most satisfactory adhesive for
mounting illustrations. Properly applied—and correct applica-
tion is most important—the mounts will remain firm for many
years without causing deterioration of the illustrations. The tis-
sue is available in sheets or in rolls, accompanied by complete
directions for its use, and can be purchased from photographic
and art supply stores.

Although dry mounting is preferred for illustrations designed
for long-term use, some glue sticks or double-faced tapes are
reasonably satisfactory. Some institutions will not accept their
use, however, so check with the dissertation office.

Before doing the final mountings, it is wise to experiment with
positioning, using special tape that is only slightly adhesive
and will not mar the illustration.

Whatever adhesive is used, the area of the paper to be covered
by the illustration should be marked before the mounts are put
in place by drawing a very light pencil line at the top or by
placing a dot at each upper corner. The illustration, or the
composite of illustrations, should be centered on the page.
Centering, in this connection, assumes a slightly wider margin
at the bottom of the sheet than at the top, and a half inch wider
margin at the left than at the right (to accommodate binding).

When using dry-mounting tissue, as each page of material is
mounted, set it aside to dry for a few minutes (follow the direc-
tions precisely). then put pieces of plain paper between the
sheets and place them under a weight for several hours.
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Be sure to allow sufficient time for mounting illustrations. The
inexperienced person is likely to underestimate the time re-
quired to do this work satisfactorily.

FoLDING

7.4

7.45

7.46

ustrations larger than the normal page size usually may be
reduced photographically. If reduction is not feasible, as in the
case of large maps, for example, the material may be folded,
provided the institution the paper is prepared for does not pro-
hibit it.

To fold, work first from right to left, making the first crease no
more than 71/ inches from the left side of the sheet, which
should have a 1'/2-inch margin. If a second fold is necessary,
carry the right-hand portion of the sheet back to the right,
making the second crease no more than 6'/2 inches to the left
of the first. Additional folds, if required, should be parallel to
the first two. If the folding is done as directed, the folds at the
left will not be caught in the stitching nor those at the right
sheared off during trimming.

Folding in more than one direction should be avoided, but
when such folding is necessary, the sheet should first be folded
from bottom to top, making the first fold no more than 10
inches from the top of the sheet. When this first fold has been
made, unfold the sheet and cut a strip 1 inch wide from the
left side, starting at the bottom and continuing up to the fold.
Removing this strip prevents the free portion of the sheet from
being caught in the stitching. The sheet may then be refolded
and folded from right to left as directed above.
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Periodicals 8.97

Journals 8.99

Magazines 8.104
Newspapers 8.105
Subsequent References 8.111

Special Forms 8.112

Articles in Encyclopedias and Dictionaries 8.112
Novels, Plays, and Poems 8.113
Novels 8.113
Plays and Long Poems 8.114
Short Poems 8.116
Reviews 8.117
Interviews 8.118
Greek and Latin Classical Works 8.119
Medieval Works 8.128
Scriptural References 8.129
Unpublished Material 8.130
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Microform Editions 8.137
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Computer Programs 8.140
Electronic Documents 8.141
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Works of Art 8.147
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Content Notes 8.149
Cross-References 8.150

METHOD OF CITATION

8.1

Writers of term papers, theses, and dissertations should first of
all determine whether a particular method of documentation
is required by their academic department or discipline. If a
style is specified, the writer should follow an authoritative
manual within that field (see the bibliography at the back of
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8.2

this manual). In the natural and social sciences, the use of par-
enthetical references and a reference list is generally recom-
mended. This method of documentation, often called the
author-date style, is discussed in chapter 10. The Modern Lan-
guage Association has its own guidelines for a parenthetical
documentation style, although the system employing notes and
a bibliography has long been preferred in most areas of the
humanities. This second, or humanities, style of documenta-
tion is described here.

Using footnotes rather than endnotes or parenthetical refer-
ences allows a paper to be read from beginning to end on mi-
crofilm without searching for a reference in the back matter.
For theses and dissertations that are held and distributed on
microfilm, particularly those in the humanities, where foot-
notes have traditionally been used, footnotes and a bibliogra-
phy are preferred. Since endnotes are not acceptable in some
academic departments and institutions, the writer should as-
certain the requirements before using this form of documenta-
tion. For the rules governing bibliographical style, see chapter
9; for examples of notes and corresponding bibliographica en-
tries, see chapter 11. Guidelines for the layout of footnotes,
bibliographies, and endnotes are also included in chapter 14.

USES OF NOTES

8.3

8.4

118

Notes have four main uses: (@) to cite the authority for state-
ments in text—specific facts or opinions as well as exact quota-
tions; (b) to make cross-references; (¢) to make incidental com-
ments on, to amplify, or to qualify textual discussion—in
short, to provide a place for material the writer deems worth-
while to include but that might interrupt the flow of thought if
introduced into the text; and (d) to make acknowledgments.
Notes, then, are of two kinds: reference (a and b) and content
(¢ and d). A content note may also include one or more refer-
ences (see 8.149). Descriptions and examples of note form are
given in the following pages.

Tables, outlines, lists, letters, and the like that are not immedi-
ately relevant to the text are best placed in an appendix and
referred to in the text by a simple content footnote:
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*The member banks and their contributors are
listed in appendix 3.

In a paper using endnotes or parenthetical references, refer-
ences to the materials above should be placed in parentheses
in the text, so that the reader does not have to consult two
parts of the back matter to find a source:

Auditors traced this error to the member banks and
their contributors (see appendix 3).

If a block quotation (see 5.4) contains note references from
the original source, the corresponding notes should be placed
beneath the quotation, not among the notes belonging to the
paper itself. An eight-space rule (made by underscoring) sepa-
rates the note or notes from the quotation. The reference in-
dex—whether number or symbol—and the form of the note
should follow exactly the style of the original material:

Given the course of events, they might all have said,
along with Bataille himself:
My tension, in a sense, resembles a great
welling up of laughter, it is not unlike the burning

passions of Sade’s heroes, and yet, it is close to
that of the martyrs, or of the saints.?®

2*"Ma tension ressemble, en un sens, a une folle
envie de rire, elle differe peu des passions dont
briilent les héros de Sade, et pourtant, elle est
proche de celle des martyrs ou des saints” (Sur
Nietzsche, 12).°

A note reference at the end of the whole quotation (like the
reference ® above) is numbered in sequence with the rest of the
notes in the paper. If the writer of the paper adds note refer-
ences within the block quotation—to identify persons men-
tioned, for example, or to translate words or passages in a
foreign language—those references are also numbered in se-
quence with the paper’s notes. The corresponding notes are
placed at the bottom of the page, or at the end of the paper if
endnotes are being used.

Unless they are short and simple, tables, outlines, lists, letters,
and the like should not be placed in notes.
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NOTE NUMBERS

8.7

8.8

8.9

8.10

8.11

8.12

8.13

120

The place in the text where a note is introduced, whether foot-
note or endnote, reference or content, is marked with an arabic
numeral typed slightly above the line (superscript).

Most computer systems and many typewriters can elevate
characters a uniform half space above the line of text, and
some can make them smaller. Never elevate note numbers a full
space. If the computer system used cannot produce superscript
numbers, leave space in the text and add them using a type-
writer with a compatible typeface.

Do not put a period after a superscript note number or embel-
lish it with parentheses, brackets, or slash marks. The note ref-
erence follows any punctuation mark except the dash, which it
precedes, and goes outside a closing parenthesis.

Note numbers preceding the footnotes themselves are prefera-
bly typed on the line, followed by a period (see 14.14). If the
computer system used generates footnotes with superscript
numbers, however, that is also acceptable. On-line numerals
should always be used with endnotes. Both styles are illustrated
here and in other chapters. The first line of the footnote is in-
dented the same amount as paragraph openings in the text.

The note reference should follow the passage it refers to. If the
passage is an exact quotation, the note number comes at the
end of it, not after the author’s name or at the end of the tex-
tual matter introducing the quotation. If possible, a note num-
ber should come at the end of a sentence, or at least at the end
of a clause.

Note numbers must follow one another in numerical order, be-
ginning with 1. Numbering starts over at the beginning of each
chapter. In papers that are not divided into chapters, the num-
bers will run continuously throughout. Care must be taken to
ensure that the final sequence is correct. If checking the manu-
script reveals that a note has been omitted or that one should
be deleted, the notes must be renumbered from that point to
the end of the chapter or paper. Inserting a note numbered, for
example, 2a is not permissible, nor is omitting a number.

Some computer systems number notes automatically and will
renumber if a note is added or deleted (see 13.17).
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Double numbers (such as !?) may not be used except in scien-
tific fields where this practice is acceptable (see 10.33). Consult
an authoritative manual within the discipline for guidelines
(see the bibliography at the end of this manual).

POSITION OF NOTES

8.15

8.16

Notes should be placed in numerical order at the foot of the
page (footnotes) below a short rule, or separator (see 14.13), or
at the end of the paper if endnotes are used (but see 8.2). A
footnote must begin on the page where it is referenced, though
a long note may extend to the bottom of the next page (see
sample 14.36). Notes may be single-spaced, with a blank line
between them.

Time and space can be saved and the appearance of the page
improved by reducing the number of note references in the
text. In a single paragraph containing several quotations, for
example, a reference number following the last quotation will
permit them all to be cited in one note. For example:

The means by which the traditional Western composers
have attempted to communicate with their audience have
been discussed at length by Eduard Hanslick,? Heinrich
Schenker,® Suzanne Langer,‘ and Leonard Meyer,® to name
but a few.

Could be replaced by:

The means by which the traditional Western composers
have attempted to communicate with their audience have
been discussed at length by Eduard Hanslick, Heinrich
Schenker, Suzanne Langer, and Leonard Meyer, to name
but a few.?

The single footnote would then read:

2. Eduard Hanslick, The Beautiful in Music, trans.
G. Cohen (New York: Novello, Ewer, 1891); Heinrich
Schenker, Der freie Satz, trans. and ed. T. H. Kreuger
(Ann Arbor: University Microfilms, 1960), pub. no. 60-
1558; Suzanne Langer, Philosophy in a New Key (New
York: Mentor, 1959); Leonard B. Meyer, Emotion and
Meaning in Music (Chicago: University of Chicago Press,
1956), and idem, Music, the Arts, and Ideas (Chicago:
University of Chicago Press, 1967).
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ABBREVIATIONS IN NOTES

8.17

8.18

8.19

8.20

Except in scientific and technical writing, few abbreviations are
permissible in text (see 2.1), but in notes, bibliographies, refer-
ence lists, tabular matter, and some kinds of illustrative matter
abbreviations are normally preferred. Abbreviations com-
monly found in these parts of a paper are listed in 2.18 and
2.23-26.

Abbreviations for parts of a written work (vol., pt., chap., etc.)
should never be used unless followed or preceded by a number
(vol. 2, 4 vols., pt. 1, chap. 10, etc.). When used without num-
bers, these words should be spelled out.

Titles of journals, dictionaries, and other sources used fre-
quently in a paper may be abbreviated by the initials of the
words of their titles, without spaces or periods between the
letters. Such abbreviations are permissible in notes but not in
bibliographical entries or some kinds of reference lists (see also
10.30 and 10.34).

American Historical Review AHR
Nouvelle Revue Francgaise NRF
Dictionary of National Biography DNB
Oxford English Dictionary OED

Journals that have initials as actual titles should be so cited in
bibliographies and reference lists as well as in notes:

PMLA MLN ELN

A writer who must refer frequently to the same work may de-
vise a short form to be used after the first, full reference, but
complete words from the work’s title should be used rather
than an acronym or initials only.

Pagan Mysteries of the Renaissance Pagan Mysteries

See also 8.94-96.

REFERENCE NOTES

8.21

Notes that contain references, or citations, to sources are
called reference, or documentation, notes. Although such
notes may also contain some discussion or amplification of the



8.22

Books/8.24

text (see 8.149), our concern here is with the form of the cita-
tions. Chapter 9 will present the preferred forms for bibliogra-
phy entries corresponding to citations in notes. Samples of ref-
erence notes and corresponding bibliography entries are
provided in chapters 11 and 12. For the layout of notes on the
page, see 14.13-17 for directions and 14.35 and 14.36 for
samples.

The first time a work is mentioned in a note, the entry should
be in complete form; that is, it should include not only the
author’s full name, the title of the work, and the specific refer-
ence (volume, if any, and page number), but the facts of publi-
cation as well. For a book the source of information is the title
page and copyright page; for a periodical it is the cover and
the article itself. Once a work has been cited in full, subsequent
references to it should be in shortened form. These forms are
fully discussed and illustrated in 8.84-96.

BOOKS

FirsT, FULL REFERENCE

8.23

8.24

With some exceptions, such as references to legal, classical,
and biblical works and to certain classes of public documents
(see chapter 12), information in notes citing a published work
for the first time is given in the sequence indicated in 8.24-25.

For a book, the first, full reference should include the following
information in the order shown:

Name of author(s)
Title and (if any) subtitle
Name of editor, compiler, or translator, if any
Number or name of edition, if other than the first
Name of series in which book appears, if any, with volume
or number in the series
Facts of publication, consisting of
Place of publication
Name of publishing agency
Date of publication
Page number(s) of the specific citation

In note references, the elements above are separated by com-
mas or, in the case of the facts of publication, parentheses.
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8.25

Note that the comma following the book title or the designa-
tion of edition is replaced by the opening parenthesis of the
publication facts. The comma following the publication facts
and preceding the page reference is retained, however. In bibli-
ographies, as is shown in chapter 9, the elements are separated
by periods.

The first, full reference to a preface, foreword, introduction,
chapter, appendix, or similar part of a book begins with the
name of the author of that part. This is followed by the title of
the part and then the rest of the items listed in §.24. The author
or editor of the book itself is given only if different from the
author of the part.

*Arthur Danhurst, introduction to Calculating the
Incalculable, by Samuel Ifferson (Minneapolis:
Naughtinton Press, 1994), 2-4.

2Samuel Ifferson, preface to Calculating the
Incalculable,

’gamuel Ifferson, “Basic Methods,” in Calculating

‘Norwald Torrington, “Following the Path to the
Left,” in Whither Tomorrow? ed. Montgomery Abelson
(Tulsa: Wizmer Bros., 1994).

Note that in the first and second examples the preposition ‘o
is added before the title of the book as a whole; but if the part
cited is a chapter, as in the third example, iz is used. The fourth
example illustrates the form used when the author of a chapter
is not the author of the book. See also 8.43.

NAME OF AUTHOR

8.26
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Whether or not it appears close to the citation in the text, the
author’s name must be given in the reference. Present the name
in normal order—given name before family name (Robert
John Blank, for example)—and follow with a comma. The
name should appear as it does on the title page or in a byline.
Except for well-known authors who habitually use only the ini-
tials of their given names (e.g., T. S. Eliot, D. H. Lawrence,
J. B. S. Haldane, W. B. Yeats), initials only should not be used
if the author’s given names are known.



8.27

8.28

8.29

8.30

8.31

8.32

Books/8.32

If the title page, or the byline at the head of a chapter or article,
gives a pseudonym known to be that of a certain author, give
the pseudonym only. The pseudonym followed by the author’s
real name in brackets appears in bibliographies and reference
lists (see 11.9). Such familiar pseudonyms as Anatole France,
George Eliot, and Mark Twain, however, may be used through-
out a paper in place of the real name.

If a pseudonym is labeled as such on the title page or in the
byline, the abbreviation pseud. is enclosed in parentheses and
placed after the pseudonym: Helen Delay (pseud.).

If pseudonymity is not indicated on the title page or in the
byline but is nevertheless an established fact, the abbreviation
pseud. may be placed in brackets after the pseudonym, or the
author’s real name, if known, may be placed in brackets af-
ter 1t.

If the title page or byline gives no author’s name, or if it desig-
nates the work as anonymous, and if in either case the author-
ship has been definitely established, the author’s name, in
brackets, may be placed before the title:

1. [Elizabeth DeLor], Revelation in Babylon
(Portland, Ore.: McCumber and Swillsworth, 1994).

Using anonymous in place of the name of an author is not rec-
ommended. If the authorship is not reliably established, the
note reference should begin with the title of the work.

For a work by two or by three authors, give the full names in
normal order, separating the names of two authors with and
and those of three authors with commas, the last comma fol-
lowed by and:

‘Mary Lyon, Bryce Lyon, and Henry S. Lucas, The
Wardrobe Book of wWilliam de Norwell, 12 July 1338 to 27
May 1340, with the collaboration of Jean de Sturler

(Brussels: Commission Royale d’'Histoire de Belgique,
1983), 175.

’Dana Carleton Munro and Raymond James Sontag, The
Middle Ages, 395-1500, rev. ed., Century Historical
Series (New York and London: Century, 1928), 69.

If a work has more than three authors, it is usual to cite in the
note (but not in the bibliography or reference list) only the
name of the author given first on the title page and to follow
it with et al. or its English equivalent, and others. Whichever
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8.33

8.34

8.35

8.36

one you choose, follow the same style throughout the paper.
No comma comes between the author’s name and ez al. A pe-
riod always follows «al. (see also 11.6)

2. Martin Greenberger et al., eds., Networks for
Research and Education: Sharing of Computer Information
Resources Nationwide (Cambridge: MIT Press, 1974), 54.
For coauthors with the same family name, cite each name in
full in the first reference—Sidney Webb and Beatrice Webb,
not Sidney and Beatrice Webb. In later references write “Webb
and Webb,” not “the Webbs” (see 11.4).

Even though a title page or byline may include a title such as
doctor, professor, or president or give a scholastic degree or
official position, all such designations should be omitted ex-
cept in rare instances where they would have significance for
the subject of the paper:

Leon R. Kass, M.D., Toward a More Natural

Science: Biology and Human Affairs (New York: Free
Press, 1985), 252.

The “author” may be a corporate body—a country, state, city,
legislative body, institution, society, business firm, committee,
or the like (see example 11.10).

Some works—compilations, anthologies—are produced by
editors or compilers, whose names are given in place of au-
thors’ names and are followed by the abbreviation ed. (eds.) or
comp. (comps.).

1. Max Komatose, Ira Sneed, and Sarah Swidher,

eds., Ensemble Acting In the Off-Loop Theaters of
Chicago (Toledo: Wright-Smart Press, 1995), 193.

See also example 11.11.

TITLE OF WORK

8.37
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Enter the full title (and subtitle, if any) of a book as it appears
on the title page. See 8.39 for instructions on punctuating titles
and subtitles that are distinguished on the title page by size
and style of type rather than by punctuation. Enter the title of
a chapter or other part of a book as it appears in the work.
Adhere to any peculiarities of spelling and punctuation within
titles, but in notes capitalize the titles of all works headline
style (see 4.6-8), whether they are published or unpublished.
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8.39

Books/8.40

Italicize or underline the title of a whole published work, such
as a book or periodical. Enclose in quotation marks the title
of a chapter in a book. Place a comma after the title of a book
unless it is followed immediately by parentheses enclosing the
facts of publication, in which case the comma follows the final
parenthesis (see 11.3).

2E. J. Clegg and J. P. Garlick, eds., Disease and
Urbanization, Symposia of the Society for the Study of

Human Biology, vol. 20 (Atlantic Highlands, N.J.:
Humanities Press International, 1980), 16.

*Virgil Thomson, “Cage and the Collage of Noises,”
in American Music since 1910 (New York: Holt, Rinehart,
and Winston, 1971), 25.

Since display headings on title pages and articles are frequently
set in two or more lines, with punctuation omitted at the end
of each line, it is often necessary to add punctuation to a title
as written out in text, notes, reference lists, or bibliographies.
Commas must sometimes be added, particularly before dates,
but the most common need is for a colon between main title
and subtitle:
The Early Growth of Logic in the Child
Classification and Seriation

When the title and subtitle are referred to, they appear as
follows:

The Early Growth of Logic in the Child: Classification
and Seriation

NAME OF EDITOR, TRANSLATOR, OR COMPILER

8.40

If in addition to the name of an author the title page contains
that of an editor, translator, or compiler, that name follows the
title, preceded by a comma and the appropriate abbreviation:
ed. or trans. or comp. In this case the abbreviation stands for
edited by or translated by or compiled by and thus is never in
the plural:

1. Edward Chiera, They Wrote on Clay, ed. George

G. Cameron (Chicago: University of Chicago Press,
1938), 42.

2. John Stuart Mill, Autobiography and Literary

Essays, ed. John M. Robson and Jack Stillinger
(Toronto: University of Toronto Press, 1980), 15.
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8.41

8.42

A work may have both an editor and a translator as well as an
author, and the same person may be both editor and trans-
lator:

August von Haxthausen, Studies on the Interior of
Russia, ed. S. Frederick Starr, trans. Eleanore L. M.

Schmidt (Chicago: University of Chicago Press, 1972),
47.

Helmut Thielicke, Man in God’s World, trans. and
ed. John W. Doberstein (New York: Harper & Row, 1963),
43.

Similar in style is the entry for an edited or translated work in
which the author’s name is included in the title. Here the au-
thor’s name as the first item of information is omitted, al-
though it might properly be inserted even though it is not on
the title page:

1. The Works of Shakespear, ed. Alexander Pope

(London: printed for Jacob Tonson in the Strand,
125) 7 612,07

or

1. William Shakespeare, The Works of Shakespear,
ed. Alexander Pope (London: printed for Jacob Tonson in
the Strand, 1725), 6:20.

Although the foregoing arrangement, which gives the editor’s
name following the title, is most commonly used for this kind
of work, in a paper dealing primarily with the work of Pope it
would be permissible to give his name first, followed by ed.:

1. Alexander Pope, ed., The Works of Shakespear
(London: printed for Jacob Tonson in the Strand,
11725)) " §320

A bibliographical entry begins with the author’s name even if
the name is also in the title (see 11.13).

NAME OF AUTHOR OF PREFACE,
FOREWORD, OR INTRODUCTION

8.43
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It is sometimes desirable to include in the source citation a
reference to a preface, foreword, or introduction written by
someone other than the author of the book itself. Such infor-
mation is normally added between the title and the facts of
publication, preceded by a comma:



Books/8.46

'Dag Hammarskjéld, Markings, with a foreword by W.
H. Auden (New York: Alfred A. Knopf, 1964), 38.

If the citation is primarily to such a preface, foreword, or intro-
duction, however, that information precedes the citation to the
book itself (see also 8.25):

‘W. H. Auden, foreword to Markings, by Dag
Hammarskj®ld (New York: Alfred A. Knopf, 1964), ix.

or

W. H. Auden, foreword to Dag Hammarskjoéld,
Markings (New York: Alfred A. Knopf, 1964), ix.

Note that there are two ways of including the author of the
book from which the foreword is cited.

EDITION

8.4

8.45

8.46

Information concerning the edition is required if the work
cited is not the first edition. The information is frequently
printed on the title page, but it is often found on the copyright
page (the reverse of the title page). Besides numbered editions,
there are reprint editions, paperback editions, and named edi-
tions.

Numbered edition. Although new editions are usually num-
bered, they may be designated on the title page merely as New
Edition or New Revised Edition (abbreviated in notes, bibliog-
raphies, and reference lists as rev. ed., new rev. ed., etc.) and so
on. Also found are Second Edition, Revised (2d ed., rev.); Re-
vised Second Edition (rev. 2d ed.); Third Edition, Revised and
Enlarged (3d ed., rev. and enl.); Revised Edition in One Vol-
ume (rev. ed. in 1 vol.); Fourth Edition, Revised by John Doe
(4th ed., rev. John Doe); and so forth:

S. William Garzke Jr. and Robert O. Dulin Jr.,
Battleships: Axis Battleships in World wWar II, 3d ed.,
Battleship Series, vol. 3 (Annapolis, Md.: Naval
Institute Press, 1985), 379.

6. Richard Ellmann, James Joyce, new and rev. ed.
(New York: Oxford University Press, 1982), 705.

Reprint edition. Works that are out of print may be reissued in
special reprint editions. Since the pagination is often different
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8.47

8.48

from that of the original, it is important to note which edition
is being cited. Notes, reference lists, and bibliographies should
include the reprint information and also give the date of the
original publication and if possible the original publisher (see
11.19):

'Gunnar Myrdal, Population: A Problem for
Democracy (Cambridge: Harvard University Press, 1940;
reprint, Gloucester, Mass.: Peter Smith, 1956), 9.

It is not necessary to note a new printing—for example, fourth
impression—by the original publisher.

Paperback edition. Not all paperback editions are reprints, but
when they are, they should be treated as reprints, giving origi-
nal publication data as well as reprint data. A book published
originally as a paperback should be listed like any other book,
except that the name of the press or series may identify it as a
paperback (see 11.20):

4. Mary Wollstonecraft Shelley, Frankenstein, or
The Modern Prometheus: The 1818 Text, ed. James Reiger
(Indianapolis: Bobbs-Merrill, 1974; Chicago: University
of Chicago Press, Phoenix Books, 1982), 37.

5. Leon F. Litwack, North of Slavery: The Negro in
the Free States, 1790-1860 (Chicago: University of
Chicago Press, 1961; Phoenix Books, 1965), 65.

6. Howard P. Segal, Technological Utopianism in
American Culture (Chicago: University of Chicago Press,
Chicago Original Paperback, 1985), 31.

Named edition. Many classics are found in named editions.
When they are used in references, they should be specified:

‘Blaise Pascal, Pensées and the Provincial
Letters, Modern Library ed. (New York: Random House,
1941), 418.

The title pages of some named editions do not give the name
of the publisher. If only city and date can be given, they are
separated by a comma.

NAME OF SERIES

8.49
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Books and pamphlets are sometimes published as parts of
named series (e.g., Oxford English Monographs, Yale Studies
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in Political Science, Monographs of the Society for Research
in Child Development), which are sponsored by publishers, in-
stitutions—especially universities and graduate schools—gov-
ernment agencies, learned societies, commercial and industrial
firms, and so on. Although a series bears some resemblance to
a periodical publication and to a multivolume work, there are
important differences stemming from individual plans of pub-
lication—differences that are reflected in the particular style of
reference appropriate to each.

The publication of a series is an ongoing project of its spon-
sors, whose purpose is to issue from time to time books or
pamphlets by different writers on topics that may range rather
widely over a specific field or discipline or area of interest.
Many series are numbered; the citation of a particular work in
a numbered series should include the volume number (or issue
number) after the name of the series. Note that the volume
number here applies to the series and the page number to the
book; therefore the citation differs from that for a multivolume
work (see 8.74). Note also that although the title of the work
is italicized, the name of the series is not, nor is it put in quota-
tion marks:
1. Luli Callinicos, Workers on the Rand:

Factories, Townships, and Popular Culture, 1886-1942, A

People’s History of South Africa, vol. 2 (Athens: Ohio
University Press, 1985), 48.

2. Kenneth M. Setton, The Papacy and the Levant
1204-1571, vol. 1, The Thirteenth and Fourteenth
Centuries, Memoirs of the American Philosophical
Society, no. 114 (Philadelphia: American Philosophical
Society, 1976), 398-400.

3. Leonard L. Watkins, Commercial Banking Reform
in the United States, Michigan Business Studies, vol.
6, no. 5 (Ann Arbor: University of Michigan, 1938),
464.

FACTS OF PUBLICATION

8.51

As listed in 8.24, the facts of publication include place (city),
publishing agency, and date. They appear in notes as follows:

(London: Hogarth Press, 1964)

These facts are given for printed books, monographs, and
pamphlets and for published works that are mimeographed,
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8.52

8.53

8.54

8.55

8.56

8.57
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photocopied, microfilmed, or otherwise reproduced. But note
the following exceptions:

1. Citations of biblical, classical, and medieval works omit
all facts of publication (see 8.119-29).

2. Citations of legal works and some public documents usu-
ally omit all but the date (see 8.133-35).

3. Citations of dictionaries, general encyclopedias, and
atlases omit all but the edition and date (see 8.112).

4. In certain disciplines, citations omit name of publisher
(see 8.66 and 10.34).

S. Citations of periodicals generally omit all but the date
(8.97-98).

Place of publication. If the names of two or more cities appear
under the publisher’s imprint, the first name is normally all
that is needed in the reference, though it is permissible to use
both. Do not add cities that do not appear on the title page
(see 8.55).

If the city is not widely known, give the state as well, using the
standard abbreviation, such as “Glenview, Ill.” For abbrevia-
tions of the names of states, see 2.13; use of two-letter postal
abbreviations is discouraged by some institutions. Distinguish
between Cambridge, England, and Cambridge, Massachusetts.
Unless otherwise indicated by the state name or the name of
an institution such as Harvard University, the English city will
be assumed.

For foreign cities, use the English name if there is one: Co-
logne, not Kdln; Munich, not Miinchen; Florence, not Firenze;
Padua, not Padova; Milan, not Milano; Rome, not Roma;
Vienna, not Wien; Prague, not Praha; and so forth.

Follow the place of publication with a colon if a publisher is
given, with a comma if only the date follows. If neither the title
page nor the copyright page gives the place of publication,
write n.p. (for no place) as the first fact of publication.

The abbreviation n.p. may also stand for no publisher. 1f both
place and publisher are missing, ».p. with the date is sufficient.

Name of publishing agency. The broader term publishing agency,
rather than publisher, is used here because some of the works
are published by societies, institutions of learning or commerce
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8.59

8.60

8.61

8.62

Books/8.62

or banking, and the like that are not publishers per se. The
terms are used interchangeably in the text of this section. After
place of publication and a colon followed by one space, the
name of the publisher may be given either in the style used by
the company itself or in the accepted abbreviated form listed
for American publishers in Books in Print, issued annually by
R. R. Bowker Company, and for British publishers in Whita-
ker’s Books in Print, published by J. Whitaker & Sons and
R. R. Bowker.

Note carefully the spelling and punctuation of publishers’
names. There is no comma in Houghton Mifflin, for example,
but there are commas in Little, Brown and in the former Har-
court, Brace. Hyphens are used in McGraw-Hill Book Com-
pany and in Appleton-Century-Crofts. There is a small 1, not
a capital, in the middle of Macmillan.

Publishers’ names may be written in full, but in notes it is cus-
tomary to omit an initial 7/ie and the abbreviations Inc., Ltd.,
and S. 4. The ampersand (&) may be used in place of and, and
Company, Brothers, and the like may be abbreviated (Co., Bros.)
or omitted. The word Press should not be dropped from the
name of a university press. The name of a publisher may also
be shortened, such as “Knopf” (Alfred A. Knopf, Inc.), “Nor-
ton” (W. W. Norton and Company), and “Scribner” (Charles
Scribner’s Sons). Whatever style is chosen, it must be used con-
sistently throughout the paper.

If the title page indicates that a work was copublished, the ref-
erence should give both publishers:

(New York: Alfred A. Knopf and Viking Press, 1966)
(Boston: Ginn & Co.; Montreal: Round Press, 1964)

The title page of a book issued by a subsidiary of a publisher
gives both names, and references to such a book should in-
clude both:

(Cambridge: Harvard University Press, Belknap Press,
1965)

If a work has been published for an institution or association
whose name appears on the title page along with the publisher,
the reference should include both names:

(New York: Columbia University Press for American
Geographical Society, 1947)
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8.65

8.66

8.67

8.68

8.69
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If a work has been reissued since the original publication, that
will usually be noted in the library catalog. Such information
is especially useful for locating some hard-to-find old works.
See 8.46 for the style of reference used in citing a reprint
edition.

Do not substitute the present name of a publishing firm for
that shown on the title page.

Do not translate parts of the names of foreign publishers, even
when you have anglicized the name of the city (see 8.54). Do
not, for example, change Compagnie or Cie to Company or Co.;
or et Frere to and Brother or and Bro. They often may be omit-
ted, however.

In a long-established practice within some scientific fields, the
names of publishers are routinely omitted from citations. Thus
only place and date of publication appear: for example, New
York, 1970. Note that when only two facts of publication are
given, they are separated by a comma.

Date of publication. The copyright date is used in a reference
unless a different date appears with the publisher’s imprint on
the title page or on the copyright page itself; the latter would
then be the one to use. There may be more than one copyright
date; if so, use the last one. There may also be one or more
dates shown in addition to the date of copyright. Since those
refer to reprintings, or new impressions, not to new editions,
they should not be given for the date of publication. If no date
is shown anyplace, write n.d. (no date):

(New York: Grosset and Dunlap, n.d.)

If, however, the date has been established by means other than
the title page or copyright date, place it in brackets. The entry
for the work in the card catalog often carries the date of publi-
cation when the title page omits it. When the date has been
discovered through the efforts of the library, it will be shown
in brackets on the catalog card. In a note, it is given thus:

(New York: Grosset and Dunlap, [1831])

If it is desirable to cite a book that has been accepted for publi-
cation but is not yet published, use the following style:

‘Douglas F. Stotz et al., Neotropical Birds:
Ecology and Conservation, forthcoming.
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If the book is actually being typeset or printed, use in press:

"Marc Shell, Art and Money (Chicago: University of
Chicago Press, in press).

PAGE REFERENCES

8.70

8.71

8.72

8.73

Refer to page(s) by number alone, whether in arabic or lower-
case roman numerals (for preliminaries). The abbreviations p.
and pp. should precede page numbers only where their absence
might cause confusion. Refer to inclusive page numbers using
the system in 2.67. For use of a colon before page numbers in
references to multivolume works see 8.80, and in references to
articles, 8.101.

The first reference to an article in a periodical may be to a
specific page or pages, as with a quotation. Inclusive page
numbers for the whole article need be given only when the en-
tire article is being cited. Use exact inclusive page numbers
rather than such designations as 80 f. (80 and following page)
or 82, 83 ff. (82, 83, and following pages). Since f refers to
only a single page immediately following the number given, the
exact pages can be substituted 80-81. Similarly, give inclusive
pages rather than using ff.- 82, 83-85.

Although inclusive page numbers are desirable in referring to
an article as a whole, they should not be given when an article
begins in the front of a magazine and skips to the back. In this
case inclusive pages are meaningless, and the first page number
alone should be cited (see 11.41).

The word passim (here and there) should be used with discre-
tion. Employ it only in referring to information scattered over
a considerable stretch of text or throughout a chapter or other
long section. Give the inclusive page numbers or the chapter
number and place passim at the end of the reference:

1. Jean Comaroff, Body of Power, Spirit of
Resistance: The Culture and History of a South African
People (Chicago: University of Chicago Press, 1985),
chap. 1 passim.

Note that passim is a whole word and not an abbreviation and
therefore is not followed by a period unless it comes at the end
of a citation. Do not italicize or underline it.
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The publication plan of a multivolume work is more or less
clearly defined in advance. The work consists, or will consist,
of a limited number of volumes related to the same subject.
The volumes may all be the work of one author and bear the
same title (note 1); or they may be by one author and have
different titles (note 2); or they may be by different authors and
bear different titles, with the entire work carrying an overall
title and having a general editor (note 3):

Muriel St. Clare Byrne, ed., The Lisle Letters
(Chicago: University of Chicago Press, 1981), 6:38.

William Makepeace Thackeray, The Complete Works
(Boston, 1899), vol. 13, The English Humorists of the
Eighteenth Century, 121-330.

3Eric Cochrane and Julius Kirshner, eds., The
Renaissance, vol. 5 of University of Chicago Readings
in Western Civilization, ed. John W. Boyer and Julius
Kirshner (Chicago: University of Chicago Press, 1986),
402.
A reference to a multivolume work as a whole should include
the total number of volumes.

1. Paul Tillich, Systematic Theology, 3 vols.
(Chicago: University of Chicago Press, 1951-63).
A reference to one of the volumes of a multivolume work may
follow one of the styles discussed in paragraphs 8.78-82. See
also 8.76-77.

If the individual volumes have been issued in different years,
the reference to the work as a whole must indicate that fact:

2. John Dryden, The Works of John Dryden, ed. H.
T. Swedenberg, 8 vols. (Berkeley and Los Angeles:
University of California Press, 1956-62).

When the publication of a multivolume work is not complete,

give the date when publication began followed by a hyphen:
1968-

The following style should be used when referring to the whole

of a specific volume in a multivolume work:

2Paul Tillich, Systematic Theology, vol. 2
(Chicago: University of Chicago Press, 1957).

When all the volumes in a multivolume work were published
in the same year, only one publication date is required:
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Gordon N. Ray, ed., An Introduction to
Literature, vol. 2, The Nature of Drama, by Hubert
Hefner (Boston: Houghton Mifflin Co., 1959).

When all the volumes in a multivolume work have the same
title, a reference to pages within a single volume is given in the
following manner:

*Pierre de Ronsard, Les oeuvres de Pierre de

Ronsard: Texte de 1587, ed. Isidore Silver (Chicago:
University of Chicago Press, 1970), 8:55.
Note that the page reference follows the volume number and
that the two are separated by a colon. Note also that the vol-
ume number is given in arabic numerals, even when expressed
in roman numerals in the work cited, and that the abbreviation
vol. is omitted.

When each volume in a multivolume work has a different title,
a reference to pages within a single volume is given as follows:

1. Gabriel Marcel, The Mystery of Being, vol. 2,

Faith and Reality (Chicago: Henry Regnery, 1960), 19-
20.
When, in addition to volume and page, another division of
a work is needed to locate a reference, that division must be
appropriately designated even though the abbreviations vol.
and p. are omitted:

2. Donald Lach, Asia in the Making of Europe

(Chicago: University of Chicago Press, 1965), 2, bk.
1:165.
The use of arabic rather than roman numerals for volume num-
bers is noted in 8.80. Arabic numerals are also used, with a
few exceptions, for all the divisions of a written work: parts,
volumes, books, chapters, pages; acts and scenes of a play; lines
and stanzas of a poem; columns of a tabulation; figures, tables,
and maps; and so on. There are two exceptions: (1) references
to a book’s preliminary pages that are numbered with lower-
case roman numerals should use the same style of numerals
(8.70); (2) references to divisions of unpublished public docu-
ments or to manuscript materials should follow the numbering
style of the source (see 8.131-32 and 2.25).

SUBSEQUENT REFERENCES

8.84

Once a work has been cited in complete form, later references
to it are shortened. For this, either short titles or the Latin
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abbreviation ibid. (for ibidem, “in the same place”) should be
used. The use of op. cit. and loc. cit., formerly common in
scholarly references, is now discouraged.

When references to the same work follow one another with
no intervening references, even though they are separated by
several pages, ibid. may take the place of the author’s name,
the title of the work, and as much of the succeeding material
as is identical. The author’s name and the title are never used
with ibid.

1. Max Plowman, An Introduction to the Study of
Blake (London: Gollancz, 1982), 32.
With no intervening reference, a second mention of the same
page of Plowman’s work requires only ibid. Notice that ibid. is
not italicized or underlined.

2. Ibid.
The following reference is to a different page:
3. Ibid., 68.

Ibid. may also replace the name of a journal or book of essays
in successive references to that same work within one note.

Ibid. must not be used for an author’s name in references to
two works by the same author. The author’s name may be re-
peated, or in references within one note to additional works by
the same author, idem (“the same,” sometimes abbreviated id.)
may be used. In note 2 below, ibid. stands for all the elements
of the preceding reference except the page number; in note 5
idem stands for only the author.

Arthur Waley, The Analects of Confucius (London:
George Allen & Unwin, 1938), 33.

*Ibid., 37.

‘Arthur Waley, Chinese Poems (London: George
Allen & Unwin, 1946), 51.

‘Ibid., 17.
*Ibid., 19; idem, The Analects of Confucius, 25.

Note that idem is a complete word, not an abbreviation, and
is therefore not followed by a period.
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References following legal style, however, employ idem (abbre-
viated id.) where this manual stipulates ibid. Legal style re-
serves ibid. for references where there is no change in page or
other part from the preceding reference. This special applica-
tion of ibid. and idem as set forth in 4 Uniform System of Cita-
tion, fifteenth edition, should be used only in the field of law.

SHORTENED REFERENCES

8.88

8.89

8.90

Reference to a work that has already been cited in full form,
but not in a note immediately preceding, is made in one of two
styles, here called method A and method B. Method A uses
the author’s family name; title of book, chapter, or article
(sometimes shortened); and specific page reference. Method B
uses the author’s family name and a specific page reference and
includes the title of the book, chapter, or article only when two
or more works by the same author are cited. For examples of
method A and method B, see 8.90-91.

In both methods, for multiauthor works use the family name
of each author up to three, and the first author’s name plus et
al. for more than three. To avoid ambiguity, the author (or
authors) must be given in the note whether or not the name
appears close to the citation in the text.

Method A. The first three notes below contain first, and there-
fore full, references. Notes 4 and 5 show subsequent references
given in the style of method A.

Max Plowman, Introduction to the Study of Blake
(London: Gollancz, 1952), 58-59.

*Max Plowman, William Blake’s Design for “The
Marriage of Heaven and Hell” (London: Faber and Faber,
1960), ix-xii.

*Abdul al-Achmad, Immunization and Chemotherapy
(Chicago: Blitzstein, 1994), 247.

Note 4 refers to the first-mentioned work of Plowman, given
in full in note 1, and uses the short title:

‘Plowman, Study of Blake, 125.

Note 5 gives a second, or subsequent, reference to al-Achmad’s
book, first cited in note 3, and uses a short title, as required by
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8.91

8.92

8.93
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method A, even though the book is the only work by the au-
thor previously cited:

Al-Achmad, Immunization and Chemotherapy, 381.

Method B. The following notes present later references to the
same sources cited in full in the first three notes in 8.90. Here
the subsequent references are given in the style of method B.
Note 4 makes a second reference to the work by Plowman first
cited in note 2. Since two works by this author have been cited,
the shortened reference must contain a shortened version of
the title:

‘Plowman, Blake’s Design, 25.

Note 5 contains a second reference to al-Achmad’s book. Since

only one work by this author has been previously mentioned,

the name and page number are sufficient under method B:
sAl-Achmad, 382.

A second or subsequent reference to a multivolume work al-
ready cited in full form, but not in the reference immediately
preceding, omits the subtitle, if any; facts of publication; series
title, if any; edition (unless more than one edition of the same
work has been cited); and total number of volumes. Note the
full reference in note 1 and a later reference to the work as
shown in (arbitrarily numbered) note 9 (method A) and note
10 (method B):

1. Gabriel Marcel, The Mystery of Being (Chicago:
Henry Regnery, 1960), 1:42.

9. Marcel, Mystery of Being, 2:98-99.
or
10. Marcel, 2:98-99.

Now consider another multivolume work, which has an overall
title and different titles for the individual volumes, only one of
which is referred to in the notes:

2. Tucker Brooke, The Renaissance (1500-1600),
vol. 2 of A Literary History of England, ed. Albert C.
Baugh (New York: Appleton-Century-Crofts, 1948), 104.

3. Brooke, Renaissance, 130.
Or in the style of method B:
3. Brooke, 130.

For a subsequent reference to a chapter in a book or to an
essay, poem, or the like in an anthology, omit the name of the
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book and also omit the volume number, if any, and the date.
The reference should consist of the author’s last name (meth-
ods A and B), the title of the work in shortened form (method
A only), and the page number.

Short titles. Titles of five or fewer words need not be shortened
unless the words are very long. The following title could be
shortened as shown:

The Essential Tension: Selected Studies in Scientific
Tradition and Change

shortened to
Essential Tension

A short title uses the key words of the main title, omitting an
initial article when the title is in English. For titles beginning
with such words as “A Dictionary of,” “Readings in.” and “An
Index to” one would normally omit those words, using the
topic as the short title:

A Guide to Rehabilitation of the Handicapped
shortened to
Rehabilitation

or, if necessary to avoid confusion with similar titles by the
same author,

Rehabilitation of the Handicapped

Bibliography of North American Folklore and Folksong
shortened to

Folklore and Folksong

If possible, the word order should not be changed. There are,
however, dictionaries and bibliographies that cover a variety of
topics: An Index to General Literature, Biographical, Historical,
and Literary Essays and Sketches, Reports and Publications of
Boards and Societies Dealing with Education. 1t would not do
to include only one category; the only reasonable short title is
simply Education Index.

When a short title might cause confusion, the first, full citation
of the work should note that short title:

(hereafter cited as Education Index)
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PERIODICALS

8.97

8.98

Periodicals are publications issued at regular intervals. There
are three major categories: journals, magazines, and newspa-
pers. Journals and magazines may be distinguished by their
usual content and breadth of readership; journals tend to be
more scholarly and more specialized and to have a more lim-
ited circulation. Citations to journals and to magazines usually
differ in only one respect: whereas journal citations include
volume or issue number, citations to magazines ordinarily refer
to date only.

References to periodicals normally omit place and publisher
(newspaper names do, however, include place; see 8.105-10),
except that for foreign periodicals of limited circulation and
titles that are identical or similar to those of periodicals pub-
lished elsewhere, the place of publication should be added in
parentheses:

iJack Fishman, “Un grand homme dans son intimité:

Churchill,” Historia (Paris), no. 220 (November 1964):
684-94.

JOURNALS

8.99

8.100

142

The first, full reference to an article in a periodical includes, in
general, the following facts in the order shown:

author(s)

title of article

title of periodical

volume or issue number (or both)
publication date

page number(s)

In note citations, these information elements are separated by
commas, except that dates are enclosed in parentheses and a
colon introduces the page reference. As with books, however,
in bibliographic entries the elements are separated by periods.

Authors’ names are treated as they are in references to books
(see 8.26-36). Article titles are put in quotation marks, and the
titles of periodicals are italicized or underlined and capitalized
headline style (both English language and foreign).
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W. Edmund Farrar, “Antibiotic Resistance in
Developing Countries,” Journal of Infectious Diseases
152 (December 1985): 1103.

Volume numbers and issue numbers are given in arabic numer-
als following the name of the journal. When the citation is to
specific pages, no abbreviation precedes the volume number or
the page numbers, but an issue number is preceded by no. The
issue number is required only if issues are paginated separately
rather than in sequence throughout the volume. The date of
publication is enclosed in parentheses and follows the volume
and any issue number—the month or season can generally be
omitted if an issue number is given. There is no punctuation
between the name of the journal and the volume number, and
none between the month and year. A colon separates the date
from the page reference.

1. John J. Benjoseph, “On the Anticipation of New
Metaphors, ” Cuyahoga Review 24 (1988): 6-10.

2. Cartright C. Bellworthy, “Reform of
Congressional Remuneration,” Political Review 7, no. 6
(1990) : 89, 93-94.

3. Jane R. Bush, “Rhetoric and the Instinct for
Survival,” Political Perspectives 29 (March 1990): 45-
53.

4. Ilya Bodonski, “Caring among the Forgotten,”
Journal of Social Activism 14 (fall 1989): 112-34.

Some journals are not published in volumes but only in issues.
In that case the year of publication may be said to take the
place of a volume number. There are two ways of presenting
such a reference:

SPatrick Skelton, “Rehabilitation versus

Demolition, ” Journal of Urban Renewal, no. 3 (1989):
145.

or

*Patrick Skelton, “Rehabilitation versus
Demolition, ” Journal of Urban Renewal 1989, no. 3:145.

Note that when the issue number (identified by no.) comes first,
it follows a comma and the year is enclosed in parentheses.
When the year comes first, however, serving as a volume num-
ber, it is not preceded by a comma or enclosed in parentheses.
In both cases a colon precedes the page reference, but in the
second instance there is no space after it.
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Some periodicals publish volumes in successive series, each be-
ginning with volume 1. In some cases the series are numbered,
in some they are lettered, and in some they are designated old
series or new series, abbreviated o.s. and n.s. This information
must be noted in the reference. Note that the series designation
is set off by commas.

1. “Letters of Jonathan Sewall,” Proceedings of
the Massachusetts Historical Society, 2d ser., 10
(January 1896): 414.

2. G. M. Moraes, “St. Francis Xavier, Apostolic

Nuncio, 1542-52,” Journal of the Bombay Branch of the
Royal Asiatic Society, n.s., 26 (1950): 279-313.
The proper style for citing articles is not likely to raise ques-
tions except when an entire issue of a publication is devoted to
one long paper. Sometimes such an issue replaces the usual
issue, bearing its number in the succession; sometimes it bears
a supplementary number. In either case the question is, Should
the citation conform to the style used for a whole publication
or to that used for an article? The answer lies in the view taken
by the publishers of periodicals and by librarians, that a paper
occupying a whole issue is published in the periodical. Thus it
is cited as an article, except that the special designation shown
on the cover of the particular issue is included in the reference
(e.g., supplement, special issue):

Elias Folker, “Report on Research in the Capital
Markets, ” Journal of Finance 39, suppl. (May 1964): 15.

MAGAZINES

8.104

Magazines of general interest, even though they may carry vol-
ume numbers, are best identified by date alone. The date then
takes the place of the volume number and is not enclosed in
parentheses, but the periodical name is followed by a comma.

‘Anne B. Fisher, “Ford Is Back on the Track,”
Fortune, 23 December 1985, 18.

*Michael Rogers, “Software for War, or Peace: All
the World's a Game,” Newsweek, 9 December 1985, 82.

NEWSPAPERS

8.105
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For reference to a newspaper, the name of the paper and the
date are sufficient; but many large metropolitan papers—espe-
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cially Sunday editions—are made up of sections that are sepa-

rately paginated. For these, section number (or letter), page

number, and edition letter (often in uppercase) must be given.

It is convenient for the reader if the title of the article and the

name of the author, if given, are included in the reference:
"Tyler Marshall, “200th Birthday of Grimms

Celebrated, " Los Angeles Times, 15 March 1985, sec. 1A,
p. 3.

Michael Norman, “The Once-Simple Folk Tale
Analyzed by Academe, ” New York Times, 5 March 1984,
15 (N) .
If the name of an American newspaper does not include the
city, add the city before the newspaper title and italicize or
underline both. If the city is not widely known, give the state
in parentheses:

Houlton (Maine) Pioneer Times
Hiawatha (Kans.) Daily World

If the name of the city is the same as that of a better-known
city, add the name of the state or province in parentheses:

Ottawa (Ill.) Times
St. Paul (Alberta) Journal

For foreign newspapers in which the city of publication is not
part of the title, the city should be given in parentheses after
the title:

Times (London)
Le Monde (Paris)

but

Frankfurter Zeitung
Manchester Guardian

The city of publication need not be given for such well-known
newspapers as the Christian Science Monitor, the Wall Street
Journal, and the National Observer.

An initial the in English language newspaper titles is omitted,
but its equivalent in a foreign language is retained: thus, Times
(London) but Le Monde (Paris). This practice holds for notes,
bibliographies, and reference lists. When a newspaper (or jour-
nal or magazine) title appears in the text, the may precede the
name if the syntax requires it, but it is not treated as part of
the title:
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The Sunday edition of the San Francisco Examiner
includes an excellent section on entertainment.

The New York Times gives superior coverage to foreign
news.

He prefers New York Times editorials to those of any
other newspaper.

SUBSEQUENT REFERENCES

8.111 Subsequent references to articles, reviews, and other pieces
published in periodicals may be shortened by omitting the pe-
riodical title and issue information and, if necessary, shorten-
ing the title of the piece. Only the last name of the author is
used unless there are others by that name. When no author is
given, the title comes first. The following are shortened ver-
sions of some of the full references in 8.98-105:

Journals
8. Fishman, “Un grand homme, ” 691.
9. Farrar, “Antibiotic Resistance,” 1104.
10. Benjoseph, “New Metaphors,” 7, 9.

11. Bellworthy, “Congressional Remuneration,” 93-

94.

12. “Letters of Sewall,” 414.

13. Moraes, “St. Francis Xavier,” 280-87.
Magazines

14. Fisher, “Ford Is Back,” 18.
Newspapers

15. Marshall, “200th Birthday,” sec. 1A, p. 3.

16. Norman, “Once-Simple Folk Tale,” 15(N).

SPECIAL FORMS
ARTICLES IN ENCYCLOPEDIAS AND DICTIONARIES

8.112 Well-known reference books are generally not listed in bibliog-
raphies. When they are cited in notes, the facts of publication
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(place of publication, publisher, and date) are usually omitted,
but the edition, if not the first, must be specified. In encyclope-
dias that are under continuous revision, however, no edition
might be mentioned on the title page, and the copyright date
should be included (note 2 below). References to an encyclope-
dia, dictionary, or other alphabetically arranged work cite the
title of the entry (not the volume or page number) preceded by
s.v. (sub verbo, “under the word”). For an entry that extends
to several pages, however, provide the page number unless the
reference is to the entire article. For a signed article, the name
of the author may be included. (If only initials appear with
the entry, the list of authors in the front matter may provide
the name.)

‘Encyclopaedia Britannica, 1llth ed., s.v. “Blake,
William,” by J. W. Cosyns-Carr.

2Encyclopedia Americana, 1963 ed., s.v. “Sitting
Bull.”

*Columbia Encyclopedia, 34 ed., s.v. “Cano, Juan
Sebastian del.”

‘Webster's New Geographical Dictionary (1984),
s.v. “Dominican Republic.”

An alternative form is to cite the author, if known, and the
name of the article first, followed by the title of the encyclope-
dia or dictionary and information about the edition or the date
of publication:

J. W. Cosyns-Carr, “Blake, William,” in
Encyclopaedia Britannica, 1llth ed.

NoOVELS, PLAYS, AND POEMS

NOVELS

8.113

References to novels are treated exactly like references to non-
fiction books. The particular edition referred to must be speci-
fied in the first reference, with a comment telling the reader if
subsequent citations will be to that edition:

3. James Joyce, Ulysses, a critical and synoptic
edition prepared by Hans Walter Gabler with Wolfhard
Steppe and Claus Melchior, 3 vols. (New York: Garland,

1984), 1:177 (all subsequent references are to this
edition).
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A subsequent reference would be as follows:
9. Joyce, Ulysses, 2:34-35.
See also 8.84-96.

PLAYS AND LONG POEMS

8.114

8.115
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References to modern plays follow the style for books, except
that act, scene, and line numbers are given instead of pages
when the page number alone is not adequate. Note that /ines
is not abbreviated.

pavid Mamet, The Poet and the Rent: A Play for
Kids from Seven to 8:15 (New York: French, 1981), 35.

2Jean Anouilh, Antigone, ed. Raymond Laubreaux,
Classiques de la civilisation francaise, ed. Yves
Brunswick and Paul Givestier (Paris: Editions de la
Table Ronde, 1946; Didier, 1964), lines 1678-79, p. 87.
The classical reference style described in 8.119-27 may be
adapted for citations to classic English works in which sections
(acts, scenes, parts, books, cantos) and lines are numbered.
Punctuation may be omitted between elements as for Greek
and Latin references, or it may be included.

Romeo and Juliet, 3.2.1-30
for

Romeo and Juliet, act 3, scene 2, lines 1-30
or

Paradise Lost 1.83-86
for

Paradise Lost, book 1, lines 83-86

For works of widely known authors, the author’s name is fre-
quently omitted. Among such works are the plays of Shake-
speare and Jonson and such well-known long poems as The
Faerie Queene, Paradise Lost, and The Ring and the Book. The
title is italicized or underlined, whether the work is published
as a separate volume or as part of a collection, and the facts of
publication are given in the first reference but may be omitted
in subsequent references. It is important to identify the edition
used, since variations occur in wording, line numbering, and
even scene division.
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3. Hamlet, Arden edition, ed. Harold Jenkins
(London: Methuen, 1982), 4.5.17-20.

4. Hamlet, Arden, 5.2.215-20.

SHORT POEMS

8.116

To cite short poems, which most often are published in collec-
tions, the title is placed in quotation marks and the name of
the collection is italicized or underlined. Stanzas, lines, and
pages may be included. When quoting poems in their entirety
in a thesis or dissertation, it may be necessary to obtain per-
mission (see 5.1).

REVIEWS

8.117

In a first reference to a review, give the name of the reviewer;
the title of the review (if any); the phrase review of followed
by an identification of the work reviewed, as illustrated in the
examples below; and finally the book, periodical, or newspaper
in which the review appears.

Book reviews:

Steven Spitzer, review of The Limits of Law
Enforcement, by Hans Zeisel, American Journal of
Sociology 91 (November 1985): 726-29.

2David Scott Kastan, review of Jonson‘s Gypsies
Unmasked: Background and Theme of “The Gypsies
Metamorphos‘d, ” by Dale B. J. Randall, Modern Philology
76 (May 1979): 391-94.

3Susan Lardner, “Third Eye Open,” review of The
Salt Eaters, by Toni Cade Bambara, New Yorker, 5 May
1980, 169.

Play reviews:

‘Review of Fool for Love, by Sam Shepard, as
performed by the Circle Repertory Company, New York,
New York Times, 27 May 1983, 18(N).

Reviews of televised plays:

*Review of a televised version of True West, by
Sam Shepard, New York Times, 31 January 1984, 22(N).
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INTERVIEWS

8.118

GREEK
8.119

8.120
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References to interviews include the name of the person or
group interviewed; any interview title in quotation marks; the
words interview by followed by the interviewer’s name; the me-
dium in which the interview appeared—whether a book, jour-
nal, radio or television program, or some other form—in ital-
ics or quotation marks as it would be in any reference; the
name of any editor, translator, or director (8.40—42); and the
facts of publication or other information required for locating
printed or nonprinted sources:
1. Raymond Bellour, “Alternation, Segmentation,

Hypnosis: Interview with Raymond Bellour,” interview by

Janet Bergstrom, Camera Obscura, nos. 3-4 (summer
1E79)) 8 ©3.

2. Isaac Bashevis Singer, interview by Harold
Flender, in Writers at Work: The “Paris Review”
Interviews, ed. George Plimpton, 5th ser. (New York:
Viking Press, 1981), 85.

3. Horace Hunt [pseud.], interview by Ronald
Schatz, tape recording, 16 May 1976, Pennsylvania
Historical and Museum Commission, Harrisburg.

References to interviews conducted by the author of a paper
should include the name of the person interviewed; a descrip-
tion of the type of interview capitalized sentence style; and the
place and date of the interview:

4. Merle A. Roemer, interview by author, tape
recording, Millington, Md., 26 July 1973.

AND LATIN CLASSICAL WORKS

References to classical works use abbreviations for the author’s
name; for the title of the work; for collections of inscriptions,
papyri, ostraca, and so on; and for the titles of well-known
periodicals and other reference tools. For a list of accepted
abbreviations, consult the Oxford Classical Dictionary (see also
2.22). Such abbreviations should be used only in papers on pre-
dominantly classical topics, however. Sample notes appear in
8.127 below.

Titles of individual works, collections, and periodicals are itali-
cized or underlined, whether given in full or abbreviated. In
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Greek and Latin titles, only the first word, proper nouns, and
proper adjectives are capitalized.

The different levels of division of a work (book, part, section,
chapter, line, etc.) are given in arabic numerals. When desig-
nated by number only, the levels are separated by periods (with
no spaces following):

Stat. Silv. 1.3.32.
References to the same level are separated by commas:
20vid Met. 1.240, 242.

A hyphen separates inclusive numbers (see 8.127, sample notes
1, 2, 8, 9). If, for clarity, identifying abbreviations are used be-
fore the numbers, the divisions are separated by commas, not
periods (bk. 2, sec. 4).

There is no punctuation between the author’s name and the
title of the work, and none between the title and the first refer-
ence unless it includes an identifying word or abbreviation,
which should be preceded by a comma (see 8.127, notes 3 and
4). (In papers where classical references are mixed with other
references, it is acceptable to put a comma after the author’s
name.)

In general the facts of publication are omitted, but the name
of the edition may be given after the title (8.127, note 4), and
it must be given if the reference is to page numbers rather than
to book, chapter, and so on.

The number of an edition other than the first is indicated by a
superior number placed either after the title (8.127, note 8) or,
if the reference includes a volume number, after that (8.127,
note 7).

A superior letter or figure placed immediately after a number
referring to a division of a work (other than a volume) indi-
cates a subdivision (8.127, note 9). If preferred, the letters may
be placed on the line, and either capital or small letters may be
used, depending on usage in the source cited.

Arabic numerals are now generally used in references to vol-
umes in collections of inscriptions. Periods follow the volume
number and the inscription number, and further subdivisions
are treated as in other classical references. Although it is not
necessary, a comma may follow the title (or the abbreviation
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of the title) provided the usage is consistent in similar refer-
ences (see 8.127, note 6).

The following examples illustrate points discussed in 8.119-26.
'Homer Odyssey 9.266-71.
or
*Hom. Od. 9.266-71.
3Cicero De officiis 1.133, 140.

‘Horace Satires, Epistles and Ars Poetica, Loeb
Classical Library, p. 12.

SH. Musurillo TAPA 93 (1926): 231.
$IG Rom. 3.739.9.10, 17.

Note 6 refers to Inscriptiones Graecae ad res Romanas perti-
nentes, vol. 3, document 739, section 9, lines 10 and 17.

’E. Meyer Kleine Schriften 1?2 (Halle, 1924), 382.

8Stolz-Schmalz Lat. Gram.® (rev. Leumann-Hoffmann:
Munich, 1928), 390-91.

°Aristotle Poetica 20.1456% 20.34-35.
1°pOoxy. 1485.

Note 10 refers to Oxyrhynchus Papyri, document 1485.

MEDIEVAL WORKS

8.128

References to medieval works may be in the same style as that
used for Greek and Latin classical works:

1. Irenaeus Against Heresies 1.8.3.

2. John of the Cross Ascent of Mount Carmel
(trans. E. Allison Peers in The Complete Works of Saint
John of the Cross [London: Burns, Oates, and
Washbourne, 1934-35]) 2.20.5.

3. Beowulf, lines 2401-7.

When the specific part is named, as in note 3, a comma sepa-
rates title from reference.

SCRIPTURAL REFERENCES

8.129  Exact references to the Bible and the Apocrypha use abbrevia-
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verse, separated by either a colon or a period (be consistent),
are both given in arabic numerals. Identify which version is
being cited (see 2.20-21).

‘Ps. 103:6-14.
21 Cor. 13.1-13 NEB (New English Bible).

Non-Christian sacred scriptures are referred to in the same
manner.

UNPUBLISHED MATERIAL

8.130

8.131

The question of what constitutes publication is often trouble-
some. For the purposes of documentary style, however, we may
say that publication involves the intention of general distribu-
tion. A work undertaken to fulfill some personal objective—
for example, a thesis, dissertation, speech, lecture, letter, or in-
ternal corporate announcement—even with the idea of general
availability but without the intention of general distribution,
may be considered unpublished. Although some ambiguity
arises with the recent availability of dissertations on-line from
University Microfilms, a liberal interpretation of the definition
still permits including such works in the category unpublished.

When a specific unpublished document is first discussed in the
paper, include the pertinent facts within the text and in sum-
mary form within the note. In the note, list the author’s name
first or, if using a letter, list it in conjunction with a correspon-
dent (notes 2 and 6 below). For uncertain authorship or titles,
use brackets (note 2). If no authorship can be established, be-
gin the note with the document’s title, if any, in quotation
marks. If the document has both an author and a title, the title
in quotation marks should follow the author’s name (notes 3
and 4). The description of the document should follow the title
if there is one; otherwise it follows the author’s name (see note
1). Capitalize the description of the document sentence style
(see 4.9) in notes or abbreviate it according to guidelines set
forth in 2.19. If the document is dated, that date should follow.
Next give the full name of the collection the manuscript be-
longs to, capitalized headline style (4.6-8). The full name of
the depository follows (e.g., “Beinecke Rare Book and Manu-
script Library, Yale University,” not “Yale University Li-
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brary”), and next its location by city and, if needed, state. Last
comes the page number, if any.

1. Thomas Jefferson, Blank pass for a ship, 1801-
1809, DS by Jefferson as president, Special
Collections, Joseph Regenstein Library, University of
Chicago, Chicago.

2. Garnett Duncan, Louisville, Kentucky, to [Joel
Tanner Hart, Florence, Italy], ALS, 12 June 1961,
Durrett Collection, Special Collections, Joseph
Regenstein Library, University of Chicago, Chicago.

3. Abraham Lincoln, “Gettysburg Address” [final
draft], AD [photostat], 19 November 1863, Special
Collections, Joseph Regenstein Library, University of
Chicago, Chicago; original in Library of Congress,
Washington, D.C.

4. Sandra Landis Gogel, “A Grammar of 0ld Hebrew”
(Ph.D. diss., University of Chicago, 1985), 46-50.

5. Eulogy of Charles V in Latin, apparently
written at the monastery of St. Just, Spain, [ca.
1500], Special Collections, Joseph Regenstein Library,
University of Chicago, Chicago.

6. Hiram Johnson to John Callan O’Laughlin, 13, 16

July, 28 November 1916, O'Laughlin Papers, Roosevelt
Memorial Collection, Harvard College Library,
Cambridge.
References to formal speeches or to papers read at meetings
should include all of the information above in addition to the
meeting and the sponsoring organization (if any), the location,
and the date, all spelled out, capitalized sentence style, and
placed after the name of the speaker and the title of the speech
or the type of speech (e.g., eulogy, sermon, lecture). The title
of the speech or paper is capitalized headline style and en-
closed in quotation marks. The name and location of the de-
pository where the unpublished manuscript is located should
follow information about the meeting at which the speech was
delivered (or was to be delivered):

‘David J. Bredehoft, “Self-Esteem: A Family
Affair, an Evaluation Study” (paper presented at the
annual meeting of the National Council on Family

Relations, Saint Paul, Minnesota, 11-15 October 1983),
ERIC, ED 240461.

Thomas Foxcroft, “A Seasonal Memento for New
Year’'s Day” (sermon preached at the 0l1d Church lecture
in Boston on 1 January 1746-47), Beinecke Rare Book and
Manuscript Library, Yale University, New Haven.
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LEGAL CITATIONS

8.133

8.134

8.135

Research papers on predominantly legal topics may employ
the style of reference described in A Uniform System of Cita-
tion, fifteenth edition, a detailed guide published by the Har-
vard Law Review Association, or the somewhat simpler style
set forth in The University of Chicago Manual of Legal Citation.
When papers in other disciplines refer to books and periodi-
cals in the field of law, as is frequently done in the social sci-
ences, for example, the references to legal works should be
adapted to the style of the rest of the citations.

For citing government documents, see section 8.136 and the
discussion and examples in chapter 12. For reference works
and style manuals relevant to government documents, see the
bibliography.

Though names of legal cases are italicized or underlined in
text, they are given in roman in notes, bibliographies, and ref-
erence lists:

1. Thompson v. Smith, 170 F. Supp. 331 (D. Conn.
1987).

The reference begins with the names of the first plaintiff and
the first defendant, capitalized. Volume name (capitalized and
abbreviated) and page of the law report follow. Next come the
name of the court that decided the case and the year it was
decided. Note that v. not vs. is used for versus in such refer-
ences:

1. United States v. Dennis, 183 F.2d 201 (2d Cir.
1950).

2. Bridges v. California, 314 U.S. 252 (1941).

PusLic DOCUMENTS

8.136

For work in some fields or disciplines it may be necessary or
helpful to refer to public documents, of which there are a mul-
titude of kinds, including congressional journals, records of
debates, reports of committees and special hearings, bills, reso-
lutions, laws, public acts, treaties, statutes, executive orders and
reports, and constitutions. References to such sources should
include elements needed for location through standard in-
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dexes, information services, and libraries. For a comprehensive
discussion of references to public documents, and for samples
comparing note-bibliography and author-date styles, see chap-
ter 12.

MICROFORM EDITIONS

8.137

8.138

Works issued commercially in microfilm, microfiche, or text-
fiche (printed text and microfiche illustrations issued together)
are treated much like books, except that the form of publica-
tion is given at the end of the entry (if it is not part of the name
of the publisher), and a sponsoring organization may be listed
as well as the publisher:

!Abraham Tauber, Spelling Reform in the United

States (Ann Arbor, Mich.: University Microfilms,
1958), 50.

Charles Wilson Peale, The Collected Papers of
Charles Wilson Peale and His Family, ed. Lillian B.
Miller, National Portrait Gallery, Smithsonian
Institution, Washington, D.C. (Millwood, N.Y.: Kraus-
Thomson Organization, 1980), microfiche, 37.

*Harold Joachim, French Drawings and Sketchbooks
of the Nineteenth Century, Art Institute of Chicago
(Chicago: University of Chicago Press, 1978), text-
fiche, 1:59.

Microfilm or other photographic processes used only to pre-
serve printed material, such as newspaper files, in a library are
not mentioned in a citation. The source is treated as it would
be in its original published version. Such is not the case, how-
ever, with materials obtained through computer or informa-
tion services.

MATERIAL OBTAINED THROUGH LOOSE-LEAF OR
INFORMATION SERVICES

8.139

156

References to material obtained through loose-leaf services
such as the Federal Tax Service and information services such
as ERIC (Educational Resources Information Center) or
NTIS (National Technical Information Service) are exactly
like first references to the original printed material, except that
the pertinent facts within an entry are followed by the name of
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the service, the vendor providing the service, and the accession
or identifying numbers within the service (see 12.20). If the
service is revised annually, the year must be included. For some
loose-leaf services, paragraphs rather than pages are given:

2 P-H 1966 Fed. Tax Serv. par. 10182.

‘D. Beevis, “Ergonomist’s Role in the Weapon

System Development Process in Canada” (Downsview, Ont.:
Defence and Civil Institute of Environmental Medicine,
1983), 8, NTIS, AD-Al145 5713/2, microfiche.
Some material available through computer and information
services is not previously published. Treat such documents like
any unpublished material (see 8.131-32), giving the name of
the service, the vendor providing the service, and the accession
or identifying numbers within the service at the end of the
entry:

Linda B. Rudolf, “The Impact of the Divorce
Process on the Family, ” paper presented at the twenty-
ninth annual meeting of the Southeastern Psychological

Association, 23-26 March 1983, 12, EDRS, ED 233277,
microfiche.

COMPUTER PROGRAMS

8.140
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