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Now in its fifteenth edition, The Chicago Manual
of Stylz—the essential reference for authors, edi-
tors, proofreaders, indexers, copywriters, design-
ers, and publishers in any field—is more compre-
hensive and easier to use than ever before. Com-
pletely updated and expanded in scope, this new
edition represents the most significant revision in
twenty years.

Those who work with words know how dra-
matically publishing has changed in the past
decade, with technology now informing and influ-
encing every stage of the writing and publishing
process. In creating the fifteenth edition of the
Manual, Chicago’s renowned editorial staff drew
on direct experience of these changes, as well as
on the recommendations of the Manual's first-
ever advisory board, composed of a distinguished
group of scholars, authors, and professionals from
a wide range of publishing and business environ-
ments.

Every aspect of coverage has been examined
and brought up to date—from publishing formats
to editorial style and method, from documentation
of electronic sources to book design and produc-
tion, and everything in between. In addition to
books, the Manual now also treats journals and
electronic publications. All chapters are written

for the electronic age, with advice on how to pre-








































Preface

In preparing this fifteenth edition of The Chicago Manual of Style, we have
sought to address the increasing proportion of our users who work with
magazines, newsletters, corporate reports, proposals, electronic publica-
tions, Web sites, and other nonbook or nonprint documents. We have
continued, nonetheless, to focus on the specific needs of our core con-
stituency—writers and editors of scholarly books and journals. Because
new needs, both technological and literary, prompted a major revision,
Chicago consulted a wider range of advisers than ever before. We enlisted
scholars, publishing professionals, and writers familiar with book and
journal publishing, journalism, and—particularly valuable—electronic
publication. Their counsel informs this edition.

Computer technology and the increasing use of the Internet mark
almost every chapter. New sections have been added on preparing elec-
tronic publications (in chapters 1, 2, and 3), including the kind of editing
and proofreading these require. Guidance on citing electronic works, ac-
companied by many examples, is offered in chapter 17. The differing de-
mands of print and nonprint works are noted wherever relevant. We as-
sume throughout that most writers and editors, whether preparing print
or nonprint works, use computer software. The figure in chapter 2 that
both explains and illustrates how to edit a manuscript on paper is now ac-
companied by an example of a redlined manuscript edited on screen.

New to this edition is a chapter on grammar and usage by Bryan A.
Garner, author of A Dictionary of Modern American Usage (1998). While
most of the Chicago Manual deals with “hLouse style” (consistent forms
of capitalization, punctuation, spelling, hyphenation, documentation, and
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so forth), Garner outlines the grammatical structures of English, shows
how to put words and phrases together to achieve clarity, warns against
pomposity, and identifies common errors. Included in this chapter are a
glossary of troublesome expressions; guidance on bias-free language; and
a list of words with their associated prepositions. As elsewhere in this
manual, a conservative approach is tempered by pragmatism. Some ele-
ments in this chapter reappear elsewhere in different contexts; for ex-
ample, restrictive versus nonrestrictive clauses are discussed in chapter 5
from a syntactical point of view and in chapter 6 as part of the treatment
of commas.

Other important revisions include a section (in chapter 1) on the
various elements that make up a scholarly journal; updated and expanded
coverage of copyright and permissions matters (chapter 4); a reorganized
section on compounds and hyphenation that contains new material but
occupies less space (in chapter 7); more attention to Canadian terms and
usage (in chapters 8 and 17 and elsewhere); a new section prepared by ed-
itors of Gallaudet University Press on the typographic presentation of
American Sign Language (in chapter 10); and a largely rewritten chapter
on mathematics (chapter 14), which recognizes the almost universal use
of computer software by both authors and editors. We have reorganized
the chapters on documentation: chapter 16 now outlines the two main sys-
tems preferred by Chicago (notes and bibliography on the one hand and
the author-date style on the other), and chapter 17 discusses specific ele-
ments and subject matter, with examples of both systems in almost every
paragraph. In the area of design and manufacture, we have streamlined
coverage to reflect what writers and editors need to know about current
procedures. This material is presented in appendix A, which includes a
list of key terms used in typesetting, printing, and binding. Appendix B
diagrams the editing and production processes for both books and jour-
nals. The “For Further Reference” sections have been eliminated in favor
of a more comprehensive bibliography; the entries, thoroughly updated,
are classified by type.

To aid navigation, every numbered paragraph now opens with a run-
in subhead identifying the subject matter of the paragraph. For a more de-
tailed overview of the manual than chapter titles alone can provide, we
have added first-level subheads to the table of contents. As in earlier edi-
tions, each chapter opens with a full list of its contents.

As for the rules that many of us either know or know how to look up,
we have changed only a few, and mainly those that have never caught on.
For example, in line with almost universal usage in the United States, we
now recommend the month-day-year form of dates (January 1, 2003) and
present our formerly preferred day-month-year style as a useful option.
And we no longer urge deletion of the n in 2nd or the rin 3rd. As always,
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PREFACE

most Chicago rules are guidelines, not imperatives; where options are
offered, the first is normally cur preference. Users should break or bend
rules that don't fit their needs, as we often do ourselves. Some advice from
the first edition (1906), quoted in the twelfth and thirteenth editions and
invoked in the fourteenth, bears repeating: “Rules and regulations such as
these, in the nature of the case, cannot be endowed with the fixity of rock-
ribbed law. They are meant for the average case, and must be applied with
a certain degree of elasticity”

This manual had its origins in the 1890s as a single sheet of typo-
graphic fundamentals drawn up by a University of Chicago Press proof-
reader. From its first publication as a book in 1906 to this fifteenth edition,
it has retained its occasionally arbitrary character, for it reflects Chicago’s
house style. Ideas generated from within the press and, increasingly, from
outside have modified its tone and the thrust of its guidelines over the
years. The twelfth edition, the most radically revised, was virtually a new
book. The thirteenth and fourteenth continued to draw ideas from authors
and editors, from responses to questionnaires, and from letters and tele-
phone calls from (sometimes perplexed) readers. The present edition
benefited not only from similar sources but also from a circle of advisers
connected by e-mail, from a listserv for university press managing editors,
and from the Q&A page in the University of Chicago Press’s own Web site.
Many who contributed ideas, words, sections, and examples are listed in
the acknowledgments that follow.

On behalf of the University of Chicago Press

Margaret D. E Mahan
Spring 2003
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introduction

A historical note. The history of publishing since the end of the fifteenth
century has been shaped by the application of technology to the concep-
tion and manufacture of printed texts. The evolution of this technology
has been largely incremental, with occasional revolutionary developments
followed by periods of relative stability. The most recent revolution started
with the introduction of computer technology into mainstream society—
and into the publishing field—in the last quarter of the twentieth century.
This technology has transformed the means of editing and producing tra-
ditional print texts and has allowed the development of new and still evolv-
ing modes of electronic delivery. Everything that follows in this manual is
shaped by a recognition of the lasting impact of the electronic revolution
on the publishing industry.

Published works. A published work may be produced and delivered in the
traditional way—printed on paper and bound—or conveyed in a digital
format and displayed on a screen. Because many publishers have been
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1.3 I THE PARTS OF A PUBLISHED WORK

guided by the history and traditions of print publishing even as they have
moved toward electronic publishing, and because many of these tradi-
tions, including the logical order of elements in a printed work, can be a
useful starting point in the design and production of electronic works,
each of the major sections that follow begins with the components of
printed paper-and-ink publications and then discusses those of electronic
publications. Much of what is covered also applies to works other than
journals and books. For printed books, see 1.4-116; for electronic books,
see 1.117-37; for printed journals, see 1.138-68; for electronic journals,
see 1.169-91; for manuscript preparation, see chapter 2.

Leaves and pages, rectos and versos. The trimmed sheets of paper that make
up a printed book or journal are often referred to as leaves. A page is one
side of a leaf. The front of the leaf, the side that lies to the right in an open
book, is called the recto. The back of the leaf, the side that lies to the left
when the leaf is turned, is the verso. Rectos are always odd-numbered, ver-
sos always even-numbered. For definitions of these and other terms men-
tioned throughout this chapter, see the list of key terms in appendix A.

Books
DIVISIONS

Outline of divisions and parts. The interior of a printed book usually com-
prises three major divisions: the front matter (also called preliminary mat-
ter or “prelims”), the text, and the back matter (or end matter). An appro-
priate sequence for all the component parts of these divisions is presented
below; some parts have alternative placements. Few books contain all these
parts, and some books have parts not listed. All the listed parts will be dis-
cussed in this chapter. Lowercase roman numerals are assigned to pages in
the front matter and arabic numerals to all the rest, including the back mat-
ter. Starting pages that cannot be determined in manuscript because of the
variable lengths of certain parts are simply indicated as recto, the right-
hand page being the traditional choice. Note that every page is counted in
the page sequence, even those on which no number actually appears, such
as the title and half-title pages, copyright page, and blank pages.

FRONT MATTER

Book half title i
Series title, frontispiece, or blank il
Title page iii
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Copyright page

Dedication

Epigraph

(Table of ) Contents

(List of ) [lustrations

(List of) Tables

Foreword

Preface

Acknowledgments (if not part of preface)
Introduction (if not part of text)
Abbreviations (if not in back matter)
Chronology (if not in back matter)
Second half title

TEXT

First text page (introduction or chapter 1)
or

Second half title or first part title

Blank

First text page

BACK MATTER

Acknowledgments (if not in front matter)

Appendix (or first, if more than one)

Second and subsequent appendixes

Chronology (if not in front matter)

Abbreviations (if not in front matter)

Notes

Glossary

Bibliography or References

(List of ) Contributors

[lustration Credits (if not in captions
or elsewhere)

Index(es)

FRONT MATTER

Half Title and Its Verso

iv

\%

v or vi

v or vii

recto or verso
recto or verso
recto

recto

recto

recto

recto or verso
recto

recto

recto
recto
recto or verso
recto
recto
recto
recto
recto
recto

recto
recto

Books | 1.5

Halftitle. The half'title (on p. i, the first recto) normally consists only of the
main title. The subtitle is omitted, and the author’s name does not appear.
The verso of the half'title (p. ii) is usually blank but may contain text or an
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1.6 | THE PARTS OF A PUBLISHED WORK

illustration. For example, some title pages are presented as a two-page
spread across pages ii and iii.

Additional uses of page ii. If the book is part of a series, the title of the series,
the volume number in the series, the name of the general editor of the se-
ries, and sometimes the titles of books already published may appear on
page ii. (A series title may appear on the title page instead.)

Women in Culture and Society
A Series Edited by Catharine R. Stimpson

If the book is the published proceedings of a symposium, the title of the
symposium, the name of the city where it was held, the date when it was
held, the committee that planned the symposium, and sometimes the
sponsor of the symposium may appear on page ii.

List of previous publications. Some publishers list an author’s previous pub-
lications on page ii; Chicago generally lists these on the copyright page
(see 1.14) or on the cover (if a paperback) or jacket.

Frontispiece. Page ii sometimes carries an illustration, called a fron-
tispiece. If the frontispiece is printed on a different stock from the text,
and thus is inserted separately, it will not constitute page ii, though it will
still appear opposite the title page, which is normally page iii (1.9).

Title Page

Information displayed. The title page (p. iii or, if a two-page spread, pp. ii—
iii) presents the full title of the book; the subtitle, if any (note that there
should never be more than one subtitle); the name of the author, editor, or
translator; and the name and location of the publisher. If the type size or
style of the subtitle differs from that of the main title, no colon or other
mark of punctuation is needed to separate them.

New edition. In a new edition of a work previously published, the number
of the edition (e.g., Third Edition) should also appear on the title page,
usually following the title. See also 1.21-24.

Author(s). The author’s name, or authors’ names, may appear below or
above the title. Given names should not be shortened to initials unless
the author’s name is widely known in such a form (e.g., O. Henry, P. D.
James). Using a full first name helps to ensure that a name will not be
conflated with another in bibliographic listings and library catalogs. Chi-

6
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cago does not print academic degrees or affiliations after an author’s name
on the title page, with the exception of MD, which may be retained in the
field of medicine. For multiauthor works, see 1.89.

Volume editor(s) or translator(s). The usual form for giving the name of a
volume editor or translator on the title page is “Edited by John Doe” (not
“John Doe, Editor”) or “Translated by Eric Wachthausen”

Publisher. The publisher’s full name (imprint) should be given on the title
page and is usually followed by the name of the city (or cities) where the
principal offices are located. The publisher’s logo may also appear there.
The year of publication is best avoided on the title page, particularly if it
conflicts with copyright information on page iv (see 1.18).

Copyright Page

Biographical note. A brief note on the author or authors (“author” here in-
cludes editors, compilers, and translators), listing previous publications
and, if relevant, academic affiliation, may appear at the top of the copyright
page (see fig. 1.1). It must correspond to related information given on the
jacket or cover, though the wording need not be identical. (The biograph-
ical note may appear on a separate page, either in the front matter or the
back matter, according to the publisher’s preference.) See also 1.120.

Publisher’s address. The address of the publisher—and sometimes the ad-
dresses of overseas agents—may also be given on the copyright page. Chi-
cago usually puts these above the copyright notice. An address may be ab-
breviated, consisting, for example, only of city and perhaps postal code.

Copyright notice. The Copyright Act of 1989 does not require that pub-
lished works carry a copyright notice in order to secure copyright pro-
tection. Nevertheless, most publishers continue to carry the notice to
discourage infringement. The usual notice consists of three parts: the
symbol ©, the year the book is published, and the name of the copyright
owner (see fig. 1.1). For electronic books, see 1.119; for journals, see 1.141,
1.177-79; for a full discussion, see 4.38—44.

Copyright owner versus publisher. The name of the copyright owner is not
necessarily the name of the publisher. Books published by the University
of Chicago Press, for example, are usually copyrighted in the name of the
university (“© 2006 by The University of Chicago”). Some authors prefer
to copyright their works in their own names (“© 2006 by Alison A. Au-
thor”), a preference also discussed in 4.41.
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Frank F. Furstenberg Jr. is the Zellerbach Family Professor of Sociology at the University
of Pennsylvania. Thomas D. Cook is professor of sociology, psychology, education, and
policy research at Northwestern University. Jacquelynne Eccles is professor of education
and psychology at the University of Michigan. Glen H. Elder Jr. is the Odum Professor
of Sociology at the University of North Carolina, Chapel Hill. Arnold Sameroff is
professor of psychology at the University of Michigan.

The University of Chicago Press, Chicago 60637
The University of Chicago Press, Ltd., London
© 1999 by The University of Chicago

All rights reserved. Published 1999
070605040302010099 12345

ISBN (cloth): 0-226-27391-1

The University of Chicago Press gratefully acknowledges a subvention from the John D.
and Catherine T. MacArthur Foundation in partial support of the costs of production of this
volume.

Library of Congress Cataloging-in-Publication Data

Managing to make it : urban families and adolescent success / [edited by] Frank F.
Furstenberg]r. . . . [etal.].
p. cm.—(John D. and Catherine T. MacArthur Foundation series on mental
health and development. Studies in successful adolescent development)

Includes bibliographical references and index.

ISBN 0-226-27391-1 (alk. paper)

1. Urban youth—Pennsylvania—Philadelphia—Family relationships. 2. Urban
youth—Pennsylvania—Philadelphia—Longitudinal studies. 3. Parenting—
Pennsylvania—Philadelphia—Longitudinal studies. 4. Socially handicapped
teenagers—Pennsylvania—Philadelphia—Longitudinal studies. 5. Success—
Pennsylvania— Philadelphia—Longitudinal studies. 1. Furstenberg, Frank F,

1940-

II. Series.

HQ796.M268 1999

649'.125'0974811—dc21 98-27071

CIp

@ The paper used in this publication meets the minimum requirements of the American
National Standard for Information Sciences—Permanence of Paper for Printed Library
Materials, ANSI 239.48-1992.

Fig. 1.1. Atypical copyright page, including identification of author, copyright notice, impression date
and number (denoting 1999 for the first impression), international Standard Book Number (ISBN),
publisher’s acknowledgment of a subvention, Library of Congress Cataloging-in-Publication data
(CIP), and paper durability statement.

Year of publication. The year of publication should correspond to the copy-
right date. From a marketing point of view, if a book is physically available
near the end of a year but not formally published until the beginning of
the next, the later date is preferred as both copyright and publication date.

© 2010 by Millennial Publishing House
All rights reserved. Published 2010
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The University of Chicago Press, Chicago 60637
The University of Chicago Press, Ltd., London

© 1961, 1983 by The University of Chicago
All rights reserved. First edition 1961
Second edition 1983

Printed in the United States of America
04 03 02 01 009998 6789

Fig. 1.2. Copyright notice of a second edition (1983), with impression line indicating that this edition
was reprinted for the sixth time in 1998.

Subsequent editions. Each new edition (as distinct from a new impression,
or reprinting) of a book is copyrighted, and the copyright dates of all pre-
vious editions should appear in the copyright notice (see fig. 1.2). If the
new edition is so extensive a revision that it virtually constitutes a new
publication, previous copyright dates may be omitted. See also 1.21, 4.40.

Additional copyright information. The date of copyright renewal or a change
in the name of the copyright owner is sometimes reflected in the copy-
right notice if the work is reprinted. (Copyright may be assigned to the au-
thor or someone else after the initial copyright has been registered and
printed in the first impression.) Copyright renewal is shown in the fol-
lowing manner:

© 1943 by Miriam Obermerker. © renewed 1971 by Miriam Obermerker

To indicate a change in copyright ownership, the name of the new copy-
right owner is substituted for that of the previous owner. The copyright
date remains the same unless the copyright has been renewed. Copyrights
remain legally valid even if renewal or reassignment information cannot,
for some reason, appear in a new edition or printing.

Publishing history. The publishing history of a book, which usually follows
the copyright notice, begins with the date (year) of original publication. If
a book is reprinted, the number and date of the current impression are
usually indicated. Corrections are sometimes made in new impressions,
but if significant revisions are made, the result may be a new edition. The
number and date of the new edition become part of the publishing history.
The copyright dates of all editions may be accumulated in the copyright
notice (see 1.19), but usually only the original edition and latest editions
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are reflected in the publishing history (see ﬁg. 1.2 and the copyright notice
to this manual).

Edition versus impression. “Edition,” as opposed to “impression,” is used in
at least two senses. (1) A new edition may be defined as one in which a
substantial change has been made in one or more of the essential ele-
ments of the work (e.g., text, notes, appendixes, or illustrations). As a rule
of thumb, at least 20 percent of a new edition should consist of new or re-
vised material. A work that is republished with a new preface or afterword
but is otherwise unchanged except for corrections of typographical errors
is better described as a new impression or a reissue; the title page may
include such words as “With a New Preface.” (2) “Edition” may be used to
designate a reissue in a new format—for example, a paperback, deluxe, or
illustrated version—or under the imprint of a different publisher.

Edition number. A new edition is best designated on the title page by its
number: Second Edition, Third Edition, and so forth. Such phrases as “re-
vised and expanded” are redundant on the title page, since the nature and
extent of the revision are normally described in the prefatory material or
on the cover. For electronic books, see 1.121.

Format of publishing history. The sequence of items in the publishing his-
tory is as follows: date (year) of first publication or first edition; number
and date of current edition; number and date of impression if other than
the first (see 1.26). These items may each be on a separate line, or they may
be run together. There should be no period at the end of a line, but if the
items are run together, they are separated within a line by a period (see
figs. 1.1, 1.2). A previous publisher’s name need not be given unless the li-
censing agreement requires that it appear in the new edition.

First edition published 1995. Second edition 2005

Revised edition originally published 1985
University of Chicago Press edition 2002

Country of printing. The country in which a book is printed is tradition-
ally identified inside the work. If a book is printed in a country other than
the country of publication, the jacket or cover must so state: for example,
“Printed in China”

Impression. The impression is usually identified by a line of numerals
running below the publishing history (see fig. 1.1). The first group of nu-

merals, reading from right to left, represents the last two digits of suc-
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Fraxgois FURET (1927-97), educator and author, was a Chevalier of the Legion of Honor
and was elected, in 1997, to become one of the “Forty Immortals” of the Académie Frangaise,
the highest intellectual honor in France. His many books include Juterpreting the French
Revolution, Marx and the French Revolution, and Revolutionary France. DEBORAH FURET, his
widow; collaborated with him on several projects.

The University of Chicago Press, Chicago 60637
The University of Chicago Press, Ltd., London
© 1999 by The University of Chicago

All rights reserved. Published 1999

0706 050403 02 01 0099 12345

ISBN: 0-226-27340-7 (cloth)

Originally published as Le passé d'une tllusion:
Essai sur I'idée communiste au X Xe siécle,
© Editions Robert Laffont, S.A., Paris, 1995

The University of Chicago Press gratefully acknowledges the generous contribution of the
French Ministry of Culture to the translation of this book.

Fig. 1.3. Part of the copyright page of a translation, including title and copyright of the original edition
(as required by contract with the original publisher), and biographical notes on both author (Francois
Furet) and translator (Deborah Furet).

ceeding years starting with the date of original publication. The second
set, following a space of an em (see appendix A) or more and reading from
left to right, represents the numbers of possible new impressions. The
lowest number in each group indicates the present impression and date.
In figure 1.1, therefore, the impression is identified as the first, and the
year of printing as 1999; in figure 1.2, the numbers indicate a sixth print-
ing in 1998. This method involves minimal resetting in each new impres-
sion, since the typesetter merely deletes the lowest number. Indicating a
new impression not only reflects the sales record of a book but also signals
that corrections may have been made.

Translation. If the book is a translation, the original title, publisher, and
copyright information should be recorded on the copyright page (see
fig. 1.3).

International Standard Book Number (ISBN). An ISBN is assigned to each
book by its publisher under a system set up by the R. R. Bowker Company
and the International Organization for Standardization (ISO). The ISBN
uniquely identifies the book, thus facilitating order fulfillment and com-
puter tracking of inventory. For example, in ISBN 0-226-07522-2, the first
digit, 0, tells us that the book was published in an English-speaking coun-
try; the second group of digits, 226, identifies the publisher (in this in-

1
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The University of Chicago Press, Chicago 60637
The University of Chicago Press, Ltd., London
© 1942, 1953, 1956, 1991 by The University of Chicago

Agamemnon
© 1947 by Richmond Lattimore

All rights reserved

Volume 1 published 1992
Printed in the United States of America

00 99 98 97 96 95 94 93 92 12345

ISBN {4-vol. set) 0-226-30763-8
ISBN (vol. 1) 0-226-30764-6

Fig. 1.4. Part of a copyright page for volume 1 in an edition having an ISBN for the complete set and
separate ISBNs for each volume. This practice is followed with works that are as likely to be sold as in-
dividual volumes as in a set.

stance the University of Chicago Press); the third group identifies the
book; and the last digit is the check digit, which mathematically discloses
any error in the preceding group. (The ISBN Agency proposes to change
the current ten-digit format to a thirteen-digit format in January 2005.)
The ISBN is included in the Cataloging-in-Publication (CIP) data received
from the Library of Congress (see 1.32-34 and figs. 1.1and 1.3). If the CIP
data are printed elsewhere in the book, or not included at all, the ISBN
should nevertheless be included on the copyright page. The ISBN should
also be printed on the book jacket and on the back cover of a paperback
book. Ifa book is issued in both cloth and paper bindings, a separate ISBN
is assigned to each. When a work comprises two or more volumes, sepa-
rate ISBN's are assigned to individual volumes that are likely to be sold sep-
arately (see fig. 1.4). If the complete work is to be sold as a set only, the
same ISBN applies to all volumes. Additional information about the as-
signment and use of ISBNs may be obtained from the ISBN United States
Agency, R. R. Bowker. For electronic books, see 1.125. Note that each ver-
sion of a book should list the ISBNs for all other versions that were avail-
able when the current version was produced.

International Standard Serial Number (ISSN). An ISSN is assigned to se-
rial publications, which include journals, magazines, yearbooks, and cer-
tain monograph series. The ISSN remains the same for each issue of the
publication and is printed either on the page containing the copyright no-
tice for the issue or with the instructions for ordering the publication. An
electronic edition must carry an ISSN different from that assigned to the
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The University of Chicago Press, Chicago 60637
The University of Chicago Press, Ltd., London
© 1990 by The University of Chicago

All rights reserved. Published 1990

Printed in the United States of America

9998 97 96 95 94 93 92 91 90 12345

Chapter 3 contains a slightly revised version of “On Reading
‘Incompatibility” in Plato’s Sophist.” Dialogue 14, no. 1 (March
1975): 14346, reprinted with the permission of the editor of Dia-
logue. An earlier version of chapter 4 appeared as “Plato on
Not-Being: Some Interpretations of the cvpmhoxn eidow (259E)
and Their Relation to Parmenides’ Problem,” Midwest Studies in
Philosophy 8 (1983): 35-65. Reprinted with the permission of
the University of Minnesota Press.

Fig. 1.5. Part of a copyright page acknowledging earlier publication of certain chapters.

print edition (see 1.125). If the publications are books, each is also as-
signed an International Standard Book Number, and both the ISSN (for
the series) and the ISBN (for the book) are printed in the book. Journals
and other nonbook serial publications are not assigned an ISBN; each is-
sue of such a series carries only an ISSN. The Library of Congress does not
issue CIP data for books with an ISSN.

Acknowledgments, permissions, and other credits. The copyright page, if space
permits, may include acknowledgments of previously published parts of
a book, illustration credits, and permission to quote from copyrighted
material (figs. 1.5, 1.6) unless such acknowledgments appear elsewhere in
the book (see 2.45). For source notes, see 16.68.

The photographs in this book are by Kevin Wideangle and are reproduced by permission.

The illustration on the title page is a detail from a photograph of Nietzsche in Basel, ca.
1876. Photo Stiftung Weimarer Klassik. GSA101/17.

For a full discussion of permissions, see chapter 4.
Grants. Grants of financial assistance toward publication that are made

to the publisher (rather than the author) should be acknowledged on the
copyright page unless they require more space or greater prominence, in
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Albert Boime is protessor of art history at the University of California, Los
Angeles.

The University of Chicago Press, Chicago 60637

The University of Chicago Press, Ltd., London

© 1993 by The University of Chicago

All rights reserved. Published 1993

Printed in the United States of America

02 01 00 99 98 97 96 95 94 93 1 2 3 4 5

ISBN (cloth): 0-226-06330-5

Library of Congress Cataloging-in-Publication Data

Boime, Albert.

The art of the Macchia and the Risorgimento : representing culture and

nationalism in nincteenth-century ltaly / Albert Boime.
p- cm.

Includes index.

ISBN 0-226-06330-5

1. Macchiaioli. 2. Painting, Modern—19th century—Iltaly. 3. Artand
society—Italy. 1. Title
ND617.5.M3B65 1993
759.5’51'09034—dc20 92-17169

CIp

Photo credits—4.6: © Arch. Phot. Paris/S.PA.D.E.M.; 3.1-3.3, 3.16:
Soprintendenza per i B.A.S. di Napoli; 3.21: Bequest of Collis P. Huntington
(25.110.66); 4.2: Gift of Mrs. J. W. Simpsom, 42.22;4.1,4.5,4.10,4.12,4.13,
4.33,6.14: © Photo R.M.N; 5.8: Purchase in memory of Ralph Cross Johnson;
7.26,7.23: Galleria d’arte moderna di Palazzo Pitti; 7.34: Alinari /Art Resource
N.Y; 7.44: Instituto Centrale per il Catalogo ¢ la Documentazione

This book is printed on acid-free paper.

Fig. 1.6. Copyright page including photo credits. Note the short paper durability statement, used
where coated paper stock precludes the claim made in the fuller statement.

which case they may appear on a separate page, usually following the
copyright page. Wording should be as requested (or at least approved) by
the grantors (see fig. 1.3).

Cataloging-in-Publication (CIP) data. Since 1971 most publishers have
printed the Library of Congress CIP data on the copyright pages of their
books. The CIP data may appear elsewhere in the book as long as a note
is added to the copyright page (e.g., “Library of Congress Cataloging-in-
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Publication data will be found at the end of this book”). The Library of
Congress does not provide CIP data for serial publications (see 1.29) or for
musical scores.

CIP data. The cataloging data printed in a book correspond substantially
to the catalog file in the Library of Congress. The CIP Publishers Manual,
issued by the Cataloging in Publication Division of the Library, provides
information and instruction for participants in the program. Examples of
CIP data may be found in figures 1.1, 1.3, 1.6.

Application for CIP data. As soon as the final title has been decided on, the
contents page completed, and the ISBN (see 1.28) assigned, the publisher
may fill out a form provided by the Library of Congress and send it to the
Cataloging in Publication Division, Library of Congress, together with ei-
ther a complete set of proofs or copies of enough material from the man-
uscript to enable the library to classify the book properly (all available front
matter, introduction or first chapter, etc.). Application may also be made
in electronic form; consult the CIP manual. The library requires at least
ten working days after receiving the material to complete the cataloging
and send the data to the publisher. To discharge their purpose the printed
CIP data should appear substantially as provided by the library. After the
data have been received, any necessary corrections can be made using
forms provided by the CIP Division or by personal correspondence.

Paper durability statement. Included on the copyright page is a statement
relating to the durability of the paper the book is printed on. Acid-free
paper has a longer life expectancy, and paper that is somewhat alkaline is
more durable still. Durability standards for paper have been established
by the American National Standards Institute (ANSI), which has issued
statements to be included in books meeting these standards (see figs. 1.1,
1.3). For uncoated paper that is alkaline and that meets the standards for
folding and tearing, ANSI authorizes the following notice, which must
include the circled infinity symbol:

@ The paper used in this publication meets the minimum requirements of the American
National Standard for Information Sciences—Permanence of Paper for Printed Library

Materials, ANSI Z39.48-1992.

If a book is printed on coated stock—for example, a book containing color
illustrations—the following notice may be carried (see also fig. 1.6):

This book is printed on acid-free paper.



1.37

1.38

139

1.40

1.41

1.36 | THE PARTS OF A PUBLISHED WORK

BYsAd i oty
) catt

Format and placement. If a dedication is to be included, it should appear by
itself, preferably on page v. The phrasing, to be determined by the author,
is best kept simple. There is no need to say “Dedicated to.” Such forms as
“To George,” “For my children,” or “In memory of my mother, Mary
Stephens” are appropriate.

Appropriate use. It is not customary for editors of contributed volumes to
include a dedication unless it is jointly offered by all contributors. Nor do
translators generally offer their own dedication unless it is made clear that
the dedication is not that of the original author.

Placement. An author may wish to include an epigraph—a quotation that
is pertinent but not integral to the text—at the beginning of the book. If
there is no dedication, the epigraph may be placed on page v. When there
is also a dedication, the epigraph may follow on page vi (opposite the table
of contents); more rarely, it may appear on a blank verso facing the first
page of the text. Epigraphs are also occasionally used at chapter openings
and even at the beginnings of sections within chapters.

Source. The source of an epigraph is usually given on a line following the
quotation, sometimes preceded by a dash (see 11.40). Only the author’s
name (only the last name of a well-known author) and, usually, the title of
the work need appear. A book epigraph should never be annotated. If a
footnote or an endnote to a chapter epigraph is required, the reference
number should follow the source, or, to avoid the intrusion of a number,
the supplementary documentation may be given in an unnumbered note
(see 16.66).

Placement. The table of contents (usually titled simply Contents) begins on
page v or, if page v carries a dedication or an epigraph, on page vii.

Format. The table of contents for a printed work should include all pre-
liminary material that follows it but exclude anything that precedes it. It
should list the title and beginning page number of each section of the book:
front matter, text divisions, and back matter, including the index (see fig.
1.7). If the book is divided into parts as well as chapters, the part titles
appear in the contents, but their page numbers are omitted (see fig. 1.7).
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Part One
One

Part Two

Two
Three

Four

Part Three

Five

Six

Part Four
Seven

Eight

Part Five

Nine

Contents

Acknowledgments

Critical Foundations
Introduction
Social Identities and Indigenous Musical Practices

Colonialism and the Rise of Urban Popular Music
Indigenous Music and Dance in Mbare
Township, 1930-1960

The Settler-State and Indigenous Music during
the Federation Years

The African Middle Class: Concerts, Cultural
Discourse, and All That Jazz

Musical Nationalism

Music, Emotion, and Cultural Nationalism,
1958-1963

Musical Nationalism and Chimurenga Songs
of the 1970s

Guitar Bands and Cosmopolitan Youth Culture

On the Margins of Nationalism: Acoustic Guitarists
and Guitar Bands of the 1960s

Stars of the Seventies: The Rise of Indigenous-Based
Guitar Bands

Globalization Begins at Home
Nationalism, Cosmopolitanism, and Popular Music
after 1980

Notes
Bibliography
Discography
Index

Photographs follow page 158

63

93

119

161

190

223

262

355
377
391
393

Fig. 1.7. Table of contents showing front matter, introduction, parts, chapters, back matter, and loca-

tion of photo gallery.
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If the parts have separate introductions, however, these should also be
shown in the table of contents. Page numbers in the manuscript of the
table of contents are typically indicated by 000, XXX, or eee; the actual
numbers can be inserted only after pages have been made up. Subheads
within chapters are usually omitted from the table of contents, but if they
provide valuable signposts for readers, they may be included (see table of
contents to this manual, pp. v—x, which lists the first-level subheads and
omits the second and third levels).

Chapters with different authors. In a volume consisting of chapters by differ-
ent authors, the name of each author should be given in the table of con-
tents with the title of the chapter:

The Supreme Court as Republican Schoolmaster
Ralph Lerner 127
or

Self-Incrimination and the New Privacy, Robert B. McKay 193

Grouped illustrations. In a book containing illustrations that are printed to-
gether in a gallery or galleries (see 12.7), it is seldom necessary to list them
separately in a list of illustrations. Their location may be noted at the end
of the table of contents; for example, “Ilustrations follow pages 130 and
2887 See also figure 1.7.

List of Hlustrations and List of Tables

Is a list needed? In a book with either very few or very many illustrations or
tables, all tied closely to the text, it is not essential to list them in the front
matter. Multiauthor books, proceedings of symposia, and the like com-
monly do not carry lists of illustrations or tables. See also 12.52.

List of illustrations. Where a list is appropriate, the list of illustrations (usu-
ally titled Ilustrations but entered in the table of contents as List of Illus-
trations to avoid ambiguity) should match the table of contents in type size
and general style. In books containing various kinds of illustrations, the list
may be divided into sections headed, for example, Figures, Tables (see 1.47
and fig. 1.8) or Plates, Drawings, Maps. Page numbers are given for all il-
lustrations printed with the text and counted in the pagination, even when
the numbers do not actually appear on the text page. When pages of illus-
trations are printed on different stock and not counted in the pagination,
their location is indicated by “Facing page 000” or “Following page 000” in
the list of illustrations (see fig. 1.9) or in the table of contents (fig. 1.7). A
frontispiece, because of its prominent position at the front of the book, is
not assigned a page number; its location is simply given as “frontispiece””

18
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ILLUSTRATIONS

Figures

2.0
bl
BHI"
4.1,
1A
4.3.
6.1.

6.2

6.3.

Tl
7.2

Consumer Choice Theory

Rational Voting Choice

The Preparation-Deliberation Trade-off

Information Theory

Information Processing

Information Processing on Two Time Scales
Incrementalism and Abrupt Change in the U.S. National
Budget

Party and Ideology in the U.S. House of Representatives,
105th Congress

A Multifaceted Policy Debate Space Collapsed into a One-
Dimensional Decisional Space

The Nail Problem

Frequency Distribution of Percentage Changes in the Dow-
Jones Industrial Average, 18961996, Compared with a
Normal Distribution with Similar Mean and Variance

Tables

23l
3.1.

The Decision Matrix

A Time Scale of Human Action

37
39
59
87
89
101

Fig. 1.8. Partial list of illustrations, with subheads. If the book contained no tables, the subhead “Fig-
ures” would be omitted. If it contained many tables, these would probably be listed on a new page
under the heading “Tables.” How best to list illustrations of various sorts depends as much on space

Illustration titles. Titles given in the list of illustrations may be shortened
or otherwise adjusted. For capitalization of titles, headline style versus
sentence style, see 8.166—67. See also 12.52-55.

List of tables. Listing tables in the front matter is helpful mainly in books
with frequent references to them. If a list of tables (titled Tables but en-
tered in the table of contents as List of Tables) is needed, it follows the table
of contents or, if there is one, the list of illustrations. Titles may be short-

19



1.48

149

1.48 | THE PARTS OF A PUBLISHED WORK

Illustrations

Following Page 46

. Josaphat’s first outing

. Portrait of Marco Polo

. Gold-digging ant from Sebastian Miinster’s Cosmographei, 1531

. An Indian “Odota” from Sebastian Miinster’s Cosmographei, 1531

il

Following Page 520

84. Doctrina christam printed at Quilon

85. First book printed at Macao by Europeans, 1585

86. First book printed in China on a European press, 1588

87. Title page of Doctrina Christiana printed at Manila, 1593, in Tagalog and
Spanish

88. Final page of above

89. Title page of Doctrina Christiana printed at Manila, 1593, in Spanish and
Chinese

Fig. 1.9. Partial list of illustrations showing numbers, titles, and placement of unpaginated plates.
(Compare fig. 1.7.)

ened (see 1.46). Tables are occasionally listed under a subhead in the list
of illustrations (see 1.45 and fig. 1.8).

Foreword, Preface, Acknowledgments, and Introduction

Foreword. A foreword is usually a statement by someone other than the au-
thor, sometimes an eminent person whose name may be carried on the
title page: “With a Foreword by John Quincy” The author’s own statement
about the work is usually called a preface. Both are set in the same size and
style of type as the text. A foreword normally runs only a few pages, and
its author’s name appears at the end, flush right, with a line space (or less)
between it and the text. The title or affiliation of the author of a foreword
may appear under the name, often in smaller type. If a foreword runs to a
substantial length, with or without a title of its own, its author’s name may
be given at the beginning instead of at the end. For place and date with a
foreword, see 1.50. See also 1.53, 1.60.

Preface. Material normally contained in an author’s preface includes rea-
sons for undertaking the work, method of research (if this has some bear-

ing on readers’ understanding of the text), acknowledgments (but see
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1.52), and sometimes permissions granted for the use of previously pub-
lished material.

Author’s signature. A preface need not be signed, since readers logically as-
sume that an unsigned preface was written by the author whose name ap-
pears on the title page. If there might be some doubt about who wrote it,
however, or if an author wishes to sign the preface (sometimes just with
initials), the signature normally appears at the end, flush right, with a line
space (or less) between it and the text. When a place and date are included
at the end of a preface or foreword, these may appear flush left, with space
between them and the text.

New preface. When a new preface is written for a new edition or for a
reprinting of a book long out of print, it should precede the original pref-
ace. The original preface is then usually retitled Preface to the First Edi-
tion, and the new preface may be titled Preface to the Second Edition, Pref-
ace to the Paperback Edition, Preface 1993, or whatever fits. In a book
containing both an editor’s preface and an author’s preface, the editor’s
preface, which may be titled as such or retitled Editor’s Foreword, comes
first and should bear the editor’s name at its conclusion.

Acknowledgments. 1f the acknowledgments are long, they may be putin a
separate section following the preface; if a preface consists only of ac-
knowledgments, its title should be changed to Acknowledgments. Ac-
knowledgments are occasionally put at the back of a book, preceding the
other back matter. In multivolume works, acknowledgments that apply to
all volumes need appear only in the first. Should they vary from volume to
volume, separate acknowledgments may be required in each. See also
4.95-96.

Introduction. Most introductions belong not in the front matter but at the
beginning of the text, paginated with arabic numerals (see 1.60). Material
about the book—its origins, for example—rather than about the subject
matter should be included in the preface or in the acknowledgments (see
1.49-52). A substantial introduction by someone other than the author is
usually included in the front matter, following the acknowledgments, but
if it is not more than three to five pages, it may more appropriately be
called a foreword (see 1.48) and placed before the preface.

Other Front Matter

Additional elements. Other items that may be placed either in the front mat-
ter or, sometimes more suitably, in the back matter include a list of abbre-
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viations, a publisher’s noté, a translator’s note, and a note on editorial
method. See 1.85 and 1.89 for placement of chronologies and lists of con-
tributors.

List of abbreviations. Not every work that includes abbreviations needs a
separate list of abbreviations with the terms or names they stand for. If
many are used, or if a few are used frequently, a list is useful; its location
should always be given in the table of contents. If abbreviations are used
in the text or footnotes, the list may appear in the front matter. If they are
used only in the back matter, the list should appear before the first ele-
ment in which abbreviations are used, whether the appendixes, the end-
notes, or the bibliography.

Publisher’s or translator’s notes. Elements such as a publisher’s note or a
translator’s note are usually treated typographically in the same way as a
preface or foreword. A publisher’s note, used rarely and only to state some-
thing that cannot be included elsewhere, should either precede or imme-
diately follow the table of contents. A translator’s note, like a foreword,
should precede any element, such as a preface, that is by the original
author.

Editorial method. An explanation of an editor’s method or a discussion of
variant texts, often necessary in scholarly editions, may appear either in
the front matter (usually as the last item there) or in the back matter (as an
appendix or in place of one). Brief remarks about editorial method, how-
ever—such as noting that spelling and capitalization have been modern-
ized—should be incorporated in the editor’s preface.

TEXT

Organization of text. In general, the front matter serves as a guide to the
contents and nature of the book, and the back matter provides reference
material. The text proper should contain everything necessary for a reader
to understand the author’s argument. The organization of the text mate-
rial can help or hinder comprehension. The following paragraphs deal
with principal divisions found in most nonfiction books. Details of
handling special elements in the text—quotations, illustrations, tables,
mathematics, notes—are discussed in chapters 11-17.

Second half title. Where the front matter is extensive, a second half title,
identical to the one on page i, may be added before the text. The second
halftitle may be counted as page 1, the beginning of the pages bearing ara-
bic page numbers, or (less desirable but sometimes demanded by page
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makeup problems) as the last recto of the front matter, with an odd-
numbered roman page number. In either case, the page number does not
appear (an unexpressed folio or blind folio). The page following the sec-
ond half title (its verso) is usually blank, though it may contain an illus-
tration or an epigraph. A second halftitle, counted as arabic page 1, is also
useful when the book design specifies a double-page spread for chapter
openings; in such a case, chapter 1 starts on page 2. See also 1.100.

Introduction in Te

Format. Unlike the kind of introduction that may be included in the front
matter (see 1.53), a text introduction is integral to the subject matter of the
book and should not include acknowledgments, an outline of the contents
(“In the first two chapters [ discuss . . ), or other material that belongs in
the front or back matter. (This rule may not apply in the case of a reprint
or facsimile edition, where the front matter is furnished by a volume edi-
tor.) A text introduction carries arabic page numbers. A new introduction
to a classic work may be considered a text introduction even if it includes
biographical or other material about the original author. If titled simply
Introduction, an introduction does not normally carry a chapter number
and is usually considerably shorter than a chapter. An author who has
titled chapter 1 Introduction should be encouraged to give the chapter a
more graphic title. An introduction is occasionally titled Prologue, Pre-
lude, or some other term. See also 1.64.

Parts

Division into parts. Some books are divided into parts (see fig. 1.7). Each
part usually carries a number and a title and should contain at least two
chapters. A part title, bearing the number (if it has one) and title of the
part, appears on a page by itself, usually recto, preceding the first chapter
in the part, which also usually starts recto. Chapters are numbered con-
secutively throughout the book; they do not begin over with 1 in each part.
Parts are sometimes called sections, though “section” is more commonly
used of a subdivision within a chapter (see 1.71-73).

Part titles and pagination. Part titles and their versos are counted in the
pagination, even though their page numbers do not appear (unless a part
introduction begins on either of these pages; see 1.63).

Part introduction. Each part may have an introduction, usually short, titled
or untitled. The part introduction may begin on a new recto following the

part title, or on the verso of the part title, or on the part title itself.
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Omission of part title or other uses of it. A text introduction to a book that is
divided into parts precedes the part title to part 1 and needs no part title of
its own. Also, no part title need precede the back matter of a book divided
into parts, though one may be useful before a series of appendixes or a
notes section.

Van! PPN Ave
Chapters

Division into chapters. Most nonfiction prose works are divided into num-
bered chapters, which should be of approximately the same length. At
least in scholarly works, chapter titles too should be similar in length and
tone. Short titles are generally preferable to long ones, and descriptive
titles to whimsical ones, which can cloy or mislead. (These guidelines are
not intended to stifle humor, satire, and so forth.)

Format, placement, and pagination. Each chapter normally starts on a new
page, verso or recto, and its opening page should carry a drop folio (see
1.100)—or sometimes no folio—and no running head (see 1.93-99). The
first chapter ordinarily begins on a recto (but see 1.59). The chapter dis-
play usually consists of the chapter number (“chapter” is often omitted);
the chapter title; the chapter subtitle, if any; and sometimes an epigraph
(see 1.38, 11.40). Footnote reference numbers or symbols should not ap-
pear anywhere in the chapter display except, if unavoidable, after an epi-
graph (see 1.39). A note that refers to the chapter as a whole should be un-
numbered and should precede the numbered notes, whether it appears on
the first page of the chapter or in the endnotes (see 16.66).

Multiple authors and affiliations. In multiauthor books, the chapter author’s
name is always given in the chapter display. An affiliation or other
identification is put in an unnumbered footnote on the first page of the
chapter (see 16.69) or in a list of contributors (1.89). An unnumbered foot-
note is also used to disclose the source of a chapter or other contribution
thatis being reprinted from an earlier publication. When both the author’s
affiliation and the source of the contribution are given in the note, it is cus-
tomary, but not essential, that the affiliation come first.

Chapter offprints. When offprints of individual chapters are planned, each
chapter should begin on a recto.

Other Divisions

Poetry. In a book of previously unpublished poetry, each poem usually be-
gins on a new page. Any part titles provided by the poet should appear on
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separate pages (rectosj preceding the poems grouped under them. In a
collection of previously published poems, more than one poem, or the end
of one and the beginning of another, may appear on the same page.

Letters and diaries. Letters and diaries are usually presented in chronolog-
ical order, so they are seldom amenable to division into chapters or parts.
For diary entries dates may be used as headings, and in published corre-
spondence the names of senders or recipients of letters (or both) may
serve as headings. The date of a letter may be included in the heading if it
does not appear in the letter itself. Such headings in diaries and corre-
spondence do not usually begin a new page.

Subheads

Use of subheads. Long chapters may include several subheads in the text as
guides. Subheads should be short and meaningful and, like chapter titles,
parallel in structure and tone. They rarely begin a new page.

Levels of subheads. Many works require only one level of subhead through-
out the text. Some, particularly scientific or technical works, require fur-
ther subdivision. Where more than one level is used, the subheads are re-
ferred to as the A-level subhead (the first-level heading after the chapter
title), the B-level, the C-level, and so on (or A-head, B-head, C-head, etc.).
Only the most complicated works need more than three levels. The num-
ber of subhead levels required may vary from chapter to chapter.

Number of subheads. When a section of text is subdivided, there should or-
dinarily be at least two subsections. A single subhead in a chapter or a
single B-level subhead under an A-level subhead may be viewed as illogi-
cal and asymmetrical. (There are cases, however, when a single subdivi-
sion is needed.)

Placement and typographic style. Subheads, except the lowest level, are each
set on a line separate from the following text, the levels differentiated by
type style and placement. The lowest level is often run in at the beginning
of a paragraph, usually set in italics and followed by a period (as in the
paragraphs in this manual). It is then referred to as a run-in subhead (or
run-in sidehead). Run-in sideheads are usually capitalized sentence style
(see 8.160).

Titles versus numbers. Unless sections in a chapter are cited in cross-
references elsewhere in the text, numbers are usually unnecessary with

subheads. In general, subheads are more useful to a reader than section
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numbers alone. If numbers are used, they begin with 1 (or, if roman nu-
merals are used, I) in each chapter.

Numbering sections and subsections. In scientific and technical works,
however, the numbering of sections, subsections, and sometimes sub-
subsections provides easy reference. There are various ways to number
sections. The most common is double numeration or multiple numera-
tion. In this system sections are numbered within chapters, subsections
within sections, and sub-subsections within subsections. The number of
each division is preceded by the numbers of all higher divisions, and all
division numbers are separated by periods,’ colons, or hyphens. Thus, for
example, the numbers 4.8 and 4.12 signify the eighth section and the
twelfth section of chapter 4. The series 4.12.3 signifies the third subsec-
tion in the twelfth section of chapter 4, and so on. The system employed
by this manual is chapter number followed by paragraph number for easy
cross-referencing. The multiple-numeration system may also be used for
illustrations, tables, and mathematical equations (see, respectively, 12.13,
13.13, and 14.20-21).

Omission of note numbers in subheads. No note reference number should
appear within or at the end of a subhead. Such a reference number should
be placed at an appropriate location in the text.

First sentence after subhead. The first sentence of text following a subhead
should not refer syntactically to the subhead; words should be repeated
where necessary. For example:

SECONDARY SPONGIOSA

The secondary spongiosa, a vaulted structure . . .
not

SECONDARY SPONGIOSA

This vaulted structure . . .

Other ways to break text. Where a break stronger than a paragraph but not
as strong as a subhead is required, a set of asterisks or a type ornament, or
simply a blank line, may be inserted between paragraphs. Using a blank
line has the disadvantage that it may be missed if the break falls at the bot-
tom of a page.

1. Multiple numeration using periods should not be confused with decimal fractions. Paragraph or
section 4.9 may be followed by 4.10—quite unlike the decimal fraction system.

26




1.80

1.3

1.82

1.83

1.84

Books | 1.84

Epilogues, Afterwords, and Conclusions

Concluding elements. Epilogues and afterwords are relatively brief sections
that sometimes end a text. They bear no chapter numbers. Conclusions
tend to be more extensive and may assume the significance and propor-
tions of final chapters, with or without chapter numbers. In such con-
cluding sections the author may make some final statement about the
subject presented, the implications of the study, or questions inviting fur-
ther investigation. Epilogues, afterwords, and conclusions may begin ei-
ther recto or verso unless the book is divided into parts, in which case they
must begin recto so that they do not appear to belong to the final part only.
Typographically they are usually treated like forewords or prefaces.

BACK MATTER
Appendixes

Content of an appendix. An appendix may include explanations and elabo-
rations that are not essential parts of the text but are helpful to a reader
seeking further clarification, texts of documents, long lists, survey ques-
tionnaires, or sometimes even charts or tables. The appendix should not
be a repository for odds and ends that the author could not work into the
text.

Multiple appendixes. When two or more appendixes are required, they
should be designated by either numbers (Appendix 1, Appendix 2, etc.) or
letters (Appendix A, Appendix B, etc.), and each should be given a title as
well. The first appendix should begin recto; subsequent appendixes may
begin verso or recto.

Placement. In the back matter, appendixes precede the notes. An appendix
may be placed at the end of a chapter if what it contains is essential to un-
derstanding the chapter. Here it should be introduced by an A-level sub-
head. In multiauthor books and in books from which offprints of individ-
ual chapters will be required, any appendix must follow the chapter it
pertains to.

Type size. Appendixes may be set either in the same type size as the text
proper or in smaller type.
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MADISON CHRONOLOGY

1787
27 May- JM attends Federal Convention at Philadelphia;
17 September takes notes on the debates
29 May Virginia Plan presented
6 June JM makes first major speech, containing analysis
of factions and theory of extended republic
8 June Defends “negative” (veto) on state laws
19 June Delivers critique of New Jersey Plan

27 June-16July  In debate on representation, JM advocates
proportional representation for both branches

of legislature

16 July Compromise on representation adopted

26 July Conventon submits resolutions to Committee of
Detail as basis for preparing draft constitution

6 August Report of Committee on Detail delivered S

7 August JM advocates freehold suffrage

7 August— Convention debates, then amends, report of 6

10 September August

31 August JM appointed to Committee on Postponed
Matters

8 September | Appointed to Committee of Style

17 September Signs engrossed Constitution; Convention
adjourns

ca. 21 September Leaves Philadelphia for New York
24 September Arrives in New York to attend Congress

26 September Awarded Doctor of Laws degree in absentia by
College of New Jersey

Fig. 1.10. Opening page of a chronology. For date style, see 6.46.

Chronolagy

Placement. A chronological list of events may be useful in certain works. It
usually appears in the back matter, sometimes as an appendix, but if es-

sential to readers it is better placed in the front matter, immediately before
the text. For an example, see figure 1.10.

1dnote

Format and placement. Endnotes, simply headed Notes, follow any appen-
dix material and precede the bibliography or reference list (if there is one).
The notes to each chapter are introduced by a subhead indicating the
chapter number and sometimes the chapter title. The running heads to
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the endnotes should identify the text pages the notes apply to (see 1.98).
Endnotes are normally set snialler than the text but larger than footnotes.
Notes may have to be placed at the ends of chapters in multiauthor books
(see 16.19). For unnumbered notes and notes keyed to line numbers, see
16.66-67. For footnotes, see 16.19-22.

Clossary

Format and placement. A glossary is a useful tool in a book containing
many foreign words or unfamiliar terms. Words to be defined should be
arranged in alphabetical order, each on a separate line and followed by its
definition (see, for example, the list of key terms in appendix A). A glos-
sary usually precedes a bibliography or reference list.

Bibliography or Referen

Types. For various kinds of bibliographies, see 16.71-80; for reference lists,
see 16.91-92. Bibliographies (except for bibliographical essays, 16.78) and
reference lists are normally set smaller than the text and in flush-and-hang
style. For examples, see chapters 16 and 17.

List of Contributors

Many contributors. In a work by many authors in which only the volume ed-
itor’s name appears on the title page, a list of contributors (usually headed
Contributors) often appears in the back matter, immediately before the in-
dex. (Alternatively, such a list may appear in the front matter.) Names are
arranged alphabetically but not inverted (“John G. Writer,” not “Writer,
John G?). Brief biographical notes, academic affiliations, or, as in many
symposium volumes, office addresses accompany the names. See fig. 1.11.

Few contributors. A work by only a handful of authors whose names appear
on the title page does not require a list of contributors if biographical data
can be included on the copyright page or elsewhere in the book (see 1.14,
1.67, 16.69).

Index

Format and placement. The index, or the first of several indexes, begins on
a recto; subsequent indexes begin verso or recto. If there are both name
and subject indexes, the name index precedes the subject index. For ac-
ceptable kinds and forms of indexes, see chapter 18. Indexes are normally
set two columns to a page and in smaller type than the text (see the index
to this manual and examples at the end of chapter 18).
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Contributors

James A. Boon is professor of anthropology at Princeton University. His latest
book is Verging on Extra-Vagance: Anthropology, History, Religion, Liter-
ature, Arts. .. Showbiz. His current research addresses intersensory aes-
theticisms in the checkered past of cross-cultural description.

Phyllis Pease Chock is professor of anthropology at Catholic University of
Anmerica, Washington, DC. She is the author of numerous articles on aspects
of ethnicity, gender, and immigration in the United States, especially as is-
sues of federal legislative and policy debate, and the coeditor (with June R.
Wyman) of Discourse and the Social Life of Meaning. She also serves as the
editor of Anthropological Quarterly.

James Clifford is professor in the History of Consciousness Department, Uni-
versity of California, Santa Cruz. He is author of The Predicament of Cul-
ture and Routes: Travel and Translation in the Late Twentieth Century. His
current research explores issues of globalization, intercultural process, and
indigeneity.

James W. Fernandez is professor of anthropology at the University of Chi-
cago. He is author or editor of numerous works treating the dynamic role
played by the various tropes in communicative interaction, including Per-
suasions and Performances: The Play of Tropes in Culture, and Beyond
Metaphor: The Theory of Tropes in Anthropology.

Paul Friedrich is professor in the departments of anthropology and linguistics
and in the Committee on Social Thought at the University of Chicago. He
has worked in Mexico, India, and with Russian exiles. His main works
include Agrarian Revolt in a Mexican Village, Proto-Indo-European Trees,
The Meaning of Aphrodite, and Music in Russian Poetry.

Michael Herzfeld is professor of anthropology at Harvard University. Al-
though he has hitherto conducted all his fieldwork in Greece, he is now
working on a new project on the uses of the past in Rome, Italy, and is also
planning new research in Thailand. His works include The Social Produc-
tion of Indifference: Exploring the Symbolism of Western Bureaucracy, Cul-
tural Intimacy: Social Poetics in the Nation-State, and Porrait of a Greek
Imagination: An Ethnographic Biography of Andreas Nendakis.

Fig. 1.11. Partial list of contributors to an edited collection.

Colop

1.92 Definition. The last page of a specially designed and produced book occa-
sionally contains a colophon—an inscription including the facts of pro-
duction. For an example, see the last page of this manual. For another
meaning of colophon, see 1.110.
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RUNNING HEADS

Definition. Running heads, the headings at the tops of pages, function as
signposts. They may be omitted where they serve no practical purpose—
in a novel or a book of poems, for example. Running heads are sometimes
placed at the bottom of the page, where they are referred to as running
feet. In endnotes and other places where the information conveyed by
these signposts is essential to readers, running heads are preferred. In
this manual “running head” is used for this element wherever it appears.
For preparation of running-head copy see 2.79.

Running heads in front matter. Running heads are never used on display
pages (half title, title, copyright, dedication, epigraph) or on the first page
of the table of contents, preface, and so forth (see also 1.99). An element
in the front matter that runs more than one page must carry running
heads if the design calls for them in the text. Each element in the front
matter normally carries the same running head on verso and recto pages.

VERSO RECTO
Contents Contents
Preface Preface

Running heads in text. Chapter openings and other display pages carry no
running heads. The choice of running heads for other text pages is gov-
erned chiefly by the structure and nature of the book. Among acceptable
arrangements are the following:

VERSO IRVEIGYTNC)

Part title Chapter title
Chapter number Chapter title
Chapter title Subhead
Chapter title Chapter subtitle
Chapter title Chapter title
Subhead Subhead
Author (multiauthor books) Chapter title

Putting the book title on the verso is not recommended, in part because
the title may be changed while the book is in production.

Subheads as running heads. When subheads in the text are used as running

heads on the rectos and more than one subhead falls on a single page, the
last one on the page is used as the running head. When subheads are used
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as running heads on versos, however, the first subhead on the page is used
as the running head. (The principle is the same as for dictionary running
heads.)

Running heads in back matter. Running heads in back matter follow the
same pattern as those in front matter and text. If there is an appendix, Ap-
pendix (or if there are two or more appendixes, Appendix 1 or Appendix
A, or the appropriate number or letter) appears verso, the appendix title
recto. If there is more than one index, itis essential that the running heads
so indicate (Index of Names, Index of Subjects, etc.).

Running heads for endnotes. The running heads for a section of notes in the
back of the book should give the inclusive text page numbers or (less use-
ful for readers but cheaper for the publisher) the chapter where the rele-
vant note references are found. If chapter numbers are used, it is essen-
tial that the verso running heads in the text also give chapter numbers.
Thus, two facing running heads might read:

VERSO RECTO

Notes to Pages 2-10 Notes to Pages 11-25
or

Notes to Chapter One Notes to Chapter Two

For a fuller explanation and more examples, see 16.60-61.

Omission of running heads. Besides display pages in the front matter (see
1.94), running heads are omitted on part titles, chapter openings, and any
page containing only an illustration or a table. A running head should be
used, however, on a page containing lines of text in addition to an illus-
tration or a table. Running heads may also be included in long sequences
of illustrations or tables to keep readers oriented.

PAGE NUMBERS

Pagination. Modern books are paginated consecutively, and all leaves (ex-
cept endpapers) are counted in the pagination whether or not the num-
bers appear. Various locations on the page are acceptable for the page
number, or folio. It is most commonly found at the top of the page, flush
left verso, flush right recto. The folio may also be printed at the bottom of
the page, and in that location it is called a drop folio. Drop folios usually
appear either centered on each page or flush left verso and flush right
recto. A page number that does not appear is known as blind folio (see
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1.59). Not paginated are leaves or signatures—such as color illustrations
or photo galleries—that are inserted after pages have been made up
(see 1.45).

Front Matter

Roman numerals. The front matter of a book, especially in the United
States, is paginated with lowercase roman numerals (see 1.4). This tradi-
tional practice is also expedient, for some of these pages (for example, the
preface, acknowledgments, and dedication) may be expanded or even
added at the last moment. If arabic numbering were to begin with the half
title, no page could be added to the front matter once the book was in page
proofs.

Display pages and succeeding front matter. No page number appears on dis-
play pages (halftitle, title, copyright, dedication, epigraph). A drop folio (or
no folio) is used on the opening page of each succeeding section of the
front matter. Blank pages show no page number.

Text and Back Matter

Beginning of the text. The text begins with arabic page 1. If the text begins
with a second half title (see 1.59) or with a part title, the half title or part
title counts as page 1, its verso counts as page 2, and the first arabic num-
ber to appear is the drop folio (3) on the first page of text (see 1.66). If there
is no part title or half title, the first page of the text proper becomes page
1. Page numbers generally do not appear on part titles, but if text appears
on a part title, a drop folio may be used.

Chapter openings and back matter. The opening page of each chapter and of
each section in the back matter carries either a drop folio or no page num-
ber. Page numbers and running heads are usually omitted on pages con-
taining only illustrations or tables, except in books with long sequences of
figures or tables.

More Than One Volume

Separate versus consecutive pagination. When a work runs to more than one
volume, the publisher must decide how to paginate volume 2: Begin with
page 1 on the first page of text, or carry on from where the numbering left
off in volume 1? When an index to two volumes is to appear at the end of
volume 2, it is often useful to paginate consecutively through both vol-
umes so that the index entries need not include volume as well as page
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numbers. More than two volumes, regardless of index placement, are best
paginated separately because page numbers in four digits are unwieldy
(though necessary in large single-volume reference works). For readers’
convenience, any reference to a specific page in a work with volumes pag-
inated separately must include the volume number as well as the page
number.

Front and back matter. Even if the pagination is consecutive through more
than one volume, the front matter in each volume begins with page i. In
rare cases where back matter, such as an index, must be added to volume
1 later in the production process, lowercase roman folios may be used;
these should continue the sequence from the front matter in that vol-
ume—if, for example, the last page of the front matter, even if blank, is xii,
the back matter would start with page xiii.

ERRATA

Format and placement. Lists of errors and their corrections may take the
form of loose, inserted sheets or bound-in pages. An errata sheet should
never be supplied to correct simple typographical errors (which may be
corrected in a later printing) or to insert additions to, or revisions of, the
printed text (which should wait for the next edition of the book). It should
be used only in extreme cases where errors severe enough to cause mis-
understanding are detected too late to correct in the normal way but be-
fore the finished book is distributed. Then the errors, with their locations
and their corrections, may be listed on a sheet that is laid in loose, usually
inside the front cover. (The sheet must be inserted by hand, adding consid-
erably to the cost of the book.) If the corrected material can be pasted over
the incorrect material, it should be printed on adhesive paper. The follow-
ing form may be adapted to suit the particulars:

Errata

PAGE FOR READ

37,line5 Peter W. Smith John Q. Jones
182, line 15 is subject to is not subject to
195, line 8 figure 3 figure 15
23,214 Transpose captions of plates 2 and 51.

Bound-in errata page. A bound-in errata page may be justified when all or
part of a book is photographically reproduced from an earlier publication
(see fig. 1.12). Such a page must be prepared in time to be set in type and
printed and bound with the book. It may be placed either at the end of the

34




1109

Books | 1.109

Errata

Chapters 1 through 6 and chapters 8 and 9 have been photographically reproduced
from the original journal articles. The following are corrections for typographical
errors in those articles.

Chap. 1
P. 43, n. 16: “wirtschaftsmenschen” should be capitalized.
P 72, line 12: “1226” should read “1225.”

Chap. 2

P. 91, n. 2: “Appendix IV” should read “Appendix 111.”
P. 91, n. 4: “Appendix IV” should read “Appendix 111.”
P. 96, line 19: “stamai uoli” should read “stamaiuoli.”

P. 107, n. 3: “Appendix IV” should read “Appendix I11.”
P. 114, Appendix IL: “Vencenzo™ should read “Vincenzo.”

Chap. 3

P. 130, line 19: “sopracorpo” should read “sopraccorpo.”

P. 134, line 31: “sovracorpo” should read “sovraccorpo.”

P. 155, n. 1: “Accerito” should read “Accerrito”™; the date of Folco’s death should
be 1431.

P. 158, line 24: “sopracorpo” should read “sopraccorpo.”

Chap. 4

P. 198, col. 1, line 21: “enforcible” should read “enforceable.”

Chap. 5

P. 201, line 1: “bancum” should read “bancus.”

P. 202, line 1: “sought” should read “found.”

P. 203, line 20: “became” should read “become.”

P. 208, n. 31: “Verlagsystem” should read “Verlagssystem.”

P. 213, n. 51: “Tujdschrift” should read “Tijdschnift.”

P. 216, n. 64: “Maine” should read “Maino.”

P. 221, n. 107: “Sicilio” should read “Sicilie”; “1908" should read “1808.”

P. 227, n. 125: “Publication” should read “Publicatién.”

P. 237, line 15: “wors” should read “worse.”

Chap. 6

P. 240, line 22: “Masarozzo” should read “Masaiozzo”™; insert “Martellini” after
“d’Agnolo.”

P. 240, n. 3: “wich” should read “wish.”

Fig. 1.12. Page of errata printed and bound with photographically reproduced material.

front matter or at the end of the book and should be listed in the table of
contents. For electronic books, see 1.123.

EXTERIOR STRUCTURE

Cover

Hard versus soft. A book is protected, identified, and often promoted by
its cover. A clothbound book has a hard cover, a paperback a soft cover.
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Hard covers are usually constructed of laminated cardboard over which is
stretched an integument of cloth, treated paper, or vinyl or some other
plastic. Soft covers are usually made of rather thick but flexible paper
whose printed and decorated outside surface is coated with varnish or
with a synthetic resin or plastic laminate. For jackets, see 1.112.

Front, back, and spine. A book cover has three parts: front, back, and spine.
In hardbound books the spine is most often printed with the author’s (or
editor’s) full name, or the last name only if space is tight; the title of the
book; and the publisher’s name. Note that the spine copy reads from the
top down (cf. 12.58). The subtitle is usually omitted. The publisher’s name
is often shortened or replaced by an emblem or device known as a colo-
phon or logo. (For another meaning of colophon see 1.92.) The front cover
may be blank, especially when there is a jacket, but it sometimes bears
stamped or printed material, such as author and title or the publisher’s
colophon or some other decoration. The back cover of an unjacketed book
must bear a bar code (see 1.115-16).

Paperback covers. Paperback covers usually carry printing on all three
parts. The author’s or editor’s name, the publisher’s name or colophon or
both, and the title are ordinarily printed on the spine. The front cover car-
ries the author’s or editor’s name, the title and (usually) the subtitle, and
sometimes the name of a translator, a contributor of a foreword, or the
like. The back cover usually carries promotional copy, such as a descrip-
tion of the book or quotations from reviews; a brief biographical statement
about the author; the series title if the book is part of a series; and some-
times the publisher’s name, Web site, and other relevant material. Art-
work may appear on any or all of the cover parts. For placement of bar
codes, see 1.116.

Jacket

Content of the jacket. Hardcover books are often protected by a coated paper
jacket (or dust jacket). In addition to the three parts to be found on the
book cover itself, the jacket also has flaps that tuck inside the front and
back covers. The front and spine carry the same kind of material as the
front and spine of paperback covers (see 1.111). The material included on
the back of a paperback cover is begun on the front flap of the hardcover
jacketand completed either on the back flap or the back panel of the jacket.
The back panel is sometimes used to promote other books by the pub-
lisher. For placement of bar codes, see 1.116.
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Fig.1.13. Left: ABookland EAN bar code and a five-digit side bar, or add-on, code. Above the bar codes,
in numerals that are optically readable as well as machine readable, is the ISBN. The bar codes are also
presented in optically readable numerals. In this example the price is identified as $20.00 in U.S. cur-
rency. Right: A Bookland EAN bar code with a five-digit side bar code of 90000, indicating that this aux-
iliary bar code is not being used by the publisher.

Copy and Artwork for the Cover and Jacket

Credit for artwork. If a credit line is required for artwork included on a
jacket or cover, it should appear on the back flap of the jacket or the back
cover of a paperback book. Credit for artwork on a paperback cover or on
the actual cover (as opposed to the jacket) of a hardcover book may also ap-
pear inside the book, usually on the copyright page, since the cover is a
permanent part of the bound book. See 12.48 for styling of credit lines.

ISBN, Bookland EAN bar code. Two additional elements should appear on
the back cover of a paperback or the back panel of a jacket. The first is the
International Standard Book Number (ISBN), which serves as a conven-
ient identifier of both publisher and title (see 1.28). On the cover or jacket,
the ISBN is usually given in numerals that are both machine readable and
optically readable. The second is the Bookland EAN (European Article
Number) bar code, which is equivalent to the Universal Product Code
printed on merchandise packages and used by retailers to identify item
and price and record each item sold. The Bookland EAN bar code presents
a thirteen-digit number in laser-readable form (see fig. 1.13). The first
three digits identify the item either as a book (978) or as a periodical (977).
Following this prefix are the first nine digits of the ISBN, with hyphens
omitted. The last digit of the ISBN, the check digit, is replaced by a new
check digit mathematically related to the composite number represented
by the bar code.

Price code. The basic Bookland EAN code is now augmented by a five-digit
bar code used primarily, but optionally, as a currency and price indicator
(fig. 1.13). The first digit identifies the currency in which the price is
specified (e.g., the digit 5 stands for U.S. dollars); the following four digits
represent the price. The digits 2000, following the digit 5, indicate a price
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of $20.00 in U.S. currency. A price exceeding $98.98 is indicated by the
four-digit series 9999, in which case the actual price must be entered man-
ually. Some publishers use the five-digit side bar code for other purposes.
If the publisher does not wish to use this auxiliary bar code, the digits
90000 are entered.

Printed bar codes. In printing the bar codes, the precision with which the
thickness of the bars is reproduced is critical, as are the dimensions of the
code itself. For this reason, publishers that do not generate their own bar
codes may wish to obtain negative film or positive prints from specialized
suppliers. Standard locations for the codes are the back cover for a paper-
back book and, for a hardcover book, either the back cover or, if the book
is jacketed, the back panel of the jacket. Wherever it appears, the code
must be printed against a white or very light background, and the surface
must be smooth enough to accept the printing effectively. Bar codes must
be printed in a color that can be read by a scanner. (Additional information
about the Bookland EAN bar code system may be obtained from the Book
Industry Study Group.)

ELECTRONICALLY PUBLISHED BOOKS

Printed versus electronic books. Many of Chicago’s guidelines for printed
books also apply to electronically published books; most electronic books
are to some degree analogous to traditional print publications. A book can
be presented online or in a storage medium (such as a CD-ROM) in al-
most the same format as a printed book, including all the traditional
elements—title page, copyright page, table of contents, notes, and bibli-
ography—along with the text itself. But electronic books need not be pre-
sented in the traditional linear fashion. Both the content and the organi-
zation can be transformed by the electronic environment. While this
section does not discuss the constantly evolving software that drives these
transformations, it does address the essential parts of any electronic book.

Front Matter

Elements included. The front matter for an electronic book contains all the
elements recommended for a printed book, with the exception of any-
thing related purely to the print tradition or the limitations of the linear
bound book. An electronic book, for example, need not have anything re-
sembling a halftitle or a frontispiece. The front matter may be one “page,”
or it may include several subdocuments that can be reached from that
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page by means of hypertext (text that contains electronic links; see also
1.182). Although there is no “right way” to organize an electronic book, its
organization must be logical: when in doubt, make an analogy to print.
For example, a preface is still a preface, and the way it is presented should
make it clear that it is to be read before the body of the book. Front matter
may not be literally up front in an electronic book, but the order in which
the book as a whole is intended to be read should be clearly indicated
through a combination of traditional terms and logical navigational aids.

Copyright information. Copyright information for an electronic book need
be presented only once. Some books, however—for example, those
posted on the Internet—are designed so that one part may be read sepa-
rately from the work as a whole, without any clear statement of what it is
or who owns it. In such cases it may be advisable, in addition to the main
copyright notice, to include a short copyright notice with each separate
page or subdocument, to discourage infringement; for example:

© 2001 by The University of Chicago
All rights reserved. Electronic edition published 2005

This example refers to a book published and therefore copyrighted as a
printed work in 2001, then published in electronic form in 2005.

Author biographies. Author biographies, which typically appear on the
copyright page, cover, or jacket of a printed book, often become a separate
item in electronic books, reached by means of a link to a statement “about
the author(s)”

Publication details. The publisher’s address and the copyright notice
should follow the guidelines for printed books (see 1.15-16). The pub-
lishing history (see 1.21) should include any previously published print or
electronic editions of the work. An electronic edition of a printed work is
considered a new edition and should carry the designation “electronic edi-
tion” (see 1.119).

Production details. Electronic books available on CD-ROM carry informa-
tion about where the CD-ROM was manufactured (analogous to “Printed
in the United States”); electronic books posted on the Internet need not
carry information about where they were produced.

Impression numbers. Impression numbers do not apply to electronic
books. Publishers should, however, maintain a record of minor revisions
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similar to those incorporated into new impressions of print works. If an
electronic book undergoes major revisions, publishers should assign re-
vision numbers (e.g., first revised edition, second revised edition, etc.). If
a book posted on the Internet is subject to continuous revision, the pub-
lisher should so indicate, perhaps by providing revision dates.

Cataloging-in-Publication (CIP) data. Books published only in electronic
form were not, when this edition of The Chicago Manual of Style was pub-
lished, eligible for the Library of Congress’s CIP program. Editors should
check with the Library of Congress for its current policies regarding elec-
tronic books.

International Standard Book Number (ISBN). Every electronic book must
carry a unique ISBN, separate from any print version. Moreover, if a par-
ticular book is published in more than one electronic format, each should
carry a unique ISBN. Finally, each version of a book should provide the
ISBNs for all other available versions. For more information on ISBNs,
see 1.28.

Table of contents. The table of contents (together with an index, if any; see
1.133-34) provides the key to navigating a printed work. This navigation
function is just as important in an electronic book, in which the items
listed are linked to specific sections of the work, serving as a useful home
base. The table of contents also shows the size and scope of the work: a
reader may not be able to flip through the pages of an electronic book or
gauge its size, especially if it is not presented on screen as a linear set of
traditional-sized pages with running heads and folios or as one scrollable
file. The table of contents therefore may be a more elaborate menu than
the typical list of chapter titles recommended for printed works.

Lists of illustrations and tables. Lists of illustrations and tables, linked to
each item listed, should be provided according to the guidelines for
printed works (1.44-47). Thumbnail versions of illustrations, also linked
to the illustrations themselves, may be included in the list.

Forewords and prefaces, dedications and epigraphs, and other front matter. The
linear presentation of printed books is especially suited to such items as
dedications, forewords, and other items that set the stage for a book or
provide crucial information about, for example, abbreviations used. Pub-
lishers of electronic books have greater freedom in presenting these ele-
ments but should bear in mind the logical order in which the material was
meant to be read; when in doubt, make an analogy to print.

40




1129

1130

1.131

1132

1133

Books | 1.133

Text

Organization. Most of the recommendations regarding the main text of a
printed book (1.58-80) also apply to electronic books. Parts, chapters, and
subheads all provide a useful organizational model.

Nonprint elements. An electronic book can incorporate much more content
than its ink-on-paper counterpart, almost always including some form of
hypertext (see 1.182) and metadata (literally, information about informa-
tion—e.g., such document-related data as keywords or permissions—
which can be embedded in the electronic file). It might also include
sound, such as background music that varies according to the dramatic
course of the narrative; animation; the author’s working notes; or what-
ever can be delivered digitally. Although there is no standard course that
an electronic book should take, the integrity of such books should be con-
sidered, at least initially, in terms of their traditional printed counterparts.

Notes

Hypertext links. Notes are transformed in the electronic environment by
means of hypertext links to and from the main text. It is unnecessary,
therefore, to consider them in terms of the position-related analogy to
footnotes or endnotes. Publishers should ensure that links provide a
seamless and transparent method for shuttling back and forth between a
note and its reference in the text; readers should not be required to search
or scroll through the document to get to notes and back to text.

Back Matter

Elements. Such traditional elements of the printed book as appendixes,
chronologies, glossaries, bibliographies and reference lists, lists of con-
tributors, and even colophons have counterparts in electronic books, and
they provide a logical basis for organizing comparable materials in an elec-
tronic book.

Index. A good search engine—not to mention the basic search capabilities
of any electronic environment—allows readers to query a text about its
contents. No search engine, however, can tell a reader what questions to
ask. Moreover, a mechanical calculation of relevance will not always re-
place the judgment professional indexers bring to bear when deciding
which terms—and which occurrences or discussions of them—an index
should include. Chicago therefore strongly recommends indexes for elec-
tronic books whose printed counterparts would merit them.
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Page references. Although page references cannot be used for indexes of
electronic works that do not carry fixed page numbers, there are several
software-determined strategies for providing links to discrete occurrences
of an entry in the text. Page numbers need not be purged from an index
derived from a print document but published electronically; they may be
useful, and they may themselves be linked to the material cited.

Running Heads

Need for running heads. An electronic book can be designed to look like its
printed counterpart (though recto and verso pages are almost never a part
of the design), but even if it is not, some variation on the traditional run-
ning head should be used to keep readers oriented.

Page Numbers

Method of numbering. An electronic book may employ screen-sized pages
with fixed page numbers, or it may instead be a series of subdocuments
or consist of one large, scrollable document. Publishers merely need to
ensure that, for books consisting of unpaginated subdocuments, each
subdocument is readily identifiable—by chapter number, subhead, or
other organizational division—both to keep readers oriented and to al-
low proper citation of the work.

Documentation and Technical Help

Types of help. Some electronic books require documentation that provides
instructions related to special features of the book—documentation that
goes beyond that accompanying the hardware and software used to create
and display the book. Some books place unique demands on the software,
such as those involving complex queries to databases, and the publisher
may need to provide a fuller explanation of the functionality of the publi-
cation. Such information might be in the form of answers to questions
that a publisher anticipates readers might have in mind and, in the case of
Internet books, answers to actual questions raised by readers and posted
after the book is published (these are sometimes known as “frequently
asked questions,” or FAQs). Or more comprehensive, annotated help sys-
tems and tutorials may be necessary. Finally, publishers should consider
providing an avenue for technical support for especially complex works.
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Journals
COVERS AND SPINE

Accuracy and current information. A printed journal is usually bound in
soft covers, like a paperback. The spine and covers of a journal contain im-
portant information that must be checked as carefully as the text within.
Journals follow their own editorial and typographic styles, which differ
widely. See also 1.167, 2.38, 3.17, 3.39.

Spine. The spine contains the name of the journal, the volume and issue
numbers, and the date, month, or season and year of publication. It may
also note the beginning and ending page numbers of that issue. Consis-
tent placement of these elements from issue to issue ensures a pleasing
visual alignment when the issues are shelved together.

Cover 1. The front cover, called cover 1, has the same general design for
every issue. As part of the design, a color scheme is chosen for the covers
and spine. Often one color is used for every issue, and that color becomes
identified with the journal. Sometimes several are chosen, the color(s)
changing with each issue or each volume. Cover 1 displays the name of the
journal; the volume and issue numbers; the date, month, or season, and
the year of the issue; the publisher’s name; and sometimes the table of
contents or an illustration (whose caption or credit line appears either on
cover 2 or on the contents page; see 1.141, 1.147). The title of a special is-
sue, along with the name(s) of the editor(s) of the special issue, appears on
cover 1.

Cover 2. The inside front cover usually contains the masthead with the
names of the editor(s) and staff, the editorial board, the journal’s interna-
tional Standard Serial Number (ISSN; see 1.29), its dates or frequency of
publication, subscription information, addresses for business and edito-
rial correspondence, and the copyright line for the entire issue (see also
1.161). Cover 2 may also include information about postage; a statement
about paper durability; a statement about copying beyond fair use; infor-
mation about obtaining microfilm copies of back issues; mention of a sub-
mission fee, if that is part of the journal’s practice; information about in-
dexing of the journal’s articles; a statement about advertising policy; and a
caption for any illustration that appears on cover 1. If the journal is spon-
sored by a scholarly society or other organization, cover 2 may supply the
name and address of the society and the names of officers (which must, of
course, be kept up to date). Occasionally on cover 2 but more often in the
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front or back matter of each issue (see 1.144—46), there may be a statement
of editorial policy for the journal indicating what kind of articles the jour-
nal publishes as well as information for contributors about how and in
what form to submit a manuscript.

Cover 3. The inside back cover is often given over to advertising, or it may
be used for information for contributors. If the table of contents begins on
cover 4 (see 1.143), it may be completed on cover 3.

Cover 4. The back cover carries the bar code for the journal issue in the
lower right-hand corner. (If there is advertising on cover 4, the bar code
may be put on cover 2 or cover 3.) It may also carry the table of contents or
titles of articles scheduled to appear in a forthcoming issue, or advertising.
If the table of contents begins on cover 1, it may be completed on cover 4.

FRONT MATTER

Placement of elements. The elements discussed in 1.140-43 can equally oc-
cur in the front matter, or preliminary (“prelim”) pages. Some journals,
because they have a large staff and a large number of editors on their ad-
visory board, have space on cover 2 only for the masthead and advisory
board editors; the other items then appear in the front matter.

Information for contributors. If not included on cover 2 (see 1.141) or cover
3 (see 1.142), information for potential contributors may appear in the
front or back matter; it can vary in length from a sentence to several pages.
A statement of editorial policy may appear in either the front or the back
matter.

Acknowledgments. Acknowledgments of reviewers, announcements of
awards or conferences, calls for papers, and errata are published periodi-
cally in the preliminary pages or at the end of a journal issue. If the issue
is a supplement or special issue on a single topic, perhaps representing
the proceedings of a conference or symposium, the issue may begin with
a title page that contains the title of the supplement, the name(s) of any
guest editor(s), information about the source of the articles (perhaps a
conference or symposium), and sponsorship information, if any.

Table of contents. The table of contents, usually headed Contents, may ap-

pear in the front matter or on the cover(s) of the issue (see 1.141-43). It
bears the title of the journal; the date, month, or season and the year; the
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Ethics

An International Journal of Social, Political, and Legal Philosophy

VOLUME 109  JANUARY 1999 NUMBER 2

Editorial

ARTICLES
Reconsidering the “Actual Contract” Theory of Political
Obligation

by Margaret Gilbert

Political Community, Liberal-Nationalism, and the Ethics of
Assimilation

by Andrew Mason

What Is the Point of Equality?

by Elizabeth S. Anderson

Love as a Moral Emotion

by J. David Velleman

Requirements, Reasons, and Raz: Legal Positivism and Legal
Duties

by Matthew H. Kramer

REVIEW ESSAYS

A Commentary on Color Conscious: The Political Morality of Race
by Michele M. Moody-Adams

Conversing with the Tradition: John Rawls and the History of
Ethics

by Martha C. Nussbaum

BOOK REVIEWS

BOOK NOTES

Notes on: Contributors

Announcements

Fig. 1.14. Partial table of contents for a scholarly journal. Note that the page numbers, as in most
scholarly journals, are sequential throughout a volume.

volume and issue numbers; and the titles of the articles in the issue along
with the authors’ names and the page number on which each article be-
gins. It also lists review articles, book reviews, book notes, commentaries,
editorials, or other substantive items, and it may either list articles pub-
lished in electronic form only (e-articles) or direct readers to the journal’s
Web site for a list of those articles. See figure 1.14.
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Section titles. The table of contents may contain section titles, such as Re-
views or, where there are enough items to warrant a special section, An-
nouncements (see 1.158).

Special issues. In a special issue, the table of contents carries the title of the
special issue and the names of its editors. See also 1.150.

Editorials. An editorial is not a regular feature in most academic journals
but appears on a particular occasion. When there is a change of some
sort—a new editor, modifications in editorial policy or style, features
added or dropped, or graphic redesign of the journal (see 1.162)—an edi-
torial announces and explains the change. A journal may provide an
annual editorial summing up the year’ activity. Some journals publish in-
vited editorials, written by someone who is neither the journal’s editor-in-
chief nor a member of its editorial board, that comment on a particular ar-
ticle or group of articles. A special issue usually includes an introduction
by the special issue’s editor(s). The heading Editorial or Introduction is
used, and the editor’s name appears at the end of the piece.

MAJORS AND MINORS

Categories. Items published in a journal are often described as being ma-
jors or minors. The majors, principally the articles, are the items set in the
major (or regular) type size and style of the journal. Special kinds of ar-
ticles, such as review essays, survey articles, or articles grouped as a sym-
posium, are typically treated as majors. Minors, often set in smaller type,
are items such as brief reports, letters to the editor, book reviews, book
notes, announcements, calls for papers, errata, and notes on contributors.

First page. The first page of an article includes the title of the article, the au-
thor’s or authors’ name(s), the affiliation of each author (sometimes), an
address for correspondence and reprints (sometimes), dates of submis-
sion and acceptance of the article (most commonly in scientific journals),
an abstract (sometimes), the beginning of the text, an acknowledgment
note (sometimes), an editor’s note (occasionally), any footnotes that are
referenced on that page, and the copyright line for the particular article
(see 1.161). A general section heading such as Articles, Review Essay, or

Symposium or a specific heading such as Medical Microbiology may ap-
pear above the article title.

Subheads. An article, like a chapter in a book, may be divided into sections
and subsections headed by subheads, sub-subheads, and so on (see 1.71-
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78). The number of subhead levels required may vary from article to
article.

Illustrations, appendixes, and other elements. In addition to text, an article
may contain illustrations, extracts, equations, and tables. It may also be
followed by one or more appendixes, which in turn may contain text,
tables, and the like.

Documentation. One of the fundamental identifying marks of a journal is
its documentation style—either notes or references. Notes still prevail in
many humanities journals. References—used mostly by journals in sci-
ence and the social sciences—appear at the end of the article to which they
pertain. Notes may be footnotes or endnotes; if the latter, they appear at
the end of the article, with the heading Notes. For a discussion of different
styles of documentation, see chapter 16.

Book reviews. Many journals include a book review section. Such sections,
usually headed Reviews or Book Reviews, vary greatly in length from jour-
nal to journal. Within a section, each review carries a heading that lists in-
formation about the book being reviewed. The heading includes the au-
thor’s name, the title of the book, place and date of publication, publisher’s
name, number of pages (including front matter), and price. If the book is
part of a series, the series name may be given. Some journals include re-
views of other journals and of new media. The name of the reviewer usu-
ally appears at the end of the review but occasionally follows the heading.

Book notes. Book notes use the same form of headings as book reviews, but
the text is much shorter and reviewers may be listed by their initials. Some
journals also publish a list of books or other materials received for review
from publishers.

Announcements. Announcements include such items as notices of future
conferences and symposia; calls for papers, award nominations, or re-
search subjects; and employment opportunities.

Contributors. Some journals have a special section with information about
the contributors to the issue, such as their affiliations and publications or
fields of study. The names must be checked against the authors’ names on
the first page of every article to be sure they are spelled correctly (see also
2.38).

Letters. Letters to the editor(s), rare in a humanities journal, are usually
treated as a minor. In some scientific journals, however, letters appear as
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a regular, lively feature, often with replies, and may contain equations,
tables, and figures. (In Chicago’s Astrophysical Journal, letters appear so
frequently that they have become a separate publication with a schedule of
its own.)

Copyright lines. In addition to the copyright line that appears on cover 2,
each substantive article or element in the journal normally carries its own
copyright line. This usually appears at the bottom of the first page of the
article, below any footnotes on that page. It contains three basic parts:
(1) information on the current issue, including the name of the journal,
the volume number, the month and year of publication, and the inclusive
page numbers of the article; (2) the actual copyright notice, containing the
copyright symbol, the year, the name of the copyright owner (usually ei-
ther the publisher or the sponsoring society), and the words “all rights re-
served”; and (3) a series of numbers (the Copyright Clearance Center
code) containing the journal’s unique identification number (its ISSN),
the year, the volume and issue numbers, the article number (each article
has its own assigned number, with articles numbered in sequence
through an issue), and the per copy fee for photocopying, payable through
the Copyright Clearance Center (CCC; see below).

The Journal of Modern History 74 (March 2002): 1-27
© 2002 by The University of Chicago. All rights reserved.
0022-2801/2002/7401-0001$10.00

Most but not all journals use the CCC, which provides systems through
which copyright owners can license the reproduction and distribution of
those materials in both print and electronic form. Its relations with equiv-
alent agencies in other countries enable the CCC to collect fees for uses in
those countries. Note that fees apply only to copyrighted material and not
toarticles in the public domain. Since book reviews and book notes are not
usually copyrighted by the publisher, the first page of the relevant section
typically carries a disclaimer stating that permission to reprint a book re-

view (book note, etc.) printed in the section may be obtained only from the
author.

DESIGN AND STYLE

Design. A printed journal’s design—its physical, visual, and editorial fea-
tures—is determined when the journal is founded. At that time, a de-
signer creates a design for the cover and the overall look of a journal and
specifications for all its regular features. Because the designer designs not
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for a specific text but for categories of text—article title, author’s name,
text, heads, subheads, and such—the design of a journal should be simple
and flexible as well as being visually pleasing and easy to read. It is then
the job of the manuscript editor to fit the items for a particular issue into
the overall design. For electronically published journals, see 1.169-91.

Editorial style. A journal’s editorial style (see 2.52) governs such things as
when to use numerals or percent signs, how to treat abbreviations or spe-
cial terms, and how tables are typically organized. Consistency of design
and style contributes to a journal’s identity; readers know what to expect,
and the substantive contribution of each article stands out more sharply
when typographical distractions are at a minimum.

Redesign. A long-running journal may occasionally be redesigned typo-
graphically. More rarely, the editors may introduce minor alterations in
style to accommodate changing needs. Once established, however, a new
design or style must be adhered to as carefully as the one it replaces.

VOLUME AND INDEX

Volume. A volume of a journal usually comprises the issues published in
a calendar year. For a journal published quarterly, a volume has four is-
sues; for one published monthly, twelve issues. Some journals, however,
publish two or more volumes in one year, depending on the frequency and
length of issues. Chicago’s Astrophysical Journal, for example, has pub-
lished as many as eighteen volumes in one year. A library could not bind
a whole year’ issues of a massive journal into a single volume.

Index. At the end of a volume, most journals publish an index to the ar-
ticles and other pieces published in that volume. The index appears in the
volume’s last issue. Names of authors, titles of articles, and titles and au-
thors of books reviewed are indexed. In the sciences, subject indexes are
sometimes included (but see 1.186).

Page numbers. Page numbers in a journal usually start with 1 in the vol-
ume’s first issue and run continuously to the end of the volume. An issue
always begins on a right-hand page (recto) and ends on a left-hand page
(verso); thus the last page of an issue is an even number and the first page
an odd one. If issue 1 ends with page 264, then issue 2 starts on page 265.
It is important to keep track of the ending page number of an issue so as
to determine the first page number of the next issue. For articles that are
published only in electronic form but can be printed as pages formatted to
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look like those in the print journals, a separate page-numbering system is
used (E1, E2, etc.), again running continuously to the end of the volume.

Running heads or running feet. Running heads or feet bear the name of the
journal (either spelled out or in abbreviated form); the author’s surname
or, for more than one author, a shorted version of the author list (such as
“Aldrich et al”); the title of the article, usually shortened, or the name of
the journal section (such as Brief Reports). Arrangement of these pieces
of information on rectos and versos varies among journals. For more on
running heads and for their occasional omission, see 1.93—-94, 1.99.

ELECTRONICALLY PUBLISHED JOURNALS

Definition. Electronically published journals include journals that are pub-
lished in both print and electronic versions and those that are published
in electronic form only (e-journals).

Compared with print. Electronically published journals typically contain all
the material included in print journals except, in some cases, advertising.
Electronic journals may present the material in much the same way as
print journals—as page images (e.g., portable document format [PDF] or
files) that can be printed and that correspond to the pages of the journal’s
print issues—or they may present searchable, full-text versions replete
with internal and external hypertext links, high-resolution images, data
that can be downloaded to the user’s computer for analysis, and other fea-
tures not available in the print edition. Some journals make articles avail-
able in multiple formats, including full-text, PDF, and other versions;
some even release, upon acceptance of an article, an initial “in press” ver-
sion consisting of the author’s accepted but unedited file, perhaps includ-
ing the comments of anonymous peer reviewers (see 1.173).

Articles and issues. Electronic journals are typically not used in the way a
reader might flip through an issue of a printed journal; the electronic for-
mat encourages random access to single articles, without the context of an
issue as a whole. Users can navigate by various means within a journal’s
Web site and can move freely from the journal’s site to other online re-

sources and back again, perhaps never looking at an issue’s table of
contents.

Articles as individual publications. Aside from the richness of full-text elec-
tronic files and multifaceted Web sites, the primary difference between
print and electronic journals has been the increasing tendency to publish
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articles electronically as discrete items that are not associated—at least
initially—with a particular issue of a journal. In many journals, electronic
articles become items in what is essentially a growing database of pub-
lished works. Although print journals serve an important archival func-
tion for libraries, are traditionally used for promotion and tenure deci-
sions, and are considered by many people to be easier to read, in some
fields the association between individual articles and particular print is-
sues of a journal has become almost incidental. This is especially true of
journals that publish articles electronically before publishing them in
print; for such articles, the real date of publication is the date of electronic
publication (which should be included as part of the article’s history), not
the date, month, or season named on the cover of the print journal. Espe-
cially in the sciences, where initial publication online is increasingly com-
mon, many readers may read and in fact cite articles before issues have
been printed or page numbers have even been assigned.

Preprints. Manuscripts are sometimes released before publication: au-
thors themselves may circulate drafts within a research community, or
they may circulate versions submitted to a journal. They may post drafts
on a preprint server—as is standard practice in the physics community—
or on their own Web pages. Some journals post accepted but not yet edited
articles on their Web sites.

Front Matter and Home Pages

Front matter. Most journal home pages include hypertext links to all ma-
terial typically found in the front matter of a printed journal.

Additional resources. Journal home pages may also provide some or all of
the following resources: a fuller description of the journal and its policies;
information about the history of the journal and, if applicable, the spon-
soring society; more extensive information about preparation and sub-
mission of electronic text, tables, math, art, and other files (e.g., anima-
tions or large data sets); links to other home pages (e.g., the publisher’s
home page, the sponsoring society’s home page, other relevant societies’
home pages, and databases or other online resources associated with
the journal or the field); individual and institutional subscription forms;
lists of institutional subscribers; site license agreement and registration
forms; links to tables of contents for all issues of the journal or for those
currently available online; lists of articles scheduled for upcoming issues;
a link to a journal-specific or broader search engine; society meeting ab-
stracts and information about upcoming meetings; society membership
information and application forms; information about special services for
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subscribers (e.g., tables of contents distributed by e-mail before publica-
tion in print}; and e-mail links for questions about manuscript submis-
sion and review, subscriptions, back issues, advertising, copyright and
permissions, books and new media for review; passwords and other tech-
nical issues, and other topics. These resources typically are not associated
with a particular issue of the journal but are simply updated as needed.

Issues as context. There is a potential loss of information that comes with
the uncoupling of articles from issues of a journal. Editors of electronic
journals should seek to preserve the historical context by maintaining, in
connection with each article, information that might affect interpretation
of its contents or its selection for publication. Information such as the
names of the editors and editorial board, any sponsors or advertisers in the
journal, and the information for contributors—as they existed at the time
of the article’s publication—are as relevant as the date of publication in as-
sessing the import of a work.

Copyright Information and Date of Publication

Copyright of individual articles. Journals typically contain copyright infor-
mation for each article. This is especially important for journals that re-
lease articles individually in electronic form well before the print edition,
which contains copyright information for an issue, has been assembled,
printed, and distributed. See also 1.16.

Publication history. For all articles that are published electronically before
they are published in print, the date of electronic publication should ap-
pear as part of the article’s history, in both the print and the electronic ver-
sions. This date is also part of the context for interpretation of the article;
in the sciences, especially, what is known—or at least what has been re-
ported—can change rapidly.

International Standard Serial Number (ISSN). An electronically published
journal should have an ISSN (see 1.29) that is distinct from the ISSN as-
signed to its print version (if there is a print version). Each version of a
journal should provide the ISSN(s) for any other available version(s).

Location and function. In electronic articles, the shortened versions of an
article’s title and author name(s) typically included in a printjournal’s run-
ning heads may be displayed on each screen; their location on the screen
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depends on the browser and on the electronic journal’s design. As is the
case in print journals, this information orients readers.

Text

Printed versus electronic text. The text of an electronically published article
is typically identical to the article’s print version (if there is a print version).
The content and organization are the same. However, the electronic for-
mat allows the document to contain not just standard text but hypertext.

Hypertext. Hypertext is text that contains links—to other elements within
the document (perhaps illustrations, tables, and the reference list, notes,
or bibliography) and often to outside resources such as field-specific in-
dexes or databases. Display of a full-text journal article typically includes
a list of linked items, consisting of an article-specific list (or menu) that al-
lows readers to move directly to other sections or elements of the article
and a standard menu that allows them to move to the issue’s table of con-
tents, to the previous or next article in the issue, to the journal’s home
page, to a search page, or elsewhere. The display may also include thumb-
nail versions of the article’s tables and illustrations (see 1.184-85).

Reference Lists, Notes, and Bibliographies

Links. In full-text electronic articles, text citations of references, notes, or
items in a bibliography are typically linked to the items themselves, al-
lowing readers to move from the text citation to the cited item and back to
the text. Reference lists and bibliographies may also contain links to re-
sources outside the article—for example, to cited articles or to an outside
index or database (see 1.186).

Tables

Electronic versus print. In electronic articles, tables display the same infor-
mation as in the print journal. Tables in electronic articles can be pre-
sented in multiple formats, however, such as an image of the typeset table,
a searchable hypertext version with links, or a machine-readable version
that allows readers to download the data and either repeat the analyses
used in the article or use the data, perhaps in combination with data from
other sources, for their own analyses. Table footnote citations can be
linked to the table footnotes themselves; this is especially useful for navi-
gation in very large tables. Links also allow readers to move freely from
text to tables and back again, as well as from one table to another. Very
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large tables may be published in electronic form only; if there is also a
print version of the article, both versions should make this difference ex-
plicit (see 1.188-90). In some cases it may be more appropriate to present
data as machine-readable data sets rather than rendering them in tradi-
tional two-dimensional tables.

Ilustrations

Electronic versus print. An electronic article may simply display the same il-
lustrations available in the print version of the article. Illustrations may be
displayed in the text as thumbnails, with links that allow readers to move
about as described for tables (1.184). However, the range of types of illus-
trations that can be offered in electronic journals is richer than the range
possible in print. Static images may be offered in various resolutions that
can allow readers to look more closely. Videos and animations, repre-
sented in the print version as still frames, can allow them to view move-
ment and understand processes. [llustrations may include an audio com-
ponent. An electronic article can include more illustrations than would be
practical in print. Color can be used freely, without the costs associated
with color printing, although “accuracy” of color can vary considerably be-
tween display devices.

Indexes

Types of indexes. Some electronic journals, especially in the sciences, have
dispensed with subject indexes; in some fields, journal subject indexes
have been almost completely superseded by large online databases (such
as the National Library of Medicine’s bibliographic database of journal
articles, PubMed) that allow readers to search an entire field of indexed
journals, perhaps using terms from a standard list of keywords, rather
than searching individually at each journal’s or each journal publisher’s
Web site. In some fields, more readers may reach an article by this means
than by subscribing to the journal. If they lack such capabilities, however,
journals should continue to publish a subject index regularly. For journals
that publish a traditional subject index electronically, the index can be
offered simply as a rendition of the printed index or as hypertext.

Publication Policy

Corrections. Chicago considers the electronic version of its journal articles
to be the version of record; the print version, which should contain all ele-
ments that are essential to the article, may nevertheless include only a
subset of the material available electronically. Because the electronic ver-
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sion as it existed on the date of electronic publication is the version of
record, it is extremely important not to make tacit changes to the elec-
tronic file. Despite the ease with which electronic documents can be coi-
rected and updated, errors should be corrected by means of errata, as the
journal normally would correct errors; online, errata and articles in need
of correction can be linked electronically. Note that release of electronic ar-
ticles before they are published in print means that errors rnay turn up
well before the print issue has been assembled; consequently, an issuc
may include an erratum that concerns an article in the same issue. in this
case, the erratum should state that the article is in the current issue and
should specify the date of electronic publication.

Differences between Print and Electronic Versions

Making differences explicit. Chicago recommends thar ali differences be-
tween the print and electronic versions of an article be noted in both. The
print version should specify any electronic-only features, and the elec-
tronic version should state how the print version differs.

Electronic-only articles. Some journals designate certain articles for publi-
cation in electronic form only. These may be articles that merit publication
in the journal but have been assigned a lower priority than arucles to be
published in both print and electronic form, or they may be articles with
substantial electronic-only features whose absence would render print
versions much less useful. Any articles published as part of an issue but
only in electronic form should be listed in the print edition of the journal.

Electronic-only features. Although a printed article should include all ele-
ments that are essential to understanding, interpreting, and document-
ing the text, many journals publish special materials elecironically that
are not available in the print version. These features may include very
large tables, supplemental reading lists, animations, audio coraponents,
or color versions of figures published in black and white in the printed
journal. Differences between versions must be noted in all other versions
(see 1.188).

Identification of Digital Material

Unique identifiers. All electronic publications must be citable. Chicago’s
electronic journals publish articles that are associated with page ranges,
either print pages or e-pages (which are assigned numbers that begin with
the prefix E or, less desirably, ¢). Articles themselves also have numbeis
that can be found in the Copyright Clearance Center code (tor journals
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Introduction

Overview. The first part of this chapter (2.3-46) is addressed primarily to
authors, conceived broadly to include compilers, translators, volume edi-
tors, editors of journals, and contributors to journals or books. It deals
with what most publishers expect in the physical preparation of manu-
scripts. Although many of the guidelines apply to all forms of publica-
tion, most pertain primarily to printed books. Authors preparing works
for electronic publication should consult their publishers for additional
instructions. Those writing for scholarly journals or other periodicals
should consult the specific publication’s instructions for authors. The sec-
ond part of the chapter (2.47-103) relates primarily to manuscript edi-
tors—often called copyeditors—and explains what they do to manu-
scripts. All the guidelines given may be modified according to the
publisher’s needs and the nature of the publication. For an illustration of
how the stages described in this chapter fit into the overall publishing pro-
cess for books and journals, see appendix B.

Terminology. “Manuscript” is used here to include electronic files, hard
copy (also called printout), cut-and-pasted copy, photocopied material,
and typescript. “Typing” is used interchangeably with “keyboarding” or
“keying” And although most on-screen editing does not technically take
place online, the term “editing online” is used, since it has become stan-
dard within the publishing industry.

The Author’s Responsibilities

Elements to be furnished. Before editing begins, the author should provide
any of the following elements that are to be included in the work:

- Title page

- Dedication

- Epigraph

- Table of contents
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- List of illustrations

- List of tables

- Preface

- Acknowledgments

- Any other front matter

- All text matter, including introduction and part titles
- Notes

- Appendixes

- Glossary

- URLs for all Web sites cited

- Bibliography or reference list

- Any other back matter

- All illustrations and all tables

- llustration captions

- All permissions, in writing, that may be required to reproduce illustra-

tions or previously published material or to cite unpublished data or per-
sonal communications (see chapter 4)

The publisher usually furnishes the half-title page, the copyright page,
and copy for the running heads. The list above, except for most of the front
and back matter, also applies to authors contributing an article to a jour-
nal or a chapter to a book.

PHYSICAL FORM AND NUMBER OF COPIES REQUIRED

Electronic files. After a book manuscript has been accepted for publication,
publishers usually require the electronic files for the work (except for the
index) in its latest version, often in disk form, along with two sets of hard
copy (one may be a photocopy), which must correspond exactly to the elec-
tronic files submitted. Discrepancies can cause major problems, since a
manuscript editor working with the electronic files will frequently refer to
the hard copy. The disk must be labeled with the author’s name, the title of
the work, parts of the work included on the disk if more than one is re-
quired for the whole work, software used, and date when the disk was
made. If files are submitted as e-mail attachments, the relevant informa-
tion should be furnished in the author’s cover letter. The author should re-
tain backup files but must make no further changes to them, since the
files sent to the publisher will be the ones used by the manuscript editor
(see 2.5). Any material (such as certain types of illustrations) that cannot
be included in electronic form must accompany the hard copy, and any ad-
ditional material that cannot be printed out (such as videos, animations,
or large data files) must be noted and described in the cover letter. For all
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such material, the software used, the number of items, their type(s), and
the individual file names must be specified. Check with your publisher or
journal editorial office for additional instructions. The index, which can-
not be completed until page proofs are available, should be furnished in
electronic form as well as hard copy. For preparation of the electronic files,
see 2.10-35. For paper-only manuscripts, see 2.6. For manuscripts con-
sisting largely of previously published material, see 2.7 and 2.41-46. For
journals, the physical form of the manuscript and the number of copies
required are usually specified in the journal’s instructions for authors.

Changes to manuscript. An author who needs to make further changes af-
ter submitting the files must alert the publisher immediately, before edit-
ing has begun. For major changes, the author must submit revised files
and hard copy. Minor changes can be entered later on the edited manu-
script (see 2.74) or redlined printout (see 2.83) that the author will receive
from the editor. For journals, major changes are rarely permitted after an
article has been accepted; schedules do not allow for them. Peer-reviewed
articles that require major changes may also require additional review.

Paper manuscripts, or typescripts. In the absence of electronic files, the au-
thor should provide the publisher with two identical paper copies of the
manuscript; one may be a photocopy. All copy must be vertically double-
spaced. Anything added by hand must be clearly written, in upper- and
lowercase letters, directly above the line or in the margin, never on the back
of the page. Corrections longer than a short phrase must be typed and in-
serted where they belong by cutting the page and taping the pieces to fresh

sheets of paper, using transparent tape that can be written on. See also
2.94.

Previously published material. If previously published material is submitted
in the form of printed pages, a photocopy is also required. See 2.42—43.

Paper. Paper copies should be submitted on good-quality paper that can be
written on and is of standard size—in the United States, 8'/. x 11 inches.
A4 paper (210 x 297 mm) is also acceptable for authors from countries in
which A4 is standard. Print on only one side of the sheet.

Preparing the files: an overview. The following discussion (2.10-35) as-
sumes that, after being edited, the electronic files furnished by an author
will be converted into printed form by the publisher’s typesetter, an in-
house typesetter, or an in-house automated typesetting system. Some of
the discussion also applies to paper-only or electronic-only manuscripts.
All authors should consult their publishers or, if publishing in a journal, study
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the journal’s instructions for authors before preparing final copy; some of the
steps recommended in the foliowing paragraphs may be unnecessary or
unsuitable for certain publications, and some, if difficult for the author to
perform, may better be done by the publisher.

KEYBOARDING: GENERAL INSTRUCTIONS

Some admonitions. Consistency is essential. Keep formatting to a mini-
mum. The publisher wants your keystrokes, not a fancy printout. Never
type lowercase el (l) where the numeral one (1) is intended. Never type
capital oh (O) where zero (0) is intended. In general, use the correct char-
acter if your software allows rather than a makeshift keyboard substi-
tute—for example, if you want the prime symbol, insert the prime sym-
bol from your word processor’s list of symbols rather than using an
apostrophe. If in doubt, consult your publisher.

Software. All files (except for those containing illustrations) should be sub-
mitted in the same software and in the same font. If you have used niore
than one font, or if you have problems converting from one software to an-
other, consult your publisher. Avoid sans serif fonts, since these do not
clearly distinguish between 1,1, and I.

Line spacing and word spacing. For the hard copy, the entire text and, if pos-
sible, all extracts, notes, bibliography, index, and other material should be
vertically double-spaced. A single character space, not two spaces, should
be left after periods at the ends of sentences (both in manuscript and
in final, published form) and after colons. (For colons in bibliographic
forms, see 16.15, 17.169.) No extra character space should be left after the
final punctuation at the end of a paragraph; the hard return should follow
the punctuation immediately. (If you cannot remove all such extra spaces,
the publisher or typesetter will delete them.) No extra vertical space (blank
lines) should be left between paragraphs unless a break must appear in
the printed version (see 1.79).

Justification and margins. Only the left-hand margin should be justified.
Right-hand justification should be turned off, leaving the margin un-
justified (ragged right), so that correct word spacing is preserved. Margins
of at least one inch should appear on all four sides of the hard copy.

Paragraph indention, tabs, and hard returns. Use the tab key (not the space
bar) to indent the first line of a paragraph and the first line of each item in

a vertical list. Never use the tab key to indent runover lines in flush-and-
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hang (or hanging-indention) setting (see 2.29). Use hard returns only
when the following line must appear as a new line in the printed version,
as in a new paragraph, a subhead, or a set-off extract. For extracts, both
prose and verse, see 2.25-26.

Hyphenation. The hyphenation function on your word processor should
be turned off. The only hyphens that should appear in the manuscript
are hard hyphens, that is, hyphens in compound forms; don’t worry if, in
the hard copy, such hyphens happen to fall at the end of a line or the right-
hand margin is extremely ragged. See also 2.99.

Dashes. For an em dash—one that indicates a break in a sentence like
this—either use the em dash character on your word processor or type two
hyphens (leave no space on either side). For the long dash (three-em dash)
in bibliographies, use six unspaced hyphens. (For more on the em dash,
see 6.87-93.)

Italics, underlining, and boldface. Unless your publisher decrees otherwise,

use italics, not underlining, for words that are to be italicized in the’

printed version. (In a redlined version [see 2.88 and fig. 2.2] underlining
may denote editorial changes.) If you have underlined words that are to
appear in italics in the published version, make your intent clear to the
publisher, and be consistent. (Some software uses underlining for italics.)
Likewise, if you intend underlining rather than italics to appear in the
published work, say so in a letter to the publisher or a note to the copy-
editor. (Some file-conversion processes automatically change all under-
lined terms to italics.) Use boldface only for words that must appear thus
in the published version.

Special characters. If your word processor cannot print a particular charac-
ter that you need, devise a code (e.g., er<mac>os for erds) and list it in a let-
ter to the publisher or a note to the editor. Your publisher may be able to
provide a preferred code for the character you want. Consult your pub-
lisher before using a special font (see 2.11).

NAMING THE ELECTRONIC FILES
AND NUMBERING PAGES

How many files? For books, separate electronic files should be created for
the various elements—front matter through table of contents, preface,
chapters, appendixes, and so on—but not, unless the publisher requests
it, for the notes (see 2.27). Chapters or similar divisions are best named
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“ch-01,” “ch-02,” and so forth (or something similar) so that they appear in
correct order if there are more than nine. Ask your publisher about file-
naming preferences. A list of all file names, including any electronic-only
elements, should accompany the manuscript. (In the hard copy the vari-
ous divisions should be arranged in the order specified in the table of con-
tents, which is not necessarily the order of the electronic directory.) Files
for color illustrations may include the word color in their names, especially
if black-and-white prints have also been submitted. For journals, proce-
dures may differ; many journals specify that all elements of an article
manuscript, including tables but excluding other illustrations, should be
stored in a single file.

Front matter. The front-matter pages need not be numbered except for ele-
ments such as a preface that run more than a page, in which case, “pref-1,
pref-2,” or some such designation may be used. The editor will indicate the
appropriate roman numerals for the typesetter (see 2.78).

Numbering by chapter or whole book. Book manuscript pages may be num-
bered by chapter as long as the chapter number or other element also ap-
pears (for example, “intro 1,” “intro. 2”; “chap. two, 17; “chap. two, 2”).
Some publishers prefer that they be numbered consecutively from page 1
through the end of the book, including endnotes and other back matter. In
a paper-only manuscript, pages added after the initial numbering may be
numbered with a or b (for example, 55, 55a, 55b).

Pages of tables or illustrations. For book manuscripts, tables or illustrations
should be on separate pages, not interspersed with lines of text. These
pages should not be numbered consecutively with the manuscript pages
but should be keyed to the chapter or section they belong to. Their ap-
proximate placement should be marked in the text (see 2.30-33). For data
files or illustrations that cannot be printed but will be published in elec-
tronic form, see 2.4. For manuscripts of journal articles, consult the
specific journal instructions for authors.

CHAPTER TITLES AND SUBHEADS

Chapter titles. “Chapter 1,” “Chapter 2,” and so on should appear flush left
above the title. The chapter title, as well as its subtitle if it has one, should
be typed in roman type, starting flush left, and with initial capitals only
(headline style; see 8.167), never in full capitals. A colon should separate
subtitle from title. Only words that are italicized in the text should be ital-
icized in a title or subtitle. A title should never be followed by a period.
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Subheads. A subhead should begin on a line by itself with one or two lines
of space above, usually flush left, and typed with initial capitals only (see
8.167). The levels of subhead, if more than one, must be distinguished by
type style, such as italics versus roman or whatever works best (don’t use
full capitals). Each level of subhead must always be in the same style. If the
publisher prefers, they may be identified by codes—for example, <a> for
the first level, <b> for the second, and so on (see 2.88)—inserted immedi-
ately before the first word of the subhead. The codes will not appear in the
published version. Except for run-in heads (1.74), which are simply ital-
icized and given initial capitals for the first word and proper names only
(sentence style; see 8.166), subheads are never followed by a period.

EXTRACTS

Prose extracts. Prose extracts (also known as block quotations) should be
double-spaced vertically and indented. Use the indent feature on your word
processor. Use the tab key only for indenting paragraphs within a prose
extract, after using the indent feature (the first line of a prose extract should
not have a paragraph indent). Use a hard return only at the end of the ex-
tract or, if there is more than one paragraph within the extract, at the end
of each paragraph. For ellipses, see 11.51-65. See also 11.23-27, 11.43.

Poetry extracts. Poetry extracts should also be double-spaced and indented,
not centered (even if they are to appear centered in the printed version).
Let runover lines wrap normally; do not use the tab key to indent them.
Use a hard return only at the end of each full line of poetry. Only if certain
new lines of a poem are to receive deeper indention than others should
you use the tab key. You must clearly distinguish between runover lines
and indented lines of poetry. If there are either runover or double-
indented lines, or if there is any unusual spacing or indention in your hard
copy, append a photocopy of the original printed poem. For ellipses, see
11.61. The source, if given after the extract, should appear in parentheses
on a separate line, aligned vertically with the beginning of the first line of

the poem. (In the printed version, the source may appear flush right.) See
also 11.28-32.

DOCUMENTATION AND OTHER SCHOLARLY APPARATUS

Notes. Unless your publisher instructs otherwise, you can create notes by
using the footnote or endnote function of your word processor. In the
manuscript they may appear either as footnotes or as chapter endnotes,
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regardless of how they are to appear in the published version. Keeping the
notes embedded rather than placing them in a separate file may facilitate
additions or deletions in the editing stage; check with your publisher. For
note form, see chapter 16. For footnotes to tables, see 2.32.

Glossaries and lists of abbreviations. In typing a glossary or a list of abbrevi-
ations, however these are to appear in the published version, you may, but
need not, use the hanging-indention function of your word processor.
Avoid two-column format. Start each entry on a new line, flush left, capi-
talized only if the term is capitalized in the text. (For an example of a glos-
sary, see the key terms list in appendix A.) Place a period or a colon (or less
desirably an em dash) after the term and begin the definition with a capi-
tal letter, as if it were a new sentence. If the definition runs to a second
line, let it wrap normally; do not indent it. Entries need closing punctua-
tion only if they have interior punctuation; for examples, see key terms in
appendix A. Any term or abbreviation that is repeatedly italicized in the
text (not just on first use) should also be italicized in the glossary or list of
abbreviations. The file should be double-spaced vertically. See also 1.87.

Bibliographies and reference lists. Although a bibliography or reference list
will appear in flush-and-hang (or hanging-indention) style in the published
version (like the bibliography in this manual), you may either use the
hanging-indention function on your word processor or allow each entry
to run over (or wrap) normally. Never use the tab key to indent runovers.
The material should be double-spaced vertically. For capitalization, use of
italics, and other matters of bibliographic style, see chapters 16 and 17.

TABLES AND ILLUSTRATIONS

Text references and callouts. A text reference is addressed to the reader
(“table 5,” or “see fig. 3.2”), is run into the text, and will appear in the pub-
lished version. A calloutis an instruction, which will not appear in the pub-
lished work, telling where a table or an illustration is to appear. In the
manuscript, a callout should be enclosed in angle brackets or some other
delimiter and placed on a separate line following the paragraph in which
the table or illustration is first referred to (“<table 5 here>"; “<fig. 3.2
here>") or, if a later location is preferable, where the table or illustration is
to appear. For a full discussion of table preparation, see chapter 13.

Table numbering and callouts. In book manuscripts, tables, whether ulti-
mately to appear in text or in a separate section, should be grouped in a
separate electronic file. Journals may require authors to group text and
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tables together in a single file; consult the specific journal’s instructions
for authors. If tables are to appear in text, their location must be shown
by a callout (see 2.30). If tables are numbered consecutively throughout
a book, the numbering must be carefully checked, since an error will en-
tail renumbering throughout. Alternatively, use double numeration (see
1.76). The word “Table” and the table number, an arabic numeral, are
typed on a line by themselves. The next line contains the table title, typed
in upper- and lowercase (never in full capitals), sentence style (see 8.166),
and with no final period. A parenthetical explanation such as “(in mil-
lions)” may follow the title, but longer explanations should go in a note. If
tabular material is very brief and simple, little more than a list, it may be
typed at its location in the text without a table number. For details on table
preparation, see chapter 13.

Table notes. Notes to a table must appear immediately below the table body
and must carry their own numbering (preferably letters; see 13.47), keyed
to that table. They must never be numbered along with the notes to the
text. See 13.43-50.

Illustration callouts and captions. Unless grouped in a section separate from
the regular text, illustrations such as graphs and diagrams require both a
text reference and a callout (see 2.30). Photographs and maps—at least in
printed books—do not always need a text reference but do need a callout if
they are to appear in text (see 12.10-16). As with tables, illustrations may
either be numbered consecutively throughout the book or carry double
numbers (see 1.76, 12.12-13). The numbers must be carefully checked in
either case. Illustrations that will be published in electronic form typically
need a text reference that will be linked to the illustration itself; consult
your publisher for instructions. Captions for all illustrations (as distinct
from a list of illustrations following the table of contents; see 1.44-47)
should be furnished in a separate file. For journals, follow the instructions
provided by the journal in question. See also 12.31-51. For a full discussion
of illustrations and how to prepare them for publication, see chapter 12.

Electronically prepared illustrations. Text figures that have been prepared
electronically, such as graphs and diagrams, should be submitted in sep-
arate files, clearly identified. Figures may be numbered consecutively
throughout a book or double-numbered (see 12.12-13). If they are very
simple and can easily be typeset as part of the text, they may need neither
a number nor a caption (but check with your publisher). Working (or tem-
porary) numbers should be assigned for placement. Videos, animations,
and data files submitted in electronic but not print form—along with
color figures for which only black-and-white prints have been prepared—
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must be noted and described in the author’s cover letter (see 2.4). For fus-
ther discussion, see chapter 12.

Photographs, paintings, and the like. Text figures that are to be reproduced
photographically, such as paintings and maps, should be furnished in
whatever form the publisher requests. Glossy prints must be clearly la-
beled, usually on the back of the print or on a self-sticking label, in a man-
ner that does not impair their quality (see 12.17). They may be either
numbered consecutively throughout a book or double-numbeied (sce
12.12-13). Plates grouped in a gallery (see 12.7) are numbered separately
from figures appearing in the text. If numbers are not to appear in the
published version, working numbers should be assigned for identifica-
tion and should accompany the captions (see 12.15). For further discus-
sion, see chapter 12.

CROSS-CHECKING

Checking quotations. All quoted matter should be checked against the orig-
inal source, for both content and citation, before a manuscript is submut-
ted for publication.

Cross-references. Before a manuscript is submitted for publication, all
cross-references, whether to a chapter, a section, an appendix, or even a
sentence of text, should be verified. A chapter number or title may have
been changed, or a passage deleted, after the original reference to it.
Cross-references are best made to chapter or section numbers, which can
be entered at the manuscript stage. For printed works, references to page
numbers are strongly discouraged on grounds of cost and time, since the
correct number can be supplied only when a work is in page proof. Where
absolutely necessary, a page number should be indicated by three bullets
(“see p. eee”). In printed books, a good index should eliminate the need
for most cross-references. In books, journals, or individual articles pub-
lished electronically, online search capabilities may further reduce the
need for cross-references. Requiring readers to perform a search and to
weed out irrelevant results, however, may be less helpful than simply pio-
viding a link. Where links are used, they must be checked online as care-
fully as cross-references in printed works (see 3.43) to ensure that they
lead to the intended material.

Cross-checking the manuscript. All parts of the manuscript must be cross-
checked to avoid discrepancies. The following list includes major items to
check:
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. All titles and subtitles (introduction, parts, chapters, etc.) against table of

contents

- Subheads against table of contents

- Tlustrations against their captions, text references, and callouts
- Illustration captions against list of illustrations

- Tables against their text references and callouts

- Table titles against list of tables

- All cross-references

- In an electronic work, all links

- Notes against their text references

- Notes against bibliography

- Parenthetical text citations against reference list

- Abbreviations against list of abbreviations

- In a multivolume work or a journal issue, authors’ names in table of con-

tents against chapter or article headings and list of contributors

- In an issue of a journal that is paginated consecutively throughout a vol-

ume, the first page against the last page of the previous issue

MULTIAUTHOR BOOKS AND JOURNALS

Volume editor’s responsibilities. The specific responsibilities of the volume
editor, contributors, and publisher must be determined before a multi-
author manuscript is submitted. If there is more than one volume editor,
the responsibilities of each must be spelled out. After ensuring that the
contributors furnish their papers in a uniform style agreed to by all par-
ties, the volume editor is usually responsible for the following:

1. Getting manuscripts, including illustrations, from all contributors in
a form acceptable to the publisher well before the date for submitting
the volume

2. Sending a publishing agreement (provided by the publisher) to each
contributor (see 4.52)

3. Getting written permission from copyright owners to reproduce ma-
terial in copyrighted works published elsewhere, illustrations taken
from another work, and the like (see chapter 4)

4. Editing each contribution for sense and checking references and other
documentation for uniformity of style, then sending edited manu-
scripts to the contributors for their approval before the volume is sub-
mitted to the publisher (an activity distinct from the manuscript edit-
ing that will be done later by the publisher)

5. Editing any discussions to be included in the volume and getting any
necessary approval for such editing
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6. Providing a list of contributors with their affiliations and brief bio-
graphical notes to be included in the volume

7. Providing a title page, table of contents, and any necessary prefatory
material

8. Sending the complete manuscript to the publisher in a form accept-
able for publication (see 2.3-38)

9. Preparing the index

10. Adhering to the publisher’s schedule, ensuring that contributors do

likewise, keeping track of the contributors’ whereabouts at all stages
of publication, and assuming the responsibilities of any contributor
who cannot fulfill them

Most if not all of these responsibilities also apply to journal editors.

Further responsibilities. Depending on the arrangement with the publisher,
the volume editor may also be responsible for the following:

1. Checking the edited manuscript and responding to all queries, or dis-
tributing the edited manuscript to the contributors and checking it af-
ter their review to ensure that all queries have been answered

2. Reading the master proofs or distributing master proofs to the con-
tributors and then checking their corrections

PREPARING A MANUSCRIPT FROM PRINTED MATERIAL

Retyped copy. If a manuscript, or parts of a manuscript, for an anthology or
other work consisting largely of published material is retyped by the com-
piler, the guidelines for preparing the files (2.9-35) should be followed.

Printed copy. If a manuscript is presented in the form of printed pages, the
compiler needs two clean sets of the original pages to make one copy of the
manuscript, since sheets with printing on both sides are unacceptable for
editing and typesetting. Each original page should be pasted or taped to an
82 x 11 inch sheet of paper. If two clean copies of the original pages are
unavailable, clear photocopies are acceptable, provided all words at both
ends of the lines are clear and the paper can be written on with pencil.

Notes. If footnotes on the original pages are to remain substantially un-
changed and to appear as footnotes in the new version, they may be left at
the foot of the pasted-up pages. If a compiler’s or volume editor’s notes are
intermingled with the original notes (see 16.28, 16.65) or if the notes ap-
peared at the end of the book in the original, all the notes should be pasted
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or typed on new sheets in the order in which they are to appear. If foot-
notes in the original are to appear as endnotes, they should be cut from the
foot of the page and pasted on new sheets.

Illustrations. Photocopies of illustrations are not acceptable for reproduc-
tion. The compiler should procure glossy prints (see 2.35). If these are un-
available, the publisher may be able to reproduce an illustration from the
original publication. For journals, consult the journal’s instructions.

Source notes. Each selection of previously published material should be ac-
companied by either a headnote (a brief introduction preceding the selec-
tion) or, more commonly, an unnumbered footnote on the first page of
text, giving the source (see 16.68), the name of the copyright owner if the
selection is in copyright (see chapter 4, esp. 4.2-6), and the original title if
it has been changed. If a selection has previously appeared in various
places and different versions, the source note need not give the entire pub-
lishing history but must state which version is being reprinted. Obtaining
permissions is time consuming; compilers should seek expert help with
permissions long before submitting a manuscript. See 4.67-73, 4.98.

Permissible changes to published material. The following changes to pub-
lished material may be made without editorial comment: notes may be
renumbered; cross-references to parts of the original work that are no
longer relevant may be deleted; obvious typographical errors and inadver-
tent grammatical slips may be corrected. See 11.8. If changes are made in
spelling, capitalization, or footnote style, the compiler should note such
changes in the preface or elsewhere. For deletions indicated by ellipsis
points, see 11.51-65. Unless there is ample space to insert corrections
above the printed lines, any corrections should be written in the margins,
as if in proofs (see 3.20-21).

The Manuscript Editor’s Responsibilities
PRINCIPLES OF MANUSCRIPT EDITING

Overview and terminology. The following paragraphs deal generally with
what manuscript editing is and with the things manuscript editors do. For
details on how they do it physically, see 2.81-91 (for editing electronic
files) and 2.92-103 (for editing on paper). “Editor” is used here to refer to

the manuscript editor (or copyeditor); “publisher” refers to the publishing
house and its policies.
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Manuscript editing as opposed to developmental editing. Manuscript editing,
also called copyediting or line editing, requires attention to every word in
a manuscript, a thorough knowledge of the style to be followed (see 2.52),
and the ability to make quick, logical, and defensible decisions. It is un-
dertaken only when a manuscript has been accepted for publication. It
may include both mechanical editing (see 2.51) and substantive editing
(see 2.55). It is distinct from developmental editing (not discussed in this
manual), which addresses more radically the content of a work, the way
material should be presented, the need for more or less documentation
and how it should be handled, and so on. Since editing of this kind may
involve total rewriting or reorganization of a work, it should be done—if
needed—before manuscript editing begins.

Estimating time. The amount of editing a manuscript needs depends not
only on how it has been prepared but also on the audience for which the
work is intended and the publication schedule. Estimating how long the
editing will take, which requires looking at all parts of a manuscript and,
often, editing a small sample, can be based on page count or on total num-
ber of words; in either case the editor should take into account any com-
plexities in the text, documentation, or illustrations as well as the medium
in which the editing will be done—on paper or in an electronic file. The
nature of the material, along with the capabilities of the software and the
editor’s own skills, will influence the choice of medium. Editing online,
which often involves certain typesetting functions such as coding or tag-
ging, may take longer than editing by hand, but production time may be
shortened. Also pertinent is information about the author’s availability,
amenability to being edited, propensity to revise, and so forth. As a very
rough estimate, a 100,000-word book manuscript, edited online by an ex-
perienced editor, may take seventy-five to one hundred hours of work be-
fore being sent to the author, plus ten to twenty additional hours after the
author’s review. (If an author has made substantial changes to the edited
manuscript, as much as a week’s additional work may be needed.)

Stages of editing. Editors usually go through a manuscript three times—
once to do the initial editing, easily the longest stage; a second time to re-
view, refine, and sometimes correct the editing; and a third time after the
author’s review (see 2.75). Careful editors begin the initial editing stage by
looking through the entire document to assess the nature and scope of the
work that will be required, to identify any matters that should be clarified
with the author before editing begins, and to reduce the number of sur-
prises that could cause delays if discovered later in the process. Most edit
each element in a work (text, notes, tables, bibliography, etc.) separately to
help attain consistency; others edit the apparatus, or a part of it, along with
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the text. Whatever the procedure, all elements must be compared to en-
sure that the notes match their text references, the tables correspond to
any discussion of them in the text, and so on.

Mechanical editing. Copyediting involves two processes. The first, being
concerned with the mechanics of written communication, is known as
mechanical editing. It refers to consistency in capitalization, spelling, hy-
phenation, table format, use of abbreviations, and so forth; correctness of
punctuation, including ellipsis points, parentheses, and quotation marks;
the way numbers are treated; consistency between text, tables, and illus-
trations; citation format; and other matters of style in the sense described
in 2.52. Mechanical editing also includes attention to grammar, syntax,
and usage at the most basic level. Such editing may include either prepar-
ing an electronic file according to the requirements of the production pro-
cess and the medium in which the work will be published or, if the edit-
ing is done by hand, marking up the hard copy for a typesetter. For the
second process, substantive editing, see 2.55-56.

Style. As generally used in this manual, style refers to the mechanics dis-
cussed in 2.51 and expanded upon in chapters 6-18. Journal editors fol-
low the established style of the periodical they are editing for, and they
may often consult additional style resources specific to the subject area,
including specialized style manuals as well as other periodicals, either in
print or online. Book editors may follow the house style of the publisher
or of a particular discipline—sometimes with agreed-on variations. If a
book is part of a series or a multivolume work, it should conform to the
style set by earlier volumes. For a multiauthor work, whose chapters may
have been prepared in different styles (despite the publisher’s pleas to the
contrary), the editor will have to impose an agreed-on style on maverick
chapters. The style of any work, as well as occasional deviations from it,
must be determined by author, editor, and publisher before editing be-
gins. For style in the sense of verbal expression, see 2.55-56 and chapter
5; for styles in lieu of typographic coding, see 2.90.

Reference works. A good dictionary is essential. Chicago recommends
Webster’s Third New International Dictionary and the latest edition of its
desk version, Merriam-Webster’s Collegiate Dictionary (see bibliog. 3.1). Ed-
itors also need printed reference works or access to online sources that
furnish reliable spellings and identifications of persons, places, histori-
cal events, technical terminology, and the like. Unfamiliar terms or little-
known persons should be defined or identified on their first appearance
unless a work is addressed to a specialized readership. The first name is
normally given the first time a person is mentioned, though it may be in-
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appropriate if the persow is well known by last name alone. For some ba-
sic reference works, see section 4 of the bibliography.

Style sheet. To ensure consistency, for each manuscript the editor must keep
an alphabetical list of words or terms to be capitalized, italicized, hyphen-
ated, spelled, or otherwise treated in any way unique to the manuscript.
Changes that are made simply for consistency with the house style beiiig
followed need not be noted on the style sheet. It is enough to say, for ex-
ample, “In all other respects, Chicago style is followed” It is useful—in-
deed, essential for a manuscript edited on paper—to add the page or para-
graph number (or other appropriate locator) of the first occurrence of each
item, since an item added from the middle or end of a manuscript may
have escaped attention earlier and will need to be corrected on the editor’s
second pass (see 2.50). Editing online greatly simplifies this aspect of an
editor’s work. When the editor makes a new decision and notes it on the
style sheet, every instance of the item affected by the decision can be found
by an electronic search and changed as needed. (Beware of making giobal
changes that might affect material that should not be altered, such as
quoted material or entries in a bibliography.) Special punctuation, unusual
diacritics, and other items should also be noted on the style sheet. Not only
the editor but also the author and the typesetter may need to refer to the
style sheet at various stages of editing and production. See figure 2.1.

Substantive editing. Substantive editing deals with the organization and
presentation of existing content. It involves rephrasing for smoothness
or to eliminate ambiguity, reorganizing or tightening, reducing or simp-
lifying documentation, recasting tables, and other remedial activities. (it
should not be confused with developmental editing, a more drastic pro-
cess; see 2.48.) In general, no substantive work should be undertaken
without agreement between publisher and editor, especially for book-
length works; if major substantive work is needed, the author should be
consulted and perhaps invited to approve a sample before the editing
proceeds, to avoid delays later. Journal editors, however, working on rigid
schedules, may need to do substantive editing without prior consultation
with authors if problems of organization, presentation, and verbal expres-
sion have not been addressed at earlier stages.

Discretion in substantive editing. A light editorial hand is nearly always
more effective than a heavy one. An experienced copyeditor will recogitize
and not tamper with unusual figures of speech or idiomatic usage and will
know when to make an editorial change and when simply to suggest it,
whether to delete a repetition or an unnecessary recapitulation or simply to
point it out to the author, and how to suggest tactfully that an expression
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action plans Parliament

antiracist pro-immigrant
pro-multicultural

child welfare workers Progress Party

co-citizen

Conservative Party (Norwegian) situation analysis

Convention on Human Rights Somali, Somalis

Students’ Antiracist Movement
first person singular
ghetto-like Third World
government
Ungdom mot vold (rom)
jinns (plur. of jinn)
King and Queen (per author’s request) Western Europe

Labor Party (Norwegian) Youth Against Violence (Ungdom mot vold)
Labor government

minister of child and family affairs Mechanical matters

Ministry of Child and Family Affairs (1995:47-48) colon betw. year and pp.
Ellipses: three-dot method, not three-plus-four

north (of Norway) Quoted newspaper headlines: sentence style

northerners “emphasis mine”

Norwegian Pakistanis

non-word

Fig. 2.1. Manuscript editor’s style sheet. When prepared for a hand-marked manuscript, the style sheet
usually indicates the page number for the first appearance of each item. With online editing and the
consequent ease of searching, this may be unnecessary, though another appropriate locator (section,
paragraph, sentence number) may be helpful, depending on the program’s search capabilities.

may be inappropriate. An author’s own style should be respected, whether
flamboyant or pedestrian. Although fact checking is not usually expected
of a manuscript editor (at least in most university presses), obvious errors,
including errors in mathematical calculations, should always be pointed
out, and questionable proper names, bibliographic references, and the
like should be verified or queried. All manuscript editors should know
whether the publishers or journals they work for have strict policies on
terms relating to race or ethnicity, sex, age, and other areas of potential
bias or whether individual discretion is allowed (see 5.203—6). For com-
municating with the author and querying, see 2.69-75, 2.84, 2.94.

Editing part titles and chapter or article titles. The editor of a book manu-

script should ensure that part and chapter titles, and their subtitles if any,
are consistent with the text in spelling, hyphenation, and italics. Part and
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chapter titles must be checked against the table of contents, and any dis-
crepancy must be queried. Unless the typographic style is already known
(as in a journal or series), all titles should be in headline style (see 8.167).
All should be coded for the typesetter (if the manuscript is to be typeset
traditionally). Chicago, for example, often uses the following codes, en-
closed in angle brackets (see 2.89): <pn> (part number), <pt> (part title),
<pst> (part subtitle), <cn> (chapter number), <ct> (chapter title), <cst>
(chapter subtitle). Other publishers may prescribe different codes for such
purposes. See also 2.91, 2.102.

Editing subheads. Subheads should be checked for uniformity of style and
for pertinence (see 1.71-79) as well as for consistency with the text in
spelling, hyphenation, and italics. If there is more than one level of sub-
head, is the hierarchy logical? If there are more than three levels, can the
lowest be eliminated? The typographic form of a subhead in the manu-
script does not always reflect its intended level. If subheads are to appear
in the table of contents, they must be cross-checked for consistency. Un-
less the typographic style is already known (as in a journal or series), sub-
heads should normally be in headline style (see 8.167); subtitles should be
separated by a colon. But if an author has consistently used sentence style
(see 8.166) for subheads, that style should not be altered without consul-
tation with the author and publisher, since it may be more appropriate in
the particular work. Where subheads consist of full sentences, sentence
capitalization is preferable. Subheads are typically coded for the typeset-
ter: for example, <a> (first-level subhead), <b> (second-level subhead). For
details on coding, see 2.88-89. If the editing is done on paper, the first
level should be marked by a circled A, the second by a circled B, and so on.

Cross-references. All references to tables, figures, appendixes, bibliogra-
phies, or other parts of a work should be checked by the editor. If the au-
thor, for example, mentions a statistic for 2001 and refers readers to table
4, which gives statistics only through 2000, the editor must point out the
discrepancy. Place-names on a map that illustrate the text must be spelled
as in the text. Cross-references to specific pages should be minimized or
eliminated (see 2.37). Some authors need to be discouraged from com-
menting too frequently on the structure of their work (“This is what I did
earlier, this is what I am doing now, and this is what I will do later”); chap-
ter titles, subheads, the table of contents, and the index should provide
sufficient signposts.

Quotations and previously published material. Aside from adjusting quo-
tation marks and ellipsis points to conform to house style (see 11.8-10),
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the editor must do nothing to quoted material unless the author is trans-
lating it from another language, in which case it may be lightly edited.
Misspelled words and apparent transcription errors should be queried.
An author who appears to have been careless in transcribing should be
asked to check all quotations for accuracy, including punctuation. The ed-
itor should ensure that sources are given for all quoted material, whether
following the quotation or in a note. In editing previously published ma-
terial, especially if it has been abridged, the editor should read for sense to
ensure that nothing is out of order or has inadvertently been omitted. Dis-
crepancies should be queried. If the previously published material has
been provided on paper only, any ambiguous end-of-line hyphens should
be marked for the typesetter (see 2.99).

2.61 Editing notes. Each note must be checked against the text to ensure that its
text reference is correct and in the right place and that any terms used in
the note are treated the same way as in the text. When notes are to be
printed as footnotes, the author may be asked to shorten excessively long
ones or absorb them into the text or an appendix. Lists, tables, and figures
should be placed not in footnotes but in the text or in an appendix. Editors
may sometimes request an additional note to accommodate a needed
source or citation. More frequently, in consultation with the author, they
will combine notes or delete unneeded ones. See 16.36—39. When notes
are added, combined, or dropped, it is essential that note numbers be ad-
justed both in text and in the notes themselves. When editing online, |
keeping the notes embedded during editing prevents disasters. An editor |
working on paper must take special care in renumbering notes. \
|

2.62 Editing note citations. If notes contain citations, these must be carefully ‘
checked for style (but see 2.63). Further, every subsequent reference to a
work previously cited must be given in the same form as the first reference
or in the same shortened form (see 16.41-48). In a work containing a bib-
liography as well as notes, each citation in the notes should be checked
against the bibliography and any discrepancy resolved or, if necessary,
queried in both contexts so that the author can easily compare them (see
2.71). A bibliography (as opposed to a reference list; see 2.64) need not
include every work cited in the notes (see 16.74-76) and may properly
include some entries that are not cited.

2.63 Flexibility in citation style. Imposing house style on notes prepared in an-
other style can be immensely time consuming and, if the existing form is
consistent and clear to the reader, is often unnecessary. In journal editing,
however, such flexibility may not be feasible, especially for electronic ar- |
ticles in which citations may be linked to an outside database, requiring |
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absolute consistency of format. Before making sweeping changes, the ed-
itor should consult the author or the publisher or both.

Editing bibliographies and reference lists. The editor must ensure that each
entry in a bibliography or reference list conforms to the same style: order
ofitems in each entry, punctuation, and so on (see chapters 16 and 17). Al-
phabetizing should be checked, or dates if the bibliography is in chrono-
logical order. If a reference list is used, the editor will have checked all text
citations against the list while editing the text and will have queried or re-
solved discrepancies (see 2.62, 2.71). Many editors find it helpful to edit
the bibliography or reference list before the text and notes.

Editing tables. The editor should verify that the author has taken the steps
described in 2.3, 2.22, and 2.31-32 and should either complete them or
have the author do so. A manuscript edited on paper with no electronic
files provided may require some cutting and pasting, with callouts written
on the relevant text pages (2.22). For guidelines on editing tables, see
13.68-71. For cross-checking between text and tables, see 2.59.

Checking illustrations and their placement and editing captions. The editor
should verify that the author has taken the steps described in 2.33-35. II-
lustrations are frequently added, dropped, or renumbered during editing,
so it is essential to check all illustrations against their text references and
callouts and against the captions and list of illustrations to be sure that
they match and that the illustrations show what they say they do. Captions
must conform to the style of the text. Source information should be edited
in consultation with the publisher. If permissions are outstanding, the
publisher, not the editor, should take up the matter with the author. Any
wording on a diagram or chart should conform to the spelling and capi-
talization used in the caption or the text. (If the wording on the illustration
cannot be changed, it is sometimes acceptable to adjust the spelling in the
caption or text.) For details on preparing illustrations and captions, see
chapter 12. For checking credits, see 12.48.

Preparing front matter for a printed book. The publisher normally provides
copy for the series title (if any) and copyright page. An editor may need to
produce clean copy for the halfttitle, title page, table of contents, and list of
illustrations, carefully checking all against the text and captions. If sub-
heads are to be dropped from the table of contents, the author should be
consulted. For the sequence and form of front matter, see 1.5-57; for
items always or sometimes required on the copyright page, see 1.14-35.
Some or all of these elements may also be required for electronic books;
consult your publisher. For printed books, the editor should indicate the
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pages where particular elements are to begin (e.g., “dedication, p. v”) and
which pages are to remain blank (e.g., “page ii blank”).

Editing indexes. When the index arrives, it should be edited and typeset im-
mediately, since the rest of the book or journal is now in page proof. For
preparing an index, see chapter 18; for editing an index, see 18.135-37. An
index should begin on a right-hand page (see 1.91).

COMMUNICATING WITH THE AUTHOR

Early contact. A book editor should, if possible, get in touch with an author
at the time editing begins, to establish good relations, ask any necessary
questions, and thereby avoid nasty surprises. If imposing house style in-
volves a global change such as lowercasing a term the author has capital-
ized throughout, the author should be alerted early. Journal editors too, to
expedite production, sometimes notify authors of global changes early in
the game. Most authors are content to submit to a house style; those who
are not may be willing to compromise. Unless usage is determined by
journal or series style, the author’s wishes should be respected. For a
manuscript that requires extensive changes, it may be wise, if the sched-
ule allows, to send a sample of the editing for the author’s approval before
proceeding (see 2.55).

When to query. If the editor has merely tried to bring mechanical consis-
tency to a manuscript, there is no need to query the author. Nor is there
any need to explain the correction of solecisms unless the author chal-
lenges the correction when reviewing the editing. Queries should be brief
and, wherever possible, answerable by yes or no. Or they may be more
specific: “Do you mean X or Y?” A query must never sound pedantic, con-
descending, or indignant. Specialized terms, whether editorial, typo-
graphic, or grammatical, should be avoided unless familiar to the author.
Queries to the author need be prefaced by “au:” only if the editor is in-
cluding notes to others, for example, the typesetter. Some journals, work-
ing on tight deadlines, use a standard memorandum to inform the author
that the manuscript has been edited for clarity, consistency, grammar,
journal style, and so forth and that routine changes have not been queried;
in addition, the author will receive a list of specific queries. Book editors
sometimes do likewise; see also 2.73.

What to query. Any discrepancies should be queried (or corrected if obvi-
ow.us):‘ for example, “George Jessell OK? See John Jessell, chap. 2, par. be-
ginning “War seemed certain’; “Repetition intentional? See chap. 3, par.
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beginning ‘Later that year””; “Where do closing quote marks belong?” If
the editor feels confident in deleting a repetition or correcting a discrep-
ancy or minor error, a simple “OK?” is enough. For bibliographic discrep-
ancies, see 2.61-64. Name spellings that look wrong (“Pricilla,” “Napo-
lean”) are not necessarily typos and should be queried. Foreign-language
words, including proper names, should be queried unless easily verified.

How to mark queries. For the mechanics of typing or marking queries on
a manuscript, see 2.84 (for editors working online) and 2.94 (for those
working on paper).

The cover letter. The letter sent to the author with the edited manuscript, or
sometimes separately, should include some or all of the following items
(unless already communicated):

1. What the editing has involved: adjustment of spelling to conform to
house style; occasional rephrasing for clarity or to eliminate inadver-
tent repetition, and so forth

2. Whether and how the editing has been shown—as a redlined printout
(see 2.83) or a hand-marked manuscript—and what the markings and
codes mean

3. How the author should respond to queries, veto any unwanted edit-
ing, and make any further adjustments on the printout or manuscript
(see 2.5, 2.85, 2.103)

4. A warning that the author should now make any last-minute changes,
additions, or deletions; check quoted matter and citations if necessary;
and carefully review the editing, since even editors are fallible and any
errors missed in editing and not caught until proofs may be deemed
“author’s alterations” and charged to the author (see 3.15)

5. The deadline for return of the edited copy

6. An approximate date when the author may expect to receive proofs
and the kind of proofs to expect (galleys or, more likely, page proofs;
see 3.1, 3.16)

7. A brief discussion about the index, if any—whether the author is
to prepare it, whether instructions are needed (see chapter 18), or
whether a freelance indexer is to be engaged at the author’s expense

8. A request for confirmation of the author’s mailing and e-mail ad-
dresses and telephone and fax numbers throughout the publishing
process

Sending the edited manuscript to the author. If edited online, a book manu-

script is usually sent to the author in the form of a redlined printout (see
2.83), which the author reads, marks as necessary, and returns to the edi-
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tor. Journal articles may be either made available to authors as PDF files
or sent to them as typeset proofs, redlined printouts, or hand-marked
manuscripts. A hand-marked manuscript is a one-of-a-kind document; if
it is lost, the manuscript must be reedited. To avert such a disaster, it
should be photocopied before it is mailed or sent by some traceable
means—preferably both.

Checking the author’s final changes. When the manuscript comes back from
the author, the editor goes through once again to see what the author has
done, check that all queries have been answered, and edit any new mate-
rial. Except for style adjustments, the author’s version should prevail; if
that version is unacceptable for any reason, a compromise should be
sought. The editor then updates the electronic files, marks the typeset
proofs (if journal articles have been sent in that form; see 2.74), or, if a
manuscript is to be typeset from paper, clarifies or retypes the new mate-
rial and crosses out the queries.

PUTTING A MANUSCRIPT INTO PRODUCTION

Type specifications and coding. When a book manuscript goes to the type-
setter, it should be accompanied by a designer’s layout (formally referred
to as “composition and page layout specifications”; see fig. A.14 for an ex-
ample), which specifies the typeface and type size for the various elements
in the manuscript—text, extracts, subheads, and so forth—and the
amount of vertical space required at chapter openings, between text and
footnotes, and elsewhere. These specifications (“specs”) are keyed to the
generic codes (see 2.89), styles (see 2.90), or tags (see 2.91) used in the
manuscript. The typesetter will then convert the codes, styles, or tags into
type codes. Occasionally a manuscript editor will need to do a little more
than coding. For example, if the layout calls for the first few words of each
chapter to be setin caps and small caps (e.g., WHAT IN SHAKESPEARE MAY
APPALL Us), the editor should mark precisely which words should be so

treated. Journal manuscripts are usually typeset according to the journal’s
typesetting specifications.

Type specifications and hand markup. In the rare event that no designer’s
layout or list of specifications is available—for example, in an informally
published brochure—the editor should mark up the hard copy with ap-
propriate type specifications at the first occurrence of the element they ap-
ply to. For example, in the margin next to the first block of regular text,
“text: 10/12 Times Roman x 26” (meaning 10-point type with 12-point
leading, each line 26 picas long); and next to the first extract, “extract: 9/11
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Times Roman; indent 2 pi from left” As long as all extracts have been
coded “ext,” all first-level subheads “A,” and so forth, markup can be kept
to a minimum. For more on hand markup, see 2.92-103.

Ensuring correct pagination. However the manuscript is paginated, the ed-
itor should make clear to the typesetter where roman page numbers end
and arabic numbers begin. It is important to mark on the manuscript
what page will constitute arabic 1 of the printed version, whether or not
the number will actually appear (whether the folio is to be “expressed” or
“blind”; see 1.59). If there is a part title and the first chapter begins on page
3, “arabic p. 3” should be specified at the chapter opening. The editor
should specify whether subsequent elements are to begin on a recto or, if
the design calls for a double-page spread, on a verso. To avoid expensive
repagination in proof, the editor should check that all elements—in the
front matter, the text, and the back matter—are in their correct order and
that the order is reflected in the table of contents. For journals, see 1.147.

Running heads. The editor provides copy from which running heads (or
feet) will be set (see 1.93—99). The copy must clearly indicate which heads
are to appear on versos and which on rectos. For a book, running heads
must be included for any material that will occupy more than one printed
page; journals may require running heads for all copy, regardless of length.
To fit on a single line, usually containing the page number as well, a chap-
ter or article title may have to be shortened for a running head but must
include the key terms in the title. The author’s approval may be needed; if
possible, the editor should send the running head copy along with the ed-
ited manuscript. In shortened foreign-language titles, no word may be
omitted that governs the case ending of another word in the running head.
Running-head copy normally accompanies the manuscript to the typeset-
ter and should be included with the other electronic files. If the running
heads are to reflect the content of particular pages (rather than chapters or
sections), the copy cannot be prepared until page proofs are available. For
running heads to notes, the page numbers they apply to (Notes to Pages
ese—_soe or XXX—XXX) must be supplied in proof (see 1.86, 1.98).

Information for the typesetter. Information accompanying a book manu-
script to the typesetter, usually prepared by the editor in the form of a
checklist, a memorandum, a transmittal form, or a combination of such
documents, should include at least some of the following:

- Name of author and title of work
- What is included in the package: disk, clean printout (see 2.83), illustra-

tions, etc.
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. How the work is to be typeset: electronically from the publisher’s files or

rekeyed

. The software used in editing the manuscript, the number of files, file

names, and codes or styles used

. The total number of pages in a manuscript to be typeset from paper
. The number of chapters, illustrations, tables, and other matter, and what,

if anything, is still to come

. Which elements are to be included in the front matter, the text, and the

end matter

- Whether the notes are to be footnotes or endnotes
- Whether the illustrations will be interspersed in the text or will appear in

a gallery

- Which elements must start recto
- How many sets of proofs will be needed, and whether galleys as well as

page proof are needed

- Any special characters needed

It may also be useful to include the style sheet (see 2.54) and a list of non-
dictionary words and proper names with preferred word breaks (see 3.7).
Editors are sometimes required to furnish spine copy (see 1.110) and
cover or jacket copy (see 1.112-13).

EDITING ONLINE: SOME MECHANICS

Backup and conversion. Before editing begins, a backup copy must be made
of the author’s files, which must be stored, not altered in any way, and used
only for reference. The files are then converted, if necessary, to the soft-
ware the editor uses. If special characters (e.g., letters in a non-Latin al-
phabet) fail to convert, expert help must be sought (from a typesetter, a li-
brarian, or the author). The publisher may decide to have the manuscript
edited on paper and rekeyed by a typesetter.

Cleanup. Before editing the manuscript, the editor should ensure that the
files represent the author’s latest version (see 2.4-5), check that the author
has followed the steps outlined in 2.4-8, and make any necessary repairs.
Many tasks can be automated and combined in a single electronic tool

set; some publishers make such tools available to authors and freelance
editors.

Redlining, or tracking changes. To enable the author to approve the editing,
the edited files are often printed out in a redlined version (created by
means of “track changes” or a similar feature of text-editing software; see
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fig. 2.2). Depending on the software and printer the editor uses, added or
changed material may appear literally in red (as it does on screen), or
double underlined, or shaded, or in boldface—in any case in a distinct
form. Deleted material usually is struck through. Queries to the author
appear either as footnotes or run into the text (see 2.84). Whether all the
editing, mechanical as well as substantive, is redlined depends on the soft-
ware and on the editor. Editors whose software has a built-in redlining
function will usually keep it turned on as they work; the author thus sees
every change. Those who use keystrokes to produce redlining may prefer
to alert the author to global changes (such as capitalization of a certain
term) the first time each such change is made and to redline only changes
the author must approve individually. Still others may enter changes as if
they were editing their own work and see only the results of their editing
on the screen, not what was there before; the edited files then are com-
pared with the original, unedited files by means of a software program that
prints out a redlined version. Some authors may receive both a redlined
version and a clean printout (a hard copy of the edited manuscript that
does not show the editing), or only a clean printout with queries. If an ele-
ment such as a bibliography has been heavily redlined, the editor may send
a clean printout of that element for the author to approve, as well as the red-
lined printout for reference. If redlining is not used, the editor must let the
author know what has been done to the manuscript (see 2.69, 2.70, 2.73).

Queries to the author. Editors working online can query the author in three
ways; the first is usually the simplest. The editor may use a “comment
mechanism” that creates footnotes distinct from the author’s footnotes
(letters or asterisks rather than numbers if the program permits). Or the
editor may run the query into the text in an easily searchable form (en-
closed in brackets or other delimiters and appearing in boldface or some
font not used elsewhere in the text). A third method, best reserved for
manuscripts that require extensive queries and comments, is to create
a separate file of queries, keyed to the manuscript by some symbol easily
seen by the author. After queries have been responded to, they (and any
text symbols referring to them) must be deleted from the files to be used
for typesetting, lest they appear in proof or (disastrously) in the published
version. See figure 2.2.

Retaining the edited files. In general, the edited electronic files should not
be sent to the author. An author who does review files online must redline
any final adjustments in such way that they are distinct from the editor’s
changes, so that they in turn can be edited before the manuscript is type-
set. Some text-editing software can protect editorial changes from alter-
ation (“read only”).
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The author’s review. Some editors do their second reading on a printout
of the redlined version or, if none is produced, a clean printout of the
manuscript with the editing incorporated. They can then mark additional
changes or, if necessary, stets, in the way they want the author to make
final adjustments—in a bright color, fully legible, in upper- and lower-
case. If the author adds more than a sentence or two, the new material may
be furnished either as a printout or in electronic form with a hard copy, but
the printout or file must contain only the new material; it must never be a
revised form of the chapter or article, which would require a total reedit-
ing. The editor should make this procedure clear to the author when send-
ing the edited manuscript.

What is sent to the typesetter. When the editor has reviewed the files to
ensure that all queries have been answered and has updated the files
accordingly (see 2.75, 2.84), a clean copy of the final version is usually
printed out. This printout accompanies the final files that are sent to the
typesetter and must exactly correspond to them. (Typesetters often read
proof against the clean printout; unless a redlined printout contains all
last-minute adjustments by the publisher, it cannot be relied on as “final”
copy.) The redlined printout with the author’s handwritten emendations,
whether or not it is sent to the typesetter, typically goes to the author with
the proofs (see 3.5).

Generically marking the typographic elements. Depending on how the man-
uscript is to be typeset and what software the editor is using, the various
elements in the manuscript—chapter display, subheads, text, prose ex-
tracts, poetry, notes, captions, and so forth—are marked generically by
coding (see 2.89), by assigning styles (see 2.90), or by inserting tags (see
2.91). See also 2.76. The editor usually does the type marking as part of the
editing. The typesetter or typesetting program then converts the generic
marking to the type specifications given by the journal or book design. It
is essential that editor, publisher, and typesetter confer before this mark-
ing is done.

Coding. Generic codes are often mnemonic in form (see fig. 2.2). They are
usually enclosed in angle brackets or, if angle brackets are used in the text,
in curly brackets or some other delimiters. Publishers differ not only in
what codes they recommend but also in what elements to code. Some re-
quire that every element be coded, including regular text; others regard
regular text as a default but require exit codes at the end of coded ele-
ments. Consistency is essential. The copyeditor may need to invent codes
for unusual elements. Whether a manuscript is typeset in house or by an
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outside supplier, the editor must furnish a list of codes used, with their
definitions; for example:

<cn> chapter number

<ct> chapter title

<a> first-level subhead (A-head)

<b> second-level subhead (B-head)

<ext> »  block quotation (prose extract)

<po> poetry extract

<sc> small caps

<mac> macron on following letter

<n> en dash »

<na> subhead in endnotes section

<![comment]!> instruction to the typesetter

<lhelp!> signal to typesetter to consult hard copy at this
point

Exit codes may be necessary for elements not followed by a hard return,
depending on the publisher’s or typesetter’s requirements. Exit codes may
be made by adding a slash: </cn> for the end of a chapter number, </sc>
for the end of small caps, </list> for the end of a list, and so on.

Assigning styles. In some circumstances, software-generated style tags may
be applied to a manuscript instead of generic codes. Depending on the
typesetting program used, such style tags may even be preferable. Authors
and copyeditors should ask the publisher what kind of style tags to use for
a given manuscript. Each tag has a name and is applied to either the para-
graph level or the character level. A paragraph is defined as any string of
text that follows a hard return and ends with a hard return. Paragraph
styles should be given descriptive names (e.g., “chapter number,” “chap-
ter title,” “first-level subhead,” “body text,” “extract”). Character-level styles
are used primarily to differentiate characters from their neighbors in the
surrounding text (e.g., when an individual word or letter is set in Courier
within an otherwise Times Roman paragraph). Common character attri-
butes such as boldface and italics need not be styled separately. If there are
special characters or text elements that do not lend themselves easily to
styletags, it may be necessary to combine style tags and generic codes with
instructions or messages to the typesetter. A list of styles and any generic
codes should always accompany the manuscript.

Using formal markup languages. Some manuscripts, especially those that
will be published in electronic as well as printed form, may be edited in or
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converted to a formal markup language (e.g., XML or SGML) in which
tags mark the structure of the document. In this type of markup, each ele-
ment, including the document as a whole, is enclosed between an open-
ing tag and a closing tag that identify the type of element and may contain
unique identifiers that create links used in navigating the electronic ver-
sion. Tags are “nested”; for example, the body of the document, enclosed
between an opening and a closing “body” tag, will include all sections and
subsections of the document, with each of those parts also enclosed be-
tween an opening and a closing tag that identify the element and its place
in the hierarchy. Tags for larger elements are typically used to mark what
the elements are rather than how they are to be presented; this practice
streamlines subsequent presentation of the document in various forms.
Smaller portions of text may be marked either according to how they are
to be presented (e.g., in italic type) or according to the intent of the pre-
sentation (e.g., emphasis). If editing takes place after conversion to a for-
mal markup language, the editor’s responsibility is to make sure that the
tags correspond logically to the document’s structure and that the markup
is true to the intent of the tagging scheme. The editor may check each tag
or use a script designed to identify and perhaps correct errors. If markup
errors are not corrected there may be problems in the published versions
of the document (see 3.42—43).

EDITING ON PAPER: SOME MECHANICS

Keeping a clean copy. Before beginning to edit, the editor should make sure
there is a clean copy of the original, unedited version for reference or in
case any reediting is necessary.

Marking the manuscript. Editing a manuscript that is going to be rekeyed
requires a technique distinct from that of proofreading (see chapter 3).
Editing appears not in the margin but above the word or words it pertains
to. An exception may be made only if there is too little space between the
lines (as in a manuscript that contains previously printed material). For

marking queries, see 2.94. For a sample of a correctly marked manuscript,
see figure 2.3.

Queries to the author. In manuscripts edited on paper, queries are best writ-
ten in the margin, especially if the manuscript is to be photocopied. When
the author has responded, they can simply be crossed out. Chicago dis-
courages the use of gummed slips: they cannot be easily photocopied, and
they have to be detached before typesetting (and thus are no longer in
place when the manuscript is sent to the author with the proofs). The third
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method described in 2.84 is also an option in otherwise hand-marked
manuscripts. See figure 2.3.

Circling. Circling has several meanings to the typesetter. (1) Circling a
number or an abbreviation in the text and writing “sp” in the margin means
that the element is to be spelled out; but if a number can be spelled out in
different ways, or if an abbreviation may be unfamiliar to the typesetter,
the editor should write out the form required. (2) Circling a comma or a
colon means that a period is to be set; when a period is inserted by hand,
it should be circled so it will not be missed by the typesetter. (3) Circling a
marginal comment shows that the comment is not to be set in type but is
either an instruction to the typesetter or a query to the author.

Inserting, deleting, and substituting. A regular caret (peak upward /\) should
be carefully distinguished from an inverted caret (V-shaped \/) used to
mark superscripts, apostrophes, and the like. The conventions for delet-
ing and substituting material should also be kept distinct.

Transposing, closing up, and separating. Special attention should be paid to
punctuation when words are transposed or deleted; the new position of
commas, periods, and the like must be clearly shown.

Changing punctuation. Any added or changed punctuation should be
clearly marked for the typesetter—for example, by circling an added pe-
riod, placing a caret over an added comma, or placing an inverted caret
under added quotation marks. If necessary, write (and circle) “colon,” “ex-
clamation point,” or whatever applies, either in the margin or close to the

punctuation change.

Dashes and hyphens. Em dashes, if typed as two hyphens with no space be-
tween or on either side, need not be marked. Two- or three-em dashes,
even if consistently typed, should be marked, as should en dashes, unless
the typesetter is given a global instruction:—for example, “all hyphens be-
tween inclusive numbers are to be set as en dashes” End-of-line hyphens
should be marked to distinguish between soft and hard hyphens. Soft hy-
phens are used merely to break a word at the end of a line; hard hyphens
are “permanent” hyphens (such as that in twenty-first) and must remain
no matter where the hyphenated word or term appears. See also 2.15.

Capitalizing, lowercasing, and marking for italics or boldface. To capitalize a
lowercase letter, triple underline it; to make it a small capital, double un-
derline it. To lowercase a capital letter, run a slanted line through it. To
mark for italics, run a horizontal line under the word(s) to be italicized; for
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<ct>How and-an Editor sesks-Marks an Electronic Manuscript</ct>

iting an electronic manuscript is a-more straightforward preeess-than editing on paper.

One could say it’s a binary process; most markup is a matter of indicating one of two things: delete; or
add. The trick is showing an author what you’ve done te-an-author-and communicating stylistic

instructions to the compositor.

<a>Speeifie-MarksShowing Your Work</a>

An electronic manuscript should first be cleaned up to get rid of extra spaces, errant hard returns, and
superfluous formatting. This may be done “silently.” Subsequent modifications can be communicated
using the features built into most word-processing programs. Deleted text is most often struck
through-tke-this; added text, underlined or double underlined. Oftens a vertical line will appear in the
margin next o a line that has been altered. Some programs have been designed to slash through
udvddtéd deleted text or to highlight additions or other changes. Make sure your presentation is
legible (a hyphen, for example, cannot be struck through with a midlevel horizontal line; strke-out
strike out the whole compound instead and replace it with the corrected text). Choose a method that is
easy to clean up. An editor should be able to remove redlining in just a few steps, certain that words
will not be “gluedtogether” or inadvertently deleted. Though the dream of a universal standardization

for electronic text has yet to be achieved, what you see is what you get. SMALL CAPITALS, beldface:

boldface, italics—even em dashes and en dashes (e.g., 2003-2010)—not to mention special
characters of an ever-increasing variety, may be communicated by software rather than description or
coding. If you do need to comment, there are a variety of options for inserting “marginal” comments
to authors. Built-in eemment-annotation functions or embedded footnotes,* being easiest to remove

from a manuscript before publication, are often preferred to bracketed comments inserted in the text.

<a>Markup</a>

The other aspect of online editing involves markup, described by a longtime copyeditor as follows:
<ext>Mark the various elements of a manuscript with your word processor’s “style palette,”
defining and assigning discrete names to chapter titles, subheads, prose extracts, and the like,
or defimit such things manually with angle-bracketed codes (e.g., “<ext>" and “</ext>” for an
extract, “<a>" and “‘</a>" for a first-level subhead). Consistent manual markup can always be
converted across software platforms by some form of pattern recognition, and it can also form
the basis for more sophisticated tagging in dedicated markup languages such as XML (for
FBX ble Markup Language”).</ext>

Whatever method you choose, include a list of styles or codes with the edited manuscript.

Mhis is a sample of a footnoted comment or query to an author.

Fig. 2.2. A redlined manuscript page, illustrating some alternative ways to show editing. For example, changed or
added words are underlined, double-underlined, or highlighted; deletions are shown by horizontal strike-through
lines or by slashes. In an actual manuscript, changes would be expressed in a uniform manner, usually determined
by the software used. A manuscript may be almost literally redlined if a color printer is used; substituted words will
appear in red or some other color.
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How an&”Editor marks a Manuscript

[ E¢ITING A MANUSCRIPT, whether in the form of a typescript or

) .S rom
a computer printout, requlreﬁ a |different| method |ehan that used

in correcting proof.‘y A correction or an operational sign ége
inserted in a line of typg\no t in the margin as in proof
otlows each
reading. The operator Leeks—a;—evefy line of the manuscript word
-~
for worq?aadyéo aq}ﬂeditor’s change must be in it/é proper place
~

and clearly written.

Specific Marks

between Fwo words
A caretAshows where additional material is to be inserted. three
lines under a lowercase letter tell the typesetter to make it a
capital,(:)lines mean a small capital (A.D.); one line means
italie’ a wavy line means boldface; and a stroke through a
e ARAAAARS —
?Epltal letter means lowercase. Unwanted underllnaﬂing is, removed
thus. A small circle around a comma indicates a perlodo A
straight line between parts of a closed compound, or between two
words acidentally#un together, will request space between the

M

two words-to be doubly sure, add a spacebark as welk) gwo short

parallel lines mean a hyphen is to be added between two words as

in twosthirds of a welldone fish.
A circle around an(abbrev.) or numeral instructs the

&
&

typesetter to spell it ouq31”bbrev1atlons ambiguous or not likely
to be recognized by a tyqu}etter should be spelled o%t by the
editor (Biol‘%siology or Biological; genl%gender, gengtive, or
genus) as should figures that might be spelled out more than one

way (2500Htwenty~-five hundred or two thousand five);undred). Dots

", Y
under a crossed-out word OL—B&GGG@J‘H\EBH EEEIE (\fet it stana'(.
.. o . e

Hyphens apearing when dashes should be usedggxcept double hyphens
representizg an em dash--should always be marked; otherwise a
hyphen may be used between continuing numbers like 154ﬁa or may
confusingly be used to set off parenthetical matter. Whenever it
is ambiguoust;r likely to confuse the typesettquan end-of-,

line hyphen should be underlined or crossed out so that the typef“
setter will know whether to retain the hyphen in the line or close

up the word.

Fig. 2.3. An example of a hand-marked manuscript page.
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boldface, make the horizontal line wavy. There is no need to underline
words that appear in italics in the manuscript as long as the typesetter is
instructed to italicize them. If an author has used both underlining and
italics, special instructions are needed (see 2.17). For mathematical copy,
see 14.61-67.

Paragraph indention, flush left or right setting, and vertical spacing. For indi-
cating a paragraph indention, moving material to the left or right, and
marking vertical space, see figure 2.3. In typographic usage the sign #
means space, not number. To indicate a blank line, write “one-line #” and
circle it (see 2.95).

Coding. For the kinds of elements that need coding, and for examples of
codes, see 2.89. Handwritten codes are circled (see 2.95) rather than en-
closed in angle brackets or other delimiters.

Color of pencil or ink. All editorial changes should be made in a color that
will reproduce clearly if the edited manuscript is photocopied or faxed.
The author should be asked to respond to the editing in a color distinct
from that used by the editor. For querying the author, see 2.94.
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Introduction

Definitions. Unless otherwise specified, “proofs” here are first proofs, usu-
ally in page form,; the proofreader is whoever has primary responsibility
for proofreading (often an author); and the typesetter is whoever sets type
based on the publisher’s composition and page layout specifications (see
2.76-77), generates proof, and enters corrections (sometimes an editor or
even an author). Further, although this chapter is addressed largely to
those who proofread on paper, works to be published in a form other than
print on paper must be checked with equal care in that form (see 3.42-43).
For more on page layout and the various stages and kinds of proofs, see
appendix A. For an illustration of how the stages described in this chapter
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fit into the overall publishing process for books and journals, see appen-
dix B.

Who checks proofs. No matter who checks proofs, painstaking reading and
consistent marking remain essential. A record must be kept of when each
stage of proof has been corrected and by whom; the best record is a set of
carefully marked proofs, preferably dated and signed (see figs. 3.1, 3.2).
Proofreading functions may be shared: for example, an author may read
and mark the proof, a manuscript editor may ensure that the author’s cor-
rections are indeed made, and a designer or production assistant may
check type quality and general appearance, both on paper and on screen.

Master proofs. The master proofs are the single set of proofs marked and
returned to the typesetter. If proofs other than the master set are corrected,
all marks should be transferred to the master set. Some publishers send
the master set to the author; others send a duplicate and then transfer the
author’s corrections to the master set. After the typesetter has made the
corrections, the publisher should retain the master set as a record until
the work has been published.

Schedule. Since many people are involved in the production of a journal or
a book, a few days’ delay in returning proof to the publisher or typesetter
can cause a major delay in publication. Some journals allow the author as
little time as forty-eight hours to make corrections. When the time sched-
uled for proofreading appears to conflict with the demands of accuracy, or
ifany other problem arises that might affect the schedule, the proofreader
should immediately confer with the publisher.

What to Look For

Reading against copy. In proofreading parlance, “copy” refers to edited
manuscript. If type has been set from electronic files, proof should be
checked against the version of the <ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>