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Preface

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

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

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

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

It is not within the scope of this manual to offer advice on how to
select atopic, undertake research, and write up the results. That chal-
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lenge is taken up by three master teachers, Wayne C. Booth, Gregory

G. Colomb, and Joseph M. Williams, in their recent book The Craft of
Research (Chicago, 1995), which is intended as a companion to Turabi-

an’s manual. Students may also need to consult a specialized style man-

ual prescribed by their academic department or discipline. Although
many scholarly authors and publishers follow one of the methods of
documentation described here, there is not universal acceptance of ev-
ery detail. Some disciplines follow the citation style of manuals pub-

lished by learned societies or scholarly journals, listed in the bibliogra-

phy at the end of this book.

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



1 Parts of the Paper

Introduction 1.1
Front Matter, or Preliminaries 1.7
Title Page 1.7
Blank Page or Copyright Page 1.8
Dedication 1.9
Epigraph 1.10
Table of Contents 1. 11
List of lllustrations 1.19
List of Tables 1.24
Preface 1.25
Acknowledgments 1.26
List of Abbreviations 1.27
Glossary 1.28
Editoria Method 1.3 1
Abstract 1.32
Text 1.33
Introduction 1.34
Part 1.35
Chapter 1.36
Section and Subsection 1.37
Back Matter, or Reference Matter 1.39
Appendix 1.39
Endnotes 1.46
Bibliography or Reference List 1.47

INTRODUCTION

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

1.2

13

14

15

16

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

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

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

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

Although al pages are counted in the pagination, some of the
preliminaries do not have page numbers typed on them (see
1.7- 1)

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

Front Matter, or Preliminaries/I.9

FRONT MATTER, OR PRELIMINARIES

TiTLE PAGE

17

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

BLaNk PAGE orR COPYRIGHT PAGE

18

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

Copyright @ 19- by Arthur Author
All rights reserved

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

DEDICATION

19

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

To Gerad

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

2



1.10/ Parts of the Paper

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

EPIGRAPH

1.10

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

TABLE oF CONTENTS

111

112

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

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

1.13

114

Front Matter, or Preliminaries/ 1.14

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

First to be listed in the table of contents (see 14.19) are those
elements of the front matter that have page numbers shown

(1.19-32). These may include alist of illustrations, list of tables,

preface, acknowledgments, list of abbreviations, glossary, edi-
torial method, and abstract, usualy in that order. Following
the preliminaries, the various elements of the text are listed.

Chapters are listed under that generic heading, with chapter
numbers aligned at the left and chapter titles aligned on the
first letter. If the chapters are divided into groups, or parts, the
part title and number are centered above the constituent chap-
ters (14.19). The back matter, or reference matter (appendix,

endnotes, and hibliography or reference list; see 1.39-47), is
listed last (14.20) and, like the front matter, starts flush left. A

line space should be left between items in the table of contents;

that is, the items are double-spaced. If an item runs to more than
one line, however, therunover lines are single-spaced.

Subheads, when included, are indented a consistent distance
(three spaces, for example) beyond the beginning of the chap-
ter title. If more than one level of subhead is included, each
level isindented an additional three spaces. Runovers are in-
dented yet another three spaces, and the spaced periods (lead-
ers) running to the page number (see 1.18) begin at the end of
the last runover line. Multiple levels of subheads and a runover
subhead are illustrated in example 14.20. If the subheads are
short, those of the same level may be run in (run together),
with each level, as a block, indented three spaces beyond the
preceding one. Run-in subheads may be separated by semico-
lons, dashes, or periods.
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115

1.16

117

1.18

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

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

Numbers designating parts and chapters should be given as
they appear in the text. Part numbers may be uppercase roman
numerals (PART I, PART 11, etc.) or spelled-out numbers (PART
ONE, PART TWO, €fC.). The generic heading may precede the part
title on the same line, followed by a period (sample 14.19), or
it may be centered above the title and thus need no following
punctuation (sample 14.20). Chapter numbers may be arabic
or uppercase roman numeras or spelled-out numbers. The
word chapter may precede each chapter number, or it may be
given only once as a heading above the column listing al the
chapter numbers (samples 14.19-20).

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

ListorF ILLUSTRATIONS

1.19

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

1.20

121

1.22

1.23

Front Matter, or Preliminaries/I.25

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

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

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

1. Digitalis: a, cross section of stem b,
?argement of a

Do not include the lettered partsin the list of illustrations.

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

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

List oF TABLES

1.24

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

PrREFACE

1.25

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

7



1.26 / Parts of the Paper

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

ACKNOWLEDGMENTS

1.26

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

LisT oF ABBREVIATIONS

127

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

Front Matter, or Preliminaries/I.32

reading it from beginning to end. Even when a paper includes
alist of abbreviations, the spelled-out version should be given
the first time aterm appears, followed by the abbreviation in
parentheses.

GLOSSARY

128

129

1.30

A paper that contains many foreign words or technical terms

and phrases likely to be unfamiliar to the reader should include

alist of these, followed by their trandations or definitions. The
terms should be arranged alphabetically, each typed flush |eft
and followed by a period, a dash, or a colon. The trandation

or definition follows, with its first word capitalized and ending
with a period, unless al definitions consist only of single words
or phrases, in which case no final punctuation should be used.
If adefinition extends to more than one ling, the runover lines
should be indented five spaces from the |eft margin. Double-
space between items, single-space within, as in sample 14.33.

If there is more than one glossary, each should start on a new
page.

A glossary placed in the back matter rather than in the front
matter follows an appendix, if any, and precedes the bibliogra-
phy or reference list.

EpiTORIAL METHOD

131

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

ABSTRACT

132

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

9



1.33/ Parts of the Paper

TEXT
1.33

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

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

INTRODUCTION

134

PART
1.35

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

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

CHAPTER

1.36

10

The body of the paper is divided into chapters, each beginning
on anew page. The generic heading cHAPTER is followed by a
number, which may be either spelled out (in capitals) or given

Text/1.37

asanumera (arabic or uppercase roman). Conventionaly, the
entire heading is centered. Some writers omit the word cHAP-
TER and use only numerals-roman or arabic-in sequence be-
fore the headings of the main divisions. The form of the chap-
ter numbers should be different from that used for part
numbers (e.g., PART I, cHAPTER 4). The title, which describes
the content of the chapter, is also in uppercase, centered below
the generic heading (see samples 14.34 and 14.36).

SECTION AND SUBSECTION

1.37

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

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

Traditional Controversy between Medieval
Church and State

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

Reappearance of Religious Legalism

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

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

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

11
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1.38

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

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

BACK MATTER, OR REFERENCE MATTER

A PPENDIX

1.39

1.40

141

1.42

1.43

12

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

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

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

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

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

144
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Back Matter, or Reference Matter/l1.47

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

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

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

ENDNOTES

1.46

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

BiBLIOGRAPHY OR REFERENCE LIST

147

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

13
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ABBREVIATIONS

2.1

U se oF

2.2

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

PERIODS

Thetrend is strongly away from the use of periods, especially
in uppercase abbreviations. In the examples that follow, the
periods have been left wherever they have traditionaly ap-
peared. Periods may be omitted from many of these examples,
but it iswell to use periods after lowercase abbreviations that

spell words (e.g., in., act., no.). A period and a space are used
after the initials of personal names (e.g., E. F. Bowman). In an
abbreviation with an internal period (e.g., N.Y.,, Ph.D., N. Dak.,

U S.), however, there should be no space after that period.

15



2.3/ Abbreviations and Numbers

SociaL AND PROFESSIONAL TITLES AND SIMILAR TERMS

2.3

2.4

2.5

16

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

M. Ms. MS.
M W Messrs.
Mle Mre Dr.

The abbreviations S, Jr, IIT, and IV (for Senior, Junior, Third,
and Fourth) follow afull name and are not used with the family
name alone. The terms are never spelled out when part of a
name. Though a comma has traditionally preceded Jr and Sr.
(but not 111 and IV), The Chicago Manual of Style how recom-
mends omitting commas in al such cases.

Rev. Qiver C. Jones Jr. spoke to the group.
Do you know Ral ph Smith gr.- s address?

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

LauraS.vells, Ph.D., was on the committee.

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

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

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

B.D., Bachelor of Divinity

B.F.A., Bachelor of Fine Arts

B.S., Bachdlor of Science

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

D.Min., Doctor of Ministry

D.O., Doctor of Osteopathy

D.V.M., Doctor of Veterinary Medicine

Esq., Esquire

2.6

2.7

2.8

Abbreviations/Z.8

F.A.lLA., Fellow of the American Ingtitute of Architects

F.R.S, Fellow of the Royal Society

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

JP., Justice of the Peace

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

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

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

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

M.A., Master of Arts

M.B.A., Master of Business Administration

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

M.F.A., Master of Fine Arts

M.P., Member of Parliament

M.S., Master of Science

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

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

Ph.G., Graduate in Pharmacy

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

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

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

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

Dr. Shapiro brought about a total recovery.

The doctor was an expert in her field.

Spell out acivil, military, professional, or religious title when
it precedes the family name alone;

Senator Proxmire General Patton

But use the appropriate abbreviation before a full name;

Sen. Wlliam F. Proxnire Gen. George S. Patton
Spell out Reverend, Honorable, and Colonel if preceded by the;
otherwise abbreviate to Rev., Hon., or Col. Never use these ti-
tles, either spelled out or abbreviated, with family names alone.
Use them only when the title is followed by the person’s full

name or by Mr., Mrs., Miss, Ms., or Dr. with the family name
alone, as may be appropriate:

Col. Arthur Charles reviewed the procedures.

The cerenony was in honor of the Reverend Martin Luther
King Jr. *s birthday observance.

17



2.9/ Abbreviations and Numbers

29

2.10

Rev. Dr. W/ son gave the address.

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

Never use:

Rev. Bentl ey
Reverend Bentl ey
the Rev. Bentley
the Reverend Bentley

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

St. Thomas Aqui nas SS. Augustine and Benedi ct
But Saint is omitted before the names of apostles, evangdlists,
and church fathers;

Mat t hew Mar k Luke Pet er
Paul August i ne Anbr ose Jerone

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

Etienne Geoffroy Saint-Hlaire
Charles-Canill e saint-Saéns
Miriel St. Care Byrne

Ruth St. Denis

ORGANIZATIONS

2.11

2.12

18

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

AAAS AFL-CIO AMA AT&T FTC HOLC
NAACP NAFTA NBC NFL NI MH NSF
OPEC TVA UN UNESCO VA YMCA

Within the text, company names should be given in their full
form, without including the terms Inc or Ltd. and without
capitalizing the word the, even when it is part of acompany’s
full name:

A G Becker and Conmpany was incorporated in 1894.

The book was published by the University of Chicago
Press.

Abbreviations/Z.14

In notes, bibliographies, parenthetical references, reference
lists, and the like, the following abbreviations may be freely
(but consistently) used:

Bro. Bros. Co. Corp. I'nc. Ltd. &

GEOGRAPHICAL NAMES

2.13

2.14

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

Ala AL | Kans. KS | Ohio OH
Alaska AK | Ky. KY | Okla OK
Amer.Samoa AS | La LA | Oreg.orOre. OR
Ariz. AZ | Maine ME | Pa PA
Ark. AR | Md. MD | PR PR
Calif, CA | Mass. MA | Rl RI
C.Z. cz | Mich. MI | S.C SC
Colo. co | Minn MN | S.Dak. SD
Conn. CT | Miss. MS | Tenn. TN
Del. DE | Mo. MO | Tex. TX
D.C. DC | Mont. MT | Utah uT
Fla FL | Nébr. NE | Vt. VA
Ga GA | Nev. NV | Va VA
Guam GU | N.H. NH | VI. VI
Hawaii HI | N.J NJ | Wash. WA
Idaho ID | NMex. NM | WVa wvV
[l. IL | NY. NY | Wis or Wisc. WiI
Ind. IN | N.C NC | wyo. wY
lowa IA | N.Dak. ND

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

Mount St. Helens has erupted several tines.

From northeast Paris it is less than an hour to Saint-
Coud on the Metro.
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2.15/ Abbreviations and Numbers

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

M EASURE

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

five miles 150 pounds 14.5 meters

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

2.18

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

UNPUBLISHED MANUSCRIPTS

2.19

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

Letter L
Letter signed LS
Autograph letter signed ALS
Typewritten letter TL
Typewritten letter signed TLS
Document D
Document signed DS
Autograph document AD
Autograph document signed ADS
Typewritten document TD
Typewritten document signed TDS
Autograph manuscript AMs
Autograph manuscript signed AMsS
Typewritten manuscript TMs
Typewritten manuscript signed TMsS
Card C

21



2.20/ Abbreviations and Numbers

Autograph card AC
Autograph card signed ACS
Typewritten card TC
Typewritten card signed TCS
Autograph note AN
Autograph note signed ANS

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

BOOKS OF THE BIBLE

2.20

221

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

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

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

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

1 Song of Sol. 2.1-5 RSV

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

Ru3:14 NAB

CLASSICAL REFERENCES

2.22

22

In a paper containing many classical references, both the name
of the author and the title of the work may be abbreviated after
they have been spelled out in full when cited the first time,

Abbreviations/ 2.26

whether in text or notes. Often the names of well-known peri-
odicals and reference tools are aso abbreviated after being
spelled out in the first citation. The most widely accepted stan-
dard for such abbreviations is the comprehensive list in the
front of the Oxford Classical Dictionary.

Thucydi des History of the Peloponnesian War 2.40.2-3
Thud. 2.40.2-3

Honer Odyssey 9.266-71

Horn. Od. 9.266-71

GENERAL SCHOLARLY ABBREVIATIONS

2.23

2.24

2.25

2.26

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

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

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

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

act., active

app., appendix

art., article

b., born

bk., book

c., copyright

ca., circa, about, approximately

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

ch., chapter (in law references)

chap., chapter

col., column

comp., compiler; compiled by

d., died
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2.26/ Abbreviations and Numbers

24

dept., department

div., divison

ed., editor; edition; edited by

e.g., exempli gratia, for example

et a., et alia, and others

etc., et cetera, and so forth

et seq., et sequentes, and the following

fig., figure

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

ibid., ibidem, in the same place

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

i.e., id est, that is

infra, below

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

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

n.d., no date

no., number

n.p., no place; no publisher

n.s., New Series

0.s., old series

p.s page (plural, pp.)

par., paragraph

passim, here and there

pt., part

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

sc., scene

Sec., section

sic, so, thus

supp. or suppl., supplement

supra, above

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

trans., trandator; trandated by

v., verse (plural, w.)

viz., videlicet, namely

vol., volume

Vs, versus, against (v. in law references)

Numbers/2.29

2.27  Inquoting from congtitutions, bylaws, and the like within the
text, the words section and article are spelled out the first time
they are used and abbreviated theresfter, traditionally in up-
percase, and arabic numerals are used:

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

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

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

ForR FURTHER REFERENCE

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

NUMBERS
GENERAL RULE

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

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

There are 514 seniors in the graduating class.

25



2.30/ Abbreviations and Numbers

2.30  Thegenera rule appliesto ordina as well as cardina numbers:

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

Note that the preferred numeral form of the ordinals second
and third adds d alone (24, 3d), not nd and rd (2nd, 3rd).

SERIES

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

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

INITIAL NUMBERS

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

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

or better

O the passengers, 250 escaped injury, 175 sustained
mnor injuries, and 110 required hospitalization.

2.33  To avoid confusion, you may spell out one set of numbersin
an expression that involves two or more series.

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

2.34  Although around number occurring inisolation is spelled out
(see 2.29), severa round numbers close together are expressed
in numerals:

They’' shipped 1,500 books in the first order, 8,000 in
the second, and 100,000 in the third; all together
there were now about 1,000,000 volumes in the
warehouse.

26
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2.35  Very large round numbers are frequently expressed in numerals
and units of millions or billions:
This means that welfare programs will require about
$7.8 million per day, compared with $3.2 million spent
each day at the current rate of inflation.

PERCENTAGES AND DECIMALS

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

Grades of 3.8 and 95% are equivalent.

When fractional and whole numbers are used in the same sen-
tence or paragraph, both should be expressed as numerals (see
also 2.40):

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

In scientific contexts decimal fractions of less than 1.00 begin
with azero if the quantity expressed is capable of equaling or
exceeding 1 .00:

amean of 0.73 the ratio 0.85

NUMERALS, SYMBOLS, AND ABBREVIATIONS

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

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

2.38  The number preceding either percent or % is never spelled out
(except when beginning a sentence):
15 percent 55%
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2.39/ Abbreviations and Numbers

FRACTIONS

2.39

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

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

Cabi nets with 10%/,-by-32t/:-inch Shel ves wvere
install ed.

CURRENCIES

UNITED STATES CURRENCY

2.40

241

28

The general rule (see 2.29) applies in isolated references to
amounts of money in United States currency. If the amount is
spelled out, so are the words dollars and cents; if numerals are
used, the dollar sign (8) precedes them:

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

The report showed $135 collected in fines.

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

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

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

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

The deficit that year was $120.4 billion.

Numbers/2.46

BRITISH CURRENCY

242

OTHER
243

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

two pounds twenty-five pence

f3.50 55 p.

Before decimalization in 197 1, British currency was expressed
in pounds, shillings, and pence:
two shillings and sixpence
£12 17s. 6d.
or
f12.17.6

The term billion should not be used for British sums, since bil-
lion in British terms equals trillion in United States termi-
nology.

CURRENCIES

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

NumBERED PARTsS oF WRITTEN WORKS

2.44

2.45

2.46

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

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

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

29



2.47/ Abbreviations and Numbers

2.47

2.48

30

cede or follow these periods). Note that in biblical references

either acolon or a period is acceptable:

Heb. 13:3

2Kings11.12

ovid Amores 1.7.27

Augustine De civitate Dei 20.2

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

1 Thess. 4:1,5
Gen. 25.19-37
Cicero De officiis 1.33, 140

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

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

Empedocles frag. 115 Diels-Kranz

Hesiod frag. 239.1 Merkebach and West

Empedocles frag 111 D.
Hesiod frag. 220 M.-W.

Numbers/2.53

D ATE AND TIME

DAY, MONTH, AND YEAR

2.49

2.50

2.51

2.52

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

On 28 June 1970 the convocation Pacem in Maribus was
hel d.

If the dternative sequence month-day-year is used, the year is
st off by commas:

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

Note that when the day, month, and year are mentioned asin
the foregoing examples, st, d, or th does not appear after the
day. When the day aone is given, without the month or the
year, or when the number of the day is separated from the
name of the month by one or more words, the preferred style
isto spell out the day:

The sequence of events of 10 June is unclear.

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

The date set was the twenty-ninth.

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

She graduated in December 1985.

In formal writing, references to the year should not be abbrevi-
ated (e.g., ‘95).

CENTURY

2.53

References to particular centuries should be spelled out, in
lowercase. Hyphenate such references only when they serve as
adjectives, asin thefirst and fifth examples below. See also 4.7.

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

DECADE

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

The 1890s saw an enornous increase in the use of
manuf act ured gas.

During the thirties, traffic decreased by 50 percent.

MONTH AND DAY NAMES

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

ERA

2.56  For eradesignations use the abbreviationse.c., A.D., B.CE.,CE.
(“before Christ,” anno Domini, “ before the common era,” “of
the common era’), in capitals. A.D. precedes the year number;
the other designations follow it.

Sol onon's Tenpl e was destroyed by the Babylonians in

586 B.C. Rebuilt in 515 B.C., it was destroyed by the
Romans in A.D. 70.

TIME OF DAY

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

The train was scheduled to arrive at 7:10 A M
The neeting was called for 8:00 P.M

The neeting was called for eight o' clock in the
eveni ng.
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Where the context makes it clear whether morning or evening
is meant, these terms need not be expressed.
The breakfast neeting was set for eight o'clock.
The night operator takes calls from eleven to seven.

Midnight is written as 12:00s.m., noon as 12:00 M. (“me-
ridian™).

NumBERS AND NAMES
MONARCHS AND THE LIKE

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

Charles V Henry VI Elizabeth 11
Napol eon 111 Louis XV John XXI11

FAMILY NAMES

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

Adlai E Stevenson |11

See also 2.4.

GOVERNMENT DESIGNATIONS

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

Ni neteenth Dynasty

Ei ghty-first Congress
107th Congress

Fifth Republic

First Continental Congress
Third Reich

El eventh Ward
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CHURCHES, LODGES, AND UNIONS

2.61

2.62

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

Ei ghteenth Church of Christ, Scientist
Sevent h-Day Adventists

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

Typogr aphi cal Union no. 16

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

STREET ADDRESSES, HIGHWAY S, AND TELEPHONE NUMBERS

2.63

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

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

The neeting took place at 1040 First National Bank
Bui | di ng.

The state will have to repave California 17, Interstate
80, and Route 30 {or U S. 301

ScIeENTIFIC USAGE

2.64

2.65
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Scientific papers call for numbers and numerical units of mea
surement, making numerals, symbols, and abbreviations more
common in scientific writing than in nonscientific writing.
Aside from a few rules set down here, the writer must settle on
the scheme to use-preferably when working on the first
draft-and maintain the same usage throughout the paper.

In mathematical text, the demands for the use of symbols and
abbreviations, particularly in equations, are so complicated
and vary so much from one paper to another that no sugges-
tions can be given here. Students in this field should receive
training in correct usage as part of their study of the science.

Numbers/2.67

Editors of some mathematical periodicals have prepared man-
uals for writers, which give useful suggestions (see the bibliog-
raphy). See also the chapter “Mathematics in Type” in The
Chicago Manual of Style, fourteenth edition. For a brief discus-
sion of equations and formulas in papers prepared on com-
puter systems, see 13.18 in this manual.

CoMMAS WITHIN NUMBERS

2.66

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

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

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

The bibliography is on pages 1012-20.

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

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

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

10,000 B. C.

INcLUSIVE NUMBERS

2.67

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

FirsT NUMBER SecoND NuMBER EXAMPLES
Less than 100 Use dl digits 3-10,7 1-72,
96- 17
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100 or multiple of ~ Use all digits 100-104, 600-613,
100 1100- 123

101 through 109 Use changed part  107-8, 50517,

(in multiples of only, omitting un-  1002-6

100) needed zeros

110 through 199 Use twodigits, or  321-25, 415-532,

(in multiples of more if needed 1536-38, 1496-

100) 504, 14325-28,
11564-78,
13792-803

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

3-10 600-1 3 1002-6 1496-504
71-2 100-23 321-5 14325-8

%- 17 107-8 415-532 11564-78
100-4 505- 7 1536-42 13729-803

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

These cities were discussed on pages 2-14, 45-46, 125-
26, 200-210, 308-9.

He lost everything he owned in the years 1933-36 of the
G eat Depression.

This chapter covers the Napoleonic victories of 1800-
1801.

PLUrRALS oF NUMBERS

2.68

2.69
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Plurals of numbers expressed in numerals are formed by add-
ing s alone (not apostrophe and s):

Many K-70s were being driven on West German roads in
the 1970s.

Pilots of 747s undergo special training.

There was a heavy demand to trade 6%s for the new
8%s.

Plurals of spelled-out numbers are formed like the pluras of
other nouns:

Numbers/Z. 72

There were many nore twelves and fourteens on sale than
thirty-twos, thirty-fours, and thirty-sixes.

Most of the wonen were in their thirties or forties.

NUMBERS IN ENUMERATIONS
ENUMERATIONS IN TEXT

2.70

2.71

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

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

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

Haskin’s |atest theory (2) has several drawbacks: (a)
it is not based on current evidence, (b) it has no
clinical pasis, and (c¢) it has a weak theoretical
groundi ng.

NUMBERS BEGINNING A NEW LINE OR PARAGRAPH

2.72

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

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

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

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

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

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

I. Wars of the nineteenth century
A United States
1. Cvil Wvar, 1861-65
a) Cause
(1) Slavery
(a) Conprom se
i} M ssouri Conpronise

ii) Conpromise of 1850 ...
b) Result

II. Wars of the twentieth century
A United States

1. First Worl d War

Headings should be capitalized sentence style (see 4.9).

3 Spelling and Punctuation

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

SPELLING

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

PLURALS
PROPER NAMES

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

33 Add s to al names except those ending in s, x, or z, or in ch

or sh:
the Andersons the Costellos the Frys
the Bradl eys the Joyces the Pettees

34 Add esto namesending in s, x, or z, or in ch or sh:

the Rosses the Coxes the Marshes
the Jenkinses the Rodriguezes the Finches

CAPITAL LETTERS

35 Form the plurals of most single and multiple capita letters
used as nouns by adding s aone:

The three Rs are taught at the two YMCas.

LETTERS AND ABBREVIATIONS

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

Al the exanples were labeled by letter; the a's were
tested first, the b"s second, and so on.
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The a’s, I's, and g's in the directory were checked by
one group.

or
. ; the as were tested first, the bs second, and
S0 on.
. ; the as were tested first, the bs second, and
S0 on.

The As, Is, and Ss ...
The as, Is, and s8s...

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

The B.a.'s and B.S. ’'s conferred were alnost ten tines
t he nunber of M.A.’s, M.S.’s, and Ph.D.’'s.

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

W used 6 |bs. of pressure.
The patient was 45 yrs. old.

PossEssIVES

3.7
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Form the possessive of a proper name in the singular by adding
an apostrophe and s:

Jones's book Marx's i deol ogy

Stevens's poens Diaz’s revolt
Kinross's farm Finch's candi dacy

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

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

in Jesus' name Mses' | eadership

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

Ari stophanes' plays Xerxes' Victories
Charles Yerkes' ideas R S Surtees' novels
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3.9 For some common nouns as well, euphony dictates adding
only an apostrophe:

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

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

t he Bradleys’ house
the Costellos' ranch

the Rodriguezes' nine
the Finches' yacht

PLURALS AND PossessiVEsS oF COMPOUNDS

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

brothers-in-law commander s-i n-chi ef nen- of - war

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

my brother-in-law s business
the commander-in-chief's dispatches
the man-of-war's |aunching

ComMPoUND WORDS

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

313 Rdationship compounds are either closed, hyphenated, or
open. Compounds with grand are closed; those with great are
hyphenated; and the rest are open:

gr andnot her parent organi zation
gr eat - gr andnot her father figure

42

3.14

3.15

3.16

3.17

3.18

3.19

3.20

Spelling/3.20

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

author-critic artist-inventor
conposer - di rect or architect - pai nter
city-state schol ar - poet

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

information technol ogies pol i cymaker
di ssertation adviser j obhol der

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

dogcat cher bookkeeper bat ht ub

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

presi dent - el ect
but
county clerk elect

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

st ay- at - hone flash in the pan
sti ck-in-the-nud bal | of fire

The numerator and denominator of a spelled-out fractional
number should be separated by a hyphen unless either already
contains a hyphen:
two-thirds one- hal f
but
one thirty-second sixty-five hundredths

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

checkbook t ext book
but

t el ephone book pattern book
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321

3.22

3.23

3.24

3.25

44

The same applies to compounds ending in house:
cl ubhouse greenhouse

but
busi ness house rest house

Spell as separate words adjective forms composed of an adverb
ending in ly plus an adjective or a participle:

hi ghly devel oped species
newy mnted coins

barely breathing bird
easily seen result

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

better-paid job
best-liked teacher
ill-advised step

little-expected aid
wel | -intentioned man
| esser-known evil

but
a very well intentioned man

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

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

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

enoti on- produci ng | anguage

t hought - provoking conmmentary
di ssensi on-arousing speeches
vote-getting tactics
foreign-made products
conputer-formatted copy

Noun forms similarly constructed are generally treated as two
words:

deci sion making
coal mining

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

probl em sol ving
food gathering

3.26

3.27

3.28

3.29

3.30

3.31

Spelling/ 3.31

hydrogen sul fide gas
tartaric acid powder

boric acid solution
sodium chloride crystals

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

all-round | eader
all-inclusive title
it was all-inportant

al | -enconpassing aim
al | -powerful ruler
al | -pervasive evil

Hyphenate phrases used as adjectives before a noun:

matter-of-fact approach
wage-price controls
fringe-benefit denmands

six-to-ten-year-old group
on-the-job training
cat ch-as-catch-can effort

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

fine-grained powder
open-handed person

rosy- cheeked boy

strai ght-sided dish
but

A spot of pink made the boy appear rosy cheeked.

The president of the firm was known to be
extrenely liberal ninded.

Adjective forms ending with the suffix like should be spelled as
one word except when they are formed from proper names,
word combinations, or words ending with 1 or 11:

camplike mousel i ke

nuseun i ke unbrell al i ke
but

barrel-1ike dol | -1ike

C nderella-1ike kit chen-cabinet-1ike

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

forty-odd twenty-five-hundred- odd
175-0dd fifteen-hundred-odd

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

3.33

3.34

46

twelve-mle limt
two-inch nmargin

but

ei ght-space indention
hundred-yard dash

10 percent increase

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

tenfol d mul tifold
but
20-fold
Noun compounds with quasi should be spelled as two words:

quasi pronise quasi honor

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

quasi -rel i gi ous quasi -politica

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

prenupti al subat oni ¢
post operative super soni ¢
antirevol utionary r eenact

oversupplied
under st af f ed

unconcer ned
macroeconom cs

i ntranural nonfuncti onal
extranur al semi consci ous
infrared pseudor el i gi ous
ul traviol et supranundane

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

pro- Arab un- Ameri can pre- 1900

Or unless the form might be misleading or puzzling:

pro-choi ce anti-utopian
Or unless the second € ement consists of more than one word:

non-f ood- produci ng peopl e
pre-nucl ear-age civilization

3.36
3.37

3.38

Spelling/ 3.38

It is aso necessary to distinguish homographs:

re-cover recover

DivisioN oF WORDS
GENERAL RULES
3.35

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

Avoid ending more than two consecutive lines with hyphens.

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

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

param-eter hypot h- esi s
denoc-racy pres-ent (noun)

signif-icant
phi | os- ophy

But the consonant goes with the following syllable when the

preceding vowd is long:
st u- dent Mongo- | i an divi-sive

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

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

3.40

341

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

pr o- nounced ex-traor-di-nary passed

When ing or ed is added to a word whose final syllable contains
the liquid 1 (e.g., cir - cle, han - dle), the final syllable of the
parent word becomes a part of the added syllable:

cir-cling
cir-cled

bris-tling
bris-tled

chuck-1ling han-dl i ng
chuck- | ed han- dl ed

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

set-ting
per-mt-ting

con-trol-ling
per-mt-ted

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

add-ing in-stall-ing

SPECIAL RULES

342

343

3.44

3.45

48

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

Never make a one-letter division:

Wrong:
a- nong u-nite e-nough man-y
Never divide the syllables able and ible:
Wrong:
inevita-ble perm ssi-ble al | owa- bl e
Right:
inevi-table perm s-sible al | owabl e
Never divide the following suffixes:
ceons ceous cial cion
geons geous gi al gion gi ous
si al sion
tial tion tious

3.46

3.47

3.48

349

3.50

3.51

Spelling/3.51

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

en- chant di - pol e

but

as- phal t

stricken (not strick-en)
fully (not ful-ly)

| osses (not loss-es)
noney (not mon-ey)

Avoid dividing hyphenated words or compounds except a the
hyphen:

Wrong:

sel f - evi - dent gov- er - nor - el ect wel | -in-ten-tioned

Avoid dividing a proper name unless the correct division is
obvious.

Right:

Wash-i ng-ton Vént-worth Bond-field John- son

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

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

Wrong:
T. /S Eiot J. / B. S. Haldane

Allowable:
T. S. 7/ Hiot J. B. S. / Haldane

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

Never divide a day of the month from the month, and never
divide any such combinations as the following:
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Never end a line with a divisional mark such as (a) or (1),
a dollar sign, or an opening quotation mark, parenthesis, or
bracket; and never begin aline with a closing quotation mark,
parenthesis, or bracket.

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

PUNCTUATION

3.54

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

punctuation-periods, question marks, and exclamation
points. (But see also under abbreviations, 2.2.)

PerIOD

3.55

3.56
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A period is used to end a declarative statement, a moderately
imperative statement, or an indirect question, whether gram-
matically complete or only a sentence fragment.

Kat hy sighed when she realized what had to be done.
Fool i shness.

Carrie began to show signs of inpatience.

Please, Carrie, be patient.

Hush.

Max winked at lan and asked Carrie if sonething had
upset her.

A period following an abbreviation and coming at the end of
a sentence may serve aso as the closing period of the sentence.

3.57

3.58
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If the sentence ends with a question mark or an exclamation
point, the abbreviation period is retained:

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

Periods are omitted at the ends of items in a vertical list or
enumeration, unless the items are whole sentences or para
graphs.
The report covers three areas:

1. The securities markets

2. The securities industry

3. The securities industry in the econony
The course has three goals:

1. Enphasis is on the discovery of truth.

2. Enphasis is on the useful.

3. Enphasis is on love of people, especially the

altruistic and philanthropic aspects of Iove.

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

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

QUuUEsTION M ARK

3.60

A question mark is used at the end of a whole sentence con-
taining a query or at the end of a query making up part of
a sentence:
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Wuld the teacher-transplant idea catch on in countries
other than Germany? was the question the finalists
wer e asking.

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

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

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

WII you please submit ny request to the appropriate
of fice.

A question mark may be used to indicate uncertainty:

The Italian painter Niccold dell’Abbate (1512?2-71)
assisted in the decorations at Fontainebl eau.

ExcLaMATION POINT

3.63

3.64

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

Wiat havoc was wought by hurricane Andrew

"Incredible!" he exclaimed. ‘I could hardly believe ny
senses. Both houses actually passed mgjor bills on the
openi ng day!"

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

Comma

3.65

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

In sentences containing two or more independent clauses
joined by a coordinating conjunction (and, but, or, nor, for), a

3.67

3.68
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3.70
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comma is placed before the conjunction. This is not a hard-
and-fast rule, however; where the sentence is short and clarity
is not an issue, o comma is needed.

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

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

John arrived early and Mary came an hour later.

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

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

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

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

Attending the conference were Farmer, Johnson, and
Kendrick.

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

No commas should be used, however, when the elementsin a
series are dl joined by the same conjunction:

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

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

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

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

Manfred regarded apol ogi es, excuses, and the |ike as
bar bari sns.
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When commas occur within one or more of the e ements of a
series, semicolons should separate the elements:

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

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

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

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

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

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

H's brother, a Harvard graduate, transferred to
Princeton for a program in theol ogy.

A onetine officer in the foreign legion, the nman hoped
to escape further nilitary duty.

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

The Danish philosopher Kierkegaard asked, "What is
anxi ety?"

The notion picture Becket was adapted fromthe play by
Jean Anouilh.

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

Norman Cousins, forner editor of the Saturday Review,
wote the editorial ‘Lunar Meditations."

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

The address is 340 Forest Avenue, Palo Alto,
California 94023.

3.76
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The next leg of our trip was to take us to Springfield,
[llinois, and pronmised to be the nost rewarding.

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

Neverthel ess, it is a matter of great inportance.
It is, perhaps, the best that could be expected.

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

It is therefore clear that no deposits were made.

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

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

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

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

Restrictions on the sulfur content of fuel oil are
already in effect in some cities (e.g., Paris, Mlan,
Rone, and Stockholnmj, and the prospect is that limts
will be inposed sooner or later in nost cities.

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

If the insurrection is to succeed, the arny and the
police nust stand side by side.

After spending a week in conferences, the comm ssion
was able to wite a report.

Havi ng acconplished his nission, he returned to
headquarters.
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But a comma is usually unnecessary after a short preposi-
tional phrase:

For recreation the mayor fishes or sails.

When each of several adjectives preceding a noun modifies the
noun individualy, the adjectives should be separated with
commeas:

It was a large, well-placed, beautiful house.
W strolled out into the warm |uminous night.

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

Hs is the large brick house on the corner.

Use commeas to set off contrasted elements and two or more
complementary or antithetical phrases or clauses referring to
asingle word following:

The idea, not its expression, is significant.
The harder we run, the more we stay in the same place.

She delighted in, but was also disturbed by, her new
leisure and freedom

It is alogical, if harsh, solution to the problem

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

They marched in, in twos.
Watever is, is good.
A comma is sometimes necessary to prevent misreading:

After eating, the lions yawned and then dozed.

SEMICOLON

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

More than one hundred planned comunities are in
various stages of conpletion: many nmore are on the
drawi ng board.

3.85
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COLON
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If the clauses of a compound sentence are very long and have
commas within them, they should be separated with semico-
lons even though they are connected by a conjunction:

Al though productivity per capita in United States
industry is almost twice that in Wst European
industry, Western Europe has an increasingly well
educated young |abor force; and the crucial point is
that know edge, which is transferable between peoples,
has become by far the nost inportant world econonic
resour ce.

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

There are those who think of freedomin terns of social
and econom ¢ egalitarianism thus, reform st
governments of the Left are inherently viewed with
greater favor than the regines of the Right.

Clauses introduced by the transitiona adverbs yet and so are
preceded by a comma:

Eli zabeth was out of the office when | called, so |
left a nmessage.

There was sone increase in intensity, yet the
hypot hesi s was not confirned.

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

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

Europe and America share sinilar problens: their |abor
forces cannot conpete with those of Third Wrld

nations, and they depend on the Third Wrld for
critical raw materials.

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

The qualifications are as follows: a doctorate in
physics; five years' experience in a national

| aboratory; and an ability to communicate technical
matter to a lay audience.

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

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

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

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

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

Rut herford--how could he have misinterpreted the
evi dence?

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

Interruptions or faltering speech may be indicated by dashes:

Later in chapter 25, Jane Eyre again answers only with
a gesture: ‘| reflected, and in truth it appeared to nme
the only possible one: satisfied | was not, but to
pl ease him| endeavored to appear so--relieved, |
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certainly did feel; so | answered himwth a contented
snile."

Faltering speech, especialy in fictional dialogue, may aso be
indicated by three spaced dlipsis dots:

"Agatha," he said anxiously, “I never ... no, no,

pl ease believe me ... but how can you think such a
thing!"

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

He asked where wi sdom was to be found--"the w sdom
that is above rubies."

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

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

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

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

W ha---- a copy in the library.

H---h? (Hrsch?]

In transcribing from incompl ete texts in languages other than
English, it may be customary to indicate the length of the
break by using one hyphen for each missing or illegible charac-

ter. In such cases, follow the practice set by scholars and edi-
tors within the discipline.

Use six hyphens to indicate a whole word omitted or to be sup-
plied:
The vessel left the ------ of July.

PARENTHESES

3.98

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

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

It is significant that in the Book of Revelation (a
book Witehead did not |ike because of its bloody and
apocal yptic imgery), the vision of a new heavenly city
at the end of time has the divine light shine so that
the nations walk by it, and the "kings of the earth
shall bring their glory into it" (Rev. 21:22-26).

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

BRACKETS

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

The book is available in translation (see J. R Evans-
Bentz, The Tibetan Book of the Dead [Oxford: Oxford
University Press, 19271).

3.100 Brackets may be used to enclose the phonetic transcription of

aword:

He attributed the light to the phenonenon called
gegenschei n [ga-gan-ghin].

OTHER PUNCTUATION M ARKS

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

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

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

3.104 A commais generaly omitted following a stronger mark of
punctuation:

If he had watched "Wat's My Line?" he woul d have known
the answer.

She shouts "Were's the beef!" and we cut to a close-up
of the hamburger.

3105 Two marks of punctuation fall in the same place chiefly where
quotation marks, parentheses, or brackets are involved.

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

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

Even this small advance begins to raise the question,
"What in effect is our true inmage, our real |ikeness?"

Do we accept Jefferson's concept of *a natural
ari stocracy anong nmen"?

Charged by a neighbor with crimnal mistreatnent of her
child and threatened with police action, the woman
retorted, "Just you call the police, and you'll regret
it to your dying day!"

How dreadful it was to hear her reply--calmy--"W'll
let the |aw decide that"!

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

Rone' s pl anned subcenter, EUR, is ‘alnmost a self-
contained city": it governs itself and provides its
OowWn Servi ces.

See also 5.17.

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

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

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

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

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

e have already noted sinilar motifs in Japan.
(Significantly, very sinilar notifs can also be found
in the nyths and fol ktales of Korea.)

M/ths have been accepted as literally true, then as
allegorically true (by the Stoics), as confused history
(by Euhemerus), as priestly lies (by the philosophers
of the Enlightenment), and as imtative agricultural
ritual mstaken for propositions (in the days of
Frazer).

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

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

Brackets used to set off words or phrases supplied to fill in
incompl ete parts of a quotation (5.35-37) or dates supplied in

Punctuation/ 3.111

citations (8.68) are ignored in punctuating-that is, punctuate
as if there were no brackets:

The states have continued to respond to "the federal
stinmulus for inprovenent in the scope and anount of
categorical assistance prograns. ... [Yet] Congress
has adhered to its original decision that residence
requi renents were necessary."

A WARNING FOR COMPUTER USERS

311

Punctuation marks may be part of the control language in a
word processing program. To avoid costly errors, consult the
documentation before entering any part of the paper. For ex-
ample, some programs require control words that begin with
periods, and these control words must often be introduced at
the beginnings of lines. When using such programs, therefore,
writers must avoid putting periodsin the first character space
inlines (e.qg., for ellipses).
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Capitalization 4.1
Proper Nouns 4.1
Other Terms 4.4
Titles of Works 4.5
Headline-Style Capitalization 4.6
Sentence-Style Capitalization 4.9
Titles in Foreign Languages 4.10
Parts of Works 4.13
Italics and Quotation Marks for Titles 4.14
Books and Periodicals 4.16
Series and Editions 4.18
Dissertations and Other Unpublished Works 4.19
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Sacred Scriptures 4.21
Lega Cases 4.22
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Plays and Motion Pictures 4.24
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Ships and Aircraft 4.26
Other Nonbook Materials 4.27
Foreign Words and Phrases 4.28

CAPITALIZATION
ProrPER NOUNS

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

John and Jane Doe Ni agara Falls
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In English, proper adjectives-adjectives derived from proper
nouns-are also capitalized:

Eur opean Machi avel l'ian

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

f rench doors india ink roman numerals

TERMS

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

oF WoRKS

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

HEADLINE-STYLE CAPITALIZATION

4.6

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

4.8

Economic Effects of War on Women and Children
"What It Is Al About"”

How to Overcome Urban Blight: A Twentieth-Century
Problem

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

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