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1. Cheat Sheet 

British spelling  

STAIR follows spelling as set out by the Oxford English Dictionary (OED). 

-our (labor labour)  

-re (center centre)  

-ence (defense defence) 

-ogue (analog analogue) 

-ll (travelled travelled) 

-ise/-ize: contrary to popular belief, the preferred spelling in most cases is with z: 

 
BUT  

Oxford/serial comma 

Olivia, Ceighley, and Lewin are excellent copy editors.  
Olivia, Ceighley, or Lewin will be happy to help you.  

Commas in pairs 

August 22, 1992, lives on in the memories of mankind. 
Aschaffenburg, Germany, is home to many great people. 

Other style issues 

• Abbreviations (ABBs) spelled out at first occurrence, only used when repeated 

several times. 

• [Square brackets] for alterations of direct quotes, editorial interpolations, 

explanations, translations of foreign terms, or corrections. 

Format 

 
End 1 

1 We use endnotes (numerical) for referencing, while footnotes (alphabetical) are for 
commentary. Extensive use of footnotes is discouraged.  

 
Our style guide: adapted version of Chicago Manual of Style, 16th edition. 

Italics  

• For emphasis: The GCR funding for STAIR is very generous.  

• Foreign language: Since arriving to the UK, I have suffered from Fernweh. 

• But not:  

 proper nouns (found in the OED) are not italicized. 

• Creative authors: If they come up with some crazy stuff, italicize on first 

occurrence. 

Numbers 

Spelled out: one to hundred, round numbers, beginning of sentences.  

twenty-first century 
three great editors 
With the new style guide, STAIR will record 4,209 new subscriptions. 
Two hundred percent of people on this editorial board are beautiful.  

Referencing 

Book, One author (with or without page number): 

Zeine N. Zeine, The Struggle for Arab Independence: Western Diplomacy and 

1977), 47. 

Following citations:  

Zeine, Struggle for Arab Independence, 48. 

Article in a print journal 

Middle Eastern Studies 46, no. 6 (November 2010): 
903. 

Following citations: 

912.  

https://en.oxforddictionaries.com/
http://blog.oxforddictionaries.com/2011/03/ize-or-ise/
https://en.oxforddictionaries.com/spelling/ize-ise-or-yse
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3. Introduction 

Welcome to copy editing at STAIR! This style guide covers the majority of issues 

one will run across while reviewing articles for the journal. Copy editing may be 

tedious and time consuming, but it is imperative to carry it out carefully and 

thoroughly, so you may be proud of the finished product!  

The cheat sheet located at the beginning of the guide is an essential tool you 

should familiarise yourself with before tackling an article. All other content is 

listed numerically under specific categories. The skips in the numbering are due 

to how we orient the content along the latest edition of The Chicago Manual of 

Style. Remember to consult this guide if you come across any questionable 

matters within the text! Please do feel free to add any problems that arise which 

are not featured here. 

4. General Remarks 

4.1 Approach 

Bear in mind that your approach to academic copy-editing is going to be a little 

different to other copy-editing. You need to have a light touch, and any changes 

that you are not sure about need to be checked with the author well ahead of 

time. Not being an expert in their field means that what might seem like a small 

change for you may result a fundamental in error in the article.   

4.2 Loads of back and forth 

any sense in which case you are going to need lots of time to take queries and 

suggestions back to the author.  

4 rely on peer review 

 review will include a thorough edit. Take 

the time as early as possible in the editing timeline to ensure the big grammar 

and syntax issues have been dealt with in coordination with the authors.  

4.4 Flag issues for us 

We do not expect you do go through all the itsy-bitsy details of this style guide. 

But if you find something fishy, please highlight it so we can sort it out.  

4.5 Final remarks 

Under that premise, it is ok for editors to stop reading here. Sections 1 to 4 

are sufficient to highlight the most important issues. The following pages the 

actual style guide are rather extensive and not particularly entertaining to read. 

However, you should come back to this document whenever you encounter 

difficulties during the editing process. Using the search function (Ctrl+F) is highly 

encouraged, and the table of contents is equally useful in navigating the extensive 

resources provided in this guide.  
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6. Punctuation 

6.7 Punctuation and space one space or two? 

In typeset matter, one space, not two, should be used between two sentences

whether the first ends in a period, a question mark, an exclamation point, or a 

closing quotation mark or parenthesis. By the same token, one space, not two, 

should follow a colon. When a particular design layout calls for more space 

between two elements for example, between a figure number and a caption

the design should specify the exact amount of space (e.g., em space). 

6.9 Periods and commas in relation to closing quotation marks 

Periods and commas precede closing quotation marks, whether double or single. 

(An apostrophe at the end of a word should never be confused with a closing 

single quotation mark.)  

 

 

6.10 Other punctuation in relation to closing quotation marks 

Colons and semicolons unlike periods and commas follow closing quotation 

marks; question marks and exclamation points follow closing quotation marks 

unless they belong within the quoted matter.  

 

from the Op-Ed page of the New York Times. 

Which of  

but 

 

 

6.11 Single quotation marks next to double quotation marks 

When single quotation marks nested within double quotation marks appear next 

to each other, no space need be added between the two. 

 

6.12 Use of the period 

A period marks the end of a declarative or an imperative sentence. Between 

sentences, it is followed by a single space. A period may also follow a word or 

phrase standing alone, as in the third example.  

The two faced each other in silence. 

Wait here. 

My answer? Never. 

6.13 Periods in relation to parentheses and brackets 

When an entire independent sentence is enclosed in parentheses or square 

brackets, the period belongs inside the closing parenthesis or bracket. When 

matter in parentheses or brackets, even a grammatically complete sentence, is 

included within another sentence, the period belongs. Avoid enclosing more than 

one complete sentence within another sentence.  

Fiorelli insisted on rewriting the paragraph. (His newfound ability to type was 
both a blessing and a curse.) 

Farnsworth had left an angry message for Isadora on the mantel (she noticed 
it while glancing in the mirror). 

 

When an expression that ends in a period (e.g., an abbreviation) falls at the end 

of a sentence, no additional period follows (6.14). 
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6.17 Commas in pairs 

in the first two examples below), a second comma is required if the phrase or 

sentence continues beyond the element being set off. This principle applies to 

many of the uses for commas described in this section. An exception is made for 

commas within the title of a work (third example). 

June 5, 1928, lives on in the memories of only a handful of us. 

winters. 

but 

Look Homeward, Angel was not the working title of the manuscript. 

6.18 Serial commas 

Items in a series are normally separated by commas. When a conjunction joins 

the last two elements in a series of three or more, a comma known as the serial 

or series comma or the Oxford comma should appear before the conjunction. 

STAIR follows this widely practiced usage, since it prevents ambiguity. If the last 

element consists of a pair joined by and, the pair should still be preceded by a 

serial comma and the first and (see the last two examples below). 

She took a photograph of her parents, the president, and the vice president. 

Before heading out the door, she took note of the typical outlines of sweet 
gum, ginkgo, and elm leaves. 

I want no ifs, ands, or buts. 

Paul put the kettle on, Don fetched the teapot, and I made tea. 

Their wartime rations included cabbage, turnips, and bread and butter. 

John was singing, Jean was playing guitar, and Alan was running errands and 
furnishing food. 

Note that the phrase as well as is not equivalent to and. 

The team fielded one Mazda, two Corvettes, and three Bugattis, as well as a 
battered Plymouth Belvedere. 

not 

The team fielded one Mazda, two Corvettes, three Bugattis, as well as a 
battered Plymouth Belvedere. 

In a series whose elements are all joined by conjunctions, no commas are needed 

unless the elements are long and delimiters would be helpful. 

Would you prefer Mendelssohn or Schumann or Liszt? 

You can turn left at the second fountain and right when you reach the temple, 
or turn left at the third fountain and left again at the statue of Venus, or just 
ask a local person how to get there. 

When an ampersand is used instead of the word and (as in company names), the 

serial comma is omitted. (6.21) 

Winken, Blinken & Nod is a purveyor of nightwear. 

6.19 Using semicolons instead of commas in a series 

When elements in a series include internal punctuation, or when they are very 

long and complex, they may need to be separated by semicolons rather than by 

commas. For a simple list, however even if it is introduced with a colon

commas are preferred. 

6.20  

Traditional use dictates that the abbreviation etc. (et cetera

comma when it is the final item in a series. Such equivalents as and so 

forth and and the like are usually treated the same way. (In formal 

prose, etc. should be avoided, though it is usually acceptable in lists and tables, in 

notes, and within parentheses.)  
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Proper technique (with attention paid to posture, wrist position, distance 
from the keyboard, etc., in the later performances) is not in and of itself 

 

forth, were found in the attic. 

The abbreviation et al. (et alia [neut.], et alii [masc.], or et aliae [fem.], literally 

references, should be treated like etc. If et al. follows a single item, however (e.g., 

neither etc. nor et al. is italicized in normal prose (see the first example above). 

6.22 Restrictive and nonrestrictive clauses  

A relative clause is said to be restrictive if it provides information that is essential 

to the meaning of the sentence. Restrictive relative clauses are usually introduced 

by that (or who/whom/whose) and are never set off by commas from the rest of 

the sentence. The pronoun that may occasionally be omitted (but need not be) if 

the sentence is just as clear without  

The version of the manuscript that the editors submitted to the publisher was 
well formatted. 

The book I have just finished is due back tomorrow; the others can wait. 

I prefer to share the road with drivers who focus on the road rather than on 
what they happen to be reading. 

A relative clause is said to be nonrestrictive if it could be omitted without 

obscuring the identity of the noun to which it refers or otherwise changing the 

meaning of the rest of the sentence. Nonrestrictive relative clauses are usually 

introduced by which (or who/whom/whose) and are set off from the rest of the 

sentence by commas. 

The final manuscript, which was well formatted, was submitted to the 
publisher on time. 

Ulysses, which I finished early this morning, is due back on June 16. 

I prefer to share the road with illiterate drivers, who are unlikely to read books 
while driving. 

Although which can be substituted for that in a restrictive clause (a common 

practice in British English), many writers preserve the distinction between 

restrictive that (with no commas) and nonrestrictive which (with commas).  

6.23 Restrictive and nonrestrictive appositives 

A word, abbreviation, phrase, or clause that is in apposition to a noun (i.e., 

provides an explanatory equivalent) is normally set off by commas if it is 

nonrestrictive that is, if it can be omitted without obscuring the identity of the 

noun to which it refers. 

 An Apocryphal Miscellany, first appeared as 
a series of mimeographs. 

 

 

only one son.) 

If, however, the word or phrase is restrictive that is, provides essential 

information about the noun (or nouns) to which it refers no commas should 

appear. 

 The Hairy Ape 
plays.) 

The renowned poet and historian K. Lester scheduled a six-city tour for April. 

gula 
had more than one sister.) 

6.24 Commas with parenthetical elements 

If only a slight break is intended, commas should be used to set off a 

parenthetical element inserted into a sentence as an explanation or comment. If a 
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stronger break is needed or if there are commas within the parenthetical element, 

em dashes or parentheses should be used. 

All the test participants, in spite of our initial fears, recovered. 

The Hooligan Report was, to say the least, a bombshell. 

The most provocative, if not the most important, part of the statement came 
last. 

Most children fail to consider the history behind new technologies, if they 
think of it at all. 

6.25  

Commas sometimes paired with semicolons are traditionally used to set off 

adverbs such as however, therefore, and indeed. When the adverb is essential to the 

meaning of the clause, or if no pause is intended or desired, commas are not 

needed (as in the last two examples). 

A truly efficient gasoline-powered engine remains, however, a pipe dream. 

Indeed, not one test subject accurately predicted the amount of soup in the 
bowl. 

but 

If you cheat and are therefore disqualified, you may also risk losing your 
scholarship. 

That was indeed the outcome of the study. 

6.26 Commas with restrictive and nonrestrictive phrases 

A phrase that is restrictive that is, essential to the meaning (and often the 

identity) of the noun it belongs to should not be set off by commas. A 

nonrestrictive phrase, however, should be enclosed in commas (or, if at the end of 

a sentence, preceded by a comma). 

The woman with the guitar over her shoulder is my sister. 

but 

My sister, with her guitar over her shoulder, turned to the drummer and gave 
the signal to begin. 

6.27  

The principles delineated in 6.26 apply also to phrases introduced by such 

as or including. Phrases introduced by these terms are set off by commas when 

they are used nonrestrictively (as in the first two examples below) but not when 

they are used restrictively (as in the last example). 

The entire band, including the matutinal lead singer, overslept the noon 
rehearsal. 

Some words, such as matutinal and onomatopoetic, are best avoided in everyday 
speech. 

but 

Words such as matutinal and onomatopoetic are best avoided in everyday 
speech. 

6.28 Commas with independent clauses joined by conjunctions 

When independent clauses are joined by and, but, or, so, yet, or any other 

conjunction, a comma usually precedes the conjunction. If the clauses are very 

short and closely connected, the comma may be omitted unless the clauses are 

part of a series. These recommendations apply equally to imperative sentences, in 

which the subject (you) is omitted but understood (as in the fifth and last 

examples). (For the use of a semicolon between independent clauses, see 6.54.) 

We activated the alarm, but the intruder was already inside. 

All watches display the time, and some of them do so accurately. 

Do we want to foster creativity, or are we interested only in our intellectual 
property? 

The bus never came, so we took a taxi. 

http://www.chicagomanualofstyle.org/16/ch06/ch06_sec054.html
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Wait for me at the bottom of the hill on Buffalo Street, or walk up to Eddy 
Street and meet me next to the yield sign. 

Donald cooked, Sally trimmed the tree, and Maddie and Cammie offered hors 
 

but 

Electra played the guitar and Tambora sang. 

Raise your right hand and repeat after me. 

6.29 Commas with compound predicates 

A comma is not normally used between the parts of a compound predicate that 

is, two or more verbs having the same subject, as distinct from two independent 

clauses (see 6.28). A comma may occasionally be needed, however, to prevent a 

misreading (as in the last example). 

clipboard. 

Kelleher tried to contact the mayor but was informed that she had stopped 
accepting unsolicited calls. 

but 

She recognized the man who entered the room, and gasped. 

6.30 Comma preceding main clause 

A dependent clause that precedes a main clause should be followed by a comma. 

If you accept our conditions, we shall agree to the proposal. 

6.33 Commas with coordinate adjectives 

As a general rule, when a noun is preceded by two or more adjectives that could, 

without affecting the meaning, be joined by and, the adjectives are normally 

separated by commas. Such adjectives, which are called coordinate adjectives, can 

also usually be reversed in order and still make sense. If, on the other hand, the 

adjectives are not coordinate that is, if one or more of the adjectives is essential 

to (i.e., forms a unit with) the noun being modified no commas are used. 

Shelly had proved a faithful, sincere friend. 
faithful and sincere.) 

It is going to be a long, hot, exhausting summer. (The summer is going to be 
long and hot and exhausting.) 

She has a young, good-looking friend. (Her friend is young and good-looking.) 

but 

She has many young friends. 

He has rejected traditional religious affiliations. 

She opted for an inexpensive quartz watch. 

6.34 Commas with repeated adjectives 

When an adjective is repeated before a noun, a comma normally appears between 

the pair. 

Many, many people have enjoyed the book. 

6.35 Commas with introductory participial phrases 

An introductory participial phrase should be set off by a comma unless the 

sentence is inverted and the phrase immediately precedes the verb. 

Exhilarated by th
ocean. 

Failing in their quest, the team resolved to train harder in the off-season. 

but 

Running along behind the wagon was the archduke himself! 
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6.41  .  . and the like 

With an interjected phrase of the type not . . . but or not only . . . but, commas are 

usually unnecessary. 

They marched to Washington not only armed with petitions and determined 
 their solidarity 

with one another. 

Being almost perfectly ambidextrous, she wore not one watch but two. 

If, however, such a phrase seems to require special emphasis or clarification 

(usually a matter of editorial judgment), commas may be used to set off 

the not phrase. Alternatively, a dash may be used in place of the first comma. 

She was in the habit of placing her orders months ahead of the competition
not only as a matter of personal pride, but also to bolster her credibility as an 
early adopter. 

6.42 C  

A comma is customarily used between clauses of the more . . . the more type. 

Shorter phrases of that type, however, rarely merit commas. 

The more I discover about the workings of mechanical movements, the less I 
seem to care about the holy grail of perfectly accurate timekeeping. 

but 

The more the merrier. 

expressions 

Expressions of the type that is are traditionally followed by a comma. They may 

be preceded by an em dash or a semicolon (see 5.56), or the entire phrase they 

introduce may be enclosed in parentheses or em dashes. 

There are simple alternatives to the stigmatized plastic shopping bag
namely, reusable cloth bags and foldable carts. 

The committee (that is, its more influential members) wanted to drop the 
matter. 

Keesler managed to change the subject; that is, he introduced a tangential 
issue. 

Bones from various small animals for example, a squirrel, a cat, a pigeon, 
and a muskrat were found  

When or is used in a sense analogous to that is 

phrase it introduces is usually set off by commas. 

of vision. 

The abbreviations i.e.  e.g. 

should be confined to parentheses or notes and followed by a comma. 

The most noticeable difference between male and female ginkgo trees (i.e., the 
presence of berries in the latter  

6.45 Commas with dates 

In the month-day-year style of dates, commas must be used to set off the year. In 

the day-month-year system useful in material that requires many full dates 

(and standard in British English) no commas are needed. Where month and 

year only are given, or a specific day (such as a holiday) with a year, neither 

system uses a comma. For dates used adjectivally, see 5.82. See also 9.30 37. For 

the year-month-day (ISO) date style, see 9.37. 

The performance took place on February 2, 2006, at the State Theatre in 
Ithaca. 

Bradford gradually came to accept the verdict. (See his journal entries of 6 
October 1999 and 4 January 2000.) 

In March 2008 she turned seventy-five. 

On Thanksgiving Day 1998 they celebrated their seventy-fifth anniversary. 

http://www.chicagomanualofstyle.org/16/ch05/ch05_sec082.html
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6.49 Commas to indicate elision 

A comma is often used to indicate the omission of a word or words readily 

understood from the context. 

In Illinois there are seventeen such schools; in Ohio, twenty; in Indiana, 
thirteen. 

Thousands rushed to serve him in victory; in defeat, none. 

The comma may be omitted if the elliptical construction is clear without it. 

One student excels at composition, another at mathematics, and the third at 
sports. 

Jasper missed her and she him. 

6.50 Commas with quotations 

Material quoted in the form of dialogue or from text is traditionally introduced 

with a comma (but see 6.63, 13.17). If a quotation is introduced by that, whether, 

or a similar conjunction, no comma is needed. 

another li  

 

 

 

For the location of a comma in relation to closing quotation marks, see 6.9. For 

quoted maxims and proverbs, see 6.51. For detailed discussion and illustration of 

the use or omission of commas before and after quoted material, including 

dialogue, see 13.18, 13.48 56, and the examples throughout chapter 13. 

6.52 Commas with questions 

A question is sometimes included within another sentence either directly or 

indirectly not as a quotation but as part of the sentence as a whole. A direct 

question (unless it comes at the beginning of a sentence) is usually introduced by 

a comma. A direct question may take an initial capital letter if it is relatively long 

or has internal punctuation. 

Suddenly he asked himself, where am I headed? 

 

Legislators had to be asking themselves, Can the fund be used for the current 
emergency, or must it remain dedicated to its original purpose? 

If the result seems awkward, rephrase as an indirect question. An indirect 

question does not require a question mark, nor does it need to be set off with a 

comma. Indirect questions are never capitalized (except at the beginning of a 

sentence). See also 6.66 70. 

Suddenly he asked himself where he was headed. 

 

Ursula wondered why her watch had stopped ticking. 

Where to find a reliable clock is the question of the hour. 

6.54 Use of the semicolon 

In regular prose, a semicolon is most commonly used between two independent 

clauses not joined by a conjunction to signal a closer connection between them 

than a period would. 

She spent much of her free time immersed in the ocean; no mere water-
resistant watch would do. 

Though a gifted writer, Miqueas has never bothered to master the semicolon; 
he insists that half a colon is no colon at all. 

 

Certain adverbs, when they are used to join two independent clauses, should be 

preceded by a semicolon rather than a comma. These transitional adverbs 

include however, thus, hence, indeed, accordingly, besides, therefore, and 

sometimes then (see also 6.56). A comma usually follows the adverb but may be 

omitted if the sentence seems just as effective without it (see also 6.36). 

http://www.chicagomanualofstyle.org/16/ch06/ch06_sec063.html
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http://www.chicagomanualofstyle.org/16/ch13/ch13_sec048.html
http://www.chicagomanualofstyle.org/16/ch13/ch13_toc.html
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at intuiting the time of day from the position of the sun and stars. 

Kallista was determined not to miss anything on her voyage; accordingly, she 
made an appointment with her ophthalmologist. 

The trumpet player developed a painful cold sore; therefore plans for a third 
show were scrapped. 

A semicolon or em-dash may be used before expressions such as that is, for 

example, or namely when they introduce an independent clause. (6.56, 6.85) 

6.59 Use of the colon 

A colon introduces an element or a series of elements illustrating or amplifying 

what has preceded the colon. Between independent clauses it functions much like 

a semicolon, and in some cases either mark may work as well as the other; use a 

colon sparingly, however, and only to emphasize that the second clause illustrates 

n may sometimes be used instead of a period to introduce a 

series of related sentences (as in the third example below). 

The watch came with a choice of three bands: stainless steel, plastic, or 
leather. 

They even relied on a chronological analogy: just as the Year II had 
overshadowed 1789, so the October Revolution had eclipsed that of February. 

Yolanda faced a conundrum: She could finish the soup, pretending not to care 
that what she had thought until a moment ago was a vegetable broth was in 
fact made from chicken. She could feign satiety and thank the host for a good 
meal. Or she could use this opportunity to assert her preference for a vegan 
diet. 

6.61 Lowercase or capital letter after a colon 

When a colon is used within a sentence, as in the first two examples in 6.59, the 

first word following the colon is lowercased unless it is a proper name. When a 

colon introduces two or more sentences (as in the third example in 6.59), when it 

introduces a speech in dialogue or an extract (as in the examples in 6.63), or when 

it introduces a direct question, the first word following it is capitalized. 

6.65 Some common misuses of colons 

Many writers assume wrongly that a colon is always needed before a series or 

a list. In fact, if a colon intervenes in what would otherwise constitute a 

grammatical sentence even if the introduction appears on a separate line, as in 

a list (see 6.121 26) it is probably being used inappropriately. A colon, for 

example, should not be used before a series that serves as the object of a verb. 

When in doubt, apply this test: to merit a colon, the words that introduce a series 

or list must themselves constitute a grammatically complete sentence. 

The menagerie included cats, pigeons, newts, and deer ticks. 

not 

The menagerie included: cats, pigeons, newts, and deer ticks. 

Nor should a colon normally be used after namely, for example, and similar 

expressions. 

6.75 Hyphens and dashes compared 

Hyphens and the various dashes all have their specific appearance (shown below) 

and uses (discussed in the following paragraphs). The hyphen, the en dash, and 

the em dash are the most commonly used. Though many readers may not notice 

the difference especially between an en dash and a hyphen correct use of the 

different types is a sign of editorial precision and care. 

hyphen - 

en dash  

em dash  

2-em dash  

3-em dash  

http://www.chicagomanualofstyle.org/16/ch06/ch06_sec059.html
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The principal use of the en dash is to connect numbers and, less often, words. 

With continuing numbers such as dates, times, and page numbers it 

signifies up to and including (or through). For the sake of parallel construction, the 

word to, never the en dash, should be used if the word from precedes the first 

element in such a pair; similarly, and, never the en dash, should be used 

if between precedes the first element. 

The years 1993 2000 were heady ones for the computer literate. 

For documentation and indexing, see chapters 14 16. 

In Genesis 6:13  

Join us on Thursday, 11:30 a.m. 4:00 p.m., to celebrate the New Year. 

I have blocked out December 2009 March 2010 to complete my manuscript. 

Her articles appeared in Postwar Journal (3 November 1945 4 February 1946). 

but 

She was in college from 1998 to 2002 (not from 1998 2002). 

In other contexts, such as with scores and directions, the en dash signifies, more 

simply, to. 

The London  

On November 20, 1966, Green Bay defeated Chicago, 13 6. 

The legislature voted 101 13 to adopt the resolution. 

6.80 En dashes with compound adjectives 

The en dash can be used in place of a hyphen in a compound adjective when one 

of its elements consists of an open compound or when both elements consist of 

hyphenated compounds (see 7.78). This editorial nicety may go unnoticed by the 

majority of readers; nonetheless, it is intended to signal a more comprehensive 

link than a hyphen would. It should be used sparingly, and only when a more 

elegant solution is unavailable. As the first two examples illustrate, the 

distinction is most helpful with proper compounds, whose limits are established 

within the larger context by capitalization. The relationship in the third example, 

though clear enough, depends to some small degree on an en dash that many 

readers will perceive as a hyphen connecting music and influenced. The 

relationships in the fourth example, though also clear enough, are less awkwardly 

conveyed with a comma. 

the post World War II years 

Chuck Berry style lyrics 

country music influenced lyrics (or lyrics influenced by country music) 

a quasi-public quasi-judicial body (or, better, a quasi-public, quasi-judicial 
body) 

A single word or prefix should be joined to a hyphenated compound by another 

hyphen rather than an en dash; if the result is awkward, reword. 

non-English-speaking peoples 

a two-thirds-full cup (or, better, a cup that is two-thirds full) 

An abbreviated compound is treated as a single word, so a hyphen, not an en 

dash, is used in such phrases -

en dash does not extend to between). 

 

6.82 Em dashes instead of commas, parentheses, or colons 

The em dash, often simply called the dash, is the most commonly used and most 

versatile of the dashes. Em dashes are used to set off an amplifying or 

explanatory element and in that sense can function as an alternative to 

parentheses (second and third examples), commas (fourth and fifth examples), or 

a colon (first example) especially when an abrupt break in thought is called for. 

It was a revival of the most potent image in modern democracy the 
revolutionary idea. 

The influence of three impressionists Monet, Sisley, and Degas is obvious 
in her work. 

http://www.chicagomanualofstyle.org/16/ch07/ch07_sec078.html
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The chancellor he had been awake half the night came down in an angry 
mood. 

She outlined the strategy a strategy that would, she hoped, secure the peace. 

My friends that is, my former friends ganged up on me. 

To avoid confusion, the em dash should never be used within or immediately 

following another element set off by an em dash (or pair of em dashes). Use 

parentheses or commas instead. 

The Whipplesworth conference which had already been interrupted by three 
demonstrations (the last bordering on violence) was adjourned promptly. 

or 

The Whipplesworth conference which had already been interrupted by three 
demonstrations, the last bordering on violence was adjourned promptly. 

6.83 Em dash between noun and pronoun 

An em dash is occasionally used to set off an introductory noun, or a series of 

nouns, from a pronoun that introduces the main clause. 

Consensus that was the will- -the-wisp he doggedly pursued. 

Broken promises, petty rivalries, and false rumors such were the obstacles 
he encountered. 

Darkness, thunder, a sudden scream nothing alarmed the child. 

Kingston, who first conceived the idea; Barber, who organized the fundraising 
campaign; and West, who conducted the investigation those were the 

 

6.86 Em dashes in place of commas 

In modern usage, if the context calls for an em dash where a comma would 

ordinarily separate a dependent clause from an independent clause, the comma is 

omitted. Likewise, if an em dash is used at the end of quoted material to indicate 

an interruption, the comma can be safely omitted before the words that identify 

the speaker. 

Because the data had not been fully analyzed let alone collated the 
publication of the report was delayed. 

 

6.92 Use of parentheses 

Parentheses stronger than a comma and similar to the dash are used to set off 

material from the surrounding text. Like dashes but unlike commas, parentheses 

can set off text that has no grammatical relationship to the rest of the sentence. 

He suspected that the noble gases (helium, neon, etc.) could produce a similar 
effect. 

Intelligence tests (e.g., the Stanford-Binet) are no longer widely used. 

Our final sample (collected under difficult conditions) contained an impurity. 

point. 

Dichtung und Wahrheit (also known as Wahrheit und Dichtung) has been 
translated as Poetry and Truth. 

The disagreement between Johns and Evans (its origins have been discussed 
elsewhere) ultimately destroyed the organization. 

6.96 Parentheses with other punctuation 

An opening parenthesis should be preceded by a comma or a semicolon only in an 

enumeration (see 6.123); a closing parenthesis should never be preceded by a 

comma, a semicolon, or a colon. A question mark, an exclamation point, and 

closing quotation marks precede a closing parenthesis if they belong to the 

parenthetical matter; they follow it if they belong to the surrounding sentence. A 

period precedes the closing parenthesis if the entire sentence is in parentheses; 

otherwise it follows. (Avoid enclosing more than one sentence within another 

sentence; see 6.13.) Parentheses may appear back to back (with a space in 

between) if they enclose entirely unrelated material; sometimes, however, such 

material can be enclosed in a single set of parentheses, usually separated by a 

semicolon. See also table 6.1. For parentheses in documentation, see chapters 

14 and 15. 
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Having entered (on tiptoe), we sat down on the nearest seats we could find. 

Come on in (quietly, please!) and take a seat. 

coveted). 

Five new watches were on display. (Shellahan coveted the battery-powered 
quartz model.) 

Strabo is probably referring to instruction (διδασκαλία) (Jones et al. 2008). 

6.97 Use of square brackets 

Square brackets [ ] are used in scholarly prose mainly to enclose material

usually added by someone other than the original writer that does not form a 

part of the surrounding text. Specifically, in quoted matter, reprints, anthologies, 

and other nonoriginal material, square brackets enclose editorial interpolations, 

explanations, translations of foreign terms, or corrections. Sometimes the 

bracketed material replaces rather than amplifies the original word or words.  

-  

 

Sati  

[This was written before the discovery of the Driscoll manuscript. Ed.] 

If quoted matter already includes brackets of its own, the editor should so state in 

the source citation (e.g  

Compared to parentheses within parentheses, STAIR prefers brackets within 

parentheses. (6.95, 6.99) 

 

6.104 Slashes to signify alternatives 

A slash most commonly signifies alternatives. In certain contexts it is a 

convenient (if somewhat informal) shorthand for or. It is also used for alternative 

spellings or names. Where one or more of the terms separated by slashes is an 

open compound, a space before and after the slash can be helpful. 

he/she 

his/her 

and/or 

Hercules/Heracles 

Margaret/Meg/Maggie 

World War I / First World War 

Occasionally a slash can signify and though still usually conveying a sense of 

alternatives. 

an insertion/deletion mutation 

an MD/PhD program 

a Jekyll/Hyde personality 

6.117 Abbreviation-ending periods with other punctuation 

When an expression (such as an abbreviation) that takes a period ends a 

sentence, no additional period follows (see 6.14). Of course, when any other mark 

of punctuation is needed immediately after the period, both the period and the 

additional mark appear. 

The study was funded by Mulvehill & Co. 

Johnson et al., in How to Survive, describe such an ordeal. 

6.118 Periods with question marks or exclamation points 

A period (aside from an abbreviating period; see 6.117) never accompanies a 

question mark or an exclamation point. The latter two marks, being stronger, 

take precedence over the period. This principle continues to apply when the 

http://www.chicagomanualofstyle.org/16/ch06/ch06_sec014.html
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question mark or exclamation point is part of the title of a work, as in the final 

example (cf. 6.119). 

 

 

She owned two copies of Will You Please Be Quiet, Please? 

6.122 Run-in versus vertical lists 

Lists may be either run in to the text or set vertically (outline style). Short, simple 

lists are usually better run in, especially if the introduction and the items form a 

complete grammatical sentence (see 6.123). Lists that require typographic 

prominence, that are relatively long, or that contain items of several levels 

(see 6.126) should be set vertically. 

6.123 Run-in lists 

If numerals or letters are used to mark the divisions in a run-in list, enclose them 

in parentheses. If letters are used, they are sometimes italicized (within roman 

parentheses; see 6.5). If the introductory material forms a grammatically 

complete sentence, a colon should precede the first parenthesis (see 

also 6.59, 6.62, 6.65). The items are separated by commas unless any of the items 

requires internal commas, in which case all the items will usually need to be 

separated by semicolons (see 6.58). When each item in a list consists of a 

complete sentence or several sentences, the list is best set vertically (see 6.124). 

The qualifications are as follows: a doctorate in physics, fiv
in a national laboratory, and an ability to communicate technical matter to a 
lay audience. 

Compose three sentences to illustrate analogous uses of (1) commas, (2) em 
dashes, and (3) parentheses. 

For the duration of the experiment, the dieters were instructed to avoid (a) 
meat, (b) bottled drinks, (c) packaged foods, and (d) nicotine. 

Data are available on three groups of counsel: (1) the public defender of Cook 
 

Prisoners Committee, and (3) all other attorneys. 

You are advised to pack the following items: (a) warm, sturdy outer clothing 
and enough underwear to last ten days; (b) two pairs of boots, two pairs of 
sneakers, and plenty of socks; and (c) three durable paperback novels. 

6.124 Vertical lists punctuation and format 

A vertical list is best introduced by a complete grammatical sentence, followed by 

a colon (but see 6.125). Items carry no closing punctuation unless they consist of 

complete sentences. If the items are numbered, a period follows the numeral and 

each item begins with a capital letter. (When items in a numbered list consist of 

very long sentences, or of several sentences, and the list does not require 

typographic prominence, the items may be set in regular text style as numbered 

paragraphs, with only the first line indented, punctuated as normal prose.) To 

avoid long, skinny lists, short items may be arranged in two or more columns. If 

items run over a line, the second and subsequent lines are usually indented 

(flush-and-hang style, also called hanging indention, as used in bibliographies and 

indexes). In a numbered or bulleted list, runover lines are aligned with the first 

word following the numeral or bullet. An alternative to indenting runover lines is 

to insert extra space between the items. 

Your application must include the following documents: 

a full résumé 
three letters of recommendation 
all your diplomas, from high school to graduate school 
a brief essay indicating why you want the position and why you consider 
yourself qualified for it 
two forms of identification 

. . . . . 

An administrative facility can be judged by eight measures: 

image  quality 
security  functional organization 
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access  design efficiency 
flexibility environmental systems 

Each of these measures is discussed below. 

. . . . . 

Compose three sentences: 

1. To illustrate the use of commas in dates 

2. To distinguish the use of semicolons from the use of period 

3. To illustrate the use of parentheses within dashes 

6.125 Vertical lists punctuated as a sentence 

In a numbered vertical list that completes a sentence begun in an introductory 

element and that consists of phrases or sentences with internal punctuation, 

semicolons may be used between the items, and a period should follow the final 

item. Each item begins with a lowercase letter. A conjunction (and or or) before 

the final item is optional. Such lists, often better run in to the text, should be set 

vertically only if the context demands that they be highlighted. 

Reporting for the Development Committee, Jobson reported that 

1. a fundraising campaign director was being sought; 

2. the salary for this director would be paid out of campaign funds; and 

3. the fundraising campaign would be launched in the spring of 2005. 

If bullets were used instead of numbers in the example above, the punctuation 

and capitalization would remain the same. 

7. Spelling 

7.1 Spelling: dictionary 

For spelling issues, STAIR refers to the Oxford English Dictionary (OED). Refer to 

it also for issues with hyphenation or compounds. If more than one spelling is 

given, make sure to select the British English spelling. Consistency is key. US 

spelling should be changed to UK spelling. In quoted material, however, spelling 

is left unchanged.   

7.3 Important: -ise/-ize 

Contrary to popular belief, the British spelling set out by the OED prefers -ize 

over -ise in many instances. STAIR follows this recommendation. A few 

exceptions remain, but are clearly indicated in the OED. 

7.10 Singular form used for the plural 

Names ending in an unpronounced s or x are best left in the singular form. 

the seventeen Louis of France 

the two Dumas, father and son 

two Charlevoix (or, better, two towns called Charlevoix) 

7.15 Possessive form of most nouns 

The possessive of most singular nouns is formed by adding an apostrophe and 

an s. The possessive of plural nouns (except for a few irregular plurals, 

like children, that do not end in s) is formed by adding an apostrophe only. For 

the few exceptions to these principles, see 7.19 21. See also 5.19. 

 

ripes 

 

http://www.chicagomanualofstyle.org/16/ch07/ch07_sec019.html
http://www.chicagomanualofstyle.org/16/ch05/ch05_sec019.html


 

STAIR STYLE GUIDE   20 | 47  
 

 

 

7.16 Possessive of proper nouns, letters, and numbers 

The general rule extends to proper nouns, including names ending in s, x, or z, in 

both their singular and plural forms, as well as letters and numbers. 

SINGULAR FORMS 

 
 

 
 

 
 Histories 

 
 

 
 

PLURAL FORMS 

 
 

 
) 

LETTERS AND NUMBERS 

 
 

7.17  

In 

unpronounced s form the possessive in the usual way (with the addition of an 

apostrophe and an s). This practice not only recognizes that the additional s is 

often pronounced but adds to the appearance of consistency with the possessive 

forms of other types of proper nouns. 

 

 

 

 

 

7.19 Possessive of nouns plural in form, singular in meaning 

When the singular form of a noun ending in s is the same as the plural (i.e., the 

plural is uninflected), the possessives of both are formed by the addition of an 

apostrophe only. If ambiguity threatens, use of to avoid the possessive. 

 

 

or, better, the first record of this species) 

The same rule applies when the name of a place or an organization or a 

publication (or the last element in the name) is a plural form ending in s, such 

as the United States, even though the entity is singular. 

 

 

 

 

7.20  . .  

For the sake of euphony, a few for . . . sake expressions used with a singular noun 

that ends in an s end in an apostrophe alone, omitting the additional s. 

 

 

Aside from these traditional formulations, however, the possessive 

in for . . . sake expressions may be formed in the normal way. 



 

STAIR STYLE GUIDE   21 | 47  
 

 

or  or for the 
sake of appearance) 

 

7.21 An alternative  

Some writers and publishers prefer the system, formerly more common, of 

simply omitting the possessive s on all words ending in s

h easy to 

apply and economical, such usage disregards pronunciation in the majority of 

cases and is therefore not recommended by Chicago. STAIR follows this 

recommendation. 

7.22 Joint versus separate possession 

Closely linked nouns are considered a single unit in forming the possessive when 

the possessive form. 

 

 Iolanthe 

 

When the things possessed are discrete, both nouns take the possessive form. 

 

 

 

 

7.23 Compound possessives 

In compound nouns and noun phrases the final element usually takes the 

possessive form, even in the plural. 

 

my daughter-in-  

my sons-in-  

7.27  

The possessive form may be preceded by of where one of several 

 5.20. 

7.44  

The indefinite article a, not an, is used in American English before words 

beginning with a pronounced h. 

a hotel 
a historical study 

but 

an honor 
an heir 

Before an abbreviation, a numeral, or a symbol, the use of a or an depends on (or, 

conversely, determines) how the term is pronounced. In the first example 

below, MS would be pronounced em ess; in the second, it would be 

pronounced manuscript. In the last two examples, 007 would be pronounced oh oh 

seven and double oh seven, respectively. 

an MS treatment (a treatment for multiple sclerosis) 
a MS in the National Library 
an NBC anchor 
a CBS anchor 
a URL 
an @ sign 
an 800 number 
an 007 field (in a library catalog) 
a 007-style agent 
an HIV test 
a UFO 
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a NATO member 
an NAACP convention 

Acronyms are read as words and, except when used adjectivally, are rarely 

preceded by a, an, or the  

series of letters and are often preceded by an article 

 

7.47 Italics for emphasis 

Use italics for emphasis only as an occasional adjunct to efficient sentence 

structure. Overused, italics quickly lose their force. Seldom should as much as a 

sentence be italicized for emphasis, and never a whole passage. In the first 

example below, the last three words, though clearly emphatic, do not require 

italics because of their dramatic position at the end of the sentence. 

The damaging evidence was offered not by the arresting officer, not by the 
 

On the other hand, the emphasis in the following example depends on the italics: 

It was Leo! 

7.49 Italics for unfamiliar foreign words and phrases 

Italics are used for isolated words and phrases in a foreign language if they are 

likely to be unfamiliar to readers (but see 7.52). If a foreign word becomes 

familiar through repeated use throughout a work, it need be italicized only on its 

first occurrence. If it appears only rarely, however, italics may be retained. 

The grève du zèle is not a true strike but a nitpicking obeying of work rules. 

Honi soit qui mal y pense is the motto of the Order of the Garter. 

An entire sentence or a passage of two or more sentences in a foreign language is 

usually set in roman and enclosed in quotation marks (see 13.71). 

7.50 Parentheses and quotation marks for foreign words and phrases 

A translation following a foreign word, phrase, or title is enclosed in 

parentheses or quotation marks. 

The word she wanted was pécher (to sin), not pêcher (to fish). 

The Prakrit word majjao
two Sanskrit words: madjaro  marjaro
verb mrij  

 Compendio de i secreti rationali (Compendium of rational 
secrets) became a best seller. 

In linguistic and phonetic studies a definition is often enclosed in single 

quotation marks with no intervening punctuation; any following punctuation is 

placed after the closing quotation mark. (For a similar usage in horticultural 

writing, see 8.129.) 

The gap is narrow between mead  mead  

7.51 Proper nouns 

Foreign proper nouns are not italicized in an English context. 

A history of the Comédie-Française has just appeared. 

 

Leghorn in Italian, Livorno is a port in Tuscany. 

7.52 Roman for familiar foreign words 

Foreign words and phrases familiar to most readers and listed in OED should 

appear in roman (not italics) if used in an English context; they should be 

spelled as in OED. 

Pasha 
Weltanschauung 
in vitro 
a priori 
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recherché 

the kaiser 

de novo 

eros and agape 

but 

He never missed a chance to épater les bourgeois. 

If a familiar foreign term, such as mise en scène, should occur in the same context 

as a less familiar one, such as mise en bouteille, either both or neither should be 

italicized, so as to maintain internal consistency. 

7.53 Roman for Latin words and abbreviations 

Commonly used Latin words and abbreviations should not be italicized. 

ibid. 
et al. 
ca. 
passim 

Because of its peculiar use in quoted matter, sic is best italicized. 

sic  

7.54 Italics for key terms 

Key terms in a particular context are often italicized on their first occurrence. 

Thereafter they are best set in roman. 

The two chief tactics of this group, obstructionism and misinformation, require 
careful analysis. 

7.55  

Quotation marks are often used to alert readers that a term is used in a 

nonstandard (or slang), ironic, or other special sense. Nicknamed scare quotes, 

Like any such device, scare quotes lose their force and irritate readers if overused. 

See also 7.56, 7.57. 

directory. 

 to protect. 

In works of philosophy, single quotation marks are sometimes used for similar 

purposes, but Chicago discourages that practice unless it is essential to the 

 

7.56 -  

A word or phrase preceded by so-called need not be enclosed in quotation marks. 

The expression itself indicates irony or doubt. If, however, it is necessary to call 

attention to only one part of a phrase, quotation marks may be helpful. 

So-called child protection sometimes fails to protect. 

Her so-called mentor induced her to embezzle from the company. 

but 

These days, so-
walkers. 

7.57 Common expressions and figures of speech 

Quotation marks are rarely needed for common expressions or figures of speech 

(including slang). Reserve them, if at all, for phrases borrowed verbatim from 

another context or terms used ironically (see 7.55). 

Myths of paradise lost are common in folklore. 

I grew up in a one-horse town. 

Only techies will appreciate this joke. 

but 

Though she was a lifetime subscriber to the Journal of Infectious Diseases, she 
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7.58 Words and phrases used as words 

When a word or term is not used functionally but is referred to as the word or 

term itself, it is either italicized or enclosed in quotation marks. Proper nouns 

used as words, on the other hand, are usually set in roman. 

The term critical mass is more often used metaphorically than literally. 

What is meant by neurobotics? 

The i in the name iPod is supposed to invoke the Internet. 

Although italics are the traditional choice, quotation marks may be more 

appropriate in certain contexts. (And in some electronic environments, quotation 

marks may be more portable or otherwise practical than italics.) In the first 

example below, italics set off the foreign term, and quotation marks are used for 

the English. In the second example, quotation marks help to convey the idea of 

speech. 

The Spanish verbs ser and estar  

 

7.76  

 8.67), generic terms 

that are capitalized as part of the official name of a system or an organization 

may be lowercased when used alone or in combination. (In a departure, Chicago 

now considers web to be generic when used alone or in combination with other 

generic terms.) Abbreviations for file formats are normally presented in full 

capitals (see also 10.52). For treatment of the names of keys and menu items, 

see 7.73. For terms such as e-mail, see 7.85. 

Macintosh; PC; personal computer 

hypertext transfer protocol (HTTP); a transfer protocol; hypertext 

Internet protocol (IP); the Internet; the net; an intranet 

the Open Source Initiative (the corporation); open-source platforms 

the World Wide Web Consortium; the World Wide Web; the web; a website; a 
web page 

7.77 To hyphenate or not to hyphenate 

Far and away the most common spelling questions for writers and editors 

concern compound terms whether to spell as two words, hyphenate, or close up 

as a single word. Prefixes (and occasionally suffixes) can be troublesome also. The 

first place to look for answers is the dictionary.  

7.80 Hyphens and readability 

A hyphen can make for easier reading by showing structure and, often, 

pronunciation. Words that might otherwise be misread, such as re-creation or co-

op, should be hyphenated. Hyphens can also eliminate ambiguity. For example, 

the hyphen in much-needed clothing shows that the clothing is greatly needed 

rather than abundant and needed. Where no ambiguity could result, as in public 

welfare administration or graduate student housing, hyphenation is unnecessary. 

7.84 Omission of part of a hyphenated expression 

When the second part of a hyphenated expression is omitted, the hyphen is 

retained, followed by a space. 

fifteen- and twenty-year mortgages 

Chicago- or Milwaukee-bound passengers 

but 

a five-by-eight-foot rug (a single entity) 

Omission of the second part of a solid compound follows the same pattern. 

both over- and underfed cats 

but 

overfed and overworked mules (not overfed and -worked mules) 
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8. Capitalization 

8.18 Titles and offices the general rule 

Civil, military, religious, and professional titles are capitalized when they 

immediately precede a personal name and are thus used as part of the name 

(typically r

generic text (as opposed to promotional or ceremonial contexts or a heading), 

titles are normally lowercased when following a name or used in place of a name 

(but see 8.19). For abbreviated forms, see 10.11 27. 

President Lincoln; the president 

General Bradley; the general 

Cardinal Newman; the cardinal 

Governors Quinn and Paterson; the governors 

Although both first and second names may be used after a capitalized title 

(President Abraham Lincoln; but see 8.20) and though it is perfectly correct to 

do so Chicago prefers to avoid such usage in formal prose, especially with civil, 

corporate, and academic titles (see 8.21, 8.26, 8.27). Note also that once a title 

 

John F. Kerry, senator from Massachusetts; Senator Kerry; Kerry 

8.19 Exceptions to the general rule 

In promotional or ceremonial contexts such as a displayed list of donors in the 

front matter of a book or a list of corporate officers in an annual report, titles are 

usually capitalized even when following a personal name. Exceptions may also be 

called for in other contexts for reasons of courtesy or diplomacy. 

Maria Martinez, Director of International Sales 

A title used alone, in place of a personal name, is capitalized only in such contexts 

as a toast or a formal introduction, or when used in direct address. 

Ladies and Gentlemen, the Prime Minister. 

I would have done it, Captain, but the ship was sinking. 

Thank you, Mr. President. 

8.59 When to capitalize 

Adjectives derived from personal names are normally capitalized. Those in 

common use may be found in , sometimes in the biographical names 

section (e.g., Aristotelian, Jamesian, Machiavellian, Shakespearean). If not in the 

dictionary, adjectives can sometimes be coined by adding ian (to a name ending in 

a consonant) or an (to a name ending in e or i) or, failing these, esque. As with 

Foucault and Shaw, the final consonant sometimes undergoes a transformation 

as an aid to pronunciation. If a name does not seem to lend itself to any such 

coinage, it is best avoided. See also 8.60, 8.78. 

Baudelaire; Baudelairean 
Bayes; Bayesian 
Dickens; Dickensian 
Foucault; Foucauldian 
Jordan; Jordanesque (à la Michael Jordan) 
Kafka; Kafkaesque 
Marx; Marxist 
Mendel; Mendelian 
Rabelais; Rabelaisian 
Sartre; Sartrean 
Shaw; Shavian 

8.60 When not to capitalize 

Personal, national, or geographical names, and words derived from such 

names, are often lowercased when used with a nonliteral meaning. For 

 s) is a 

cheese that resembles Swiss emmentaler (which derives its name from the 

Emme River valley). Although some of the terms in this paragraph and the 
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examples that follow are capitalized in , Chicago prefers to lowercase 

them in their nonliteral use. See also 8.78. 

Anglicize 
arabic numerals 
arctics (boots) 
bohemian 
Brie 
brussels sprouts 
cheddar 
Delphic 
diesel engine 
dutch oven 
epicure 
frankfurter 
french dressing 
french fries 
french windows 
gruyere 
herculean 
Homeric 
india ink 
italic type 
italicize 
jeremiad 
lombardy poplar 
manila envelope 
morocco leather 
pasteurize 
pharisaic 
philistine, philistinism 
platonic (but see 8.78) 
quixotic 
roman numerals 
roman type 
scotch whisky; scotch 
stilton 
swiss cheese (not made in Switzerland) 

venetian blinds 
vulcanize 
wiener 

8.61 Legislative and deliberative bodies 

The full names of legislative and deliberative bodies, departments, bureaus, and 

offices are capitalized (but see 8.64). Adjectives derived from them are usually 

lowercased, as are many of the generic names for such bodies when used alone (as 

on subsequent mentions). For generic names used alone but not listed here, opt 

for lowercase. For administrative bodies, see 8.62; for judicial bodies, see 8.63. 

See also 11.8. 

the United Nations General Assembly; the UN General Assembly; the 
assembly 

the League of Nations; the league 

the United Nations Security Council; the Security Council; the council 

the United States Congress; the US Congress; the Ninety-Seventh Congress; 
Congress; 97th Cong.; congressional 

the United States Senate; the Senate; senatorial; the upper house of Congress 

the House of Representatives; the House; the lower house of Congress 
the Electoral College 

the Committee on Foreign Affairs; the Foreign Affairs Committee; the 
committee 

the Illinois General Assembly; the assembly; the Illinois legislature; the state 
senate 

the Chicago City Council; the city council 

the British Parliament (or UK Parliament); Parliament; an early parliament; 
parliamentary; the House of Commons; the Commons; the House of Lords; 
the Lords 

the Crown (the British monarchy); Crown lands 

the Privy Council (but a Privy Counsellor) 
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the Parliament of Canada; Parliament; the Senate (upper house); the House of 
Commons (lower house) 

the Legislative Assembly of British Columbia; the National Assembly of 
Quebec or Assemblée nationale du Québec 

the Dáil Éireann (lower house of the Irish parliament) 

the Assemblée nationale or the National Assembly (present-day France); the 
(French) Senate; the parliamentary system; the Parlement de Paris (historical) 

the States General or Estates General (France and Netherlands, historical) 

the Cortes (Spain; a plural form in Spanish but used as a singular in English) 

 

the Bundestag (German parliament); the Bundesrat (German upper house); 
the Reichstag (imperial Germany) 

of Ministers (Ethiopia) 

the Dewan Perwakilan Rakyat or House of Representatives; the Majelis 
Permusyawaratan Rakyat or  

the European Parliament; the Parliament 

8.62 Administrative bodies 

The full names of administrative bodies are capitalized. Adjectives derived from 

them are usually lowercased, as are many of the generic names for such bodies 

when used alone. See also 8.61. 

the Bureau of the Census; census forms; the census of 2000 

the Centers for Disease Control and Prevention; the CDC (abbreviation did 
 

the Department of the Interior; the Interior 

the Department of State; the State Department; the department; 
departmental 

the Department of the Treasury; the Treasury 

the Federal Bureau of Investigation; the bureau; the FBI 

the Federal Reserve System; the Federal Reserve Board; the Federal Reserve 

the National Institutes of Health; the NIH; the National Institute of Mental 
Health; the NIMH 

the Occupational Safety and Health Administration; OSHA 

the Office of Human Resources; Human Resources 

the Peace Corps 

the United States Postal Service; the Postal Service; the post office 

the Illinois State Board of Education; the board of education 

the Ithaca City School District; the school district; the district 

8.63 Judicial bodies 

The full name of a court, often including a place-name, is capitalized. Subsequent 

references to a court (or district court, supreme court, etc.) are lowercased, except 

. 

the United States (or US) Supreme Court; the Supreme Court; but the court 

the United States Court of Appeals for the Seventh Circuit; the court of 
appeals 

the Arizona Supreme Court; the supreme court; the supreme courts of Arizona 
and New Mexico 

the District Court for the Southern District of New York; the district court 

the Court of Common Pleas (Ohio); the court 

the Circuit Court of Lake County, Family Division (Illinois); family court 

the Supreme Court of Canada; the Supreme Court; the court 

the  

the Federal Supreme Court (Ethiopia) 

States, counties, and cities vary in the way they name their courts. For 

example, court of appeals in New York State and Maryland is equivalent to supreme 

court in other states; and such terms as district court, circuit court, superior court, 

and court of common pleas are used for similar court systems in different states. 
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Generic names should therefore be used only after the full name or jurisdiction 

has been stated. 

8.64 Government entities that are lowercased 

Certain generic terms associated with governmental bodies are lowercased. 

Compare 8.50. 

administration; the Carter administration 

brain trust 

cabinet (but the Kitchen Cabinet in the Jackson administration) 

city hall (the municipal government and the building) 

civil service 

court (a royal court) 

executive, legislative, or judicial branch 

federal; the federal government; federal agencies 

government 

monarchy 

parlement (French; but the Parlement of Paris) 

parliament, parliamentary (but Parliament, usually not preceded by the, in the 
United Kingdom) 

state; church and state; state powers 

8.65 Organizations, parties, alliances, and so forth 

Official names of national and international organizations, alliances, and political 

like party, union, and movement are capitalized when they are part of the name of 

an organization. Terms identifying formal members of or adherents to such 

the systems of thought and references to the adherents to such systems, 

however, are often lowercased -century precursor of 

consistency, however as in a work about communism in which the philosophy, 

its adherents, the political party, and party members are discussed capitalizing 

the philosophy, together with the organization and its adherents, in both noun 

and adjective forms, will prevent editorial headaches. 

the African National Congress party (party is not part of the official name); the 
ANC 

Arab Socialist Baʿth Party; the Baʿth Party; the party; Baʿthists 

Bahujan Samaj Party; the BSP 

Bolshevik(s); the Bolshevik (or Bolshevist) movement; 
bolshevism or Bolshevism (see text above) 

Chartist; Chartism 

the Communist Party (but Communist parties); the party; Communist(s); 
Communist countries; communism or Communism (see text above) 

the Democratic Party; the party; Democrat(s) (party members or adherents); 
democracy; democratic nations 

the Entente Cordiale (signed 1904); the Entente; but an entente cordiale 

the Ethiopian Somali Democratic League; the league; the party 

the European Union; the EU; the Common Market 

the Fascist Party; Fascist(s); fascism or Fascism (see text above) 

the Federalist Party; Federalist(s) (US history); federalism or Federalism (see 
text above) 

the Free-Soil Party; Free-Soiler(s) 

the General Agreement on Tariffs and Trade; GATT 

the Green Party; the party; Green(s); the Green movement 

the Hanseatic League; Hansa; a Hanseatic city 

the Holy Alliance 

the Know-Nothing Party; Know-Nothing(s) 
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the Labour Party; Labourite(s) (members of the British party) 

the League of Arab States; the Arab League; the league 

the Libertarian Party; Libertarian(s); libertarianism or Libertarianism (see text 
above) 

Loyalist(s) (American Revolution; Spanish Civil War) 

Marxism-Leninism; Marxist-Leninist(s) 

the National Socialist Party; National Socialism; the Nazi Party; Nazi(s); 
Nazism 

the North American Free Trade Agreement; NAFTA (see 10.6) 

the North Atlantic Treaty Organization; NATO 

the Organisation for Economic Co-operation and Development; the OECD; 
the organization 

the Popular Front; the Front; but a popular front 

the Populist Party; Populist(s); populism or Populism (see text above) 

the Progressive Party; Progressive movement; Progressive(s); 
progressivism or Progressivism (see text above) 

the Quadruple Alliance; the alliance 

the Rashtriya Janata Dal; the RJD (Na  

the Republican Party; the party; the GOP (Grand Old Party); Republican(s) 
(party members or adherents); republicanism; a republican form of 
government 

the Social Democratic Party; the party; Social Democrat(s) 

the Socialist Party (but Socialist parties); the party; Socialist(s) (party members 
or adherents); socialism or Socialism (see text above) 

the United Democratic Movement; the movement 

the World Health Organization; WHO 

8.66 Adherents of unofficial political groups and movements 

Names for adherents of political groups or movements other than recognized 

parties are usually lowercased. 

anarchist(s) 

centrist(s) 

independent(s) 

moderate(s) 

opposition (but the Opposition, in British and Canadian contexts, referring to 
the party out of power) 

but 

the Left; members of the left wing; left-winger(s); on the left 

the Right; members of the right wing; right-winger(s); on the right 

the Far Left 

the Far Right 

the radical Right 

8.67 Institutions and companies capitalization 

The full names of institutions, groups, and companies and the names of their 

departments, and often the shortened forms of such names (e.g., the Art 

Institute), are capitalized. A the preceding a name, even when part of the official 

title, is lowercased in running text. Such generic terms 

as company and university are usually lowercased when used alone (though they 

are routinely capitalized in promotional materials, business documents, and the 

like). 

the University of Chicago; the university; the University of Chicago and 
Harvard University; Northwestern and Princeton Universities; the University 
of Wisconsin Madison 

the Department of History; the department; the Law School 
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the University of Chicago Press; the press 

the Board of Trustees of the University of Chicago; the board of trustees; the 
board 

the Art Institute of Chicago; the Art Institute 

the Beach Boys; the Beatles; the Grateful Dead, the Dead; the Who (but Tha 
Eastsidaz) 

Captain Beefheart and His Magic Band; the band 

the Cleveland Orchestra; the orchestra 

the General Foods Corporation; General Foods; the corporation 

the Green Bay Packers; the Packers 

 

the Illinois Central Railroad; the Illinois Central; the railroad 

the Library of Congress; the library 

the Manuscripts Division of the library 

the Museum of Modern Art; MOMA; the museum 

the New York Stock Exchange; the stock exchange 

Skidmore, Owings & Merrill; SOM; the architectural firm 

the Smithsonian Institution; the Smithsonian 

Miguel Juarez Middle School; the middle school 

8.69 Associations, unions, and the like 

The full names of associations, societies, unions, meetings, and conferences, and 

often the shortened forms of such names, are capitalized. A the preceding a name, 

even when part of the official title, is lowercased in running text. Such generic 

terms as society and union are usually lowercased when used alone. 

the Congress of Industrial Organizations; CIO; the union 

the Fifty-Seventh Annual Meeting of the American Historical Association; the 
annual meeting of the association 

Girl Scouts of the United States of America; a Girl Scout; a Scout 

the Independent Order of Odd Fellows; IOOF; an Odd Fellow 

Industrial Workers of the World; IWW; the Wobblies 

the International Olympic Committee; the IOC; the committee 

the League of Women Voters; the league 

the National Conference for Community and Justice; the conference 

the National Organization for Women; NOW; the organization 

the New-York Historical Society (the hyphen is part of the official name of the 
society); the society 

the Quadrangle Club; the club 

the Textile Workers Union of America; the union 

On the other hand, a substantive title given to a single meeting, conference, 

speech, or discussion is enclosed in quotation marks. For lecture series, see 8.86. 

Annual Meeting on June 27, 2008 

8.70 Numerical designations for periods 

A numerical designation of a period is lowercased unless it is considered part of a 

proper name. For the use of numerals, see 9.34. 

the twenty-first century 

the nineteen hundreds 

the nineties 

the quattrocento 

the second millennium BCE 

but 

the Eighteenth Dynasty (Egypt) 

the Fifth Republic 
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8.71 Descriptive designations for periods 

A descriptive designation of a period is usually lowercased, except for proper 

names. For traditionally capitalized forms, see 8.72. 

ancient Greece 
the antebellum period 
antiquity 
the baroque period 
the colonial period 
a golden age 
the Hellenistic period 
imperial Rome 
modern history 
the romantic period (see also 8.78) 
the Shang dynasty (considered an era rather than a political division; see 8.50) 
the Victorian era 

8.72 Traditional period names 

Some names of periods are capitalized, either by tradition or to avoid ambiguity. 

See also 8.74. 

the Augustan Age 
the Common Era 
the Counter-Reformation 
the Dark Ages 
the Enlightenment 
the Gay Nineties 
the Gilded Age 
the Grand Siècle 
the High Middle Ages (but the early Middle Ages, the late Middle Ages) 
the High Renaissance 
the Jazz Age 
the Mauve Decade 
the Middle Ages (but the medieval era) 
the Old Kingdom (ancient Egypt) 
the Old Regime (but the ancien régime) 
the Progressive Era 

the Reformation 
the Renaissance 
the Restoration 
the Roaring Twenties 

8.73 Cultural periods 

Names of prehistoric cultural periods are capitalized. For geological periods, 

see 8.133 35. 

the Bronze Age 
the Ice Age 
the Iron Age 
the Stone Age 

Similar terms for modern periods are often lowercased (but see 8.72). 

the age of reason 
the age of steam 
the information age 
the nuclear age 

8.74 Historical events and programs 

Names of many major historical events and programs are conventionally 

capitalized. Others, more recent or known by their generic descriptions, are 

usually lowercased. If in doubt, do not capitalize. For wars and battles, see 8.112

13; for religious events, 8.107; for acts and treaties, 8.79. 

the Boston Tea Party 
the Cold War (but a cold war, used generically) 
the Cultural Revolution 
the Great Chicago Fire; the Chicago fire; the fire of 1871 
the Great Depression; the Depression 
the Great Fire of London; the Great Fire 
the Great Plague; the Plague (but plague [the disease]) 

at Society 
the Industrial Revolution 
the New Deal 
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Prohibition 
Reconstruction 
the Reign of Terror; the Terror 
the South Sea Bubble 
the War on Poverty 

but 

the baby boom 
the civil rights movement 
the crash of 1929 
the Dreyfus affair 
the gold rush 

8.78 Movements and styles capitalization 

Nouns and adjectives designating cultural styles, movements, and schools

artistic, architectural, musical, and so forth and their adherents are capitalized 

if derived from proper nouns. (The word school remains lowercased.) Others may 

be lowercased, though a few (e.g., Cynic, Scholastic, New Criticism) are capitalized 

to distinguish them from the generic words used in everyday speech. Some of the 

terms lowercased below may appropriately be capitalized in certain works if done 

consistently

in . (But if, for example, impressionism is capitalized in a work about art, 

other art movements must also be capitalized which could result in an 

undesirable profusion of capitals.) For religious movements, see 8.96. See 

also 8.59. 

abstract expressionism 
Aristotelian 
art deco 
art nouveau 
baroque 
Beaux-Arts (derived from École des Beaux-Arts) 
camp 
Cartesian 
Chicago school (of architecture, of economics, of literary criticism) 
classicism, classical 

conceptualism 
cubism 
Cynicism; Cynic 
Dadaism; Dada 
deconstruction 
Doric 
Epicurean (see text below) 
existentialism 
fauvism 
formalism 
Gothic (but gothic fiction) 
Gregorian chant 
Hellenism 
Hudson River school 
humanism 
idealism 
imagism 
impressionism 
Keynesianism 
Mannerism 
miracle play 
modernism 
mysticism; mystic 
naturalism 
neoclassicism; neoclassical 
Neoplatonism 
New Criticism 
nominalism 
op art 
Peripatetic (see text below) 
philosophe (French) 
Platonism 
pop art 
postimpressionism 
postmodernism 
Pre-Raphaelite 
Reaganomics 
realism 
rococo 
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Romanesque 
romanticism; romantic 
Scholasticism; Scholastic; Schoolmen 
scientific rationalism 
Sophist (see text below) 
Stoicism; Stoic (see text below) 
structuralism 
Sturm und Drang (but storm and stress) 
surrealism 
symbolism 
theater of the absurd 
transcendentalism 

Some words capitalized when used in reference to a school of thought are 

lowercased when used metaphorically. 

epicurean tastes 
peripatetic families 

 
a stoic attitude 

8.79 Formal names of acts, treaties, and so forth 

Formal or accepted titles of pacts, plans, policies, treaties, acts, programs, and 

similar documents or agreements are capitalized. Incomplete or generic forms are 

usually lowercased. For citing the published text of a bill or law, 

see 14.294, 14.295. 

the Fifteenth Amendment (to the US Constitution); the Smith Amendment; 
the amendment 

the Articles of Confederation 

the Bill of Rights 

the Brady law 

the Constitution of the United States; the United States (or US) Constitution; 
the Constitution (usually capitalized in reference to the US Constitution); 
Article VI; the article (see also 9.29) 

the Illinois Constitution; the constitution 

the Constitution Act, 1982 (Canada) 

the Corn Laws (Great Britain) 

the Declaration of Independence 

the due process clause 

the Equal Rights Amendment (usually capitalized though not ratified); 
ERA; but an equal rights amendment 

the Family and Medical Leave Act of 1993; FMLA; the 1993 act 

the Food Stamp Act of 1964; food stamps 

the Hawley-Smoot (or Smoot-Hawley) Tariff Act; the tariff act 

Head Start 

impeachment; the first and second articles of impeachment 

the Marshall Plan 

the Mayflower Compact; the compact 

Medicare (lowercase in Canada); Medicaid 

the Monroe Doctrine; the doctrine 

the Munich agreement (1938); Munich 

the New Economic Policy; NEP (Soviet Union) 

the Open Door policy 

the Peace of Utrecht 

the Reform Bills; the Reform Bill of 1832 (Great Britain) 

the Social Security Act; Social Security (or, generically, social security) 

Temporary Assistance for Needy Families; TANF 

Title VII or Title 7 

Treaty for the Renunciation of War, known as the Pact of Paris or the Kellogg-
Briand Pact; the pact 

the Treaty of Versailles; the treaty 

the Treaty on European Union (official name); the Maastricht treaty (informal 
name) 
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the Wilmot Proviso 

8.81 Legal cases mentioned in text 

The names of legal cases are italicized when mentioned in text. The 

abbreviation v. (versus) occasionally appears in roman, but Chicago recommends 

italics. In footnotes, legal dictionaries, and contexts where numerous legal cases 

appear, they are sometimes set in roman. For legal citation style, see 14.281

317. 

Bloomfield Village Drain Dist. v. Keefe 

Miranda v. Arizona 

In discussion, a case name may be shortened. 

the Miranda case (or simply Miranda) 

8.82 Capitalization for names of awards and prizes 

Names of awards and prizes are capitalized, but some generic terms used with the 

names are lowercased. For military awards, see 8.114. 

the 2010 Nobel Prize in Physiology or Medicine; a Nobel Prize winner; a Nobel 
Prize winning physiologist (see 6.80); a Nobel Peace Prize; the Nobel Prize in 
Literature 

the 2010 Pulitzer Prize for Commentary; a Pulitzer in journalism 

an Academy Award; an Oscar 

an Emmy Award; she has three Emmys 

the Presidential Medal of Freedom 

a Guggenheim Fellowship (but a Guggenheim grant) 

an International Music Scholarship 

National Merit Scholarship awards; Merit Scholarships; Merit Scholar 

8.84 Academic subjects 

Academic subjects are not capitalized unless they form part of a department 

name or an official course name or are themselves proper nouns (e.g., English, 

Latin). 

She has published widely in the history of religions. 

They have introduced a course in gender studies. 

He is majoring in comparative literature. 

She is pursuing graduate studies in philosophy of science. 

but 

Jones is chair of the Committee on Comparative Literature. 

8.85 Courses of study 

Official names of courses of study are capitalized. 

I am signing up for Archaeology 101. 

A popular course at the Graham School of General Studies is Basic Manuscript 
Editing. 

but 

His ballroom dancing classes have failed to civilize him. 

8.87 Days of the week, months, and seasons 

Names of days and months are capitalized. The four seasons are lowercased 

(except when used to denote an issue of a journal; see 14.180). For centuries and 

decades, see 8.70. 

Tuesday 
November 
spring 
fall 
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the vernal (or spring) equinox 
the winter solstice 

8.88 Holidays 

The names of secular and religious holidays or officially designated days or 

seasons are capitalized. 

 
Christmas Day 
Earth Day 
Election Day 

 
the Fourth of July, the Fourth 
Good Friday 
Halloween 
Hanukkah 
Holy Week 
Inauguration Day 
Independence Day 
Kwanzaa 
Labor Day 
Lent 
Lincoln  
Martin Luther King Jr. Day 
Memorial Day 

 
National Poetry Month 

 
 

Passover 
 

Ramadan 
Remembrance Day (Canada) 
Rosh Hashanah 

 
Thanksgiving Day 
Yom Kippur 
Yuletide 

but 

D-day 
a bank holiday 

8.90 Deities 

Names of deities, whether in monotheistic or polytheistic religions, are 

capitalized. 

Allah 
Astarte 
Freyja 
God 
Itzamna 
Jehovah 
Mithra 
Satan (but the devil) 
Serapis 
Yahweh 

8.95 Major religions 

Names of major religions are capitalized, as are their adherents and adjectives 

derived from them. 

Buddhism; Buddhist 
Christianity; Christian; Christendom (see also 8.97) 
Confucianism; Confucian 
Hinduism; Hindu 
Islam; Islamic; Muslim 
Judaism; Jew; Jewry; Jewish 
Shinto; Shintoism; Shintoist 
Taoism; Taoist; Taoistic 

but 

atheism 
agnosticism 
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8.97  

When used to refer to the institution of religion or of a particular 

religion, church is usually lowercased. 

church and state 
the early church 
the church in the twenty-first century 
the church fathers 

Church is capitalized when part of the formal name of a denomination (e.g., the 

United Methodist Church; see other examples in 8.96) or congregation (e.g., the 

Church of St. Thomas the Apostle). 

8.98 Generic versus religious terms 

Many terms that are lowercased when used generically, such 

as animism, fundamentalism, or spiritualism, may be capitalized when used as the 

name of a specific religion or a sect. 

a popular medium in turn-of-the-century Spiritualist circles 

but 

liberal versus fundamentalist Christians 

8.196 Signs and notices 

Specific wording of common short signs or notices is capitalized headline-style in 

running text. A longer notice is better treated as a quotation. 

The door was marked Authorized Personnel Only. 

She encountered the usual Thank You for Not Smoking signs. 

nd shirt required of patrons but not 
 

8.197 Mottoes 

Mottoes may be treated the same way as signs. If the wording is in another 

language, it is usually italicized and only the first word capitalized. See also 6.51. 

 

My old college has the motto Souvent me souviens. 

 

9. Numerals 

9.2 General rule zero through one hundred 

In nontechnical contexts, STAIR advises spelling out whole numbers from zero 

through one hundred and certain round multiples of those numbers. Most of the 

rest of this chapter deals with the exceptions to this rule and special cases. For 

hyphens used with spelled-out numbers, see 7.85, section 1. For some additional 

considerations, consult the index, under numbers. For numerals in direct 

discourse, see 13.42. For an alternative rule, see 9.3. 

Thirty-two children from eleven families were packed into eight vintage 
Beetles. 

Many people think that seventy is too young to retire. 

The property is held on a ninety-nine-year lease. 

According to a recent appraisal, my house is 103 years old. 

The three new parking lots will provide space for 540 more cars. 

The population of our village now stands at 5,893. 
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9.4 Hundreds, thousands, and hundred thousands 

Any of the whole numbers mentioned in 9.2 followed by hundred, thousand, 

or hundred thousand are usually spelled out (except in the sciences) whether 

used exactly or as approximations. See also 9.8. 

Most provincial theaters were designed to accommodate large audiences
from about seven hundred spectators in a small city like Lorient to as many as 
two thousand in Lyon and Marseille. 

A millennium is a period of one thousand years. 

The population of our city is more than two hundred thousand. 

Some forty-seven thousand persons attended the fair. 

but 

 

9.5 Number beginning a sentence 

When a number begins a sentence, it is always spelled out. To avoid 

awkwardness, a sentence can often be recast. In the first example, some writers 

prefer the form one hundred and ten  and. 

One hundred ten candidates were accepted. 

or 

In all, 110 candidates were accepted. 

If a year must begin a sentence, spell it out; it is usually preferable, however, to 

reword. Avoid and in such expressions as two thousand one, two thousand ten, two 

thousand fifty, and the like (see also 9.30). 

Nineteen thirty-seven was marked, among other things, by the watershed 
el  Familiar Quotations. 

or, better, 

The year 1937 . . . 

If a number beginning a sentence is followed by another number of the same 

category, spell out only the first or reword. 

One hundred eighty of the 214 candidates had law degrees; the remaining 34 
were doctoral candidates in fish immunology. 

or, better, 

Of the 214 candidates, 180 had law degrees; the remaining 34 were doctoral 
candidates in fish immunology. 

9.6 Ordinals 

The general rule applies to ordinal as well as cardinal numbers. Note that Chicago 

prefers, for example, 122nd and 123rd (with an n and an r) over 122d and 123d. 

The latter, however, are common especially in legal style (see 14.281 317). The 

letters in ordinal numbers should not appear as superscripts (e.g., 

122nd not 122nd). 

Gwen stole second base in the top half of the first inning. 

The restaurant on the forty-fifth floor has a splendid view of the city. 

She found herself in 125th position out of 360. 

The 122nd and 123rd days of the strike were marked by a rash of defections. 

The ten thousandth child to be born at Mercy Hospital was named Mercy. 

n  n (see 

also 7.59). 

9.7 Consistency and flexibility 

Where many numbers occur within a paragraph or a series of paragraphs, 

maintain consistency in the immediate context. If according to rule you must use 

numerals for one of the numbers in a given category, use them for all in that 

category. In the same sentence or paragraph, however, items in one category may 

be given as numerals and items in another spelled out. In the first example, the 

numerals 50, 3, and 4 would normally be spelled out (see 9.2); in the second and 
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third examples, 30,000 and 2,000, respectively, would normally be spelled out 

(see 9.4; see also 9.8). For numerals in direct discourse, see 13.42. 

A mixture of buildings one of 103 stories, five of more than 50, and a dozen 
of only 3 or 4 has been suggested for the area. 

from just under 30,000 in 1850 to nearly 1.7 million by 1900. 

Between 1,950 and 2,000 people attended the concert. 

To avoid a thickly clustered group of spelled-out numbers, numerals may be used 

instead in exception to the general rule. 

9.8 Millions, billions, and so forth 

Whole numbers used in combination with million, billion, and so forth usually 

follow the general rule (see 9.2). See also 9.4. For monetary amounts, see 9.21

26; for the use of superscripts in scientific contexts, see 9.9. 

The city had grown from three million in 1960 to fourteen million in 1990. 

inhabitants. 

The population of the United States recently surpassed three hundred million. 

To express fractional quantities in the millions or more, a mixture of numerals 

and spelled-out numbers is used. In the second example below, the number 

fourteen is expressed as a numeral for the sake of consistency (see 9.7). 

By the end of the fourteenth century, the population of Britain had probably 
reached 2.3 million. 

According to some scientists, the universe is between 13.5 and 14 billion years 
old. 

Note that billion in some countries (including, until recently, Great Britain) 

means a million million (a trillion in American usage), not, as in American usage, 

a thousand million; in this alternate system, the prefix bi- indicates twelve zeros 

(rather than the American nine), or twice the number of zeros in one million. 

Likewise, trillion indicates eighteen zeros (rather than the American 

twelve), quadrillion twenty-four (rather than the American fifteen), and so on. 

Editors working with material by British or other European writers may need to 

query the use of these terms. See 5.220 under billion; trillion. 

STAIR follows the British convention. 

9.13 Physical quantities in general contexts 

In nontechnical material, physical quantities such as distances, lengths, areas, 

and so on are usually treated according to the general rule (see 9.2). See 

also 9.15. 

Within fifteen minutes the temperature dropped twenty degrees. 

The train approached at seventy-five miles an hour. 

Some students live more than fifteen kilometers from the school. 

Three-by-five-inch index cards are now seldom used in index preparation. 

She is five feet nine (or, more colloquially, five foot nine or five nine). 

It is occasionally acceptable to depart from the general rule for certain types of 

quantities that are commonly (or more conveniently) expressed as numerals; 

such a departure, subject to editorial discretion, must be consistently applied for 

like quantities across a work. See also 9.7. For the absence of the hyphen in the 

second example below, see 7.85, section 2, under noun + numeral or enumerator. 

a 40-watt bulb 

a size 14 dress 

a 32-inch inseam 

a fuel efficiency of 80 miles per gallon (or 3 liters per 100 kilometers) 

9.14 Simple fractions 

Simple fractions are spelled out. For the sake of readability and to lend an 

appearance of consistency, they are hyphenated in noun, adjective, and adverb 

forms. In the rare event that individual parts of a quantity are emphasized, 
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however, as in the last example, the fraction is spelled open. See also 7.85, 

section 1, under fractions, simple. For decimal fractions, see 9.19. 

She has read three-fourths of the book. 

Four-fifths of the students are boycotting the class. 

I do not want all of your material; two-thirds is quite enough. 

A two-thirds majority is required. 

but 

We divided the cake into four quarters; I took three quarters, and my brother 
one. 

9.15 Whole numbers plus fractions 

Quantities consisting of whole numbers and simple fractions may be spelled out 

if short but are often better expressed in numerals (especially if a symbol for the 

fraction is available, as in the examples here). For decimal fractions, see 9.19. For 

fractions in mathematical text, see 12.45. See also 9.17, 10.69. 

We walked for three and one-quarter miles. 

 yards of the silk fabric. 

Lester is exactly 3 feet 5¼ inches tall. 

Letters are usually printed on 8½″ × 11″ paper. 

9.16 Abbreviations and symbols 

If an abbreviation or a symbol is used for the unit of measure, the quantity is 

always expressed by a numeral. Such usage is standard in mathematical, 

statistical, technical, or scientific text, where physical quantities and units of time 

are expressed in numerals, whether whole numbers or fractions, and almost 

always followed by an abbreviated form of the unit (see also 10.52 71). Any 

writer or editor working with highly technical material should consult Scientific 

Style and Format or the AMA Manual of Style (bibliog. 1.1). Note that hyphens are 

never used between the numeral and the abbreviation or symbol, even when they 

are in adjectival form (see 7.85, section 1, under number + abbreviation). In the 

last example, note the use of symbols for prime and double prime, which 

are not equivalent to the apostrophe and quotation mark. 

50 km (kilometers); a 50 km race 
21 ha (hectares) 
4.5 L (liters) 
85 g (grams) 
240 V (volts) 
10°C, 10.5°C 
3′6″ 

A unit of measurement used without a numeral should always be spelled out, even 

in scientific contexts. 

We took the measurements in kilojoules (not kJ). 

9.17 Units for repeated quantities 

For expressions including two or more quantities, the abbreviation or symbol is 

repeated if it is closed up to the number but not if it is separated. See also 10.52. 

For the use of spaces with SI units and abbreviations or symbols, see 10.61. 

35% 50% 
3°C 7°C 

″ × 9″ 
2 × 5 cm 

13. Quotations 

13.5 When quotation and attribution is unnecessary 

Commonly known or readily verifiable facts, proverbs, and other familiar 

expressions can be stated without quotation or attribution unless the wording is 

taken directly from another source. Authors, of course, must be absolutely sure of 
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such facts, and editors should flag anything that seems suspicious (see 13.6). No 

source need be cited for such statements as the following: 

On April 14, 1865, a few  

No one can convince the young that practice makes perfect. 

If reading maketh a full man, Henry is half-empty. 

13.7 Permissible changes to punctuation, capitalization, and spelling 

Although in a direct quotation the wording should be reproduced exactly, the 

following changes are generally permissible to make a passage fit into the syntax 

and typography of the surrounding text. See also 13.8. 

1. Single quotation marks may be changed to double, and double to single 

(see 13.28); punctuation relative to quotation marks should be adjusted 

accordingly (see 6.9). Guillemets and other types of quotation marks in a 

foreign language may be changed to regular single or double quotation marks 

(see 13.71). 

2. The initial letter may be changed to a capital or a lowercase letter (see 13.13). 

3. A final period may be omitted or changed to a comma as required, and 

punctuation may be omitted where ellipsis points are used (see 13.48 56). 

4. Original note reference marks (and the notes to which they refer) may be 

omitted unless omission would affect the meaning of the quotation. If an 

original note is included, the quotation may best be set off as a block 

quotation (see 13.9), with the note in smaller type at the end, or the note may 

be summarized in the accompanying text. Authors may, on the other hand, 

add note references of their own within quotations. 

5. Obvious typographic errors may be corrected silently (without comment 

or sic; see 13.59), unless the passage quoted is from an older work or a 

manuscript source where idiosyncrasies of spelling are generally preserved. If 

spelling and punctuation are modernized or altered for clarity, readers must 

be so informed in a note, in a preface, or elsewhere. 

13.13 Changing capitalization to suit syntax an overview 

Aside from proper nouns and some of the words derived from them (see 8.1), 

words in English publications are normally lowercased unless they begin a 

sentence (or, often, a line of poetry). To suit this requirement, the first word in a 

quoted passage must often be adjusted to conform to the surrounding text. In 

STAIR, this adjustment may be done silently, as such capitalization does not 

normally affect the significance of the quoted matter, which is assumed to have 

been taken from another context. This means that it is not obligatory to indicate 

the change by bracketing the initial quoted letter. 

13.14 Initial capital or lowercase run-in quotations 

When a quotation introduced midsentence forms a syntactical part of the 

sentence, it begins with a lowercase letter even if the original begins with a 

capital. 

 

With a
an observation as true today as then. 

When the quotation has a more remote syntactic relation to the rest of the 

sentence, the initial letter remains capitalized. 

 

is a cogent warning to people of all ages. 

On the other hand, if a quotation that is only a part of a sentence in the original 

forms a complete sentence as quoted, a lowercase letter may be changed to a 

the original (see 13.15). 
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but 

insurrections, alway  

13.17 Colon preceding a quotation 

A formal introductory phrase, such as thus or as follows, is usually followed by a 

colon. 

The role of the author has been variously described. Henry Fielding, at the 
beginning of his History of Tom Jones, de
consider himself, not as a gentleman who gives a private or eleemosynary 
treat, but rather as one who keeps a public ordinary, at which all persons are 

 

13.18 Comma preceding a quotation 

When it is simply a matter of identifying a speaker, a comma is used 

after said, replied, asked, and similar verbs; a colon, though never wrong in such 

instances, should be used sparingly (e.g., to introduce quotations that consist of 

more than one sentence). 

 

(the faculty club door) in which they had a literal and obvious meaning into 
another context (my classroom) in which the meaning was no less obvious and 

 

13.19 Period rather than colon preceding a quotation 

Unless introduced by thus, as follows, or other wording that requires a colon, a 

block quotation may be preceded by a period rather than a colon. Such usage 

should be applied consistently. 

He then took a clearly hostile position toward Poland, having characterized it 
as a Fascist state that oppressed the Ukrainians, the Belorussians, and others. 

Under present conditions, suppression of that state will mean that there will 
be one less Fascist state. It will not be a bad thing if Poland suffers a defeat 
and thus enables us to include new territories and new populations in the 
socialist system. 

13.28  

Quoted words, phrases, and sentences run into the text are enclosed in double 

quotation marks. Single quotation marks enclose quotations within quotations; 

double marks, quotations within these; and so on. (The practice in the United 

Kingdom and elsewhere is often the reverse: single marks are used first, then 

double, and so on.) When the material quoted consists entirely of a quotation 

within a quotation, only one set of quotation marks need be employed (usually 

double quotation marks). For permissible changes from single to double 

quotation marks and vice versa, see 13.7 (item 1); see also 13.61. For dialogue, 

see 13.37. For technical uses of single quotation marks, see 7.50, 8.129. 

wh
say 

me thing a bit! Why you 
 eat what I 

  

Note carefully not only the placement of the single and double closing quotation 

marks but also that of the exclamation points in relation to those marks in the 

example above. Question marks and exclamation points are placed just within the 

set of quotation marks ending the element to which such terminal punctuation 

belongs. For the placement of other punctuation commas, periods, question 

marks, and so on in relation to closing quotation marks, see 6.9 11. 

13.29 Quotation marks in block quotations 

Although material set off as a block quotation is not enclosed in quotation marks, 

quoted matter within the block quotation is enclosed in double quotation 

marks in other words, treated as it would be in text (see 13.28). An author or 

editor who changes a run-in quotation to a block quotation must delete the 

http://www.chicagomanualofstyle.org/16/ch13/ch13_sec007.html
http://www.chicagomanualofstyle.org/16/ch13/ch13_sec061.html
http://www.chicagomanualofstyle.org/16/ch13/ch13_sec037.html
http://www.chicagomanualofstyle.org/16/ch07/ch07_sec050.html
http://www.chicagomanualofstyle.org/16/ch08/ch08_sec129.html
http://www.chicagomanualofstyle.org/16/ch06/ch06_sec009.html
http://www.chicagomanualofstyle.org/16/ch13/ch13_sec028.html
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opening and closing quotation marks and change any internal ones. The 

following examples illustrate the same material first in run-in form and then as a 

block quotation: 

  

The narrator then breaks in: 

contemptuous  

Similarly, converting a block quotation to a run-in quotation requires adding and 

altering quotation marks. For interpolations that include quoted matter, 

see 13.61. 

13.30 Quotation marks across paragraphs 

If quoted material of more than one paragraph cannot be set as a block quotation 

(which is normally much preferred; see 13.10), quotation marks are needed at 

the beginning of each paragraph but at the end of only the final paragraph. (Note 

that each successive paragraph must begin on a new line, as in the original.) The 

 extend over 

more than one paragraph. 

13.51 Ellipses with periods 

A period is added before an ellipsis to indicate the omission of the end of a 

sentence, unless the sentence is deliberately incomplete (see 13.53). Similarly, a 

period at the end of a sentence in the original is retained before an ellipsis 

indicating the omission of material immediately following the period. What 

precedes and, normally, what follows the four dots should be grammatically 

complete sentences as quoted, even if part of either sentence has been omitted. A 

 

The spirit of our American radicalism is destructive and aimless: it is not 
loving; it has no ulterior and divine ends; but is destructive only out of hatred 
and selfishness. On the other side, the conservative party, composed of the 

most moderate, able, and cultivated part of the population, is timid, and 
merely defensive of property. It vindicates no right, it aspires to no real good, 
it brands no crime, it proposes no generous policy, it does not build, nor write, 
nor cherish the arts, nor foster religion, nor establish schools, nor encourage 
science, nor emancipate the slave, nor befriend the poor, or the Indian, or the 
immigrant. From neither party, when in power, has the world any benefit to 
expect in science, art, or humanity, at all commensurate with the resources of 
the nation. 

The passage might be shortened as follows: 

The spirit of our American radicalism is destructive and aimless. . . . On the 
other side, the conservative party . . . is timid, and merely defensive of 
property. . . . It does not build, nor write, nor cherish the arts, nor foster 
religion, nor establish schools. 

Note that the first word after an ellipsis is capitalized if it begins a new 

grammatical sentence.  

13.53 Deliberately incomplete sentence 

Three dots are used at the end of a quoted sentence that is deliberately left 

grammatically incomplete. 

Everyone knows that the Declaration of Independence begins with the 
 . 

recite more than the first few lines of the document? 

American radicalism . .  

Note that no space intervenes between a final ellipsis point and a closing 

quotation mark. 

13.59  

italics, sic may be inserted in brackets following a word misspelled or wrongly 

used in the original. This device should be used only where it is relevant to call 

attention to such matters (and especially where readers might otherwise assume 

http://www.chicagomanualofstyle.org/16/ch13/ch13_sec061.html
http://www.chicagomanualofstyle.org/16/ch13/ch13_sec010.html
http://www.chicagomanualofstyle.org/16/ch13/ch13_sec053.html


 

STAIR STYLE GUIDE   43 | 47  
 

the mistake is in the transcription rather than the original) or where paraphrase 

or silent correction is inappropriate (see 13.4, 13.7 [item 5]). 

In September 1862, J. W. Chaffin, president of the Miami Conference of Wesleyan 

sic] at the last 

 

Sic should not be used merely to call attention to unconventional spellings, which 

should be explained (if at all) in a note or in prefatory material. Similarly, where 

material with many errors and variant spellings (such as a collection of informal 

letters) is reproduced as written, a prefatory comment or a note to that effect will 

make a succession of sics unnecessary. 

13.60  

An author wishing to call particular attention to a word or phrase in quoted 

material may italicize it but must tell readers what has been done, by means of 

in a source note to the quotation. If there are italics in the original of the passage 

quoted, the information is best enclosed in brackets and placed directly after the 

added italics. Consistency in method throughout a work is essential. 

You have watched the conduct of Ireland in the difficult circumstances of the 
last nine months, and that conduct I do not hesitate to risk saying on your 
behalf has evoked in every breast a responsive voice of sympathy, and an 
increased conviction that we may deal freely and yet deal prudently with our 
fellow-subjects beyond the Channel. Such is your conviction. (William Ewart 
Gladstone, October 1891; italics added) 

In reality not one didactic poet has ever yet attempted to use any parts or 
processes of the particular art which he made his theme, unless in so far as 
they seemed susceptible of poetic treatment, and only because they seemed so. 
Look at the poem of Cyder by Philips, of the Fleece by Dyer, or (which is a still 
weightier example) at the Georgics of Virgil, does any of these poets show the 
least anxiety for the correctness of your principles [my italics], or the delicacy of 

your manipulations, in the worshipful arts they affect to teach? (Thomas De 
 

Occasionally it may be important to point out that italics in a quotation were 

 

14. Citations and Referencing 

which uses a hybrid system of notes, comprising both footnotesabc (alphabetic) 

and endnotes123 (numeric). The footnotes allow space for commentary, while 

endnotes are used for referencing the sources cited, making this system 

extremely flexible.  

14.2 Book 

14.2.1 One author 

1. Michael Pollan, 
Meals (New York: Penguin, 2006), 99 100. 

2. Pollan, emma, 3. 

14.2.2 Two or more authors 

1. Geoffrey C. Ward and Ken Burns, The War: An Intimate History, 1941
1945 (New York: Knopf, 2007), 52. 

2. Ward and Burns, War, 59 61. 

14.2.3 For four or more authors, list only the first author, followed by et 

al.: 

1. Dana Barnes et al., Plastics: Essays on American Corporate Ascendance in 
the 1960s . . . 

http://www.chicagomanualofstyle.org/16/ch13/ch13_sec004.html
http://www.chicagomanualofstyle.org/16/ch13/ch13_sec007.html
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2. Barnes et al., Plastics . . . 

14.2.4 Editor, translator, or compiler instead of author 

1. Richmond Lattimore, trans., The Iliad of Homer (Chicago: University of 
Chicago Press, 1951), 91 92. 

2. Lattimore, Iliad, 24. 

14.2.5 Editor, translator, or compiler in addition to author 

1. Gabriel García Márquez, Love in the Time of Cholera, trans. Edith Grossman 
(London: Cape, 1988), 242 55. 

2. García Márquez, Cholera, 33. 

14.2.6 Chapter or other part of a book 

 Anthropology and Global Counterinsurgency, ed. John D. 
Kelly et al. (Chicago: University of Chicago Press, 2010), 77. 

2. Ke 82. 

14.2.7 Chapter of an edited volume originally published elsewhere (as in 

primary sources) 

in Rome: Late Republic and Principate, ed. Walter Emil Kaegi Jr. and Peter 
White, vol. 2 of University of Chicago Readings in Western Civilization, ed. John 
Boyer and Julius Kirshner (Chicago: University of Chicago Press, 1986), 35. 

 

14.2.8 Preface, foreword, introduction, or similar part of a book 

1. James Rieger, introduction to Frankenstein; or, The Modern Prometheus, by 
Mary Wollstonecraft Shelley (Chicago: University of Chicago Press, 1982), xx
xxi. 

2. Rieger, introduction, xxxiii. 

14.2.9 Book published electronically 

If a book is available in more than one format, cite the version you consulted. For 

books consulted online, list a URL; include an access date only if one is required 

by your publisher or discipline. If no fixed page numbers are available, you can 

include a section title or a chapter or other number. 

1. Jane Austen, Pride and Prejudice (New York: Penguin Classics, 2007), Kindle 
edition. 

2. Philip B. Kurland and Ralph Lerner, eds., 
Constitution (Chicago: University of Chicago Press, 1987), accessed February 
28, 2010, http://press-pubs.uchicago.edu/founders/. 

3. Austen, Pride and Prejudice. 

4. Kurland and Lerner, , chap. 10, doc. 19. 

14.3 Journal article 

14.3.1 Article in a print journal 

In a note, list the specific page numbers consulted, if any. In the bibliography, list 

the page range for the whole article. 

 Republic  Classical Philology 104 
(2009): 440. 

 Republic 53. 

14.3.2 Article in an online journal 

Include a DOI (Digital Object Identifier) if the journal lists one. A DOI is a 

permanent ID that, when appended to http://dx.doi.org/ in the address bar of an 

Internet browser, will lead to the source. If no DOI is available, list a URL. Include 

an access date only if one is required by your publisher or discipline. 

 American Journal of Sociology 115 (2009): 411, 
accessed February 28, 2010, doi:10.1086/599247. 
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2.  

14.3 Article in a newspaper or popular magazine 

Stolberg and Robert Pear noted in a New York Times article on February 27, 

2010, . . 

bibliography. The following examples show the more formal versions of the 

citations. If you consulted the article online, include a URL; include an access date 

only if your publisher or discipline requires one. If no author is identified, begin 

the citation with the article title. 

 New Yorker, January 25, 2010, 
68. 

Health Care  New York Times, February 27, 2010, accessed February 28, 
2010, http://www.nytimes.com/2010/02/28/us/politics/28health.html. 

 

 

14.4 Book review 

 
Natural History of Four Meals, by Michael Pollan, New York Times, April 23, 
2006, Sunday Book Review, 
http://www.nytimes.com/2006/04/23/books/review/23kamp.html. 

 

14.5 Thesis or dissertation 

 Imaginaires in Death Rituals during the Northern 
 

 Imaginaires  

14.6 Paper presented at a meeting or conference 

annual meeting for the Society of Biblical Literature, New Orleans, Louisiana, 
November 21 24, 2009). 

 

14.7 Website 

A citation to website content can often be limited to a mention in the text or in a 

 . . 

amples below. 

Because such content is subject to change, include an access date or, if available, a 

date that the site was last modified. 

http://www.google.com/intl/en/privacypolicy.html. 

accessed July 19, 2008, 
http://www.mcdonalds.com/corp/about/factsheets.html. 

 

 

14.8 Blog entry or comment 

Blog entries or comments may be cited in 

to The Becker-Posner Blog on February 23, 2010, 

they are commonly omitted from a bibliography. The following examples show 

the more formal versions of the citations. There is no need to add pseud. after an 

apparently fictitious or informal name. (If an access date is required, add it before 

the URL; see examples elsewhere in this guide.) 

 The Becker-Posner Blog, February 21, 2010, 
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http://uchicagolaw.typepad.com/beckerposner/2010/02/double-exports-in-
five-years-posner.html. 

 

14.9 E-mail or text message 

E-mail and text messages may be cited in running 

author on March 1, 2010, John Doe revealed 

are rarely listed in a bibliography. The following example shows the more formal 

version of a note. 

1. John Doe, e-mail message to author, February 28, 2010. 

15. Abbreviations 

15.2 When to use abbreviations 

Abbreviations should be used only in contexts where they are clear to readers. 

Some are almost never used in their spelled-out form (IQ, GOP, DNA) and may be 

used without xplanation. Others, though in common use (HMO, UPS, AT&T), are 

normally spelled out at first occurrence at least in formal text as a courtesy to 

those readers who might not easily recognize them. Less familiar ones, however, 

should be used only if they occur, say, five times or more within an article or 

chapter, and the terms must be spelled out on their first occurrence. (The 

abbreviation usually follows immediately, in parentheses.) Writers and editors 

should monitor the number of different abbreviations used in a document; 

readers trying to keep track of a large number of abbreviations, especially 

unfamiliar ones, will lose their way. Among recent recommendations of the 

Federal Aviation Administration (FAA) are . . . 

15.23 Firms and companies: some commonly used generic abbreviations  

Assoc. 
Bros. 
Co. 
Corp. 
Inc. 
LP (limited partnership) 
Ltd. 
Mfg. 
PLC (public limited company) 
RR (railroad) 
Ry. (railway) 

 

abbreviation (in either form) is permissible when used as an adjective, but United 

States as a noun should be spelled out. 

US dollars 

US involvement in Asia 

15.4 Periods: general guidelines  

To avoid unnecessary periods in abbreviations, Chicago recommends the 

following general guidelines: use periods with abbreviations that appear in 

lowercase letters; use no periods with abbreviations that appear in full capitals or 

small capitals, whether two letters or more. For feasible exceptions, see 15.5. For 

a mixture of lowercase and capital letters, see 15.6. 

p.  
e.g. 
a.k.a. 
etc. 
p.m. 
vol. 
et al. (et is not an abbreviation; al. is) 
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VP 
CEO 
USA 
AAUP 
BCE 


