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A Note to Students

A  M a n u a l fo r W riters o f R esea rch  P a p ers, T h eses, a n d  D isserta tio n s h a s h elp ed  g en era tio n s o f stu d en ts su ccessfu lly  resea rch , w rite,
a n d  su b m it p a p ers in  v irtu a lly  a ll a ca d em ic d iscip lin es. M o st co m m o n ly  k n o w n  a s T u ra b ia n ,  in  h o n o r o f th e o rig in a l a u th o r, th is
b o o k  is th e a u th o rita tiv e stu d en t reso u rce o n  C h ica g o  sty le.

P a rt I co v ers ev ery  step  o f th e resea rch  a n d  w ritin g  p ro cess a n d  p ro v id es p ra ctica l a d v ice to  h elp  y o u  fo rm u la te th e rig h t
q u estio n s, rea d  critica lly , a n d  b u ild  a rg u m en ts. It a lso  sh o w s y o u  h o w  to  d ra ft a n d  rev ise y o u r p a p ers to  stren g th en  b o th  y o u r
a rg u m en ts a n d  y o u r w ritin g . P a rt 2  o ffers a  co m p reh en siv e g u id e to  C h ica g o s tw o  m eth o d s o f so u rce cita tio n , b eg in n in g  w ith  h elp fu l
in fo rm a tio n  o n  g en era l cita tio n  p ra ctices in  ch a p ter 15 . In  th e h u m a n ities a n d  m o st so cia l scien ces, y o u  w ill lik ely  u se th e n o tes-
b ib lio g ra p h y  sty le d eta iled  in  ch a p ters 16  a n d  17 ; in  th e n a tu ra l a n d  p h y sica l scien ces a n d  so m e so cia l scien ces, y o u  w ill m o re lik ely
u se th e a u th o r-d a te (a lso  ca lled  p a ren th etica l cita tio n s-referen ce list) sty le d escrib ed  in  ch a p ters 18  a n d  19 . P a rt 3  co v ers C h ica g o s
reco m m en d ed  ed ito ria l sty le, w h ich  w ill h elp  y o u  b rin g  co n sisten cy  to  y o u r w ritin g  in  m a tters su ch  a s p u n ctu a tio n , ca p ita liza tio n ,
a n d  a b b rev ia tio n s; th is sectio n  a lso  in clu d es g u id a n ce o n  in co rp o ra tin g  q u o ta tio n s in to  y o u r w ritin g  a n d  o n  p ro p erly  p resen tin g
ta b les a n d  fig u res. T h e a p p en d ix  p resen ts fo rm a ttin g  a n d  su b m issio n  req u irem en ts fo r th eses a n d  d isserta tio n s th a t m a n y  a ca d em ic
in stitu tio n s u se a s a  m o d el, b u t b e su re to  fo llo w  a n y  lo ca l g u id elin es p ro v id ed  b y  y o u r in stitu tio n .
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Preface

S tu d en ts w ritin g  resea rch  p a p ers, th eses, a n d  d isserta tio n s in  to d a y s co lleg es a n d  u n iv ersities in h a b it a  w o rld  filled  w ith  electro n ic
tech n o lo g ies th a t w ere u n im a g in ed  in  19 3 7 th e y ea r d isserta tio n  secreta ry  K a te L . T u ra b ia n  first a ssem b led  a  b o o k let o f g u id elin es
fo r stu d en t w riters a t th e U n iv ersity  o f C h ica g o . T h e a v a ila b ility  o f w o rd -p ro cessin g  so ftw a re a n d  n ew  d ig ita l so u rces h a s ch a n g ed  th e
w a y  stu d en ts co n d u ct resea rch  a n d  w rite u p  th e resu lts. B u t th ese tech n o lo g ies h a v e n o t a ltered  th e b a sic ta sk  o f th e stu d en t w riter:
d o in g  w ell-d esig n ed  resea rch  a n d  p resen tin g  it clea rly  a n d  a ccu ra tely , w h ile fo llo w in g  a ccep ted  a ca d em ic sta n d a rd s fo r cita tio n ,
sty le, a n d  fo rm a t.

T u ra b ia n s 19 3 7  b o o k let reflected  g u id elin es fo u n d  in  A  M a n u a l o f S ty le, ten th  ed itio n a n  a lrea d y  cla ssic reso u rce fo r w riters
a n d  ed ito rs p u b lish ed  b y  th e U n iv ersity  o f C h ica g o  P ress. T h e P ress b eg a n  d istrib u tin g  T u ra b ia n s b o o k let in  19 4 7  a n d  first p u b lish ed
th e w o rk  in  b o o k  fo rm  in  19 5 5 , u n d er th e title A  M a n u a l fo r W riters o f T erm  P a p ers, T h eses, a n d  D isserta tio n s. T u ra b ia n  rev ised  th e
w o rk  tw ice m o re, u p d a tin g  it to  m eet stu d en ts  n eed s a n d  to  reflect th e la test reco m m en d a tio n s o f th e M a n u a l o f S ty le. O v er tim e,
T u ra b ia n s b o o k  h a s b eco m e a  sta n d a rd  referen ce fo r stu d en ts o f a ll lev els a t u n iv ersities a n d  co lleg es a cro ss th e co u n try . T u ra b ia n
d ied  in  19 8 7  a t a g e n in ety -fo u r, a  few  m o n th s a fter p u b lica tio n  o f th e fifth  ed itio n . F o r th a t ed itio n , a s w ell a s th e six th  (19 9 6 ) a n d
sev en th  (2 0 0 7 ), m em b ers o f th e P ress ed ito ria l sta ff ca rried  o u t th e rev isio n s. F o r th e sev en th  ed itio n , W a y n e C . B o o th , G reg o ry  G .
C o lo m b , a n d  J o sep h  M . W illia m s ex p a n d ed  th e fo cu s o f th e b o o k  b y  a d d in g  ex ten siv e n ew  m a teria l a d a p ted  fro m  th eir b o o k  T h e
C ra ft o f R esea rch , n o w  in  its th ird  ed itio n  (C h ica g o : U n iv ersity  o f C h ica g o  P ress, 2 0 0 8 ). A m o n g  th e n ew  to p ics co v ered  w ere th e
n a tu re o f resea rch , fin d in g  a n d  en g a g in g  so u rces, ta k in g  n o tes, d ev elo p in g  a n  a rg u m en t, d ra ftin g  a n d  rev isin g , a n d  p resen tin g
ev id en ce in  ta b les a n d  fig u res.

F o r th is n ew  eig h th  ed itio n , p a rt I o ffers u p d a ted  co v era g e o n  fin d in g  a n d  u sin g  th e m a n y  ty p es o f d ig ita l so u rces th a t h a v e
b eco m e a v a ila b le in  recen t y ea rs. P a rt 2  o ffers a  co m p reh en siv e g u id e to  th e tw o  C h ica g o  sty les o f so u rce cita tio n th e n o tes-
b ib lio g ra p h y  fo rm a t u sed  w id ely  in  th e h u m a n ities a n d  m o st so cia l scien ces a n d  th e a u th o r-d a te fo rm a t fa v o red  in  m a n y  o f th e
scien ces a n d  so m e so cia l scien ces. In  a d d itio n  to  m a k in g  th e tw o  cita tio n  sy stem s m o re co n sisten t sty listica lly , th is ed itio n  o ffers
m a n y  ex a m p les fo r citin g  n ew  ty p es o f d ig ita l so u rces n o t p rev io u sly  co v ered . P a rt 3  a d d resses m a tters o f sp ellin g , p u n ctu a tio n ,
a b b rev ia tio n , a n d  trea tm en t o f n u m b ers, n a m es, sp ecia l term s, a n d  titles o f w o rk s. T h e fin a l tw o  ch a p ters in  th is sectio n  trea t th e
m ech a n ics o f u sin g  q u o ta tio n s a n d  g ra p h ics (ta b les a n d  fig u res), to p ics th a t a re d iscu ssed  fro m  a  rh eto rica l p ersp ectiv e in  p a rt I.
B o th  p a rts 2  a n d  3  h a v e b een  u p d a ted  fo r th is ed itio n  in  a cco rd a n ce w ith  th e six teen th  ed itio n  o f T h e C h ica g o  M a n u a l o f S ty le
(C h ica g o : U n iv ersity  o f C h ica g o  P ress, 2 0 10 ), o r C M O S . T h e reco m m en d a tio n s in  th is m a n u a l in  so m e in sta n ces d iv erg e fro m  C M O S
in  sm a ll w a y s, to  b etter su it th e req u irem en ts o f a ca d em ic p a p ers a s o p p o sed  to  p u b lish ed  w o rk s.

T h e a p p en d ix  p resen ts g u id elin es fo r p a p er fo rm a t a n d  su b m issio n  th a t h a v e b eco m e th e p rim a ry  a u th o rity  fo r d isserta tio n
o ffices th ro u g h o u t th e U n ited  S ta tes. A s rev ised , th ese g u id elin es n o w  reflect th e in crea sin g  tren d  to w a rd  electro n ic su b m issio n  o f
p a p ers. T h is a p p en d ix  is in ten d ed  p rim a rily  fo r stu d en ts w ritin g  P h D  d isserta tio n s a n d  m a ster s a n d  u n d erg ra d u a te th eses, b u t th e
sectio n s o n  fo rm a t req u irem en ts a n d  electro n ic file p rep a ra tio n  w ill a lso  a id  th o se w ritin g  cla ss p a p ers. A n  ex ten siv e b ib lio g ra p h y ,
o rg a n ized  b y  su b ject a rea , lists cu rren t so u rces fo r resea rch  a n d  sty le issu es sp ecific to  v a rio u s d iscip lin es.

T h e g u id elin es in  th is m a n u a l o ffer p ra ctica l so lu tio n s to  a  w id e ra n g e o f issu es en co u n tered  b y  stu d en t w riters, b u t th ey  m a y  b e
su p p lem en ted o r ev en  o v erru led b y  th e co n v en tio n s o f sp ecific d iscip lin es o r th e p referen ces o f p a rticu la r in stitu tio n s o r
d ep a rtm en ts. A ll o f th e ch a p ters o n  sty le a n d  fo rm a t rem in d  stu d en ts to  rev iew  th e req u irem en ts o f th eir u n iv ersity , d ep a rtm en t, o r
in stru cto r, w h ich  ta k e p reced en ce o v er th e g u id elin es p resen ted  h ere.

U p d a tin g  a  b o o k  th a t h a s b een  u sed  b y  m illio n s o f stu d en ts o v er sev en ty -fiv e y ea rs is n o  sm a ll ta sk , a n d  m a n y  p eo p le p a rticip a ted
in  p rep a rin g  th e eig h th  ed itio n . G reg  C o lo m b  in itia ted  th e rev isio n , a n d  h is d ea th  d u rin g  th e la tter sta g es o f th e effo rt w a s a  g rea t
lo ss. O v er th e y ea rs, m a n y  P ress sta ff m em b ers ca m e to  k n o w  G reg  w ell a n d  to  trea su re th eir rela tio n sh ip  w ith  h im . H e w ill b e
m issed . G reg  w a s th e rem a in in g  m em b er o f th e rem a rk a b le trio  o f a u th o rs th a t a lso  in clu d ed  W a y n e B o o th  a n d  J o e W illia m s.
A lth o u g h  th ey  a re g o n e fro m  u s, th eir w o rk  w ill co n tin u e to  ca rry  th e firm , en co u ra g in g  g u id a n ce th a t h a s b een  th e h a llm a rk  o f
T u ra b ia n s m a n u a l. T h e o n e v o ice th a t th ey  so  a rtfu lly  m eld ed  o u t o f th eir th ree w ill a lw a y s a n im a te th is w o rk .

J o n  D E rrico , G reg s lo n g tim e frien d  a n d  co llea g u e a t th e U n iv ersity  o f V irg in ia , co m p leted  th e w o rk  o n  p a rt I th a t G reg  h a d
b eg u n  fo r th is ed itio n . R u ssell D a v id  H a rp er, th e p rin cip a l rev iser o f th e six teen th  ed itio n  o f T h e C h ica g o  M a n u a l o f S ty le, p ro d u ced
th e in itia l d ra fts o f th e rem a in in g  m a n u scrip t. W ith in  th e P ress, th e p ro ject w a s d ev elo p ed , in  p a rt a n d  in  w h o le, u n d er th e g u id a n ce
o f J en n y  G a v a cs, M a ry  E . L a u r, D a v id  M o rro w , a n d  P a u l S ch ellin g er.

T h e a p p en d ix  b en efited  fro m  th e g en ero u s a d v ice o f ex p erts fro m  a  ra n g e o f co lleg es, u n iv ersities, a n d  in stitu tio n s: M a tth ew
B o o ts o f In d ia n a  U n iv ersity ; G in n y  B o rst o f th e U n iv ersity  o f C o lo ra d o B o u ld er; P h ilip p a  C a rter o f th e U n iv ersity  o f P ittsb u rg h ;
M elissa  G o m is o f th e U n iv ersity  o f M ich ig a n ; P eg g y  H a rrell o f th e U n iv ersity  o f S o u th ern  In d ia n a ; E len a  H su  o f th e U n iv ersity  o f
W isco n sin M a d iso n ; J erett L em o n tt o f th e U n iv ersity  o f C a lifo rn ia , B erk eley ; G a il M a cM illa n  o f th e V irg in ia  P o ly tech n ic In stitu te
a n d  S ta te U n iv ersity ; A u stin  M clea n  o f P ro Q u est/U M I; C o lleen  M u lla rk ey  o f th e U n iv ersity  o f C h ica g o ; B o b  P en m a n  o f th e
U n iv ersity  o f T ex a s a t A u stin ; L a u ra  R y m a n  o f J a m es M a d iso n  U n iv ersity ; T im  W a tso n  o f th e O h io  S ta te U n iv ersity ; a n d  M a rk
Z u la u f o f th e U n iv ersity  o f Illin o is a t U rb a n a -C h a m p a ig n . A  tea m  o f lib ra ria n s fro m  th e R eg en stein  L ib ra ry  a t th e U n iv ersity  o f
C h ica g o  p ro v id ed  g u id a n ce fo r th e ex ten siv e b ib lio g ra p h y : S co tt L a n d v a tter, C a th erin e M a rd ik es, N a n cy  S p ieg el, S a ra h  G . W en zel,
a n d  C h risto p h er W in ters.

T u rn in g  th e m a n u scrip t in to  a  b o o k  req u ired  th e effo rts o f a n o th er tea m  a t th e P ress. R u th  G o rin g  ed ited  th e m a n u scrip t, R o sin a
B u sse p ro o frea d  th e p a g es, a n d  M a ry  E . L a u r p rep a red  th e in d ex . M ich a el B reh m  p ro v id ed  th e d esig n , w h ile D a v id  O C o n n o r
su p erv ised  th e p ro d u ctio n . L iz F isch er, E llen  G ib so n , a n d  C a ro l K a sp er b ro u g h t th e fin a l p ro d u ct to  m a rk et.

T h e U n iv ersity  o f C h ica g o  P ress E d ito ria l S ta ff
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Overview of Part I

W e k n o w  h o w  ch a llen g ed  y o u  ca n  feel w h en  y o u  sta rt a  su b sta n tia l resea rch  p ro ject, w h eth er it s a  P h D  d isserta tio n , a  B A  o r
m a ster s th esis, o r ju st a  lo n g  cla ss p a p er. B u t y o u  ca n  h a n d le a n y  p ro ject if y o u  b rea k  it in to  its p a rts, th en  w o rk  o n  th em  o n e step  a t
a  tim e. T h is p a rt sh o w s y o u  h o w  to  d o  th a t.

W e first d iscu ss th e a im s o f resea rch  a n d  w h a t rea d ers w ill ex p ect o f a n y  resea rch  rep o rt. T h en  w e fo cu s o n  h o w  to  fin d  a  resea rch
q u estio n  w h o se a n sw er is w o rth  y o u r tim e a n d  y o u r rea d ers  a tten tio n ; h o w  to  fin d  a n d  u se in fo rm a tio n  fro m  so u rces to  b a ck  u p
y o u r a n sw er; a n d  th en  h o w  to  p la n , d ra ft, a n d  rev ise y o u r rep o rt so  y o u r rea d ers w ill see th a t y o u r a n sw er is b a sed  o n  so u n d
rea so n in g  a n d  relia b le ev id en ce.

S ev era l th em es ru n  th ro u g h  th is p a rt.

Џ Y o u  ca n t p lu n g e in to  a  p ro ject b lin d ly ; y o u  m u st p la n  it, th en  k eep  th e w h o le p ro cess in  m in d  a s y o u  ta k e ea ch  step . S o  th in k  b ig ,
b u t b rea k  th e p ro cess d o w n  in to  sm a ll g o a ls th a t y o u  ca n  m eet o n e a t a  tim e.

Џ Y o u r b est resea rch  w ill b eg in  w ith  a  q u estio n  th a t y o u  w a n t to  a n sw er. B u t y o u  m u st th en  im a g in e rea d ers a sk in g  a  q u estio n  o f
th eir o w n : S o  w h a t if y o u  d o n t a n sw er it? W h y  sh o u ld  I ca re?

Џ F ro m  th e o u tset, y o u  sh o u ld  try  to  w rite ev ery  d a y , n o t ju st to  ta k e n o tes o n  y o u r so u rces b u t to  cla rify  w h a t y o u  th in k  o f th em . Y o u
sh o u ld  a lso  w rite d o w n  y o u r o w n  d ev elo p in g  id ea s to  g et th em  o u t o f th e co zy  w a rm th  o f y o u r h ea d  in to  th e co ld  lig h t o f d a y ,
w h ere y o u  ca n  see if th ey  still m a k e sen se. Y o u  p ro b a b ly  w o n t u se m u ch  o f th is w ritin g  in  y o u r fin a l d ra ft, b u t it is essen tia l
p rep a ra tio n  fo r it.

Џ N o  m a tter h o w  ca refu lly  y o u  d o  y o u r resea rch , rea d ers w ill ju d g e it b y  h o w  w ell y o u  rep o rt it, so  y o u  m u st k n o w  w h a t th ey  w ill lo o k
fo r in  a  clea rly  w ritten  rep o rt th a t ea rn s th eir resp ect.

If y o u re a n  a d v a n ced  resea rch er, sk im  ch a p ters 1 4 . Y o u  w ill see th ere m u ch  th a t s fa m ilia r; b u t if y o u re a lso  tea ch in g , it m a y
h elp  y o u  ex p la in  w h a t y o u  k n o w  to  y o u r stu d en ts m o re effectiv ely . M a n y  ex p erien ced  resea rch ers rep o rt th a t ch a p ters 5 12  h a v e
h elp ed  th em  n o t o n ly  to  ex p la in  to  o th ers h o w  to  co n d u ct resea rch  a n d  rep o rt it, b u t a lso  to  d ra ft a n d  rev ise th eir o w n  rep o rts m o re
q u ick ly  a n d  effectiv ely .

If y o u re ju st sta rtin g  y o u r ca reer in  resea rch , y o u ll fin d  ev ery  ch a p ter o f p a rt 1 u sefu l. S k im  it a ll fo r a n  o v erv iew  o f th e p ro cess;
th en  a s y o u  w o rk  th ro u g h  y o u r p ro ject, rerea d  ch a p ters relev a n t to  y o u r im m ed ia te ta sk .

Y o u  m a y  feel th a t th e step s d escrib ed  h ere a re to o  m a n y  to  rem em b er, b u t y o u  ca n  m a n a g e th em  if y o u  ta k e th em  o n e a t a  tim e,
a n d  a s y o u  d o  m o re resea rch , th ey ll b eco m e h a b its o f m in d . D o n t th in k , h o w ev er, th a t y o u  m u st fo llo w  th ese step s in  ex a ctly  th e
o rd er w e p resen t th em . R esea rch ers reg u la rly  th in k  a h ea d  to  fu tu re step s a s th ey  w o rk  th ro u g h  ea rlier o n es a n d  rev isit ea rlier step s
a s th ey  d ea l w ith  a  la ter o n e. (T h a t ex p la in s w h y  w e so  o ften  refer y o u  a h ea d  to  a n ticip a te a  la ter sta g e in  th e p ro cess a n d  b a ck  to
rev isit a n  ea rlier o n e.) A n d  ev en  th e m o st sy stem a tic resea rch er h a s u n ex p ected  in sig h ts th a t sen d  h er o ff in  a  n ew  d irectio n . W o rk
fro m  a  p la n , b u t b e rea d y  to  d ep a rt fro m  it, ev en  to  d isca rd  it fo r a  n ew  o n e.

If y o u re a  v ery  n ew  resea rch er, y o u  m a y  a lso  th in k  th a t so m e m a tters w e d iscu ss a re b ey o n d  y o u r im m ed ia te n eed s. W e k n o w
th a t a  ten -p a g e cla ss p a p er d iffers fro m  a  P h D  d isserta tio n . B u t b o th  req u ire a  k in d  o f th in k in g  th a t ev en  th e n ew est resea rch er ca n
sta rt p ra cticin g . Y o u  b eg in  y o u r jo u rn ey  to w a rd  fu ll co m p eten ce w h en  y o u  n o t o n ly  k n o w  w h a t lies a h ea d  b u t ca n  a lso  sta rt p ra cticin g
th e sk ills th a t ex p erien ced  resea rch ers b eg a n  to  lea rn  w h en  th ey  w ere w h ere y o u  a re n o w .

N o  b o o k  ca n  p rep a re y o u  fo r ev ery  a sp ect o f ev ery  resea rch  p ro ject. A n d  th is o n e w o n t h elp  y o u  w ith  th e sp ecific m eth o d o lo g ies
in  field s su ch  a s p sy ch o lo g y , eco n o m ics, a n d  p h ilo so p h y , m u ch  less p h y sics, ch em istry , a n d  b io lo g y . N o r d o es it tell y o u  h o w  to  a d a p t
w h a t y o u  lea rn  a b o u t a ca d em ic resea rch  to  b u sin ess o r p ro fessio n a l settin g s.

B u t it d o es p ro v id e a n  o v erv iew  o f th e p ro cesses a n d  h a b its o f m in d  th a t u n d erlie a ll resea rch , w h erev er it s d o n e, a n d  o f th e
p la n s y o u  m u st m a k e to  a ssem b le a  rep o rt, d ra ft it, a n d  rev ise it. W ith  th a t k n o w led g e a n d  h elp  fro m  y o u r tea ch ers, y o u ll co m e to
feel in  co n tro l o f y o u r p ro jects, n o t in tim id a ted  b y  th em , a n d  ev en tu a lly  y o u ll lea rn  to  m a n a g e ev en  th e m o st co m p lex  p ro jects o n
y o u r o w n , in  b o th  th e a ca d em ic a n d  th e p ro fessio n a l w o rld s.

T h e first step  in  lea rn in g  th e sk ills o f so u n d  resea rch  is to  u n d ersta n d  h o w  ex p erien ced  resea rch ers th in k  a b o u t its a im s.
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1     W hat Research Is and How Researchers Think about It

1.1     H o w  R esea rch ers T h in k  a b o u t T h eir A im s

1.2      T h ree K in d s o f Q u estio n s T h a t R esea rch ers A sk

1.2.1     Conceptual Q uestions: W hat Should W e Think?
1.2.2     Practical Q uestions: W hat Should W e Do?
1.2.3     Applied Q uestions: W hat M ust W e Understand Before W e Know W hat to Do?
1.2.4     Choosing the Right Kind of Q uestion
1.2.5     The Special Challenge of Conceptual Q uestions: Answering So W hat?

Y o u  d o  resea rch  ev ery  tim e y o u  a sk  a  q u estio n  a n d  lo o k  fo r fa cts to  a n sw er it, w h eth er th e q u estio n  is a s sim p le a s fin d in g  a  p lu m b er
o r a s p ro fo u n d  a s d isco v erin g  th e o rig in  o f life. W h en  o n ly  y o u  ca re a b o u t th e a n sw er o r w h en  o th ers n eed  ju st a  q u ick  rep o rt o f it,
y o u  p ro b a b ly  w o n t w rite it o u t. B u t y o u  m u st rep o rt y o u r resea rch  in  w ritin g  w h en  o th ers w ill a ccep t y o u r cla im s o n ly  a fter th ey
stu d y  h o w  y o u  rea ch ed  th em . In  fa ct, rep o rts o f resea rch  tell u s m o st o f w h a t w e ca n  relia b ly  b eliev e a b o u t o u r w o rld th a t o n ce
th ere w ere d in o sa u rs, th a t g erm s ca u se d isea se, ev en  th a t th e ea rth  is ro u n d .

Y o u  m a y  th in k  y o u r rep o rt w ill a d d  little to  th e w o rld s k n o w led g e. M a y b e so . B u t d o n e w ell, it w ill a d d  a  lo t to  y o u rs a n d  to  y o u r
a b ility  to  d o  th e n ex t rep o rt. Y o u  m a y  a lso  th in k  th a t y o u r fu tu re lies n o t in  sch o la rly  resea rch  b u t in  b u sin ess o r a  p ro fessio n . B u t
resea rch  is a s im p o rta n t o u tsid e th e a ca d em y  a s in , a n d  in  m o st w a y s it is th e sa m e. S o  a s y o u  p ra ctice th e cra ft o f a ca d em ic resea rch
n o w , y o u  p rep a re y o u rself to  d o  resea rch  th a t o n e d a y  w ill b e im p o rta n t a t lea st to  th o se y o u  w o rk  w ith , p erh a p s to  u s a ll.

A s y o u  lea rn  to  d o  y o u r o w n  resea rch , y o u  a lso  lea rn  to  u se a n d  ju d g e th a t o f o th ers. In  ev ery  p ro fessio n , resea rch ers m u st
rea d  a n d  ev a lu a te rep o rts b efo re th ey  m a k e a  d ecisio n , a  jo b  y o u ll d o  b etter o n ly  a fter y o u v e lea rn ed  h o w  o th ers w ill ju d g e y o u rs.
T h is b o o k  fo cu ses o n  resea rch  in  th e a ca d em ic w o rld , b u t ev ery  d a y  w e rea d  o r h ea r a b o u t resea rch  th a t ca n  a ffect o u r liv es. B efo re
w e b eliev e th o se rep o rts, th o u g h , w e m u st th in k  a b o u t th em  critica lly  to  d eterm in e w h eth er th ey  a re b a sed  o n  ev id en ce a n d
rea so n in g  th a t w e ca n  tru st.

T o  b e su re, w e ca n  rea ch  g o o d  co n clu sio n s in  w a y s o th er th a n  th ro u g h  rea so n s a n d  ev id en ce: w e ca n  rely  o n  tra d itio n  a n d
a u th o rity  o r o n  in tu itio n , sp iritu a l in sig h t, ev en  o n  o u r m o st v iscera l em o tio n s. B u t w h en  w e try  to  ex p la in  to  o th ers n o t ju st w h y  w e
b eliev e o u r cla im s b u t w h y  th ey  sh o u ld  to o , w e m u st d o  m o re th a n  ju st sta te a n  o p in io n  a n d  d escrib e o u r feelin g s.

T h a t is h o w  a  resea rch  rep o rt d iffers fro m  o th er k in d s o f p ersu a siv e w ritin g : it m u st rest o n  sh a red  fa cts th a t rea d ers a ccep t a s
tru th s in d ep en d en t o f y o u r feelin g s a n d  b eliefs. T h ey  m u st b e a b le to  fo llo w  y o u r rea so n in g  fro m  ev id en ce th a t th ey  a ccep t to  th e
cla im  y o u  d ra w  fro m  it. Y o u r su ccess a s a  resea rch er th u s d ep en d s n o t ju st o n  h o w  w ell y o u  g a th er a n d  a n a ly ze d a ta  b u t o n  h o w
clea rly  y o u  rep o rt y o u r rea so n in g  so  th a t y o u r rea d ers ca n  test a n d  ju d g e it b efo re m a k in g  y o u r cla im s p a rt o f th eir k n o w led g e a n d
u n d ersta n d in g .

1.1 How  Researchers Think about Their Aim s
A ll resea rch ers g a th er fa cts a n d  in fo rm a tio n , w h a t w e re ca llin g  d a ta . B u t d ep en d in g  o n  th eir a im s a n d  ex p erien ce, th ey  u se th o se
d a ta  in  d ifferen t w a y s. S o m e resea rch ers g a th er d a ta  o n  a  to p ic sto ries a b o u t th e B a ttle o f th e A la m o , fo r ex a m p le ju st to  sa tisfy  a
p erso n a l in terest (o r a  tea ch er s a ssig n m en t).

M o st resea rch ers, h o w ev er, w a n t u s to  k n o w  m o re th a n  ju st fa cts. S o  th ey  d o n t lo o k  fo r ju st a n y  d a ta  o n  a  to p ic; th ey  lo o k  fo r
sp ecific d a ta  th a t th ey  ca n  u se a s ev id en ce to  test a n d  su p p o rt a n  a n sw er to  a  q u estio n  th a t th eir to p ic in sp ired  th em  to  a sk , su ch  a s
w h y  h a s th e A la m o  sto ry  b eco m e a  n a tio n a l leg en d ?

E x p erien ced  resea rch ers, h o w ev er, k n o w  th a t th ey  m u st d o  m o re th a n  co n v in ce u s th a t th eir a n sw er is so u n d . T h ey  m u st a lso
sh o w  u s w h y  th eir q u estio n  w a s w o rth  a sk in g , h o w  its a n sw er h elp s u s u n d ersta n d  so m e b ig g er issu e in  a  n ew  w a y . If w e ca n  fig u re
o u t w h y  th e A la m o  sto ry  h a s b eco m e a  n a tio n a l leg en d , w e m ig h t th en  a n sw er a  la rg er q u estio n : h o w  h a v e reg io n a l m y th s sh a p ed  o u r
n a tio n a l ch a ra cter?

Y o u  ca n  ju d g e h o w  clo sely  y o u r th in k in g  tra ck s th a t o f a n  ex p erien ced  resea rch er b y  d escrib in g  y o u r p ro ject in  a  sen ten ce lik e
th is:

1. I am  working on the topic X (stories about the Battle of the Alam o)
2. because I want to find out Y (why its story becam e a national legend)
3. so that I can help others understand Z (how such regional m yths have shaped our national character).

T h a t sen ten ce is w o rth  a  clo se lo o k , b eca u se it d escrib es n o t ju st th e p ro g ress o f y o u r resea rch  b u t y o u r p erso n a l g ro w th  a s a
resea rch er.

1. I a m  w o rk in g  o n  th e to p ic  R esea rch ers o ften  b eg in  w ith  a  sim p le to p ic lik e th e B a ttle o f th e A la m o , p erh a p s b eca u se it w a s
a ssig n ed , b eca u se so m eth in g  a b o u t it p u zzles th em , o r b eca u se it m erely  sp a rk s a n  in terest. B u t in ex p erien ced  resea rch ers to o
o ften  sto p  th ere, lea v in g  th em selv es w ith  n o th in g  b u t a  to p ic to  g u id e th eir w o rk . T h ey  m o u n d  u p  h u n d red s o f n o tes b u t h a v e n o
w a y  to  d ecid e w h a t d a ta  to  k eep  a n d  w h a t to  d isca rd . W h en  it co m es tim e to  w rite, th ey  d u m p  ev ery th in g  in to  a  rep o rt th a t rea d s
lik e a  g ra b  b a g  o f ra n d o m  fa cts. If th o se fa cts a re n ew  to  rea d ers w h o  h a p p en  to  b e in terested  in  th e to p ic, th ey  m ig h t rea d  th e
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rep o rt. B u t ev en  th o se rea d ers w ill w a n t to  k n o w  w h a t th o se fa cts a d d  u p  to .
2.  b eca u se I w a n t to  fin d  o u t h o w  o r w h y   M o re ex p erien ced  resea rch ers u su a lly  b eg in  n o t w ith  ju st a  to p ic b u t w ith  a  resea rch

q u estio n , su ch  a s W h y  h a s th e sto ry  o f th e A la m o  b eco m e a  n a tio n a l leg en d ? A n d  th ey  k n o w  th a t rea d ers w ill th in k  th eir fa cts a d d
u p  to  so m eth in g  o n ly  w h en  th o se fa cts serv e a s ev id en ce to  su p p o rt its a n sw er. In d eed , o n ly  w ith  a  q u estio n  ca n  a  resea rch er
k n o w  w h ich  fa cts to  lo o k  fo r a n d  w h ich  to  k eep n o t ju st th o se th a t su p p o rt a n  a n sw er b u t a lso  th o se th a t test o r ev en  d iscred it it.
W h en  h e th in k s h e h a s en o u g h  ev id en ce to  su p p o rt h is a n sw er a n d  ca n  resp o n d  to  d a ta  th a t seem  to  co n tra d ict it, h e w rites a
rep o rt first to  test h is o w n  th in k in g , th en  to  sh a re h is a n sw er w ith  o th ers so  th a t th ey  ca n  test it to o .

3.  so  th a t I ca n  h elp  o th ers u n d ersta n d   T h e m o st su ccessfu l resea rch ers, h o w ev er, rea lize th a t rea d ers w a n t to  k n o w  n o t o n ly
th a t a n  a n sw er is so u n d  b u t w h y  th e q u estio n  w a s w o rth  a sk in g . S o  th ey  a n ticip a te th a t rea d ers w ill a sk  a  q u estio n  o f th eir o w n :
S o  w h a t? W h y  sh o u ld  I ca re w h y  th e A la m o  sto ry  h a s b eco m e a  leg en d ? T h a t S o  w h a t? ca n  v ex  ev en  th e m o st ex p erien ced
resea rch er, b u t ev ery  resea rch er m u st try  to  a n sw er it b efo re it s a sk ed : If w e ca n  fin d  th a t o u t, w e m ig h t b etter u n d ersta n d  th e
b ig g er q u estio n  o f h o w  su ch  sto ries sh a p e o u r n a tio n a l ch a ra cter.

B u t a  sh rew d  resea rch er d o esn t sto p  th ere. S h e a n ticip a tes h er rea d ers  a sk in g  S o  w h a t? a g a in  b y  lo o k in g  fo r a n o th er, still la rg er
a n sw er: A n d  if w e ca n  u n d ersta n d  w h a t h a s sh a p ed  o u r n a tio n a l ch a ra cter, w e m ig h t u n d ersta n d  b etter w h o  w e A m erica n s th in k  w e
a re. A n d  b efo re y o u  a sk , w h en  w e k n o w  th a t, w e m ig h t b etter u n d ersta n d  w h y  o th ers in  th e w o rld  ju d g e u s a s th ey  d o . T h e m o st
su ccessfu l resea rch ers k n o w  th a t rea d ers ca re a b o u t a  q u estio n  o n ly  w h en  th ey  th in k  th a t its a n sw er m ig h t en co u ra g e th em  to  sa y  n o t
S o  w h a t? b u t T h a t s w o rth  k n o w in g !

In  sh o rt, n o t a ll q u estio n s a re eq u a lly  g o o d . W e m ig h t a sk  h o w  m a n y  ca ts slep t in  th e A la m o  th e n ig h t b efo re th e b a ttle, b u t so
w h a t if w e fin d  o u t? It is h a rd  to  see h o w  a n  a n sw er w o u ld  h elp  u s th in k  a b o u t a n y  la rg er issu e w o rth  u n d ersta n d in g , so  it s a
q u estio n  th a t s p ro b a b ly  n o t w o rth  a sk in g  (th o u g h  a s w e ll see, w e co u ld  b e w ro n g  a b o u t th a t).

1.2 Three Kinds of Q uestions That Researchers Ask
E x p erien ced  resea rch ers a lso  k n o w  th a t d ifferen t rea d ers ex p ect th em  to  a sk  a n d  a n sw er d ifferen t k in d s o f q u estio n s. T h e m o st
co m m o n  q u estio n s in  a ca d em ic w o rk  a re co n cep tu a l. T h e o n es m o st co m m o n  in  th e p ro fessio n s a re p ra ctica l.

1.2.1 Conceptual Questions: W hat Should W e Think?
A  q u estio n  is co n cep tu a l w h en  y o u r a n sw er to  S o  w h a t? d o esn t tell rea d ers w h a t to  d o  b u t h elp s th em  u n d ersta n d  so m e issu e:

1. I am  working on the topic X
2. because I want to find out how/why/whether Y (So what if you do?)
3. so that I can help others understand how/why/whether Z.

If y o u  w ere ex p la in in g  y o u r resea rch , th e co n v ersa tio n  m ig h t g o  lik e th is:

Iõm  working on the topic of risk evaluation.

W hy?

Because I want to find out how ordinary people evaluate the risk that they will be hurt by terrorism .

So what if you do?

O nce I do, we m ight better understand the bigger question of how em otional and rational factors interact to influence the way
ordinary thinkers think about risk.

R esea rch ers in  th e h u m a n ities a n d  th e so cia l a n d  n a tu ra l scien ces w o rk  m o stly  o n  co n cep tu a l q u estio n s, su ch  a s H o w  d id
S h a k esp ea re s p o litica l en v iro n m en t in flu en ce h is p la y s? W h a t ca u sed  th e ex tin ctio n  o f m o st la rg e N o rth  A m erica n  m a m m a ls? W h a t
a re co m ets m a d e o f? T h e a n sw ers to  th o se q u estio n s d o n t tell u s h o w  to  ch a n g e th e w o rld , b u t th ey  d o  h elp  u s u n d ersta n d  it b etter.

T o  b e su re, th e a n sw er to  a  co n cep tu a l q u estio n  o ften  tu rn s o u t to  b e u n ex p ected ly  relev a n t to  so lv in g  a  p ra ctica l p ro b lem . A n d
b efo re w e ca n  so lv e a n y  im p o rta n t p ra ctica l p ro b lem , w e u su a lly  m u st d o  co n cep tu a l resea rch  to  u n d ersta n d  it b etter. B u t in  m o st o f
th e a ca d em ic w o rld , th e p rim a ry  a im  o f m o st resea rch ers is o n ly  to  im p ro v e o u r u n d ersta n d in g .

1.2.2 Practical Questions: W hat Should W e Do?

Y o u  p o se a  d ifferen t k in d  o f q u estio n ca ll it a  p ra ctica l o n e w h en  y o u r a n sw er to  S o  w h a t? tells rea d ers w h a t to  d o  to  ch a n g e o r fix
so m e tro u b le-so m e o r a t lea st im p ro v a b le situ a tio n :

1. I am  working on the topic X
2. because I want to find out Y (So what if you do?)
3. so that I can tell readers what to do to fix/im prove Z.

Y o u  w o u ld  ex p la in  y o u r w o rk  o n  a  p ra ctica l q u estio n  lik e th is:

Iõm  working on the topic of com m unicating risk effectively.

W hy?

Because I want to find out what psychological factors cause ordinary Am ericans to exaggerate their personal risk from  a terrorist
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attack.

So what if you do?

Then I can tell the governm ent how to counteract those factors when they com m unicate with the public about the real risk of
terrorism .

P ra ctica l q u estio n s a re m o st co m m o n  o u tsid e th e a ca d em ic w o rld , esp ecia lly  in  b u sin ess. In  a ca d em ic field s su ch  a s h ea lth  ca re
a n d  en g in eerin g , resea rch ers so m etim es a sk  p ra ctica l q u estio n s, b u t m o re o ften  th ey  a sk  a  th ird  k in d  o f q u estio n  th a t s n eith er
p u rely  p ra ctica l n o r p u rely  co n cep tu a l: ca ll it a n  a p p lied  resea rch  q u estio n .

1.2.3 Applied Questions: W hat Must W e Understand Before W e Know W hat to Do?
O ften  w e k n o w  w e m u st d o  so m eth in g  to  so lv e a  p ra ctica l p ro b lem , b u t b efo re w e ca n  k n o w  w h a t th a t is, w e m u st d o  resea rch  to
u n d ersta n d  th e p ro b lem  b etter. W e ca n  ca ll th a t k in d  o f resea rch  a p p lied . W ith  th is m id d le k in d  o f q u estio n , th e th ird  step  ra ises a
q u estio n  w h o se a n sw er is n o t th e so lu tio n  to  a  p ra ctica l p ro b lem  b u t o n ly  a  step  to w a rd  it.

I want to find out how Am ericans have changed their daily lives in response to the terrorist attacks on 9/11.

So what if you do?

Then we can understand the psychological factors that cause ordinary Am ericans to exaggerate their personal risk from  a terrorist
attack.

So what if you do?

Then we can understand how to reduce the effects of those psychological factors.

So what if you do?

Then perhaps the governm ent can use that inform ation to com m unicate m ore effectively the real risk from  terrorism .

A p p lied  q u estio n s a re co m m o n  in  a ca d em ic field s su ch  a s b u sin ess, en g in eerin g , a n d  m ed icin e a n d  in  co m p a n ies a n d  g o v ern m en t
a g en cies th a t d o  resea rch  to  u n d ersta n d  w h a t m u st b e k n o w n  b efo re th ey  ca n  so lv e a  p ro b lem .

1.2.4 Choosing the Right Kind of Question
S o m e n ew  resea rch ers d islik e p u rely  co n cep tu a l resea rch  q u estio n s b eca u se th ey  th in k  th ey re to o  th eo retica l  o r irrelev a n t to  th e
rea l  w o rld . S o  th ey  try  to  co b b le a n  im p la u sib le p ra ctica l u se o n to  a  co n cep tu a l a n sw er: W h en  w e k n o w  h o w  ra ce sh a p ed  th e

p o litica l im p a ct o f th e A la m o  sto ries, w e ca n  u n d ersta n d  h o w  ra cism  h a s b een  u sed  to  fo ster p a trio tism  a n d  th ereb y  elim in a te ra cist
a p p ea ls to  p a trio tism  in  rela tio n  to  co n flicts in  th e M id d le E a st.

T h a t im p u lse is u n d ersta n d a b le. B u t u n less y o u v e b een  a ssig n ed  a n  a p p lied  o r p ra ctica l p ro b lem , resist it. Y o u  a re u n lik ely  to
so lv e a n y  sig n ifica n t p ra ctica l p ro b lem  in  a  cla ss p a p er, a n d  in  a n y  ca se, m o st o f th e a ca d em ic w o rld  sees its m issio n  n o t a s fix in g  th e
p ro b lem s o f th e w o rld  d irectly  b u t a s u n d ersta n d in g  th em  b etter (w h ich  m a y  o r m a y  n o t h elp  fix  th em ).

1.2.5 The Special Challenge of Conceptual Questions: Answering So W hat?
W ith  m o st p ra ctica l q u estio n s, w e d o n t h a v e to  a n sw er S o  w h a t? b eca u se th e b en efit is u su a lly  o b v io u s. E v en  m o st a p p lied  q u estio n s
im p ly  th e p ra ctica l b en efits o f th eir a n sw ers: few  rea d ers w o u ld  q u estio n  w h y  a  resea rch er is try in g  to  u n d ersta n d  w h a t ca u ses
A lzh eim er s. W ith  co n cep tu a l q u estio n s, h o w ev er, th e a n sw er to  S o  w h a t? is o ften  n o t o b v io u s a t a ll, ev en  to  a n  ex p erien ced
resea rch er: S o  w h a t if S h a k esp ea re h a d  L a d y  M a cb eth  d ie o ffsta g e ra th er th a n  o n ? S o  w h a t if so m e cu ltu res u se m a sk s in  th eir
relig io u s ritu a ls a n d  o th ers d o n t? W h y  is it im p o rta n t to  k n o w  th a t?

F o r a  resea rch  p a p er in  a n  in tro d u cto ry  co u rse, y o u r in stru cto r m a y  b e sa tisfied  w ith  a n y  p la u sib le a n sw er to  S o  w h a t? S o  if ea rly
in  y o u r resea rch  ca reer y o u  fin d  y o u rself stru g g lin g  w ith  th a t q u estio n , d o n t ta k e it a s a  sig n  o f fa ilu re, m u ch  less a s ev id en ce th a t
y o u re n o t rea d y  to  d o  th e w o rk . In  fa ct, y o u  m ig h t n o t d isco v er th e a n sw er to  S o  w h a t? u n til y o u v e d ra fted  y o u r rep o rt, m a y b e n o t
ev en  u n til y o u v e fin ish ed  it. A n d  ev en  th en , m a y b e th e a n sw er w ill m a tter o n ly  to  y o u .

B u t if y o u r p ro ject is a  th esis o r d isserta tio n , it s n o t ju st a n  a d v iso r th a t y o u  h a v e to  sa tisfy . Y o u r a n sw er m u st a lso  sa tisfy  th o se
in  y o u r field  (rep resen ted  b y  y o u r a d v iso r), w h o  w ill ju d g e y o u r w o rk  n o t ju st b y  th e q u a lity  o f y o u r a n sw er b u t b y  th e sig n ifica n ce o f
y o u r q u estio n . E x p erien ced  resea rch ers k n o w  th a t so m e rea d ers, p erh a p s m a n y , w ill rea d  th eir rep o rt a n d  th in k , I d o n t a g ree. T h ey
a ccep t th a t a s a n  in ev ita b le p a rt o f sh a rin g  resea rch  o n  sig n ifica n t issu es. W h a t th ey  ca n t a ccep t is I d o n t ca re.

S o  a s h a rd  a s it w ill b e, th e m o re o ften  y o u  im a g in e o th ers a sk in g  S o  w h a t? a n d  th e m o re o ften  y o u  try  to  a n sw er it, if o n ly  to  y o u r
o w n  sa tisfa ctio n , th e m o re co n fid en t y o u  ca n  b e th a t ev en tu a lly  y o u ll lea rn  to  su cceed  a t ev ery  ex p erien ced  resea rch er s to u g h est
ta sk to  co n v in ce y o u r rea d ers th a t y o u r rep o rt is w o rth  th eir tim e. (In  ch a p ter 10  w e d iscu ss h o w  to  w rite a n  in tro d u ctio n  th a t
m o tiv a tes y o u r rea d ers a t lea st to  sta rt rea d in g  y o u r rep o rt.)

18



2     Moving from a Topic to a Question to a W orking Hypothesis

2 .1     F in d  a  Q u estio n  in  Y o u r T o p ic

2.1.1     Search Your Interests
2.1.2     M ake Your Topic M anageable
2.1.3     Q uestion Your Topic
2.1.4     Evaluate Your Q uestions

2 .2      P ro p o se S o m e W o rk in g  A n sw ers

2.2.1     Decide on a W orking Hypothesis
2.2.2     Beware the Risks in a W orking Hypothesis
2.2.3     If You Canõt Find an Answer, Argue for Your Q uestion

2 .3      B u ild  a  S to ry b o a rd  to  P la n  a n d  G u id e Y o u r W o rk

2.3.1     State Your Q uestion and W orking Hypotheses
2.3.2     State Your Reasons
2.3.3     Sketch in the Kind of Evidence You Should Look For
2.3.4     Look at the W hole

2 .4      O rg a n ize a  W ritin g  S u p p o rt G ro u p

A  resea rch  p ro ject is m o re th a n  co llectin g  d a ta . Y o u  sta rt it b efo re y o u  lo g  o n  to  th e In tern et o r h ea d  fo r th e lib ra ry , a n d  y o u  co n tin u e
it lo n g  a fter y o u  h a v e a ll th e d a ta  y o u  th in k  y o u  n eed . In  th a t p ro cess, y o u  fa ce co u n tless sp ecific ta sk s, b u t th ey  a ll a im  a t ju st fiv e
g en era l g o a ls. Y o u  m u st d o  th e fo llo w in g :

Џ A sk  a  q u estio n  w o rth  a n sw erin g .
Џ F in d  a n  a n sw er th a t y o u  ca n  su p p o rt w ith  g o o d  rea so n s.
Џ F in d  relia b le ev id en ce to  su p p o rt y o u r rea so n s.
Џ D ra ft a  rep o rt th a t m a k es a  g o o d  ca se fo r y o u r a n sw er.
Џ R ev ise th a t d ra ft u n til rea d ers w ill th in k  y o u  m et th e first fo u r g o a ls.

Y o u  m ig h t ev en  p o st th o se fiv e g o a ls in  y o u r w o rk sp a ce.
R esea rch  p ro jects w o u ld  b e ea sy  if y o u  co u ld  m a rch  stra ig h t th ro u g h  th o se step s. B u t a s y o u v e d isco v ered  (o r so o n  w ill), resea rch

a n d  its rep o rtin g  a re n ev er stra ig h tfo rw a rd . A s y o u  d o  o n e ta sk , y o u ll h a v e to  lo o k  a h ea d  to  o th ers o r rev isit a n  ea rlier o n e. Y o u ll
ch a n g e to p ics a s y o u  rea d , sea rch  fo r m o re d a ta  a s y o u  d ra ft, p erh a p s ev en  d isco v er a  n ew  q u estio n  a s y o u  rev ise. R esea rch  is
lo o p in g , m essy , a n d  u n p red icta b le. B u t it s m a n a g ea b le if y o u  h a v e a  p la n , ev en  w h en  y o u  k n o w  y o u ll d ep a rt fro m  it.

2.1 Find a Q uestion in Your Topic
R esea rch ers b eg in  p ro jects in  d ifferen t w a y s. M a n y  ex p erien ced  o n es b eg in  w ith  a  q u estio n  th a t o th ers in  th eir field  w a n t to  a n sw er:
W h a t ca u sed  th e ex tin ctio n  o f m o st la rg e N o rth  A m erica n  m a m m a ls? O th ers b eg in  w ith  ju st a  v a g u e in tellectu a l itch  th a t th ey  h a v e
to  scra tch . T h ey  m ig h t n o t k n o w  w h a t p u zzles th em  a b o u t g ia n t slo th s a n d  m a sto d o n s, b u t th ey re w illin g  to  sp en d  tim e fin d in g  o u t
w h eth er th ey  ca n  tra n sla te th eir itch  in to  a  q u estio n  w o rth  a n sw erin g .

T h ey  k n o w , m o reo v er, th a t th e b est resea rch  q u estio n  is n o t o n e w h o se a n sw er o th ers w a n t to  k n o w  ju st fo r its o w n  sa k e; it is o n e
th a t h elp s th em  u n d ersta n d  so m e la rg er issu e (S o  w h a t? a g a in ). F o r ex a m p le, if w e k n ew  w h y  N o rth  A m erica n  slo th s d isa p p ea red ,
w e m ig h t b e a b le to  a n sw er a  la rg er q u estio n  th a t p u zzles m a n y  h isto rica l a n th ro p o lo g ists: D id  ea rly  N a tiv e A m erica n s liv e in
h a rm o n y  w ith  n a tu re, a s so m e b eliev e, o r d id  th ey  h u n t its la rg est crea tu res to  ex tin ctio n ? (A n d  if w e k n ew  th a t, th en  w e m ig h t a lso
u n d ersta n d  )

T h en  th ere a re th o se q u estio n s th a t ju st p o p  in to  a  resea rch er s m in d  w ith  n o  h in t o f w h ere th ey ll lea d , so m etim es a b o u t m a tters
so  seem in g ly  triv ia l th a t o n ly  th e resea rch er th in k s th ey re w o rth  a n sw erin g : W h y  d o es a  co ffee sp ill d ry  u p  in  th e fo rm  o f a  rin g ?
S u ch  a  q u estio n  m ig h t lea d  n o w h ere, b u t y o u  ca n t k n o w  th a t u n til y o u  see its a n sw er. In  fa ct, th e scien tist p u zzled  b y  co ffee rin g s
m a d e d isco v eries a b o u t th e b eh a v io r o f flu id s th a t o th ers in  h is field  th o u g h t im p o rta n t a n d  th a t p a in t m a n u fa ctu rers fo u n d
v a lu a b le. S o  w h o  k n o w s w h ere y o u  m ig h t g o  w ith  a  q u estio n  lik e H o w  m a n y  ca ts slep t in  th e A la m o  th e n ig h t b efo re th e b a ttle? Y o u
ca n t k n o w  u n til y o u  g et th ere.

In  fa ct, a  resea rch er s m o st v a lu a b le a b ility  is th e k n a ck  o f b ein g  p u zzled  b y  o rd in a ry  th in g s: lik e th e sh a p e o f co ffee rin g s; o r w h y
S h a k esp ea re h a s L a d y  M a cb eth  d ie o ffsta g e ra th er th a n  o n ; o r w h y  y o u r ey eb ro w s d o n t g ro w  a s lo n g  a s th e h a ir o n  y o u r h ea d .
C u ltiv a te th e a b ility  to  see w h a t s o d d  in  th e co m m o n p la ce a n d  y o u ll n ev er la ck  fo r resea rch  p ro jects, a s eith er a  stu d en t o r a
p ro fessio n a l.

If y o u  h a v e a  to p ic, sk ip  to  2 .1.3  to  fin d  q u estio n s in  it. If y o u  a lrea d y  h a v e a  q u estio n  o r tw o , sk ip  to  2 .1.4  to  test th em  b y  th e
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criteria  listed  th ere. If y o u re still lo o k in g  fo r a  to p ic, h ere s a  p la n  to  h elp  y o u  sea rch  fo r o n e.

2.1.1 Search Your Interests

If y o u  ca n  p ick  a n y  to p ic a p p ro p ria te to  y o u r field , a sk  th ese q u estio n s:

Џ W h a t to p ics d o  y o u  a lrea d y  k n o w  so m eth in g  a b o u t? Y o u  ca n  lea rn  m o re.
Џ W h a t w o u ld  y o u  lik e to  k n o w  m o re a b o u t? A  p la ce? A  p erso n ? A  tim e? A n  o b ject? A n  id ea ? A  p ro cess?
Џ C a n  y o u  fin d  a  d iscu ssio n  list o n  th e In tern et a b o u t issu es th a t in terest y o u ?
Џ H a v e y o u  ta k en  p o sitio n s o n  a n y  issu es in  y o u r field  in  d eb a tes w ith  o th ers b u t fo u n d  th a t y o u  co u ld n t b a ck  u p  y o u r v iew s w ith

g o o d  rea so n s a n d  ev id en ce?
Џ W h a t issu es d o  p eo p le o u tsid e y o u r field  m isu n d ersta n d ?
Џ W h a t to p ic is y o u r in stru cto r w o rk in g  o n ? W o u ld  sh e lik e y o u  to  ex p lo re a  p a rt o f it? D o n t b e to o  sh y  to  a sk .
Џ D o es y o u r lib ra ry  h a v e rich  reso u rces in  so m e field ? A sk  y o u r in stru cto r o r a  lib ra ria n .
Џ W h a t o th er co u rses w ill y o u  ta k e in  y o u r field  o r o u t o f it? F in d  a  tex t-b o o k  a n d  sk im  it fo r stu d y  q u estio n s.
Џ If y o u  h a v e a  jo b  in  m in d , w h a t k in d  o f resea rch  rep o rt m ig h t h elp  y o u  g et it? E m p lo y ers o ften  a sk  fo r sa m p les o f a n  a p p lica n t s

w o rk .

Y o u  ca n  a lso  co n su lt p rin t so u rces fo r id ea s:

Џ S k im  th e to p ics in  sp ecia lized  in d ex es in  y o u r field  su ch  a s P h ilo so p h er s In d ex , G eo g ra p h ica l A b stra cts, W o m en s S tu d ies
A b stra cts, a n d  so  o n  (in  th e b ib lio g ra p h y , see item s in  ca teg o ry  2  in  y o u r field ).

Џ S k im  a  jo u rn a l th a t rev iew s th e y ea r s w o rk  in  y o u r field  (in  th e b ib lio g ra p h y , see item s in  ca teg o ry  2  in  y o u r field ).

A ca d em ic resea rch  is m ea n t to  b e sh a red , b u t th e u n d ersta n d in g  it b rin g s m a y  a lso  b e v a lu a b le to  y o u  in  th e fu tu re. S o  th in k
a h ea d : lo o k  fo r a  p ro ject th a t m ig h t h elp  y o u  a  y ea r fro m  n o w . K eep  in  m in d , th o u g h , th a t y o u  m a y  b e in  fo r a  lo n g  rela tio n sh ip  w ith
y o u r to p ic, so  b e su re it in terests y o u  en o u g h  to  g et y o u  th ro u g h  th e in ev ita b le ro ck y  stretch es.

2.1.2 Make Your Topic Manageable

If y o u  p ick  a  to p ic w h o se n a m e so u n d s lik e a n  en cy clo p ed ia  en try b rid g es, b ird s, m a sk s y o u ll fin d  so  m a n y  so u rces th a t y o u  co u ld
sp en d  a  lifetim e rea d in g  th em . Y o u  m u st ca rv e o u t o f y o u r to p ic a  m a n a g ea b le p iece. Y o u  ca n  sta rt b efo re y o u  h ea d  to  th e lib ra ry  b y
lim itin g  y o u r to p ic to  reflect a  sp ecia l in terest in  it: W h a t is it a b o u t, sa y , m a sk s th a t m a d e y o u  ch o o se th em ? W h a t p a rticu la r a sp ect
o f th em  in terests o r p u zzles y o u ? T h in k  a b o u t y o u r to p ic in  a  co n tex t th a t y o u  k n o w  so m eth in g  a b o u t, th en  a d d  w o rd s a n d  p h ra ses to
reflect th a t k n o w led g e:

m asks in religious cerem onies
m asks as sym bols in Hopi religious cerem onies
m udhead m asks as sym bols of sky spirits in Hopi fertility cerem onies

Y o u  m ig h t n o t b e a b le to  fo cu s y o u r to p ic u n til a fter y o u  sta rt rea d in g  a b o u t it. T h a t ta k es tim e, so  sta rt ea rly  (y o u  ca n  d o  m u ch  o f
th is p relim in a ry  w o rk  o n lin e):

Џ B eg in  w ith  a n  o v erv iew  o f y o u r to p ic in  a  g en era l en cy clo p ed ia  (in  th e b ib lio g ra p h y  see item s in  ca teg o ry  2  in  th e g en era l so u rces);
th en  rea d  a b o u t it in  a  sp ecia lized  o n e (see item s in  ca teg o ry  2  in  y o u r field ).

Џ S k im  a  su rv ey  o f y o u r to p ic (en cy clo p ed ia  en tries u su a lly  cite a  few ).
Џ S k im  su b h ea d s u n d er y o u r to p ic in  a n  a n n u a l b ib lio g ra p h y  in  y o u r field  (in  th e b ib lio g ra p h y , see item s in  ca teg o ry  4  in  y o u r field ).

T h a t w ill a lso  g iv e y o u  a  sta rt o n  a  rea d in g  list.
Џ S ea rch  th e In tern et fo r th e to p ic (b u t ev a lu a te th e relia b ility  o f w h a t y o u  fin d ; see 3 .4 .3 ).

E sp ecia lly  u sefu l a re to p ics th a t sp a rk  d eb a te: F ish er cla im s th a t H a llo w een  m a sk s rev ea l ch ild ren s a rch ety p a l fea rs, b u t d o  th ey ?
E v en  if y o u  ca n t reso lv e th e d eb a te, y o u  ca n  lea rn  h o w  su ch  d eb a tes a re co n d u cted  (fo r m o re o n  th is, see 3 .1.2 ).

2.1.3 Question Your Topic

D o  th is n o t ju st o n ce, ea rly  o n , b u t th ro u g h o u t y o u r p ro ject. A sk  q u estio n s a s y o u  rea d , esp ecia lly  h o w  a n d  w h y  (see a lso  4 .1.1 4 .1.2 ).
T ry  th e fo llo w in g  k in d s o f q u estio n s (th e ca teg o ries a re lo o se a n d  o v erla p , so  d o n t w o rry  a b o u t k eep in g  th em  d istin ct).

1.  A sk  h o w  th e to p ic fits in to  a  la rg er co n tex t (h isto rica l, so cia l, cu ltu ra l, g eo g ra p h ic, fu n ctio n a l, eco n o m ic, a n d  so  o n ):

Џ H o w  d o es y o u r to p ic fit in to  a  la rg er sto ry ? W h a t ca m e b efo re m a sk s? H o w  d id  m a sk s co m e in to  b ein g ? W h y ? W h a t ch a n g es
h a v e th ey  ca u sed  in  o th er p a rts o f th eir so cia l o r g eo g ra p h ic settin g ? H o w  a n d  w h y  d id  th a t h a p p en ? W h y  h a v e m a sk s b eco m e a
p a rt o f H a llo w een ? H o w  a n d  w h y  h a v e m a sk s h elp ed  m a k e H a llo w een  th e b ig g est A m erica n  h o lid a y  a fter C h ristm a s?

Џ H o w  is y o u r to p ic a  fu n ctio n in g  p a rt o f a  la rg er sy stem ? H o w  d o  m a sk s reflect th e v a lu es o f sp ecific so cieties a n d  cu ltu res?
W h a t ro les d o  m a sk s p la y  in  H o p i d a n ces? In  sca ry  m o v ies? In  m a sq u era d e p a rties? F o r w h a t p u rp o ses a re m a sk s u sed  o th er
th a n  d isg u ise? H o w  h a s th e b o o m in g  m a rk et fo r k a ch in a  m a sk s in flu en ced  tra d itio n a l d esig n s?

Џ H o w  d o es y o u r to p ic co m p a re to  a n d  co n tra st w ith  o th er to p ics lik e it? H o w  d o  m a sk s in  N a tiv e A m erica n  cerem o n ies d iffer
fro m  th o se in  A frica ? W h a t d o  H a llo w een  m a sk s h a v e to  d o  w ith  M a rd i G ra s m a sk s? H o w  a re m a sk s a n d  co sm etic su rg ery
a lik e?
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2.  A sk  q u estio n s a b o u t th e n a tu re o f th e th in g  itself, a s a n  in d ep en d en t en tity :

Џ H o w  h a s y o u r to p ic ch a n g ed  th ro u g h  tim e? W h y ? W h a t is its fu tu re? H o w  h a v e H a llo w een  m a sk s ch a n g ed ? W h y ? H o w  h a v e
N a tiv e A m erica n  m a sk s ch a n g ed ? W h y ?

Џ H o w  d o  th e p a rts o f y o u r to p ic fit to g eth er a s a  sy stem ? W h a t p a rts o f a  m a sk  a re m o st sig n ifica n t in  H o p i cerem o n ies? W h y ?
W h y  d o  so m e m a sk s co v er o n ly  th e ey es? W h y  d o  so  few  m a sk s co v er ju st th e b o tto m  h a lf o f th e fa ce?

Џ H o w  m a n y  d ifferen t ca teg o ries o f y o u r to p ic a re th ere? W h a t a re th e d ifferen t k in d s o f H a llo w een  m a sk s? W h a t a re th e
d ifferen t q u a lities o f m a sk s? W h a t a re th e d ifferen t fu n ctio n s o f H a llo w een  m a sk s?

3.  T u rn  p o sitiv e q u estio n s in to  a  n eg a tiv e o n es: W h y  h a v e m a sk s n o t b eco m e a  p a rt o f C h ristm a s? H o w  d o  N a tiv e A m erica n  m a sk s
n o t d iffer fro m  th o se in  A frica ? W h a t p a rts o f m a sk s a re ty p ica lly  n o t sig n ifica n t in  relig io u s cerem o n ies?

4.  A sk  sp ecu la tiv e q u estio n s: W h y  a re m a sk s co m m o n  in  A frica n  relig io n s b u t n o t in  W estern  o n es? W h y  a re ch ild ren  m o re
co m fo rta b le w ea rin g  H a llo w een  m a sk s th a n  a re m o st a d u lts? W h y  d o n t h u n ters in  ca m o u fla g e w ea r m a sk s?

5.  A sk  W h a t if? q u estio n s: h o w  w o u ld  th in g s b e d ifferen t if y o u r to p ic n ev er ex isted , d isa p p ea red , o r w ere p u t in to  a  n ew  co n tex t?
W h a t if n o  o n e ev er w o re m a sk s ex cep t fo r sa fety  rea so n s? W h a t if ev ery o n e w o re m a sk s in  p u b lic? W h a t if m o v ies a n d  T V  w ere
lik e G reek  p la y s a n d  a ll th e a cto rs w o re m a sk s? W h a t if it w ere cu sto m a ry  to  w ea r m a sk s o n  b lin d  d a tes? In  m a rria g e cerem o n ies?
A t fu n era ls?

6.  A sk  q u estio n s th a t reflect d isa g reem en ts w ith  a  so u rce: if a  so u rce m a k es a  cla im  y o u  th in k  is w ea k ly  su p p o rted  o r ev en  w ro n g ,
m a k e th a t d isa g reem en t a  q u estio n  (see a lso  4 .1.2 ). M a rtin ez cla im s th a t ca rn iv a l m a sk s u n iq u ely  a llo w  w ea rers to  esca p e so cia l
n o rm s. B u t I th in k  relig io u s m a sk s a lso  a llo w  w ea rers to  esca p e fro m  th e m a teria l rea lm  to  th e sp iritu a l. Is th ere a  la rg er p a ttern
o f a ll m a sk s crea tin g  a  sen se o f a ltern a tiv e fo rm s o f so cia l o r sp iritu a l life?

7.  A sk  q u estio n s th a t b u ild  o n  a g reem en t: if a  so u rce o ffers a  cla im  y o u  th in k  is p ersu a siv e, a sk  q u estio n s th a t ex ten d  its rea ch  (see
a lso  4 .1.1). E lia s sh o w s th a t m a sk ed  b a lls b eca m e p o p u la r in  eig h teen th -cen tu ry  L o n d o n  in  resp o n se to  a n x iety  a b o u t so cia l
m o b ility . Is th e sa m e a n x iety  resp o n sib le fo r sim ila r d ev elo p m en ts in  o th er E u ro p ea n  ca p ita ls? Y o u  ca n  a lso  a sk  a  q u estio n  th a t
su p p o rts th e sa m e cla im  w ith  a d d itio n a l ev id en ce. E lia s su p p o rts h is cla im  a b o u t m a sk ed  b a lls en tirely  w ith  p u b lish ed  so u rces. Is
it a lso  su p p o rted  b y  ev id en ce fro m  u n p u b lish ed  so u rces su ch  a s letters a n d  d ia ries?

8.  A sk  q u estio n s a n a lo g o u s to  th o se th a t o th ers h a v e a sk ed  a b o u t sim ila r to p ics. S m ith  a n a ly zed  th e B a ttle o f G etty sb u rg  fro m  a n
eco n o m ic p o in t o f v iew . W h a t w o u ld  a n  eco n o m ic a n a ly sis o f th e B a ttle o f th e A la m o  tu rn  u p ?

9.  L o o k  fo r q u estio n s th a t o th er resea rch ers p o se b u t d o n t a n sw er. M a n y  jo u rn a l a rticles en d  w ith  a  p a ra g ra p h  o r tw o  a b o u t o p en
q u estio n s, id ea s fo r m o re resea rch , a n d  so  o n . Y o u  m ig h t n o t b e a b le to  d o  a ll th e resea rch  th ey  su g g est, b u t y o u  m ig h t ca rv e o u t a
p iece o f it.

10. F in d  a n  In tern et d iscu ssio n  list o n  y o u r to p ic, th en  lu rk ,  ju st rea d in g  th e ex ch a n g es to  u n d ersta n d  th e k in d s o f q u estio n s th o se
o n  th e list d iscu ss. If y o u  ca n t fin d  a  list u sin g  a  sea rch  en g in e, a sk  a  tea ch er o r v isit th e w eb site o f p ro fessio n a l o rg a n iza tio n s in
y o u r field . L o o k  fo r q u estio n s th a t sp a rk  y o u r in terest. Y o u  ca n  ev en  a sk  a  q u estio n  o f th e list, so  lo n g  a s it is v ery  sp ecific a n d
n a rro w ly  fo cu sed , b u t w a it u n til y o u  see w h eth er q u estio n s fro m  stu d en ts a re w elco m ed .

2.1.4 Evaluate Your Questions

N o t a ll a n sw ers a re eq u a lly  u sefu l, so  ev a lu a te y o u r q u estio n s a n d  scra p  th o se th a t a re u n lik ely  to  y ield  in terestin g  a n sw ers.
R eco n sid er w h en  th e fo llo w in g  is tru e.

1.  Y o u  ca n  a n sw er th e q u estio n  to o  ea sily .

Џ Y o u  ca n  lo o k  it u p : W h a t m a sk s a re u sed  in  N a v a jo  d a n ces?
Џ Y o u  ca n  su m m a rize a  so u rce: W h a t d o es F ish er sa y  a b o u t m a sk s a n d  fea rs?

2.  Y o u  ca n t fin d  g o o d  ev id en ce to  su p p o rt th e a n sw er.

Џ N o  relev a n t fa cts ex ist: A re M a y a n  m a sk s m o d eled  o n  sp a ce a lien s?
Џ T h e q u estio n  is b a sed  o n  p referen ce o r ta ste: A re B a lin ese o r M a y a n  m a sk s m o re b ea u tifu l?
Џ Y o u  m u st rea d  to o  m a n y  so u rces: H o w  a re m a sk s m a d e? Y o u  d o n t w a n t to  p lo w  th ro u g h  co u n tless rep o rts to  fin d  th e b est

ev id en ce (th is u su a lly  resu lts fro m  a  q u estio n  th a t s to o  b ro a d ).
Џ Y o u  ca n t g et th e so u rces th a t y o u r rea d ers th in k  a re cru cia l. In  ev en  m o d era tely  a d v a n ced  p ro jects, y o u ll b e ex p ected  to  w o rk

w ith  th e b est so u rces a v a ila b le; fo r a  th esis a n d  d isserta tio n , th ey re essen tia l. If y o u  ca n t o b ta in  th o se so u rces, fin d  a n o th er
q u estio n .

3.  Y o u  ca n t p la u sib ly  d isp ro v e th e a n sw er.

Џ T h e a n sw er seem s self-ev id en t b eca u se th e ev id en ce o v erw h elm in g ly  fa v o rs o n e a n sw er. H o w  im p o rta n t a re m a sk s in  In u it
cu ltu re? T h e a n sw er is o b v io u s: V ery . If y o u  ca n t im a g in e d isp ro v in g  a  cla im , th en  p ro v in g  it is p o in tless. (O n  th e o th er h a n d ,
w o rld -cla ss rep u ta tio n s h a v e b een  w o n  b y  th o se w h o  q u estio n ed  a  cla im  th a t seem ed  self-ev id en tly  tru e fo r in sta n ce, th a t th e
su n  circled  th e ea rth a n d  d a red  to  d isp ro v e it.)
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D o n t reject a  q u estio n  b eca u se y o u  th in k  so m eo n e m u st a lrea d y  h a v e a sk ed  it. U n til y o u  k n o w , p u rsu e its a n sw er a s if y o u  a sk ed
first. E v en  if so m eo n e h a s a n sw ered  it, y o u  m ig h t co m e u p  w ith  a  b etter a n sw er o r a t lea st o n e w ith  a  n ew  sla n t. In  fa ct, in  th e
h u m a n ities a n d  so cia l scien ces th e b est q u estio n s u su a lly  h a v e m o re th a n  o n e g o o d  a n sw er. Y o u  ca n  a lso  o rg a n ize y o u r p ro ject
a ro u n d  co m p a rin g  a n d  co n tra stin g  co m p etin g  a n sw ers a n d  su p p o rtin g  th e b est o n e (see 6 .2 .5 ).

T h e p o in t is to  fin d  a  q u estio n  th a t y o u  w a n t to  a n sw er. T o o  m a n y  stu d en ts, b o th  g ra d u a te a n d  u n d erg ra d u a te, th in k  th a t th e a im
o f ed u ca tio n  is to  m em o rize settled  a n sw ers to  so m eo n e else s q u estio n s. It is n o t. It is to  lea rn  to  fin d  y o u r o w n  a n sw ers to  y o u r o w n
q u estio n s. T o  d o  th a t, y o u  m u st lea rn  to  w o n d er a b o u t th in g s, to  let th em  p u zzle y o u p a rticu la rly  th in g s th a t seem  m o st
co m m o n p la ce.

2.2 Propose Som e W orking Answ ers
B efo re y o u  g et d eep  in to  y o u r p ro ject, try  o n e m o re step . It is o n e th a t so m e b eg in n ers resist b u t th a t ex p erien ced  resea rch ers u su a lly
a ttem p t. O n ce y o u  h a v e a  q u estio n , im a g in e so m e p la u sib le a n sw ers, n o  m a tter h o w  sk etch y  o r sp ecu la tiv e. A t th is sta g e, d o n t w o rry
w h eth er th ey re rig h t. T h a t co m es la ter.

F o r ex a m p le, su p p o se y o u  a sk , W h y  d o  so m e relig io n s u se m a sk s in  cerem o n ies w h ile o th ers d o n t? Y o u  m ig h t sp ecu la te,

M aybe cultures with m any spirits need m asks to distinguish them .
M aybe m asks are com m on in cultures that m ix religion and m edicine.
M aybe religions originating in the M iddle East were influenced by the Jewish prohibition against idolatry.

E v en  a  g en era l a n sw er ca n  su g g est so m eth in g  w o rth  stu d y in g :

M aybe it has to do with the role of m asks in nonreligious areas of a culture.

T ry  to  im a g in e a t lea st o n e p la u sib le a n sw er, n o  m a tter h o w  ten ta tiv e o r sp ecu la tiv e. If a fter lo ts o f resea rch  y o u  ca n t co n firm  it,
y o u  ca n  o rg a n ize y o u r rep o rt a ro u n d  w h y  th a t a n sw er seem ed  rea so n a b le a t th e tim e b u t tu rn ed  o u t to  b e w ro n g  a n d  so  isn t w o rth
th e tim e o f o th er resea rch ers. T h a t in  itself ca n  b e a  v a lu a b le co n trib u tio n  to  th e co n v ersa tio n  o n  y o u r to p ic. (S ee 10 .1.1 10 .1.2  fo r
h o w  to  u se a n  a p p a ren tly  g o o d  id ea  th a t tu rn s o u t to  b e w ro n g .)

In  fa ct, lo o k  fo r tw o  o r th ree p la u sib le a n sw ers. E v en  if y o u  p refer o n e, y o u  ca n  im p ro v e it b y  testin g  it a g a in st th e o th ers, a n d  in
a n y  ev en t, y o u  ca n t sh o w  th a t a n  a n sw er is rig h t if y o u  ca n t a lso  sh o w  w h y  o th ers a re w ro n g . E v en  ea rly  in  th e p ro ject, w rite o u t
y o u r a n sw ers a s clea rly  a n d  a s fu lly  a s y o u  ca n . It is to o  ea sy  to  th in k  th a t y o u  h a v e a  clea r id ea  w h en  y o u  d o n t. P u ttin g  a  fo g g y  id ea
in to  w o rd s is th e b est w a y  to  cla rify  it, o r to  d isco v er th a t y o u  ca n t.

2.2.1 Decide on a W orking Hypothesis

If o n e a n sw er seem s p ro m isin g , ca ll it y o u r w o rk in g  h y p o th esis a n d  u se it to  g u id e y o u r resea rch . Y o u  ca n , o f co u rse, lo o k  fo r
ev id en ce w ith  n o  m o re th a n  a  q u estio n  to  g u id e y o u , b eca u se a n y  q u estio n  lim its th e n u m b er o f p la u sib le a n sw ers. B u t ev en  th e m o st
ten ta tiv e w o rk in g  h y p o th esis h elp s y o u  to  th in k  a h ea d , esp ecia lly  a b o u t th e k in d  o f ev id en ce th a t y o u ll n eed  to  su p p o rt it. W ill y o u
n eed  n u m b ers? q u o ta tio n s? o b serv a tio n s? im a g es? h isto rica l fa cts? M o re im p o rta n t, w h a t k in d  o f ev id en ce w o u ld  d isp ro v e y o u r
h y p o th esis? A n sw er th o se q u estio n s a n d  y o u  k n o w  th e k in d  o f d a ta  to  w a tch  fo r a n d  to  k eep . In  fa ct, u n til y o u  h a v e a  h y p o th esis, y o u
ca n t k n o w  w h eth er a n y  d a ta  y o u  co llect a re relev a n t to  a n y  q u estio n  w o rth  a sk in g .

If y o u  ca n t im a g in e a n y  w o rk in g  h y p o th esis, reco n sid er y o u r q u estio n . R ev iew  y o u r list o f ex p lo ra to ry  q u estio n s to  fin d  o n e th a t
y o u  ca n  a n sw er; if y o u  sk ip p ed  th a t step , g o  b a ck  to  2 .1.3 . Y o u  m a y  ev en  d ecid e to  sta rt o v er w ith  a  n ew  to p ic. T h a t co sts tim e in  th e
sh o rt ru n , b u t it m a y  sa v e y o u  fro m  a  fa iled  p ro ject. If y o u re w o rk in g  o n  a  th esis o r d isserta tio n , y o u  ca n  w a it lo n g er to  firm  u p  a
h y p o th esis w h ile y o u  rea d  a n d  p o n d er, b u t d o n t g et d eep ly  in to  y o u r p ro ject w ith o u t a t lea st th e g lim m er o f a  p o ssib le a n sw er.

U n d er n o  circu m sta n ces sh o u ld  y o u  p u t o ff th in k in g  a b o u t a  h y p o th esis u n til y o u  b eg in  d ra ftin g  y o u r rep o rt o r, w o rse, u n til
y o u v e a lm o st fin ish ed  it. Y o u  m ig h t n o t settle o n  th e b est a n sw er to  y o u r q u estio n  u n til y o u v e w ritten  y o u r la st p a g e: w ritin g , ev en
rev isin g , is itself a n  a ct o f d isco v ery . J u st d o n t w a it u n til th a t la st p a g e to  sta rt th in k in g  a b o u t so m e a n sw er.

2.2.2 Beware the Risks in a W orking Hypothesis

It is a  b a d  id ea  to  settle o n  a  fin a l a n sw er to o  so o n . B u t m a n y  n ew  resea rch ers a n d  so m e ex p erien ced  o n es a re a fra id  to  co n sid er a n y
w o rk in g  h y p o th esis ea rly  in  th eir p ro ject, ev en  o n e th ey  h o ld  lig h tly , b eca u se th ey  fea r it m ig h t b ia s th eir th in k in g . T h ere is so m e risk
o f th a t, b u t a  w o rk in g  h y p o th esis n eed  n o t clo se y o u r m in d  to  a  b etter o n e. E v en  th e m o st o b jectiv e scien tist d ev ises a n  ex p erim en t to
test fo r ju st a  few  p red icted  o u tco m es, o ften  ju st o n e. In  fa ct, resea rch ers w h o  d o n t sta te a  h y p o th esis u su a lly  h a v e o n e in  m in d  b u t
d o n t w a n t to  seem  p u b licly  co m m itted  to  it, lest it tu rn  o u t w ro n g .

A  w o rk in g  h y p o th esis is a  risk  o n ly  if it b lin d s y o u  to  a  b etter o n e o r if y o u  ca n t g iv e it u p  w h en  th e ev id en ce sa y s y o u  sh o u ld . S o
a s in  a ll rela tio n sh ip s, d o n t fa ll to o  h a rd  fo r y o u r first h y p o th esis: th e m o re y o u  lik e it, th e less ea sily  y o u ll see its fla w s. D esp ite th a t
risk , it s b etter to  sta rt w ith  a  fla w ed  h y p o th esis th a n  w ith  n o n e a t a ll.

2.2.3 If You Cant Find an Answer, Argue for Your Question

W e h a v e fo cu sed  o n  q u estio n s so  m u ch  th a t y o u  m ig h t th in k  th a t y o u r p ro ject fa ils if y o u  ca n t a n sw er y o u rs. In  fa ct, m u ch  im p o rta n t
resea rch  ex p la in s w h y  a  q u estio n  n o  o n e h a s a sk ed  sh o u ld  b e, ev en  th o u g h  th e resea rch er ca n t a n sw er it: D o  tu rtles d rea m ? W h y  is
y a w n in g  co n ta g io u s b u t b ein g  sleep y  isn t? O r is it? S u ch  rep o rts fo cu s o n  w h y  th e q u estio n  is im p o rta n t a n d  w h a t a  g o o d  a n sw er
m ig h t lo o k  lik e. O r y o u  m a y  fin d  th a t so m eo n e h a s a n sw ered  y o u r q u estio n , b u t in co m p letely  o r ev en , if y o u re lu ck y , in co rrectly . If
y o u  ca n t fin d  th e rig h t a n sw er, y o u  h elp  rea d ers b y  sh o w in g  th a t a  w id ely  a ccep ted  o n e is w ro n g . (S ee 10 .1.2  fo r h o w  to  u se th is p la n
in  y o u r in tro d u ctio n .)
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O n ly  w h en  y o u  a sk  q u estio n  a fter q u estio n  w ill y o u  d ev elo p  th e critica l im a g in a tio n  y o u ll n eed  in  a n y  p ro fessio n  y o u  p u rsu e. In
fa ct, a s ex p erien ced  resea rch ers k n o w , m o st issu es h a v e few , if a n y , fin a l a n sw ers, b eca u se th ere a re n o  fin a l q u estio n s. T h ey  k n o w
th a t it s a s im p o rta n t to  a sk  a  n ew  q u estio n  a s it is to  a n sw er a n  o ld  o n e, a n d  th a t o n e d a y  th eir n ew  q u estio n  w ill b eco m e o ld  a n d
y ield  to  a  n ew er resea rch er s still n ew er o n e.

Y o u r jo b  is to  b eco m e th a t n ew er resea rch er.

2.3 Build a Storyboard to Plan and G uide Your W ork
F o r a  sh o rt p a p er, y o u  m ig h t n o t n eed  a  d eta iled  p la n a  sk etch  o f a n  o u tlin e m ig h t d o . B u t fo r a  lo n g  p ro ject, y o u ll u su a lly  n eed
m o re, esp ecia lly  fo r o n e a s lo n g  a s a  th esis o r d isserta tio n . T h e first p la n  th a t co m es to  m in d  is u su a lly  a n  o u tlin e, w ith  its I s a n d  II s
a n d  A s a n d  B s a n d  so  o n  (see 2 3 .4 .2 .2 ). If y o u  p refer a n  o u tlin e, u se o n e, esp ecia lly  if y o u r p ro ject is rela tiv ely  sh o rt. T h e p ro b lem  is
th a t a n  o u tlin e ca n  fo rce y o u  to  sp ecify  to o  m u ch  to o  so o n  a n d  so  lo ck  u p  a  fin a l fo rm  b efo re y o u v e d o n e y o u r b est th in k in g .

T o  a v o id  th a t risk , m a n y  resea rch ers, in clu d in g  th o se o u tsid e th e a ca d em ic w o rld , p la n  lo n g  rep o rts o n  a  sto ry b o a rd . A
sto ry b o a rd  is lik e a n  o u tlin e sp rea d  o v er sev era l p a g es, w ith  lo ts o f sp a ce fo r a d d in g  d a ta  a n d  id ea s a s y o u  g o . It is m o re flex ib le th a n
a n  o u tlin e: it ca n  h elp  y o u  p la n  y o u r sea rch  fo r ev id en ce, o rg a n ize y o u r a rg u m en t, w rite a  first d ra ft, a n d  test a  fin a l o n e. A s o p p o sed
to  lin es in  a n  o u tlin e, y o u  ca n  p h y sica lly  m o v e sto ry b o a rd  p a g es a ro u n d  w ith o u t h a v in g  to  p rin t a  n ew  p la n  ev ery  tim e y o u  try  o u t a
n ew  o rg a n iza tio n . Y o u  ca n  sp rea d  its p a g es a cro ss a  w a ll, g ro u p  rela ted  p a g es, a n d  p u t m in o r sectio n s b elo w  m a jo r o n es to  crea te a
p ictu re  o f y o u r p ro ject th a t sh o w s y o u  a t a  g la n ce th e d esig n  o f th e w h o le a n d  y o u r p ro g ress th ro u g h  it.

2.3.1 State Your Question and W orking Hypotheses

T o  sta rt a  sto ry b o a rd , sta te a t th e to p  o f its first p a g e y o u r q u estio n  a n d  w o rk in g  h y p o th esis a s ex a ctly  a s y o u  ca n . T h en  a d d  p la u sib le
a ltern a tiv es to  h elp  y o u  see m o re clea rly  its lim its a n d  stren g th s. A d d  n ew  h y p o th eses a s y o u  th in k  o f th em , a n d  cro ss o ff th o se y o u
p ro v e w ro n g . B u t sa v e th em , b eca u se y o u  m ig h t b e a b le to  u se o n e o f th em  in  y o u r in tro d u ctio n  (see 10 .1.1).

2.3.2 State Your Reasons

P u t a t th e to p  o f sep a ra te p a g es ea ch  rea so n  th a t m ig h t su p p o rt y o u r b est h y p o th esis, ev en  if y o u  h a v e o n ly  o n e o r tw o  (fo r m o re o n
rea so n s, see 5 .4 .2 ). Im a g in e ex p la in in g  y o u r p ro ject to  a  frien d . Y o u  sa y , I w a n t to  sh o w  th a t A la m o  sto ries h elp ed  d ev elo p  a  u n iq u e
T ex a n  id en tity , a n d  y o u r frien d  a sk s, W h y  d o  y o u  th in k  so ? Y o u r rea so n s a re th e g en era l sta tem en ts th a t y o u  o ffer to  su p p o rt y o u r
a n sw er: W ell, first, th e sto ries d isto rted  fa cts to  em p h a size w h a t b eca m e cen tra l to  T ex a n  id en tity ; seco n d , th e sto ries w ere first u sed
to  sh o w  th a t T ex a s (a n d  th e W ild  W est) w a s a  n ew  k in d  o f fro n tier; th ird ,  a n d  so  o n .

If y o u  ca n  th in k  o f o n ly  o n e o r tw o  rea so n s (y o u ll u su a lly  n eed  m o re), p u t p la ceh o ld ers a t th e to p s o f p a g es: R ea so n  3 : S o m eth in g
a b o u t A la m o  sto ries m a k in g  T ex a n s feel sp ecia l. If y o u  k n o w  o n ly  h o w  y o u  w a n t a  rea so n  to  su p p o rt y o u r a n sw er, sta te th a t: R ea so n
4 : S o m eth in g  to  sh o w  th a t A la m o  sto ries w ere m o re th a n  ju st m y th . E a ch  rea so n , o f co u rse, n eed s su p p o rt, so  fo r ea ch  rea so n , a sk
W h y  d o  I th in k  th a t? W h a t ev id en ce w ill I n eed  to  p ro v e it? T h a t w ill h elp  y o u  fo cu s y o u r sea rch  fo r ev id en ce (see 2 .3 .3  a n d  5 .4 .2 ).

If y o u re n ew  to  y o u r to p ic o r ea rly  in  y o u r p ro ject, y o u r rea so n s m a y  b e o n ly  ed u ca ted  g u esses th a t y o u ll ch a n g e; if y o u  d o n t,
y o u  m ig h t n o t b e self-critica l en o u g h . B u t a  list o f rea so n s, n o  m a tter h o w  sp ecu la tiv e, is th e b est fra m ew o rk  to  g u id e y o u r resea rch
a n d  fo cu s y o u r th in k in g , a n d  certa in ly  b etter th a n  n o  rea so n s a t a ll.

2.3.3 Sketch in the Kind of Evidence You Should Look For

E v ery  field  p refers its o w n  k in d s o f ev id en ce n u m b ers, q u o ta tio n s, o b serv a tio n s, h isto rica l fa cts, im a g es, a n d  so  o n . S o  fo r ea ch
rea so n , sk etch  th e k in d  o f ev id en ce th a t y o u  th in k  y o u ll n eed  to  su p p o rt it. E v en  im a g in e w h a t th e m o st co n v in cin g  ev id en ce w o u ld
lo o k  lik e. If y o u  ca n t im a g in e th e k in d  o f ev id en ce y o u ll n eed , lea v e th a t p a rt o f th e p a g e b la n k , th en  rea d  seco n d a ry  so u rces to  fin d
o u t th e k in d  o f ev id en ce th a t resea rch ers in  y o u r field  fa v o r (see 3 .1.2 ).

2.3.4 Look at the W hole

L a y  th e p a g es o n  a  ta b le o r ta p e th em  o n  a  w a ll. T h en  step  b a ck  a n d  lo o k  a t th eir o rd er. W h en  y o u  p la n  a  first d ra ft, y o u  m u st p u t its
p a rts in  so m e o rd er, so  y o u  m ig h t a s w ell th in k  a b o u t o n e n o w . C a n  y o u  see a  lo g ic in  y o u r o rd er? ca u se a n d  effect? n a rra tiv e tim e?
rela tiv e im p o rta n ce? co m p lex ity ? len g th ? (S ee 6 .2 .5  fo r m o re p rin cip les o f o rd er.) T ry  o u t d ifferen t o rd ers. T h is sto ry b o a rd  isn t y o u r
fin a l p la n ; it s o n ly  a  to o l to  g u id e y o u r th in k in g  a n d  o rg a n ize w h a t y o u  fin d .

W h en  y o u  fill a  p a g e, try  d ra ftin g  th a t sectio n , b eca u se w ritin g  o u t y o u r id ea s ca n  im p ro v e y o u r th in k in g  a t ev ery  sta g e o f y o u r
p ro ject.

S o m ed a y  y o u  m a y  h a v e th e leisu re to  a m b le th ro u g h  so u rces, rea d in g  ju st w h a t in terests y o u . S u ch  ra n d o m  b ro w sin g  h a s o p en ed
u p  im p o rta n t lin es o f resea rch . B u t if y o u r rep o rt is d u e in  a  m o n th  o r so , y o u  ca n t w a it fo r lig h tn in g  to  strik e; y o u  n eed  a  p la n . A
sto ry b o a rd  is a  sim p le a n d  relia b le d ev ice to  h elp  y o u  crea te o n e.

2.4 O rganize a W riting Support G roup
A  d o w n  sid e o f sch o la rly  resea rch  is its iso la tio n . E x cep t fo r g ro u p  p ro jects, y o u ll rea d , th in k , a n d  w rite m o stly  a lo n e. B u t it d o esn t
h a v e to  b e th a t w a y , a t lea st n o t en tirely . L o o k  fo r so m eo n e o th er th a n  y o u r in stru cto r o r a d v iso r w h o  w ill ta lk  w ith  y o u  a b o u t y o u r
p ro g ress, rev iew  y o u r d ra fts, ev en  p ester y o u  a b o u t h o w  m u ch  y o u  h a v e w ritten . T h a t m ig h t b e a  g en ero u s frien d , b u t lo o k  first fo r
a n o th er w riter so  th a t y o u  ca n  co m m en t o n  ea ch  o th er s id ea s a n d  d ra fts.

B etter y et is a  w ritin g  g ro u p  o f fo u r o r fiv e p eo p le w o rk in g  o n  th eir o w n  p ro jects w h o  m eet reg u la rly  to  d iscu ss o n e a n o th er s
w o rk . E a rly  o n , sta rt ea ch  m eetin g  w ith  a  su m m a ry  o f ea ch  p erso n s p ro ject in  th a t th ree-p a rt sen ten ce: I m  w o rk in g  o n  th e to p ic X ,
b eca u se I w a n t to  fin d  o u t Y , so  th a t I (a n d  y o u ) ca n  b etter u n d ersta n d  Z . A s y o u r p ro jects d ev elo p , sta rt w ith  a n  elev a to r sto ry ,  a
sh o rt su m m a ry  o f y o u r resea rch  th a t y o u  m ig h t g iv e so m eo n e in  th e elev a to r o n  th e w a y  to  th e m eetin g . It sh o u ld  in clu d e th a t th ree-
p a rt sen ten ce, a  w o rk in g  h y p o th esis, a n d  th e m a jo r rea so n s su p p o rtin g  it (see 13 .4 ).
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In  la ter sta g es, th e g ro u p  sh a res o u tlin es a n d  d ra fts so  th a t th ey  ca n  serv e a s su rro g a te rea d ers to  a n ticip a te h o w  y o u r fin a l
rea d ers w ill resp o n d . If y o u r g ro u p  h a s a  p ro b lem  w ith  y o u r d ra ft, so  w ill y o u r fin a l rea d ers. T h ey  ca n  ev en  h elp  y o u  b ra in sto rm
w h en  y o u  b o g  d o w n . B u t fo r m o st w riters, a  w ritin g  g ro u p  is m o st v a lu a b le fo r th e d iscip lin e it im p o ses. It is ea sier to  m eet a
sch ed u le w h en  y o u  k n o w  y o u  m u st rep o rt y o u r p ro g ress to  o th ers.

W ritin g  g ro u p s a re sta n d a rd  p ra ctice fo r th o se p rep a rin g  th eses o r d isserta tio n s. B u t th e ru les m a y  d iffer fo r a  cla ss p a p er. S o m e
tea ch ers th in k  th a t a  g ro u p  o r w ritin g  p a rtn er m ig h t p ro v id e m o re h elp  th a n  is a p p ro p ria te, so  b e clea r w ith  y o u r in stru cto r a b o u t
w h a t y o u r g ro u p  w ill d o . If y o u  d o n t, sh e m a y  d ecid e th e a ssista n ce y o u  h a v e receiv ed  is in a p p ro p ria te (see 7 .10 ).
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3     Finding Useful Sources

3 .1     U n d ersta n d  th e K in d s o f S o u rces R ea d ers E x p ect Y o u  to  U se

3.1.1     Consult Prim ary Sources for Evidence
3.1.2     Read Secondary Sources to Learn from  O ther Researchers
3.1.3     Read Tertiary Sources for Introductory O verviews

3 .2      R eco rd  Y o u r S o u rces F u lly , A ccu ra tely , a n d  A p p ro p ria tely

3.2.1     Determ ine Your Citation Style
3.2.2     Record Bibliographic Data

3 .3      S ea rch  fo r S o u rces S y stem a tica lly

3.3.1     Look for Som eone W ho Knows Som ething about Your Topic
3.3.2     Skim  the Internet
3.3.3     Talk to Reference Librarians
3.3.4     Browse in Your Reference Area
3.3.5     Skim  a Few Specialized Reference W orks
3.3.6     Search Your Library Catalog
3.3.7     Search G uides to Periodical Literature
3.3.8     Browse the Shelves
3.3.9     For Advanced Projects, Follow Bibliographic Trails

3 .4      E v a lu a te S o u rces fo r R elev a n ce a n d  R elia b ility

3.4.1     Evaluate the Relevance of Sources
3.4.2     Evaluate the Reliability of Print Sources
3.4.3     Evaluate the Reliability of O nline Sources

3 .5      L o o k  b ey o n d  th e U su a l K in d s o f R eferen ces

O n ce y o u  h a v e a t lea st a  q u estio n  a n d  p erh a p s a  w o rk in g  h y p o th esis a lo n g  w ith  a  few  ten ta tiv e rea so n s fo r su p p o rtin g  it, y o u  ca n
sta rt lo o k in g  fo r th e d a ta  y o u ll n eed  to  su p p o rt y o u r rea so n s a n d  test y o u r h y p o th esis. In  th is ch a p ter w e ex p la in  h o w  to  fin d  th o se
d a ta  a n d  in  th e n ex t h o w  to  w o rk  w ith  th em . B u t d o n t th in k  o f fin d in g  so u rces a n d  rea d in g  th em  a s sep a ra te step s. O n ce y o u  h a v e a
p ro m isin g  so u rce, rea d  it to  fin d  o th er so u rces. A n d  a s y o u  fill y o u r sto ry b o a rd  w ith  n o tes, y o u ll d isco v er g a p s a n d  n ew  q u estio n s
th a t o n ly  m o re so u rces ca n  fill. S o  w h ile w e d iscu ss fin d in g  a n d  u sin g  so u rces a s tw o  step s, y o u ll m o re o ften  d o  th em  rep ea ted ly  a n d
sim u lta n eo u sly .

3.1 Understand the Kinds of Sources Readers Expect You to Use
D ep en d in g  o n  y o u r ex p erien ce, rea d ers w ill ex p ect y o u  to  u se d ifferen t lev els o f so u rces, ca lled  p rim a ry , seco n d a ry , a n d  tertia ry
(th in k  first-, seco n d -, a n d  th ird h a n d ). T h ese a ren t sh a rp ly  d efin ed  ca teg o ries, b u t th ey  ro u g h ly  ch a ra cterize h o w  resea rch ers th in k
a b o u t m o st so u rces.

3.1.1 Consult Primary Sources for Evidence

In  field s su ch  a s litera ry  stu d ies, th e a rts, a n d  h isto ry , p rim a ry  so u rces a re o rig in a l w o rk s d ia ries, letters, m a n u scrip ts, im a g es,
film s, film  scrip ts, reco rd in g s, a n d  m u sica l sco res crea ted  b y  w riters, a rtists, co m p o sers, a n d  so  o n . T h o se so u rces p ro v id e d a ta th e
w o rd s, im a g es, a n d  so u n d s th a t y o u  u se a s ev id en ce to  su p p o rt y o u r rea so n s. D a ta  ca n  a lso  b e o b jects: co in s, clo th in g , to o ls, a n d
o th er a rtifa cts fro m  th e p erio d  o r b elo n g in g  to  a  p erso n  y o u re stu d y in g .

In  field s su ch  a s eco n o m ics, p sy ch o lo g y , ch em istry , a n d  so  o n , resea rch ers ty p ica lly  co llect d a ta  th ro u g h  o b serv a tio n  a n d
ex p erim en t. In  o th ers, resea rch ers g a th er ev id en ce th ro u g h  in terv iew s. (T o  co n d u ct effectiv e in terv iew s, y o u  m u st u se relia b le
m eth o d s fo r elicitin g  a n d  reco rd in g  th e in fo rm a tio n  y o u  co llect.) In  su ch  field s, ev id en ce co n sists o f th e d a ta  th a t resea rch ers co llect.
T h e p rim a ry  so u rces fo r th o se co llected  d a ta  a re th e p u b lica tio n s th a t first p u b lish  th em , ra n g in g  fro m  g o v ern m en t a n d  co m m ercia l
d a ta b a ses to  sch o la rly  jo u rn a ls.

E x p erien ced  resea rch ers lo o k  fo r d a ta  in  p rim a ry  so u rces first. If, fo r ex a m p le, y o u  w ere w ritin g  o n  A la m o  sto ries, y o u d  try  to
fin d  so u rces w ritten  a t th e tim e letters, d ia ries, ey ew itn ess rep o rts, a n d  so  o n .

3.1.2 Read Secondary Sources to Learn from Other Researchers

S eco n d a ry  so u rces a re b o o k s a n d  a rticles th a t a n a ly ze p rim a ry  so u rces, u su a lly  w ritten  b y  a n d  fo r o th er resea rch ers. A  rep o rt in  a
sch o la rly  jo u rn a l a n a ly zin g  A la m o  sto ries w o u ld  b e a  seco n d a ry  so u rce fo r resea rch ers w o rk in g  o n  th o se sto ries. S eco n d a ry  so u rces
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a lso  in clu d e sp ecia lized  en cy clo p ed ia s a n d  d ictio n a ries th a t o ffer essa y s w ritten  b y  sch o la rs in  a  field . Y o u  u se seco n d a ry  so u rces fo r
th ree p u rp o ses:

1.  T o  k eep  u p  w ith  cu rren t resea rch . R esea rch ers rea d  seco n d a ry  so u rces to  k eep  u p  w ith  th e w o rk  o f o th er resea rch ers, to  in fo rm
a n d  refin e th eir th in k in g , a n d  to  m o tiv a te th eir o w n  w o rk  b y  a d d in g  to  a  p u b lish ed  lin e o f resea rch .

2.  T o  fin d  o th er p o in ts o f v iew . A  resea rch  rep o rt is n o t co m p lete u n til th e resea rch er a ck n o w led g es a n d  resp o n d s to  th e v iew s o f
o th ers a n d  to  h is rea d ers  p red icta b le q u estio n s a n d  d isa g reem en ts. Y o u  ca n  fin d  m o st o f th o se o th er p o in ts o f v iew  in  seco n d a ry
so u rces. W h a t a lter n a tiv es to  y o u r id ea s d o  th ey  o ffer? W h a t ev id en ce d o  th ey  cite th a t y o u  m u st a ck n o w led g e? S o m e n ew
resea rch ers th in k  th ey  w ea k en  th eir ca se if th ey  m en tio n  a n y  v iew  o p p o sin g  th eir o w n . T h e tru th  is th e o p p o site. W h en  y o u
a ck n o w led g e co m p etin g  v iew s, y o u  sh o w  rea d ers th a t y o u  n o t o n ly  k n o w  th o se v iew s b u t ca n  co n fid en tly  resp o n d  to  th em . F o r
m o re o n  th is, see 5 .4 .3 .

M o re im p o rta n t, y o u  m u st u se th o se co m p etin g  v iew s to  im p ro v e y o u r o w n . Y o u  ca n t u n d ersta n d  w h a t y o u  th in k  u n til y o u
u n d ersta n d  w h y  a  ra tio n a l p erso n  m ig h t th in k  d ifferen tly . S o  a s y o u  lo o k  fo r so u rces, d o n t lo o k  ju st fo r th o se th a t su p p o rt y o u r
v iew s. B e a lert a s w ell fo r th o se th a t co n tra d ict th em .

3.  T o  fin d  m o d els fo r y o u r o w n  resea rch  a n d  a n a ly sis. Y o u  ca n  u se seco n d a ry  so u rces to  fin d  o u t n o t ju st w h a t o th ers h a v e w ritten
a b o u t y o u r to p ic b u t h o w  th ey  h a v e w ritten  a b o u t it, a s m o d els fo r th e fo rm  a n d  sty le o f y o u r o w n  rep o rt. Im a g in e a  seco n d a ry
so u rce a s a  co llea g u e ta lk in g  to  y o u  a b o u t y o u r to p ic. A s y o u  resp o n d , y o u d  w a n t to  so u n d  lik e so m e o n e w h o  k n o w s th e field ,
a n d  so  y o u d  try  to  lea rn  h o w  sh e rea so n s, th e la n g u a g e sh e u ses, th e k in d s o f ev id en ce sh e o ffers, a n d  th e k in d s sh e ra rely  o r
n ev er u ses. T h e co n v ersa tio n  w o u ld  b e in  w ritin g , so  y o u d  ev en  im ita te sty listic d eta ils su ch  a s w h eth er sh e w rites in  lo n g
p a ra g ra p h s o r b rea k s u p  h er p a g es w ith  su b h ea d s a n d  b u llet p o in ts (co m m o n  in  th e so cia l scien ces, less co m m o n  in  th e
h u m a n ities).

Y o u  ca n  a lso  u se a  seco n d a ry  so u rce a s a  m o d el fo r y o u r co n cep tu a l a n a ly sis. If, fo r ex a m p le, y o u  w ere a n a ly zin g  A la m o  sto ries,
y o u  m ig h t stu d y  h o w  a  so u rce trea ts C u ster s L a st S ta n d . Is its a p p ro a ch  p sy ch o lo g ica l, so cia l, h isto rica l, p o litica l? Its p a rticu la r
rea so n s o r ev id en ce w ill p ro b a b ly  b e irrelev a n t to  y o u r p ro ject, b u t y o u  m ig h t su p p o rt y o u r a n sw er w ith  th e sa m e k in d s o f d a ta
a n d  rea so n in g , p erh a p s ev en  fo llo w in g  th e sa m e o rg a n iza tio n .

S o  if y o u  co m e a cro ss a  so u rce th a t s n o t ex a ctly  o n  y o u r to p ic b u t trea ts o n e lik e it, sk im  it to  see h o w  th a t resea rch er th in k s
a b o u t h is m a teria l a n d  p resen ts it. (Y o u  d o n t h a v e to  cite th a t so u rce if y o u  u se o n ly  its g en era l lo g ic, b u t y o u  m a y  cite it to  g iv e
y o u r o w n  a p p ro a ch  m o re a u th o rity .)

R esea rch ers u se d a ta  rep o rted  in  seco n d a ry  so u rces o n ly  w h en  th ey  ca n t fin d  th em  in  p rim a ry  so u rces. T h en  th ey re ca u tio u s
a b o u t u sin g  th o se seco n d a ry  so u rces, b eca u se seco n d h a n d  rep o rts o f d a ta  h a v e a  h ig h  erro r ra te. If y o u re d o in g  v ery  a d v a n ced  w o rk ,
ch eck  th e a ccu ra cy  o f im p o rta n t q u o ta tio n s, fa cts, o r n u m b ers fro m  seco n d a ry  so u rces. T h o se w h o  p u b lish  in  resp ected  p la ces ra rely
m isrep o rt d elib era tely , b u t th ey  m a k e ca reless m ista k es m o re o ften  th a n  n o n ex p erts th in k  o r ex p erts a d m it.

O f co u rse, if y o u  w ere stu d y in g  h o w  th e A la m o  sto ry  h a s b een  a n a ly zed , th en  seco n d a ry  so u rces o fferin g  th o se a n a ly ses w o u ld  b e
y o u r p rim a ry  so u rces.

If y o u re n ew  to  a  field , y o u  m a y  fin d  seco n d a ry  so u rces h a rd  to  rea d : th ey  a ssu m e a  lo t o f b a ck g ro u n d  k n o w led g e, a n d  m a n y
a ren t clea rly  w ritten  (see 11.2 ). If y o u re w o rk in g  o n  a  to p ic n ew  to  y o u , y o u  m ig h t b eg in  w ith  a n  o v erv iew  in  a  sp ecia lized
en cy clo p ed ia  o r relia b le tertia ry  so u rce.

3.1.3 Read Tertiary Sources for Introductory Overviews

T ertia ry  so u rces a re b a sed  o n  seco n d a ry  so u rces, u su a lly  w ritten  fo r n o n sp ecia lists. T h ey  in clu d e g en era l en cy clo p ed ia s a n d
d ictio n a ries, a s w ell a s n ew sp a p ers a n d  m a g a zin es lik e T im e a n d  th e A tla n tic M o n th ly  a n d  co m m ercia l b o o k s w ritten  fo r a  g en era l
a u d ien ce. W ell-ed ited  g en era l en cy clo p ed ia s o ffer a  q u ick  o v erv iew  o f m a n y  to p ics. B ew a re, h o w ev er, o f o n lin e en cy clo p ed ia s, su ch
a s W ik ip ed ia , th a t rely  o n  a n o n y m o u s co n trib u tio n s ra th er th a n  o n  ca refu lly  ed ited  en tries w ritten  b y  esta b lish ed  resea rch ers.
W ik ip ed ia  h a s p ro v ed  to  b e rela tiv ely  a ccu ra te in  th e scien ces, b u t o v era ll it is u n ev en  a n d  so m etim es w ro n g . N ev er cite it a s a n
a u th o rita tiv e so u rce.

B e sim ila rly  ca u tio u s a b o u t u sin g  m a g a zin e a n d  n ew sp a p er a rticles. S o m e d escrib e resea rch  rep o rted  in  seco n d a ry  so u rces
relia b ly , b u t m o st o v ersim p lify  o r sim p ly  m isrep o rt it. Y o u  w o u ld , o f co u rse, trea t su ch  a  so u rce a s p rim a ry  if y o u  w ere stu d y in g  h o w
it d ea ls w ith  a  to p ic, su ch  a s g en d er b ia s in  th e E n cy clo p ed ia  B rita n n ica  o r h o a x es in  W ik ip ed ia .

O n ce y o u  u n d ersta n d  k in d s o f so u rces, y o u  ca n  b eg in  lo o k in g  fo r th em .

3.2 Record Your Sources Fully, Accurately, and Appropriately
B efo re y o u  lo o k  fo r so u rces, y o u  sh o u ld  k n o w  h o w  to  cite th e o n es y o u  fin d . Y o u r rea d ers w ill tru st y o u r rep o rt o n ly  if th ey  tru st y o u r
ev id en ce, a n d  th ey  w o n t tru st y o u r ev id en ce if th ey  ca n t fin d  y o u r so u rces. Y o u r first o b lig a tio n  a s a  resea rch er is to  cite y o u r
so u rces a ccu ra tely  a n d  fu lly  so  th a t y o u r rea d ers ca n  fin d  th em .

3.2.1 Determine Your Citation Style

M o st field s req u ire a  sp ecific cita tio n  sty le. T h e tw o  m o st co m m o n  o n es a re d escrib ed  in  d eta il in  p a rt 2 :

Џ n o tes-b ib lio g ra p h y  sty le (o r sim p ly  b ib lio g ra p h y  sty le), u sed  w id ely  in  th e h u m a n ities a n d  in  so m e so cia l scien ces (see ch a p ters 16
a n d  17 )

Џ a u th o r-d a te sty le (o r p a ren th etica l cita tio n s-referen ce list sty le), u sed  in  m o st so cia l scien ces a n d  in  th e n a tu ra l scien ces (see
ch a p ters 18  a n d  19 )

If y o u  a re u n certa in  w h ich  sty le to  u se, co n su lt y o u r in stru cto r. B efo re y o u  sta rt co m p ilin g  y o u r list o f so u rces, rea d  th e g en era l
in tro d u ctio n  to  cita tio n s in  ch a p ter 15  a n d  th en , d ep en d in g  o n  th e cita tio n  sty le y o u  a re req u ired  to  u se, rea d  th e in tro d u ctio n  to
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b ib lio g ra p h y  sty le (ch a p ter 16 ) o r a u th o r-d a te sty le (ch a p ter 18 ).

3.2.2 Record Bibliographic Data

T o  sa v e tim e a n d  a v o id  erro rs, reco rd  a ll th e cita tio n  in fo rm a tio n  y o u  w ill n eed  w h en  y o u  first fin d  a  so u rce. M o st o f th is in fo rm a tio n
a p p ea rs o n  th e title p a g e o f a  b o o k  o r a t th e h ea d  o f a  jo u rn a l a rticle. T h e sp ecific in fo rm a tio n  y o u  n eed  d ep en d s o n  th e ty p e o f
so u rce, b u t fo r ea ch  so u rce, reco rd  a t lea st th e fo llo w in g :

Џ W h o  w ro te o r a ssem b led  th e so u rce?
Џ a u th o r(s)
Џ ed ito r(s)
Џ tra n sla to r(s)

Џ W h a t d a ta  id en tify  th e so u rce?
Џ title a n d  su b title
Џ title a n d  su b title o f a n y  la rg er w o rk  th a t co n ta in s th e so u rce (su ch  a s a  co llectio n , jo u rn a l, o r n ew sp a p er)
Џ p a g e n u m b ers if th e so u rce a p p ea rs in  a  la rg er w o rk
Џ v o lu m e n u m b er
Џ issu e n u m b er
Џ ed itio n  n u m b er
Џ fo r o n lin e so u rces, U R L  a n d  d a te y o u  a ccessed  th e m a teria l

Џ W h o  p u b lish ed  th e so u rce a n d  w h en ?
Џ p u b lish er s n a m e
Џ p la ce o f p u b lica tio n
Џ d a te o f p u b lica tio n

F o r y o u r o w n  u se, y o u  m ig h t reco rd  L ib ra ry  o f C o n g ress ca ll n u m b ers. Y o u  w o n t in clu d e th em  in  b ib lio g ra p h ic cita tio n s, b u t y o u
m a y  fin d  th em  h elp fu l if y o u  m u st co n su lt th e so u rce a g a in .

A t so m e p o in t, y o u ll n eed  to  fo rm a t th is b ib lio g ra p h ic in fo rm a tio n  in to  y o u r req u ired  cita tio n  sty le, so  y o u  sh o u ld  reco rd  y o u r
so u rces in  th a t sty le n o w . Y o u  ca n  fin d  tem p la tes a n d  ex a m p les fo r b ib lio g ra p h y  sty le in  fig u re 16 .1 a n d  ch a p ter 17 ; fo r a u th o r-d a te
sty le, refer to  fig u re 18 .1 a n d  ch a p ter 19 .

A s y o u  reco rd  th ese d a ta , y o u ll b e tem p ted  to  ta k e sh o rtcu ts, b eca u se it s b o rin g  w o rk  a n d  ru les a b o u t p erio d s, co m m a s, a n d
p a ren th eses ca n  feel lik e n it-p ick in g . B u t n o th in g  la b els y o u  a  b eg in n er fa ster th a n  cita tio n s th a t a re in a p p ro p ria te, o r w o rse,
in co m p lete o r in a ccu ra te. S o  g et in  th e h a b it o f reco rd in g  b ib lio g ra p h ic d a ta  fo r a  so u rce fu lly , a ccu ra tely , a n d  a p p ro p ria tely  th e
m o m en t y o u  h a n d le it. T h ere a re co m p u ter p ro g ra m s th a t a u to m a tica lly  fo rm a t cita tio n s fo r y o u . T h ey  a re u sefu l a id s, b u t th ey
ca n n o t su b stitu te fo r y o u r o w n  k n o w led g e o f p ro p er cita tio n  fo rm s a n d  m eth o d s, a n d  n o t a ll o f th e so ftw a re w o rk s p erfectly .

3.3 Search for Sources System atically
A s y o u  sea rch  fo r so u rces, y o u  m u st b e k n o w led g ea b ly  sy stem a tic, b eca u se if y o u  m iss a n  im p o rta n t o n e, y o u ll lo se cred ib ility .

3.3.1 Look for Someone W ho Knows Something about Your Topic

Y o u  m ig h t sta rt b y  a sk in g  a ro u n d  to  fin d  so m eo n e w h o  k n o w s so m eth in g  a b o u t y o u r to p ic a n d  sta n d a rd  referen ce w o rk s o n  it:
a d v a n ced  stu d en ts, fa cu lty , ev en  p eo p le o u tsid e th e a ca d em ic co m m u n ity . Y o u  m ig h t lo o k  u p  y o u r to p ic in  th e y ello w  p a g es o f th e
p h o n eb o o k . Y o u  w o n t a lw a y s fin d  so m eo n e, b u t y o u  m ig h t g et lu ck y .

3.3.2 Skim the Internet

B efo re co lleg e, m a n y  stu d en ts d o  resea rch  o n ly  o n  th e In tern et, b eca u se th eir h ig h  sch o o l lib ra ries a re sm a ll, b eca u se th ey  n eed  to
fin d  o n ly  a  few  so u rces, a n d  b eca u se th eir tea ch ers a ren t p a rticu la r a b o u t th e q u a lity  o f th o se so u rces. H o w ev er, in  m a n y  field s
im p o rta n t a n d  sig n ifica n t resea rch  is in crea sin g ly  eith er p u b lish ed  o r a rch iv ed  o n lin e, so  y o u  ca n  o ften  d o  u sefu l p relim in a ry  w o rk
w ith  a  sch o la rly  sea rch  en g in e su ch  a s G o o g le S ch o la r. T h e b est o f th ese n o t o n ly  w ill g iv e y o u  a  ro u g h  id ea  o f th e k in d s o f so u rces
a v a ila b le b u t w ill a lso  id en tify  h o w  m a n y  tim es a  p a rticu la r so u rce h a s b een  cited  in  o th er b o o k s o r a rticles o n  th e to p ic. (If y o u  fin d
so u rces th a t a re cited  h u n d red s o r th o u sa n d s o f tim es b y  o th er w riters, y o u  sh o u ld  fa m ilia rize y o u rself w ith  th em .) O n lin e d a ta b a ses
a n d  sea rch  en g in es a lso  freq u en tly  ta g  th eir resu lts w ith  a sso cia ted  sea rch  k ey w o rd s. A t th is sta g e in  y o u r resea rch , fo llo w in g  th ese
tra ils o f rela ted  sea rch  term s ca n  h elp  p u t y o u r resea rch  q u estio n  in to  co n tex ts th a t m ig h t n o t o th erw ise o ccu r to  y o u . B u t if y o u
sea rch  ju st th e In tern et, y o u ll m iss im p o rta n t so u rces th a t y o u ll fin d  o n ly  b y  p o k in g  a ro u n d  in  y o u r lib ra ry . If y o u r lib ra ry  ca ta lo g  is
o n lin e, y o u  ca n  sta rt th ere (see 3 .3 .6 ). O n ce a g a in , y o u ll w o rk  m o st efficien tly  if y o u  h a v e a  p la n .

3.3.3 Talk to Reference Librarians

If y o u  d o n t k n o w  h o w  to  fin d  w h a t y o u  n eed , a sk  a  lib ra ria n . M o st co lleg e lib ra ries o ffer to u rs o f referen ce ro o m s a n d  sp ecia l
co llectio n s a s w ell a s sh o rt sem in a rs o n  h o w  to  sea rch  th e ca ta lo g , d a ta b a ses, a n d  o th er so u rces o f in fo rm a tio n . If y o u re a  n ew
resea rch er, seize ev ery  o p p o rtu n ity  to  lea rn  o n lin e sea rch  tech n iq u es in  y o u r field .

Y o u  ca n  a lso  ta lk  to  lib ra ria n s w h o  sp ecia lize in  y o u r a rea . T h ey  w o n t fin d  so u rces fo r y o u , b u t th ey  w ill h elp  y o u  lo o k  fo r th em . If
y o u  h a v e a  resea rch  q u estio n , sh a re it: I m  lo o k in g  fo r d a ta  o n  X  b eca u se I w a n t to  fin d  o u t  If y o u  h a v e a  w o rk in g  h y p o th esis a n d
rea so n s, sh a re th em  to o : I m  lo o k in g  fo r d a ta  to  sh o w  Y  [y o u r rea so n ] b eca u se I w a n t to  cla im  Z y o u r h y p o th esis]. R eh ea rse y o u r
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q u estio n s to  a v o id  w a stin g  y o u r tim e a n d  th eirs.

3.3.4 Browse in Your Reference Area

R esea rch ers in  a ll field s sh a re co m m o n  v a lu es a n d  h a b its o f th o u g h t, b u t ev ery  field  h a s its o w n  w a y s o f d o in g  th in g s. T o  lea rn  a b o u t
th e w a y s o f y o u r field , b ro w se th e sh elv es in  y o u r lib ra ry s referen ce ro o m  th a t h o ld  g u id es to  y o u r field s p a rticu la r resea rch
m eth o d s, d a ta b a ses, a n d  sp ecia l reso u rces (in  th e b ib lio g ra p h y , see item s in  ca teg o ry  3  in  y o u r field ). A t lea st fa m ilia rize y o u rself
w ith  th e fo llo w in g  reso u rces (in  th e b ib lio g ra p h y , see ca teg o ry  4  fo r lists o f so u rces in  y o u r field ; m a n y  a re a lso  o n lin e):

Џ a  b ib lio g ra p h y  o f w o rk s p u b lish ed  ea ch  y ea r in  y o u r field , su ch  a s P h ilo so p h er s In d ex  o r E d u ca tio n  In d ex
Џ su m m a ry  b ib lio g ra p h ies o f w o rk s o n  a  sp ecific to p ic co llected  o v er sev era l y ea rs (B ib lio g ra p h ic In d ex  is a  b ib lio g ra p h y  o f

b ib lio g ra p h ies)
Џ co llectio n s o f a b stra cts th a t su m m a rize a rticles in  n ew sp a p ers a n d  in  p ro fessio n a l jo u rn a ls
Џ rev iew s o f th e y ea r s w o rk ; lo o k  fo r a  title in  y o u r field  b eg in n in g  w ith  R ev iew s in  
Џ fo r n ew  field s, w eb sites m a in ta in ed  b y  in d iv id u a ls o r sch o la rly  a sso cia tio n s

If y o u  k n o w  ev en  a  little o f th e seco n d a ry  litera tu re o n  y o u r to p ic, y o u  ca n  b eg in  lo o k in g  fo r m o re su b sta n tiv e so u rces (sk ip  to  3 .3 .7 -
3 .3 .8 ). If y o u  d o n t, y o u  m ig h t sta rt w ith  so m e sp ecia lized  referen ce w o rk s.

3.3.5 Skim a Few Specialized Reference W orks

S ta rt b y  lo o k in g  u p  y o u r to p ic in  a  relev a n t sp ecia lized  en cy clo p ed ia  o r d ictio n a ry  su ch  a s th e E n cy clo p ed ia  o f P h ilo so p h y  o r th e
C o n cise O x fo rd  D ictio n a ry  o f L itera ry  T erm s, w h ere y o u  m a y  fin d  a n  o v erv iew  o f y o u r to p ic a n d  o ften  a  list o f sta n d a rd  p rim a ry  a n d
seco n d a ry  so u rces (in  th e b ib lio g ra p h y , see item s in  ca teg o ries 1 a n d  2  in  y o u r field ).

3.3.6 Search Your Library Catalog

SUBJECT HEADING S IN BO O KS. A s so o n  a s y o u  fin d  o n e recen t b o o k  relev a n t to  y o u r to p ic, lo o k  it u p  in  y o u r lib ra ry s o n lin e ca ta lo g  to
fin d  its L ib ra ry  o f C o n g ress su b ject h ea d in g s; th ey  w ill b e a t th e b o tto m  o f th e en try . F o r ex a m p le, th e o n lin e en try  fo r th is b o o k
in clu d es th ese tw o  to p ics:

1. Dissertations, Academ ic. 2. Academ ic writing.

Y o u  ca n  click  o n  th e su b ject h ea d in g s to  fin d  o th er b o o k s o n  th e sa m e to p ics. M a n y  o f th o se so u rces w ill h a v e still m o re su b ject
h ea d in g s th a t ca n  lea d  y o u  to  still m o re so u rces; it ca n  tu rn  in to  a n  en d less tra il.

KEYW O RDS. A lso  sea rch  y o u r o n lin e ca ta lo g  u sin g  k ey w o rd s fro m  y o u r q u estio n  o r w o rk in g  h y p o th esis A la m o , T ex a s in d ep en d en ce,
J a m es B o w ie. If y o u  fin d  to o  m a n y  titles, sta rt w ith  th o se p u b lish ed  in  th e la st ten  y ea rs b y  w ell-k n o w n  u n iv ersity  p resses. F o r a
w id er selectio n , sea rch  W o rld C a t if y o u r lib ra ry  su b scrib es. O th erw ise, sea rch  th e L ib ra ry  o f C o n g ress ca ta lo g  a t h ttp ://w w w .lo c.g o v .
It h a s lin k s to  la rg e u n iv ersity  ca ta lo g s. S ta rt ea rly  if y o u  ex p ect to  g et b o o k s o n  in terlib ra ry  lo a n .

ARTICLES. If m o st so u rces o n  y o u r to p ic a re a rticles, lo ca te a  recen t o n e in  y o u r lib ra ry s o n lin e d a ta b a ses. Its d a ta b a se en try  w ill
in clu d e a  list o f k ey w o rd s. S ea rch  fo r th em  to  fin d  m o re a rticles o n  y o u r to p ic. In  m o st ca ses, y o u  ca n  ju st click  o n  th em . U se th e
k ey w o rd s to  sea rch  th e lib ra ry  ca ta lo g  a s w ell. S o m e d a ta b a ses a lso  p ro v id e a b stra cts o f jo u rn a l a rticles th a t y o u  ca n  sk im  fo r sea rch
term s.

3.3.7 Search Guides to Periodical Literature

If y o u v e d o n e resea rch  b efo re, y o u re p ro b a b ly  fa m ilia r w ith  a n n u a l g u id es su ch  a s R ea d ers  G u id e to  P erio d ica l L itera tu re, w h ich
cites so u rces su ch  a s m a g a zin es a n d  n ew sp a p ers. M o st sp ecia lized  field s a lso  h a v e y ea rly  g u id es to  seco n d a ry  so u rces, su ch  a s A rt
A b stra cts, H isto rica l A b stra cts, a n d  A b stra cts in  A n th ro p o lo g y  (in  th e b ib lio g ra p h y , see item s in  ca teg o ry  4  in  y o u r field ). M o st a re
a v a ila b le o n lin e o r in  o th er d ig ita l fo rm s.

A ll th o se reso u rces w ill d irect y o u  to  m o re so u rces, b u t n o n e o f th em  ca n  su b stitu te fo r th e k in d  o f in -lib ra ry  sea rch  th a t tu rn s u p
a n  u n ex p ected ly  u sefu l so u rce.

3.3.8 Browse the Shelves

Y o u  m ig h t th in k  th a t o n lin e resea rch  is fa ster th a n  w a lk in g  a ro u n d  y o u r lib ra ry . B u t it ca n  b e slo w er, a n d  if y o u  w o rk  o n ly  o n lin e y o u
m a y  m iss cru cia l so u rces th a t y o u d  fin d  o n ly  in  th e lib ra ry . M o re im p o rta n t, y o u ll m iss th e b en efits o f seren d ip ity a  ch a n ce
en co u n ter w ith  a  so u rce th a t y o u  fin d  o n ly  in  p erso n .

If y o u re a llo w ed  in  th e sta ck s (w h ere a ll th e b o o k s th a t y o u  ca n  ch eck  o u t a re k ep t), fin d  th e sh elf w ith  b o o k s o n  y o u r to p ic. T h en
sca n  th e titles o n  th a t sh elf a n d  th e o n es a b o v e, b elo w , a n d  o n  eith er sid e. T h en  tu rn  a ro u n d  a n d  sk im  titles b eh in d  y o u ; y o u  n ev er
k n o w . W h en  y o u  sp o t a  p ro m isin g  title, esp ecia lly  o n  a  u n iv ersity  p ress b o o k  w ith  a  n ew  b in d in g , sk im  its ta b le o f co n ten ts, th en  its
in d ex  fo r k ey w o rd s rela ted  to  y o u r q u estio n  o r its a n sw er. T h en  sk im  its b ib lio g ra p h y  fo r titles th a t lo o k  relev a n t to  y o u r p ro ject. Y o u
ca n  d o  a ll th a t fa ster w ith  b o o k s o n  a  sh elf th a n  y o u  ca n  o n lin e.

If th e b o o k  lo o k s p ro m isin g , sk im  its p refa ce o r in tro d u ctio n . If it still lo o k s p ro m isin g , set it a sid e fo r a  clo ser lo o k . E v en  if it
d o esn t seem  relev a n t, reco rd  its L ib ra ry  o f C o n g ress ca ll n u m b er a n d  b ib lio g ra p h ic d a ta  (a u th o r, title, p u b lish er, d a te o f p u b lica tio n
a n d  so  o n ; see p a rt 2  o f th is m a n u a l fo r th e d eta ils), a n d  in  a  few  w o rd s su m m a rize w h a t th e b o o k  seem s to  b e a b o u t. A  m o n th  la ter,
y o u  m ig h t rea lize th a t it s m o re u sefu l th a n  y o u  th o u g h t.

Y o u  ca n  ch eck  ta b les o f co n ten ts fo r m a n y  jo u rn a ls o n lin e, b u t b ro w sin g  in  th e jo u rn a ls a rea  o f a  lib ra ry  ca n  b e m o re p ro d u ctiv e.
F in d  th e jo u rn a ls th a t h a v e p ro m isin g  a rticles. S k im  ta b les o f co n ten ts fo r th e p rio r ten  y ea rs. M o st v o lu m es in clu d e a  y ea rly
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su m m a ry  ta b le o f co n ten ts. T h en  ta k e a  q u ick  lo o k  a t th e jo u rn a ls sh elv ed  n ea rb y . S k im  th eir m o st recen t ta b les o f co n ten ts. Y o u  w ill
b e su rp rised  a t h o w  o ften  y o u  fin d  a  relev a n t a rticle th a t y o u  w o u ld  h a v e m issed  h a d  y o u  d o n e y o u r w o rk  en tirely  o n lin e.

If y o u  a re n ew  to  a  field , y o u  ca n  g et a  ro u g h  im p ressio n  o f th e a ca d em ic q u a lity  o f a  jo u rn a l b y  its lo o k . If it s o n  g lo ssy  p a p er
w ith  lo ts o f illu stra tio n s, ev en  a d v ertisem en ts, it m ig h t b e m o re jo u rn a listic th a n  sch o la rly . T h o se a re n o t in fa llib le sig n s o f
u n relia b le sch o la rsh ip , b u t th ey  a re w o rth  co n sid erin g .

3.3.9 For Advanced Projects, Follow Bibliographic Trails

If y o u re in to  a d v a n ced  w o rk , u se th e b ib lio g ra p h ies in  y o u r so u rces to  fin d  n ew  so u rces a n d  u se th eir b ib lio g ra p h ies in  tu rn  to  fin d
m o re. D o  th is:

Џ S k im  b ib lio g ra p h ies o f recen t b o o k s o n  y o u r to p ic; lo o k  a t a n y  w o rk  m en tio n ed  in  a ll o r m o st o f th em , a lo n g  w ith  o th er
p u b lica tio n s b y  its a u th o r.

Џ If y o u  fin d  a  so u rce u sefu l, sk im  its in d ex  fo r a u th o rs m en tio n ed  o n  fo u r o r m o re p a g es.
Џ L o o k  fo r rev iew s o f resea rch  in  th e first few  p a ra g ra p h s o f jo u rn a l a rticles.
Џ L o o k  fo r recen t P h D  d isserta tio n s ev en  m a rg in a lly  rela ted  to  y o u r to p ic. A lm o st ev ery  d isserta tio n  rev iew s resea rch  in  its first o r

seco n d  ch a p ter.

N ew  so u rces a re b est, b u t y o u  m a y  d isco v er a n  o ld  o n e w ith  d a ta  lo n g  n eg lected .

3.4 Evaluate Sources for Relevance and Reliability
Y o u  w ill p ro b a b ly  fin d  m o re so u rces th a n  y o u  ca n  u se, so  y o u  m u st ev a lu a te th eir u sefu ln ess b y  sk im m in g  q u ick ly  fo r tw o  criteria :
relev a n ce a n d  relia b ility .

3.4.1 Evaluate the Relevance of Sources

O n ce y o u  d ecid e a  b o o k  m ig h t b e relev a n t, sk im  it sy stem a tica lly :

Џ If its in d ex  lists k ey w o rd s rela ted  to  y o u r q u estio n  o r its a n sw ers, sk im  th e p a g es o n  w h ich  th o se w o rd s o ccu r.
Џ S k im  its in tro d u ctio n , esp ecia lly  its la st p a g e, w h ere w riters o ften  o u tlin e th eir tex t.
Џ S k im  its la st ch a p ter, esp ecia lly  th e first a n d  la st six  o r sev en  p a g es.
Џ If y o u  h a v e tim e, d o  th e sa m e fo r ch a p ters th a t lo o k  relev a n t, esp ecia lly  th o se fo r w h ich  th e in d ex  lists m a n y  o f y o u r k ey w o rd s.
Џ If th e so u rce is a  co llectio n  o f a rticles, sk im  th e ed ito r s in tro d u ctio n .

B e su re th a t y o u re lo o k in g  a t a  b o o k s m o st recen t ed itio n . O v er tim e resea rch ers ch a n g e th eir v iew s, refin in g  th em , ev en  rejectin g
ea rlier o n es.

If y o u re d o in g  a d v a n ced  w o rk , rea d  b o o k  rev iew s o f p ro m isin g  so u rces (see sectio n  4  o f th e b ib lio g ra p h y  o f reso u rces in  y o u r
field ).

If y o u r so u rce is a  jo u rn a l a rticle, d o  th is:

Џ R ea d  its a b stra ct, if a n y .
Џ S k im  th e la st tw o  o r th ree p a ra g ra p h s o f th e in tro d u ctio n  (o r o th er o p en in g  sectio n ) a n d  a ll o f a n y  sectio n  ca lled  C o n clu sio n .
Џ If th e a rticle h a s n o  sep a ra te in tro d u ctio n  o r co n clu sio n , sk im  its first a n d  la st few  p a ra g ra p h s.
Џ S k im  th e first p a ra g ra p h  o r tw o  a fter ea ch  su b h ea d , if a n y .

If y o u r so u rce is o n lin e, d o  th is:

Џ If it lo o k s lik e a  p rin ted  a rticle, fo llo w  th e step s fo r a  jo u rn a l a rticle.
Џ S k im  a n y  sectio n  la b eled  In tro d u ctio n ,  O v erv iew ,  S u m m a ry ,  o r th e lik e. If th ere is n o n e, lo o k  fo r a  lin k  la b eled  A b o u t th e

S ite  o r so m eth in g  sim ila r.
Џ If th e site h a s a  lin k  la b eled  S ite M a p  o r In d ex ,  fo llo w  it a n d  ch eck  th e list, lo o k in g  fo r k ey w o rd s rela ted  to  y o u r q u estio n  o r its

a n sw ers. C lick  to  sk im  th o se p a g es.
Џ If th e site h a s a  sea rch  fu n ctio n , ty p e in  k ey w o rd s fro m  y o u r to p ic.

3.4.2 Evaluate the Reliability of Print Sources

Y o u  ca n t ju d g e a  so u rce u n til y o u  rea d  it, b u t th ere a re sig n s o f its relia b ility :

1.  Is th e a u th o r a  rep u ta b le sch o la r? M o st p u b lica tio n s cite a n  a u th o r s a ca d em ic cred en tia ls; y o u  ca n  fin d  m o re w ith  a  sea rch
en g in e. M o st esta b lish ed  sch o la rs a re relia b le, b u t b e ca u tio u s if th e to p ic is a  co n tested  so cia l issu e su ch  a s g u n  co n tro l o r
a b o rtio n . E v en  rep u ta b le sch o la rs ca n  h a v e a x es to  g rin d , esp ecia lly  if th eir resea rch  is su p p o rted  b y  a  sp ecia l in terest g ro u p .

2.  Is th e so u rce cu rren t? M a n y  rep u ta b le sch o la rs w rite b o o k s a n d  a rticles p o p u la rizin g  th e resea rch  o f o th ers. B u t b y  th e tim e y o u
rea d  th ese tertia ry  so u rces, th ey  m a y  b e o u t o f d a te. H o w  fa st a  so u rce d a tes v a ries b y  su b ject, so  ch eck  w ith  so m eo n e w h o  k n o w s
y o u r field . F o r jo u rn a l a rticles in  th e so cia l scien ces, m o re th a n  ten  y ea rs is p u sh in g  th e lim it. F o r b o o k s, fig u re fifteen  o r so .
P u b lica tio n s in  th e h u m a n ities h a v e a  lo n g er life sp a n .

3.  Is th e so u rce p u b lish ed  b y  a  rep u ta b le p ress? Y o u  ca n  tru st m o st u n iv ersity  p resses, esp ecia lly  th o se a t w ell-k n o w n  sch o o ls. B efo re
th ey  p u b lish  a  m a n u scrip t, th ey  a sk  ex p erts to  rev iew  it (a  p ro cess ca lled  p eer rev iew ). Y o u  ca n  a lso  tru st so m e co m m ercia l
p resses in  so m e field s, su ch  a s N o rto n  in  litera tu re, A b lex  in  scien ces, o r W est in  th e la w . B e sk ep tica l o f a  co m m ercia l b o o k  th a t
m a k es sen sa tio n a l cla im s, ev en  if its a u th o r h a s a  P h D  a fter h is n a m e.
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4.  W a s th e a rticle p eer-rev iew ed ? M o st sch o la rly  jo u rn a ls, b o th  p rin t a n d  o n lin e, p u b lish  o n ly  p eer-rev iew ed  a rticles. F ew
co m m ercia l m a g a zin es u se p eer rev iew , a n d  few er still ch eck  a n  a u th o r s fa cts. If a  rep o rt h a sn t b een  p eer-rev iew ed , u se it
ca u tio u sly .

5.  H a s th e so u rce receiv ed  g o o d  rev iew s? If th e so u rce is a  b o o k  p u b lish ed  m o re th a n  a  y ea r a g o , it m a y  h a v e b een  rev iew ed  in  a
jo u rn a l in  th e field . M a n y  field s h a v e in d ex es to  p u b lish ed  rev iew s th a t tell y o u  h o w  o th ers ev a lu a te a  so u rce. (S ee th e
b ib lio g ra p h y .)

6.  H a s th e so u rce b een  freq u en tly  cited  b y  o th ers? Y o u  ca n  ro u g h ly  estim a te h o w  in flu en tia l a  so u rce is b y  h o w  o ften  o th ers cite it.
T o  d eterm in e th a t, co n su lt a  cita tio n  in d ex  (in  th e b ib lio g ra p h y  see sectio n  4  in  y o u r field ).

T h o se sig n s d o n t g u a ra n tee th a t a  so u rce is relia b le, b u t th ey  sh o u ld  g iv e y o u  rea so n a b le co n fid en ce in  it. If y o u  ca n t fin d  relia b le
so u rces, a ck n o w led g e th e lim its o f th e o n es y o u  h a v e. O f co u rse, y o u  m a y  fin d  a n  ex citin g  resea rch  p ro b lem  w h en  y o u  d isco v er th a t a
so u rce th o u g h t to  b e relia b le is n o t.

3.4.3 Evaluate the Reliability of Online Sources

E v a lu a te o n lin e so u rces a s y o u  d o  th o se in  p rin t, b u t m o re ca u tio u sly . T h e n u m b er o f relia b le In tern et so u rces g ro w s ev ery  d a y , b u t
th ey  a re still isla n d s in  a  sw a m p  o f m isin fo rm a tio n . If y o u  fin d  d a ta  a v a ila b le o n ly  o n  th e In tern et, lo o k  fo r sites o r o n lin e
p u b lica tio n s w ith  th ese sig n s o f relia b ility :

1.  T h e site is sp o n so red  b y  a  rep u ta b le o rg a n iza tio n . S o m e sites su p p o rted  b y  in d iv id u a ls a re relia b le; m o st a re n o t.
2.  It is rela ted  to  a  relia b le p ro fessio n a l jo u rn a l.
3.  It su p p lem en ts relia b le p rin t so u rces. S o m e jo u rn a ls u se th e In tern et to  h o st d iscu ssio n s a m o n g  a u th o rs a n d  rea d ers, to  o ffer d a ta

to o  n ew  to  b e in  lib ra ries, to  a rch iv e d a ta  n o t in  a rticles, o r to  p resen t illu stra tio n s to o  ex p en siv e to  p rin t. M a n y  g o v ern m en t a n d
a ca d em ic d a ta b a ses a re o n ly  o n lin e.

4.  It a v o id s h ea ted  a d v o ca cy  fo r o r a g a in st a  co n tested  so cia l issu e.
5.  It d o es n o t m a k e w ild  cla im s, a tta ck  o th er resea rch ers, u se a b u siv e la n g u a g e, o r m a k e erro rs o f sp ellin g , p u n ctu a tio n , a n d

g ra m m a r.
6.  It in d ica tes w h en  th e site w a s la st u p d a ted . If it h a s n o  d a te, b e ca u tio u s.

T ru st a  site o n ly  if sch o la rly  rea d ers w o u ld  tru st th o se w h o  m a in ta in  it. If y o u  d o n t k n o w  w h o  m a in ta in s it, b e sk ep tica l.
O n lin e serv ices n o w  p ro v id e relia b le ed itio n s o f m a n y  o ld er tex ts. Y o u ll a lso  fin d  w ell-ed ited  tex ts a t m a n y  u n iv ersity  sites. It s

o n e-sto p  sh o p p in g ; y o u  n ev er h a v e to  m o v e fro m  y o u r ch a ir. O n lin e serv ices a re, h o w ev er, fa r less co m p lete th a n  m o st u n iv ersity
lib ra ries, a n d  u sin g  th em  w ill tea ch  y o u  n o th in g  a b o u t d o in g  resea rch  in  a  rea l lib ra ry . S o m e-d a y  ev ery th in g  ev er p rin ted  w ill b e
a v a ila b le o n lin e (a  fu tu re th a t g iv es so m e resea rch ers m ix ed  feelin g s). B u t u n til th en , su rfin g  th e In tern et ca n t co m p letely  rep la ce
p ro w lin g  th e sta ck s.

3.5 Look beyond the Usual Kinds of References
If y o u  a re w ritin g  a  cla ss p a p er, y o u ll u su a lly  h a v e to  fo cu s n a rro w ly  o n  th e k in d s o f so u rces ty p ica lly  u sed  in  y o u r field . B u t if y o u
a re d o in g  a n  a d v a n ced  p ro ject su ch  a s a n  M A  th esis o r P h D  d isserta tio n , fin d  a n  o p p o rtu n ity  to  sea rch  b ey o n d  th em . If, fo r ex a m p le,
y o u  w ere d o in g  a  p ro ject o n  th e eco n o m ic effects o f a g ricu ltu ra l ch a n g es o n  L o n d o n  g ra in  m a rk ets in  16 0 0 , y o u  m ig h t rea d  so m e
E liza b eth a n  p la y s, lo o k  a t p ictu res o f w o rk in g -cla ss life, o r lo o k  fo r co m m en ta ry  b y  relig io u s fig u res o n  so cia l b eh a v io r. C o n v ersely , if
y o u  w ere w o rk in g  o n  v isu a l rep resen ta tio n s o f d a ily  life in  L o n d o n , y o u  m ig h t w o rk  u p  th e eco n o m ic h isto ry  o f th e p erio d  a n d  p la ce.
Y o u  ca n t d o  th is in  th e lim ited  tim e y o u  h a v e fo r sh o rt p a p ers, b u t w h en  y o u  h a v e m o n th s to  w o rk  o n  a  m a jo r p ro ject, try  to  lo o k
b ey o n d  th e sta n d a rd  k in d s o f referen ces relev a n t to  y o u r q u estio n . W h en  y o u  d o , y o u  en rich  n o t o n ly  y o u r sp ecific a n a ly sis b u t y o u r
ra n g e o f in tellectu a l referen ce a n d  y o u r a b ility  to  sy n th esize d iv erse k in d s o f d a ta , a  cru cia l co m p eten ce o f a n  in q u irin g  m in d .
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4     Engaging Sources

4 .1     R ea d  G en ero u sly  to  U n d ersta n d , T h en  C ritica lly  to  E n g a g e a n d  E v a lu a te

4.1.1     Look for Creative Agreem ent
4.1.2     Look for Creative Disagreem ent

4 .2      T a k e N o tes S y stem a tica lly

4.2.1     Create Tem plates for Notes
4.2.2     Know W hen to Sum m arize, Paraphrase, or Q uote
4.2.3     G uard against Inadvertent Plagiarism

4 .3      T a k e U sefu l N o tes

4.3.1     Use Note-Taking to Advance Your Thinking
4.3.2     Take Notes Relevant to Your Q uestion and W orking Hypothesis
4.3.3     Record Relevant Context
4.3.4     Categorize Your Notes for Sorting

4 .4      W rite a s Y o u  R ea d

4 .5      R ev iew  Y o u r P ro g ress

4.5.1     Search Your Notes for an Answer
4.5.2     Invent the Q uestion
4.5.3     Re-sort Your Notes

4 .6      M a n a g e M o m en ts o f N o rm a l P a n ic

O n ce y o u  fin d  a  so u rce w o rth  a  clo se lo o k , d o n t rea d  it m ech a n ica lly , ju st m in in g  it fo r d a ta  to  reco rd . N o te-ta k in g  is n o t clerica l
w o rk . W h en  y o u  ta k e n o tes o n  a  so u rce th o u g h tfu lly , y o u  en g a g e n o t ju st its w o rd s a n d  id ea s b u t a lso  its im p lica tio n s, co n seq u en ces,
sh o rtco m in g s, a n d  n ew  p o ssib ilities. E n g a g e y o u r so u rce a s if its w riter w ere sittin g  w ith  y o u , ea g er fo r a  co n v ersa tio n  (it s h o w  y o u
sh o u ld  im a g in e y o u r rea d ers en g a g in g  y o u ).

4.1 Read G enerously to Understand, Then Critically to Engage and Evaluate
T a k e th e tim e to  rea d  y o u r m o st p ro m isin g  so u rces a t lea st tw ice, first q u ick ly  a n d  g en ero u sly  to  u n d ersta n d  th em  o n  th eir o w n
term s. If y o u  d isa g ree to o  so o n , y o u  ca n  m isu n d ersta n d  o r ex a g g era te a  w ea k n ess.

T h en  rerea d  th em  slo w ly  a n d  critica lly , a s if y o u  w ere a m ia b ly  b u t p o in ted ly  q u estio n in g  a  frien d ; im a g in e h is o r h er a n sw ers,
th en  q u estio n  th em . If y o u  d isa g ree, d o n t ju st reject a  so u rce: rea d  it in  w a y s th a t w ill en co u ra g e y o u r o w n  o rig in a l th in k in g .

Y o u  p ro b a b ly  w o n t b e a b le to  en g a g e y o u r so u rces fu lly  u n til a fter y o u v e d o n e so m e rea d in g  a n d  d ev elo p ed  a  few  id ea s o f y o u r
o w n . B u t fro m  th e o u tset, b e a lert fo r w a y s to  rea d  y o u r so u rces n o t p a ssiv ely , a s a  co n su m er, b u t a ctiv ely  a n d  crea tiv ely , a s a n
en g a g ed  p a rtn er. A t so m e p o in t, b etter ea rlier th a n  la ter, y o u  m u st lo o k  fo r w a y s to  g o  b ey o n d  y o u r so u rces, ev en  w h en  y o u  a g ree
w ith  th em .

4.1.1 Look for Creative Agreement

It is a  h a p p y  m o m en t w h en  a  so u rce co n firm s y o u r v iew s. B u t if y o u  ju st p a ssiv ely  a g ree, y o u  w o n t d ev elo p  a n y  o f y o u r o w n  id ea s.
S o , w h ile g en ero u sly  a ck n o w led g in g  th e sco p e o f y o u r so u rce s a rg u m en t, try  to  ex ten d  w h a t y o u r so u rce cla im s: W h a t n ew  ca ses
m ig h t it co v er? W h a t n ew  in sig h ts ca n  it p ro v id e? Is th ere co n firm in g  ev id en ce y o u r so u rce h a sn t co n sid ered ? H ere a re so m e w a y s
to  a g ree crea tiv ely .

4.1.1.1 O FFER ADDITIO NAL SUPPO RT. Y o u  h a v e n ew  ev id en ce to  su p p o rt a  so u rce s cla im .

Sm ith uses anecdotal evidence to show that the Alam o story had m ythic status beyond Texas, but a study of big-city newspapers
offers better evidence.

1.  S o u rce su p p o rts a  cla im  w ith  o ld  ev id en ce, b u t m a y b e y o u  ca n  o ffer n ew  ev id en ce.
2.  S o u rce su p p o rts a  cla im  w ith  w ea k  ev id en ce, b u t m a y b e y o u  ca n  o ffer stro n g er ev id en ce.

4.1.1.2 CO NFIRM  UNSUPPO RTED CLAIM S. Y o u  ca n  p ro v e so m eth in g  th a t a  so u rce h a s o n ly  a ssu m ed  o r sp ecu la ted .

Sm ith recom m ends visualization to im prove sports perform ance, but a study of the m ental activities of athletes shows why that is
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good advice.

1.  S o u rce o n ly  sp ecu la tes th a t X  m ig h t b e tru e, b u t m a y b e y o u  ca n  o ffer ev id en ce to  sh o w  th a t it d efin itely  is.
2.  S o u rce a ssu m es th a t X  is tru e, b u t m a y b e y o u  ca n  p ro v e it.

4.1.1.3 APPLY A CLAIM  M O RE W IDELY. Y o u  ca n  ex ten d  a  p o sitio n  to  n ew  a rea s.

Sm ith has shown that m edical students learn physiological processes better when they are explained with m any m etaphors rather
than by just one. The sam e appears to be true for engineers learning physical processes.

1.  S o u rce co rrectly  a p p lies h is cla im  to  o n e situ a tio n , b u t m a y b e it ca n  a p p ly  to  n ew  o n es.
2.  S o u rce cla im s th a t X  is tru e in  a  sp ecific situ a tio n , b u t m a y b e it s tru e in  g en era l.

4.1.2 Look for Creative Disagreement

It is ev en  m o re im p o rta n t to  n o te w h en  y o u  d isa g ree w ith  a  so u rce, b eca u se th a t m ig h t su g g est a  w o rk in g  h y p o th esis fo r y o u r w h o le
rep o rt. (H ere a g a in , y o u  m u st first b e fa ir to  w h a t y o u r so u rce a ctu a lly  a rg u es; a v o id  d ev elo p in g  a  h y p o th esis b a sed  o n  h a sty  o r
d elib era te m isin terp reta tio n s o f so u rces.) S o  in stea d  o f ju st n o tin g  th a t y o u  d isa g ree w ith  a n o th er w riter s v iew s, u se th a t
d isa g reem en t to  en co u ra g e y o u r o w n  p ro d u ctiv e th in k in g . H ere a re so m e k in d s o f d isa g reem en t (th ese a ren t sh a rp ly  d efin ed
ca teg o ries; m a n y  o v erla p ).

4.1.2.1 CO NTRADICTIO NS O F KIND. A  so u rce sa y s so m eth in g  is o n e k in d  o f th in g , b u t m a y b e it s a n o th er k in d .

Sm ith says that certain religious groups are considered òcultsó because of their strange beliefs, but those beliefs are no different in
kind from  standard religions.

1.  S o u rce cla im s th a t X  is a  k in d  o f Y  (o r lik e it), b u t m a y b e it s n o t.
2.  S o u rce cla im s th a t X  a lw a y s h a s Y  a s o n e its fea tu res o r q u a lities, b u t m a y b e it d o esn t.
3.  S o u rce cla im s th a t X  is n o rm a l/g o o d /sig n ifica n t/u sefu l/m o ra l/in terestin g / , b u t m a y b e it s n o t.

(Y o u  ca n  rev erse th o se cla im s a n d  th e o n es th a t fo llo w  to  sta te th e o p p o site: th o u g h  a  so u rce sa y s X  is n o t a  k in d  o f Y , y o u  ca n  sh o w
th a t it is.)

4.1.2.2 PART-W HO LE CO NTRADICTIO NS. Y o u  ca n  sh o w  th a t a  so u rce m ista k es h o w  th e p a rts o f so m eth in g  a re rela ted .

Sm ith has argued that sports are crucial to an educated person, but in fact athletics have no place in college.

1.  S o u rce cla im s th a t X  is a  p a rt o f Y , b u t m a y b e it s n o t.
2.  S o u rce cla im s th a t p a rt o f X  rela tes to  a n o th er o f its p a rts in  a  certa in  w a y , b u t m a y b e it d o esn t.
3.  S o u rce cla im s th a t ev ery  X  h a s Y  a s o n e o f its p a rts, b u t m a y b e it d o esn t.

4.1.2.3 DEVELO PM ENTAL O F HISTO RICAL CO NTRADICTIO NS. Y o u  ca n  sh o w  th a t a  so u rce m ista k es th e o rig in  a n d  d ev elo p m en t o f a  to p ic.

Sm ith argues that the world population will continue to rise, but it will not.

1.  S o u rce cla im s th a t X  is ch a n g in g , b u t m a y b e it s n o t.
2.  S o u rce cla im s th a t X  o rig in a ted  in  Y , b u t m a y b e it d id n t.
3.  S o u rce cla im s th a t X  d ev elo p s in  a  certa in  w a y , b u t m a y b e it d o esn t.

4.1.2.4 EXTERNAL CAUSE-EFFECT CO NTRADICTIO NS. Y o u  ca n  sh o w  th a t a  so u rce m ista k es a  ca u sa l rela tio n sh ip :

Sm ith claim s that juveniles can be stopped from  becom ing crim inals by òboot cam ps.ó But evidence shows that it m akes them  m ore
likely to becom e crim inals.

1.  S o u rce cla im s th a t X  ca u ses Y , b u t m a y b e it d o esn t.
2.  S o u rce cla im s th a t X  ca u ses Y , b u t m a y b e th ey  a re b o th  ca u sed  b y  Z .
3.  S o u rce cla im s th a t X  is su fficien t to  ca u se Y , b u t m a y b e it s n o t.
4.  S o u rce cla im s th a t X  ca u ses o n ly  Y , b u t m a y b e it a lso  ca u ses Z .

4.1.2.5 CO NTRADICTIO NS O F PERSPECTIVE. M o st co n tra d ictio n s d o n t ch a n g e a  co n cep tu a l fra m ew o rk , b u t w h en  y o u  ca n  co n tra d ict a
sta n d a rd  v iew  o f th in g s, y o u  u rg e o th ers to  th in k  in  a  n ew  w a y .

Sm ith assum es that advertising is a purely econom ic function, but it also serves as a laboratory for new art form s.

1.  S o u rce d iscu sses X  in  th e co n tex t o f o r fro m  th e p o in t o f v iew  o f Y , b u t m a y b e a  n ew  co n tex t o r p o in t o f v iew  rev ea ls a  n ew  tru th
(th e n ew  o r o ld  co n tex t ca n  b e so cia l, p o litica l, p h ilo so p h ica l, h isto rica l, eco n o m ic, eth ica l, g en d er sp ecific, etc.).

2.  S o u rce a n a ly zes X  u sin g  th eo ry /v a lu e sy stem  Y , b u t m a y b e y o u  ca n  a n a ly ze X  fro m  a  n ew  p o in t o f v iew  a n d  see it in  a  n ew  w a y .

A s w e sa id , y o u  p ro b a b ly  w o n t b e a b le to  en g a g e so u rces in  th ese w a y s u n til a fter y o u v e rea d  en o u g h  to  fo rm  so m e v iew s o f y o u r
o w n . B u t if y o u  k eep  th ese w a y s o f th in k in g  in  m in d  a s y o u  b eg in  to  rea d , y o u ll en g a g e y o u r so u rces so o n er a n d  m o re p ro d u ctiv ely .

O f co u rse, o n ce y o u  d isco v er th a t y o u  ca n  p ro d u ctiv ely  a g ree o r d isa g ree w ith  a  so u rce, y o u  sh o u ld  a sk  S o  w h a t? S o  w h a t if y o u
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ca n  sh o w  th a t w h ile S m ith  cla im s th a t ea stern ers d id  n o t em b ra ce th e sto ry  o f th e A la m o  en th u sia stica lly , in  fa ct m a n y  d id ?

4.2 Take Notes System atically
L ik e th e o th er step s in  a  resea rch  p ro ject, n o te-ta k in g  g o es b etter w ith  a  p la n .

4.2.1 Create Templates for Notes

Y o u  w ill ta k e n o tes m o re relia b ly  if y o u  set u p  a  sy stem  th a t en co u ra g es y o u  to  th in k  b ey o n d  th e m ere co n ten t o f y o u r so u rces b y
a n a ly zin g  a n d  o rg a n izin g  th a t co n ten t in to  u sefu l ca teg o ries. A  few  in stru cto rs still reco m m en d  ta k in g  n o tes in  lo n g h a n d  o n  3 x 5
ca rd s, a s in  fig u re 4 .1. A  ca rd  lik e th a t m a y  seem  o ld -fa sh io n ed , b u t it p ro v id es a  tem p la te fo r efficien t n o te-ta k in g , ev en  if y o u  ta k e
n o tes o n  a  la p to p . (S ta rt a  n ew  p a g e fo r ea ch  g en era l id ea  o r cla im  th a t y o u  reco rd  fro m  a  so u rce.) H ere is a  p la n  fo r su ch  a  tem p la te:

Џ A t th e to p  o f ea ch  n ew  p a g e, crea te a  sp a ce fo r b ib lio g ra p h ic d a ta  (a u th o r, sh o rt title, p a g e n u m b er).
Џ C rea te a n o th er sp a ce a t th e to p  fo r k ey w o rd s (see u p p er rig h t o f fig u re 4 .1). T h o se w o rd s w ill la ter let y o u  so rt a n d  re-so rt y o u r

n o tes b y  su b ject m a tter (fo r m o re o n  k ey w o rd s, see 4 .3 .4 ).
Џ C rea te d ifferen t p la ces o n  ea ch  n ew  p a g e fo r d ifferen t k in d s o f n o tes. Y o u  m ig h t ev en  la b el th e p la ces (see fig . 4 .1, w ith  p la ces fo r

C la im , D a ta , a n d  M y  Q s).
Џ In  p a rticu la r, crea te a  sectio n  sp ecifica lly  d ed ica ted  to  y o u r o w n  resp o n ses, a g reem en ts, d isa g reem en ts, sp ecu la tio n s, a n d  so  o n .

T h a t w ill en co u ra g e y o u  to  d o  m o re th a n  sim p ly  reco rd  th e co n ten t o f w h a t y o u  rea d .
Џ W h en  y o u  q u o te th e w o rd s o f a  so u rce, reco rd  th em  in  a  d istin ctiv e co lo r o r fo n t size a n d  sty le so  th a t y o u  ca n  reco g n ize q u o ta tio n s

a t a  g la n ce, a n d  en clo se th em  in  la rg e q u o ta tio n  m a rk s in  ca se th e file lo ses its fo rm a ttin g .
Џ W h en  y o u  p a ra p h ra se a  p a ssa g e (see 4 .2 .2 ), reco rd  th e p a ra p h ra se in  a  d istin ctiv e co lo r o r fo n t so  th a t y o u  ca n t p o ssib ly  m ista k e it

fo r y o u r o w n  id ea s, a n d  en clo se it in  cu rly  b ra ck ets (in  ca se th e file lo ses its fo rm a ttin g ).

If y o u  ca n t ta k e n o tes d irectly  o n  a  co m p u ter, m a k e p a p er co p ies o f th e tem p la te.

Figure 4.1. Exam ple of a note card

4.2.2 Know W hen to Summarize, Paraphrase, or Quote

It w o u ld  ta k e y o u  fo rev er to  tra n scrib e th e ex a ct w o rd s o f ev ery  so u rce y o u  m ig h t w a n t to  u se, so  y o u  m u st k n o w  w h en  n o t to  q u o te
b u t to  su m m a rize o r p a ra p h ra se.

S u m m a rize w h en  y o u  n eed  o n ly  th e g en era l p o in t o f a  p a ssa g e, sectio n , o r ev en  w h o le a rticle o r b o o k . S u m m a ry  is u sefu l fo r
g en era l co n tex t o r rela ted  b u t n o t sp ecifica lly  relev a n t d a ta  o r v iew s. A  su m m a ry  o f a  so u rce n ev er serv es a s g o o d  ev id en ce (see 5 .4 .2
fo r m o re o n  ev id en ce).

P a ra p h ra se w h en  y o u  ca n  rep resen t w h a t a  so u rce sa y s m o re clea rly  o r p o in ted ly  th a n  it d o es. P a ra p h ra se d o esn t m ea n  ju st
ch a n g in g  a  w o rd  o r tw o . Y o u  m u st u se y o u r o w n  w o rd s a n d  y o u r o w n  p h ra sin g  to  rep la ce m o st o f th e w o rd s a n d  p h ra sin g  o f th e
p a ssa g e (see 7 .9 .2 ). A  d irect q u o ta tio n  a lw a y s serv es a s b etter ev id en ce th a n  a  p a ra p h ra se d o es.

R eco rd  ex a ct q u o ta tio n s w h en  th ey  serv e th ese p u rp o ses:

Џ T h e q u o ted  w o rd s co n stitu te ev id en ce th a t b a ck s u p  y o u r rea so n s. If, fo r ex a m p le, y o u  w a n ted  to  cla im  th a t p eo p le in  d ifferen t
reg io n s resp o n d ed  to  th e B a ttle o f th e A la m o  d ifferen tly , y o u  w o u ld  q u o te ex a ct w o rd s fro m  d ifferen t n ew sp a p ers. Y o u  w o u ld
p a ra p h ra se th em  if y o u  n eed ed  o n ly  th eir g en era l sen tim en ts.
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Џ T h e w o rd s a re fro m  a n  a u th o rity  w h o  b a ck s u p  y o u r v iew .
Џ T h ey  a re strik in g ly  o rig in a l.
Џ T h ey  ex p ress y o u r id ea s so  co m p ellin g ly  th a t th e q u o ta tio n  ca n  fra m e th e rest o f y o u r d iscu ssio n .
Џ T h ey  sta te a  v iew  th a t y o u  d isa g ree w ith , a n d  to  b e fa ir y o u  w a n t to  sta te th a t v iew  ex a ctly .

If y o u  d o n t reco rd  im p o rta n t w o rd s n o w , y o u  ca n t q u o te th em  la ter. S o  co p y  o r p h o to co p y  m o re p a ssa g es th a n  y o u  th in k  y o u ll
n eed  (fo r m o re o n  p h o to co p y in g , see 4 .3 .1). N ev er a b b rev ia te a  q u o ta tio n  th in k in g  y o u  ca n  a ccu ra tely  reco n stru ct it la ter. Y o u  ca n t.
If y o u  m isq u o te, y o u  fa ta lly  u n d erm in e y o u r cred ib ility , so  d o u b le-ch eck  y o u r q u o te a g a in st th e o rig in a l. T h en  ch eck  it a g a in .

4.2.3 Guard against Inadvertent Plagiarism

S lo p p y  n o te-ta k in g  h a s ca u sed  g rief fo r stu d en ts a n d  p ro fessio n a ls a lik e, ra n g in g  fro m  rid icu le fo r triv ia l erro rs to  p ro fessio n a l ex ile
fo r in a d v erten t p la g ia rism . T o  a v o id  th a t risk , co m m it to  h ea rt th ese tw o  iro n  ru les fo r reco rd in g  in fo rm a tio n  in  n o tes:

Џ A lw a y s u n a m b ig u o u sly  id en tify  w o rd s a n d  id ea s fro m  a  so u rce so  th a t w eek s o r m o n th s la ter y o u  ca n n o t p o ssib ly  m ista k e th em  fo r
y o u r o w n . A s reco m m en d ed  a b o v e, reco rd  q u o ta tio n s a n d  p a ra p h ra ses w ith  q u o ta tio n  m a rk s, a s w ell a s in  a  fo n t th a t
u n a m b ig u o u sly  d istin g u ish es th em  fro m  y o u r o w n  id ea s.

Џ N ev er p a ra p h ra se a  so u rce so  clo sely  th a t a  rea d er ca n  m a tch  th e p h ra sin g  a n d  sen se o f y o u r w o rd s w ith  th o se in  y o u r so u rce (see
7 .9 .2 ).

In  fa ct, ra th er th a n  rety p in g  q u o ta tio n s o f m o re th a n  a  few  lin es, d o w n lo a d  o r p h o to co p y  th em . A d d  to  th e to p  o f th e d o w n lo a d ed  o r
p h o to co p ied  p a g e th e n a m e o f th e so u rce a n d  k ey w o rd s fo r so rtin g .

T h is is im p o rta n t: n ev er a ssu m e th a t y o u  ca n  u se w h a t y o u  fin d  o n lin e w ith o u t citin g  its so u rce, ev en  if it s free a n d  p u b licly
a v a ila b le. N o th in g  relea ses y o u  fro m  th e d u ty  to  a ck n o w led g e y o u r u se o f a n y th in g  y o u  d id  n o t p erso n a lly  crea te y o u rself. (F o r m o re
o n  p la g ia rism , see 7 .9 .)

4.3 Take Useful Notes
R ea d ers w ill ju d g e y o u r rep o rt n o t ju st b y  th e q u a lity  o f y o u r so u rces a n d  h o w  a ccu ra tely  y o u  rep o rt th em  b u t a lso  b y  h o w  d eep ly  y o u
en g a g e th em . T o  d o  th a t, y o u  m u st ta k e n o tes in  a  w a y  th a t n o t o n ly  reflects b u t en co u ra g es a  g ro w in g  u n d ersta n d in g  o f y o u r p ro ject.

4.3.1 Use Note-Taking to Advance Your Thinking

M a n y  in ex p erien ced  resea rch ers th in k  th a t n o te-ta k in g  is a  m a tter o f m erely  reco rd in g  d a ta . O n ce th ey  fin d  a  so u rce, th ey  d o w n lo a d
o r p h o to co p y  p a g es o r w rite d o w n  ex a ctly  w h a t s o n  th em . R eco rd in g  a n d  p h o to co p y in g  ca n  h elp  y o u  q u o te o r p a ra p h ra se a ccu ra tely ,
b u t if th a t s a ll y o u  d o , if y o u  d o n t en g a g e y o u r so u rces a ctiv ely , y o u  w ill sim p ly  a ccu m u la te a  lo t o f in ert d a ta  th a t a re lik ely  to  b e
eq u a lly  in ert in  y o u r rep o rt.

If y o u  p h o to co p y  lo ts o f tex t, a n n o ta te it in  a  w a y  th a t en g a g es y o u r critica l th in k in g . S ta rt b y  p ick in g  o u t th o se sen ten ces th a t
ex p ress cru cia l elem en ts in  a  ch a p ter o r a rticle (its cla im , m a jo r rea so n s, a n d  so  o n ). H ig h lig h t o r la b el th em  in  th e m a rg in . T h en
m a rk  id ea s o r d a ta  th a t y o u  ex p ect to  in clu d e in  y o u r rep o rt. (If y o u  u se a  h ig h lig h ter, u se d ifferen t co lo rs to  in d ica te th ese d ifferen t
elem en ts.)

T h en  o n  th e b a ck  o f th e p h o to co p ied  p a g es, su m m a rize w h a t y o u v e h ig h lig h ted  o r sk etch  a  resp o n se to  it, o r m a k e n o tes in  th e
m a rg in  th a t h elp  y o u  in terp ret th e h ig h lig h tin g . T h e m o re y o u  w rite a b o u t a  so u rce n o w , th e b etter y o u  w ill u n d ersta n d  a n d
rem em b er it la ter.

4.3.2 Take Notes Relevant to Your Question and W orking Hypothesis

T o  m a k e y o u r n o tes m o st u sefu l, reco rd  n o t ju st th e fa cts th a t y o u  th in k  y o u  ca n  u se a s ev id en ce b u t a lso  d a ta  th a t h elp  y o u  ex p la in
th o se fa cts a n d  th eir rela tio n sh ip  to  y o u r cla im . Y o u  ca n  crea te a  n o tes tem p la te to  h elp  y o u  rem em b er to  lo o k  fo r sev era l d ifferen t
k in d s o f in fo rm a tio n  (see 4 .2 .1).

T h e first th ree item s a re d irectly  relev a n t to  y o u r w o rk in g  h y p o th esis:

Џ rea so n s th a t su p p o rt y o u r h y p o th esis o r su g g est a  n ew  o n e
Џ ev id en ce th a t su p p o rts y o u r rea so n s
Џ v iew s th a t u n d erm in e o r ev en  co n tra d ict y o u r h y p o th esis

D o  n o t lim it y o u r n o tes to  su p p o rtin g  d a ta . Y o u  w ill n eed  to  resp o n d  to  d a ta  th a t q u a lify  o r ev en  co n tra d ict y o u r h y p o th esis w h en
y o u  m a k e y o u r ca se in  su p p o rt o f it (see 5 .4 .3 ).

T h ese n ex t item s m ig h t n o t su p p o rt o r ch a llen g e y o u r h y p o th esis, b u t th ey  m a y  h elp  y o u  ex p la in  its co n tex t o r sim p ly  m a k e y o u r
rep o rt m o re rea d a b le:

Џ h isto rica l b a ck g ro u n d  o f y o u r q u estio n  a n d  w h a t a u th o rities h a v e sa id  a b o u t it, p a rticu la rly  ea rlier resea rch  (see 6 .2 .2  a n d  10 .1.1)
Џ h isto rica l o r co n tem p o ra ry  co n tex t th a t ex p la in s th e im p o rta n ce o f y o u r q u estio n
Џ im p o rta n t d efin itio n s a n d  p rin cip les o f a n a ly sis
Џ a n a lo g ies, co m p a riso n s, a n d  a n ecd o tes th a t m ig h t n o t d irectly  su p p o rt y o u r h y p o th esis b u t d o  ex p la in  o r illu stra te co m p lica ted

issu es o r sim p ly  m a k e y o u r a n a ly sis m o re in terestin g
Џ strik in g ly  o rig in a l la n g u a g e relev a n t to  y o u r to p ic

4.3.3 Record Relevant Context

T h o se w h o  m isrep o rt so u rces d elib era tely  a re d ish o n est, b u t a n  h o n est resea rch er ca n  m islea d  in a d v erten tly  if sh e m erely  reco rd s
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w o rd s a n d  ig n o res th eir ro le o r q u a lifica tio n s. T o  g u a rd  a g a in st m islea d in g  y o u r rea d er, fo llo w  th ese g u id elin es:

1.  D o  n o t a ssu m e th a t a  so u rce a g rees w ith  a  w riter w h en  th e so u rce su m m a rizes th a t w riter s lin e o f rea so n in g . Q u o te o n ly  w h a t a
so u rce b eliev es, n o t its a cco u n t o f so m eo n e else s b eliefs, u n less th a t a cco u n t is relev a n t.

2.  R eco rd  w h y  so u rces a g ree, b eca u se w h y  th ey  a g ree ca n  b e a s im p o rta n t a s w h y  th ey  d o n t. T w o  p sy ch o lo g ists m ig h t a g ree th a t
teen a g e d rin k in g  is ca u sed  b y  so cia l in flu en ces, b u t o n e m ig h t cite fa m ily  b a ck g ro u n d , th e o th er p eer p ressu re.

3.  R eco rd  th e co n tex t o f a  q u o ta tio n . W h en  y o u  n o te a n  im p o rta n t co n clu sio n , reco rd  th e a u th o r s lin e o f rea so n in g :

Not    Bartolli (p. 123): The war was caused é  by Z.

But    Bartolli: The war was caused by Y and Z (p. 123), but the m ost im portant was Z (p. 123), for two reasons: First,é  (pp. 124ð
26); Second,é  (p. 126)
E v en  if y o u  ca re o n ly  a b o u t a  co n clu sio n , y o u ll u se it m o re a ccu ra tely  if y o u  reco rd  h o w  a  w riter rea ch ed  it.

4.  R eco rd  th e sco p e a n d  co n fid en ce o f ea ch  sta tem en t. D o  n o t m a k e a  so u rce seem  m o re certa in  o r ex p a n siv e th a n  it is. T h e seco n d
sen ten ce b elo w  d o esn t rep o rt th e first fa irly  o r a ccu ra tely .

O ne study on the perception of risk (W ilson 1988) suggests a correlation between high-stakes gam bling and single-parent
fam ilies.

W ilson (1988) says single-parent fam ilies cause high-stakes gam bling.

5.  R eco rd  h o w  a  so u rce u ses a  sta tem en t. N o te w h eth er it s a n  im p o rta n t cla im , a  m in o r p o in t, a  q u a lifica tio n  o r co n cessio n , a n d  so
o n . S u ch  d istin ctio n s h elp  y o u  a v o id  m ista k es lik e th is:

O riginal by Jones: W e cannot conclude that one event causes another because the second follows the first. Nor can statistical
correlation prove causation. But no one who has studied the data doubts that sm oking is a causal factor in lung cancer.

M isleading report: Jones claim s òwe cannot conclude that one event causes another because the second follows the first. Nor
can statistical correlation prove causation.ó Therefore, statistical evidence is not a reliable indicator that sm oking causes lung
cancer.

4.3.4 Categorize Your Notes for Sorting

F in a lly , a  co n cep tu a lly  d em a n d in g  ta sk : a s y o u  ta k e n o tes, ca teg o rize th e co n ten t o f ea ch  o n e u n d er tw o  o r m o re d ifferen t k ey w o rd s
(see th e u p p er rig h t co rn er o f th e n o te ca rd  in  fig . 4 .1). A v o id  m ech a n ica lly  u sin g  w o rd s o n ly  fro m  th e n o te: ca teg o rize th e n o te b y
w h a t it im p lies, b y  a  g en era l id ea  la rg er th a n  th e sp ecific co n ten t o f th e n o te. If y o u v e u sed  o n lin e sea rch  en g in es in  y o u r h u n t fo r
so u rces, y o u  w ill a lrea d y  h a v e fo llo w ed  so m e k ey w o rd  tra ils (see 3 .3 .2 ). R eco rd  th ese k ey w o rd  ta g s ex a ctly  a s th ey  a p p ea r in  th e
sea rch  resu lts. K eep  a  list o f th e k ey w o rd s y o u  u se, a n d  u se th e sa m e o n es fo r rela ted  n o tes. D o  n o t crea te a  n ew  k ey w o rd  fo r ev ery
n ew  n o te.

T h is step  is cru cia l b eca u se it fo rces y o u  to  d istill th e co n ten t o f a  n o te d o w n  to  a  w o rd  o r tw o , a n d  if y o u  ta k e n o tes o n  a
co m p u ter, th o se k ey w o rd s w ill let y o u  in sta n tly  g ro u p  rela ted  n o tes w ith  a  sin g le F in d -co m m a n d . If y o u  u se m o re th a n  o n e k ey w o rd ,
y o u  ca n  reco m b in e y o u r n o tes in  d ifferen t w a y s to  d isco v er n ew  rela tio n sh ip s (esp ecia lly  im p o rta n t w h en  y o u  feel y o u  a re sp in n in g
y o u r w h eels; see 4 .5 .3 ).

4.4 W rite as You Read
W e v e sa id  th is b efo re (a n d  w ill a g a in ): w ritin g  fo rces y o u  to  th in k  h a rd , so  d o n t w a it to  n a il d o w n  a n  id ea  in  y o u r m in d  b efo re y o u
w rite it o u t o n  th e p a g e. E x p erien ced  resea rch ers k n o w  th a t th e m o re th ey  w rite, th e so o n er a n d  b etter th ey  u n d ersta n d  th eir p ro ject.
T h ere is g o o d  ev id en ce th a t th e m o st su ccessfu l resea rch ers set a  fix ed  tim e to  w rite ev ery  d a y fro m  fifteen  m in u tes to  m o re th a n  a n
h o u r. T h ey  m ig h t o n ly  d ra ft a  p a ra g ra p h  th a t resp o n d s to  a  so u rce, su m m a rizes a  lin e o f rea so n in g , o r sp ecu la tes a b o u t a  n ew  cla im .
B u t th ey  w rite so m eth in g , n o t to  sta rt a  first d ra ft o f th eir rep o rt b u t to  so rt o u t th eir id ea s a n d  m a y b e d isco v er n ew  o n es. If y o u  m iss
y o u r g o a ls, p o st a  sch ed u le b y  y o u r co m p u ter.

If y o u  w rite so m eth in g  th a t seem s p ro m isin g , a d d  it to  y o u r sto ry -b o a rd . Y o u  w ill a lm o st certa in ly  rev ise it fo r y o u r fin a l d ra ft,
m a y b e ev en  o m it it en tirely . B u t ev en  if y o u  reu se little o f it, th e m o re y o u  w rite n o w , n o  m a tter h o w  sk etch ily , th e m o re ea sily  y o u ll
d ra ft la ter. P rep a ra to ry  w ritin g  a n d  d ra ftin g  a ren t w h o lly  d ifferen t, b u t it s a  g o o d  id ea  to  th in k  o f th em  a s d istin ct step s.

If y o u re n ew  to  a  to p ic, m u ch  o f th is ea rly  w ritin g  m a y  b e ju st su m m a ry  a n d  p a ra p h ra se. W h en  y o u  rerea d  it, y o u  m ig h t see few
o f y o u r o w n  id ea s a n d  feel d isco u ra g ed  a t y o u r la ck  o f o rig in a l th in k in g . D o n t b e. S u m m a rizin g  a n d  p a ra p h ra sin g  a re h o w  w e a ll
g a in  co n tro l o v er n ew  d a ta , n ew  a n d  co m p lica ted  id ea s, ev en  n ew  w a y s o f th in k in g . W ritin g  o u t w h a t w e a re try in g  to  u n d ersta n d  is a
ty p ica l, p ro b a b ly  ev en  n ecessa ry , sta g e in  ju st a b o u t ev ery o n e s lea rn in g  cu rv e.

4.5 Review  Your Progress
R eg u la rly  rev iew  y o u r n o tes a n d  sto ry b o a rd  to  see w h ere y o u  a re a n d  w h ere y o u  h a v e to  g o . F u ll p a g es in d ica te rea so n s w ith  su p p o rt;
em p ty  p a g es in d ica te w o rk  to  d o . C o n sid er w h eth er y o u r w o rk in g  h y p o th esis is still p la u sib le. D o  y o u  h a v e g o o d  rea so n s su p p o rtin g
it? G o o d  ev id en ce to  su p p o rt th o se rea so n s? C a n  y o u  a d d  n ew  rea so n s o r ev id en ce?

4.5.1 Search Your Notes for an Answer

W e h a v e u rg ed  y o u  to  fin d  a  w o rk in g  h y p o th esis o r a t lea st a  q u estio n  to  g u id e y o u r resea rch . B u t so m e w riters sta rt w ith  a  q u estio n
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so  v a g u e th a t it ev a p o ra tes a s th ey  p u rsu e it. If th a t h a p p en s to  y o u , sea rch  y o u r n o tes fo r a  g en era liza tio n  th a t m ig h t b e a  ca n d id a te
fo r a  w o rk in g  h y p o th esis, th en  w o rk  b a ck w a rd  to  fin d  th e q u estio n  it a n sw ers.

L o o k  first fo r q u estio n s, d isa g reem en ts, o r p u zzles in  y o u r so u rces a n d  in  y o u r rea ctio n  to  th em  (see 2 .1.3  a n d  4 .1). W h a t
su rp rises y o u  m ig h t su rp rise o th ers. T ry  to  sta te th a t su rp rise:

I expected the first m ythic stories of the Alam o to originate in Texas, but they didnõt. They originated in é

T h a t ten ta tiv e h y p o th esis su g g ests th a t th e A la m o  m y th  b eg a n  a s a  n a tio n a l, n o t a  reg io n a l, p h en o m en o n a  m o d est b u t p ro m isin g
sta rt.

If y o u  ca n t fin d  a  h y p o th esis in  y o u r n o tes, lo o k  fo r a  p a ttern  o f id ea s th a t m ig h t lea d  y o u  to  o n e. If y o u  g a th ered  d a ta  w ith  a
v a g u e q u estio n , y o u  p ro b a b ly  so rted  th em  u n d er p red icta b le k ey w o rd s. F o r m a sk s, th e ca teg o ries m ig h t b e th eir o rig in s (A frica n ,
In d ia n , J a p a n ese, ), u ses (d ra m a , relig io n , ca rn iv a l, ), m a teria ls (g o ld , fea th er, w o o d ,...), a n d  so  o n . F o r ex a m p le:

Egyptiansñ m um m y m asks of gold for nobility, wood for others.

Aztecsñ m asks from  gold and jade buried only in the graves of the nobility.

New G uinea tribesñ m asks for the dead from  feathers from  rare birds.

T h o se fa cts co u ld  su p p o rt a  g en era l sta tem en t su ch  a s M a sk -m a k in g  cu ltu res u se th e m o st v a lu a b le m a teria ls a v a ila b le to  crea te
relig io u s m a sk s, esp ecia lly  fo r th e d ea d .

O n ce y o u  ca n  g en era te tw o  o r th ree su ch  sta tem en ts, try  to  fo rm u la te a  still la rg er g en era liza tio n  th a t m ig h t in clu d e th em  a ll:

M any cultures invest great m aterial and hum an resources in creating m asks that represent their deepest values.generalization
Egyptians, Aztecs, and O ceanic cultures all created religious m asks out of the rarest and m ost valuable m aterials. Although in
O ceanic cultures m ost m ales participate in m ask-m aking, both the Egyptians and Aztecs set aside som e of their m ost talented
artists and craftsm en for m ask-m aking.

If y o u  th in k  th a t so m e rea d ers m ig h t p la u sib ly  d isa g ree w ith  th a t g en era liza tio n , y o u  m ig h t b e a b le to  o ffer it a s a  cla im  th a t co rrects
th eir m isu n d ersta n d in g .

4.5.2 Invent the Question

N o w  co m es a  trick y  p a rt. It s lik e rev erse en g in eerin g : y o u v e fo u n d  th e a n sw er to  a  q u estio n  th a t y o u  h a v en t y et a sk ed , so  y o u  h a v e
to  rea so n  b a ck w a rd  to  in v en t th e q u estio n  th a t y o u r n ew  g en era liza tio n  a n sw ers. In  th is ca se, it m ig h t b e W h a t sig n s in d ica te th e
sig n ifica n ce o f m a sk s in  th e so cieties o f th o se w h o  m a k e a n d  u se th em ? A s p a ra d o x ica l a s it m a y  seem , ex p erien ced  resea rch ers o ften
d isco v er th eir q u estio n  a fter th ey  a n sw er it, th e p ro b lem  th ey  sh o u ld  h a v e p o sed  a fter th ey  so lv e it.

4.5.3 Re-sort Your Notes

If n o n e o f th a t h elp s, try  re-so rtin g  y o u r n o tes. W h en  y o u  first selected  k ey w o rd s fo r y o u r n o tes, y o u  id en tified  g en era l co n cep ts th a t
co u ld  o rg a n ize n o t ju st y o u r ev id en ce b u t y o u r th in k in g . If y o u  ch o se k ey w o rd s rep resen tin g  th o se co n cep ts ca refu lly , y o u  ca n  re-so rt
y o u r n o tes in  d ifferen t w a y s to  g et a  n ew  sla n t o n  y o u r m a teria l. If y o u r k ey w o rd s n o  lo n g er seem  relev a n t, rev iew  y o u r n o tes to
crea te n ew  o n es a n d  resh u ffle a g a in .

4.6 M anage M om ents of Norm al Panic
T h is m a y  b e th e tim e to  a d d ress a  p ro b lem  th a t a fflicts ev en  ex p erien ced  resea rch ers a n d  a t so m e p o in t w ill p ro b a b ly  a fflict y o u . A s
y o u  sh u ffle th ro u g h  h u n d red s o f n o tes a n d  a  d o zen  lin es o f th o u g h t, y o u  sta rt feelin g  th a t y o u re n o t ju st sp in n in g  y o u r w h eels b u t
sp ira lin g  d o w n  in to  a  b la ck  h o le o f co n fu sio n , p a ra ly zed  b y  w h a t seem s to  b e a n  in crea sin g ly  co m p lex  a n d  u ltim a tely  u n m a n a g ea b le
ta sk .

T h e b a d  n ew s is th a t th ere s n o  su re w a y  to  a v o id  su ch  m o m en ts. T h e g o o d  n ew s is th a t m o st o f u s h a v e th em  a n d  th ey  u su a lly
p a ss. Y o u rs w ill to o  if y o u  k eep  m o v in g  a lo n g , fo llo w in g  y o u r p la n , ta k in g  o n  sm a ll a n d  m a n a g ea b le ta sk s in stea d  o f try in g  to
co n fro n t th e co m p lex ity  o f th e w h o le p ro ject. It s a n o th er rea so n  to  sta rt ea rly , to  b rea k  a  b ig  p ro ject in to  its sm a llest step s, a n d  to  set
a ch iev a b le d ea d lin es, su ch  a s a  d a ily  p a g e q u o ta  w h en  y o u  d ra ft.

M a n y  w riters try  to  lea rn  fro m  th eir resea rch  ex p erien ce b y  k eep in g  a  jo u rn a l, a  d ia ry  o f w h a t th ey  d id  a n d  fo u n d , th e lin es o f
th o u g h t th ey  p u rsu ed , w h y  th ey  fo llo w ed  so m e a n d  g a v e u p  o n  o th ers. W ritin g  is a  g o o d  w a y  to  th in k  m o re clea rly  a b o u t y o u r
rea d in g , b u t it s a lso  a  g o o d  w a y  to  th in k  m o re clea rly  a b o u t y o u r th in k in g .
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5     Planning Your Argument

5 .1     W h a t a  R esea rch  A rg u m en t Is a n d  Is N o t

5 .2      B u ild  Y o u r A rg u m en t a ro u n d  A n sw ers to  R ea d ers  Q u estio n s

5 .3      T u rn  Y o u r W o rk in g  H y p o th esis in to  a  C la im

5 .4      A ssem b le th e E lem en ts o f Y o u r A rg u m en t

5.4.1     State and Evaluate Your Claim
5.4.2     Support Your Claim  with Reasons and Evidence
5.4.3     Acknowledge and Respond to Readersõ Points of View
5.4.4     Establish the Relevance of Your Reasons

5 .5      D istin g u ish  A rg u m en ts B a sed  o n  E v id en ce fro m  A rg u m en ts B a sed  o n  W a rra n ts

5 .6      A ssem b le a n  A rg u m en t

M o st o f u s w o u ld  ra th er rea d  th a n  w rite. T h ere is a lw a y s a n o th er a rticle to  rea d , o n e m o re so u rce to  tra ck  d o w n , ju st a  b it m o re d a ta
to  g a th er. B u t w ell b efo re y o u v e d o n e a ll th e resea rch  y o u d  lik e to  d o , th ere co m es a  p o in t w h en  y o u  m u st sta rt th in k in g  a b o u t th e
first d ra ft o f y o u r rep o rt. Y o u  m ig h t b e rea d y  w h en  y o u r sto ry b o a rd  sta rts to  fill u p  a n d  y o u re sa tisfied  w ith  h o w  it lo o k s. Y o u  w ill
k n o w  y o u re rea d y  w h en  y o u  th in k  y o u  ca n  sk etch  a  rea so n a b le ca se to  su p p o rt y o u r w o rk in g  h y p o th esis (see 2 .3 ). If y o u r sto ry b o a rd
is fu ll a n d  y o u  still ca n t p u ll to g eth er a  ca se stro n g  en o u g h  to  p la n  a  d ra ft, y o u  m a y  h a v e to  reth in k  y o u r h y p o th esis, p erh a p s ev en
y o u r q u estio n . B u t y o u  ca n t b e certa in  w h ere y o u  sta n d  in  th a t p ro cess u n til y o u  try  to  p la n  th a t first d ra ft.

If y o u re n o t a n  ex p erien ced  w riter, w e su g g est p la n n in g  y o u r first d ra ft in  tw o  step s:

Џ S o rt y o u r n o tes in to  th e elem en ts o f a  resea rch  a rg u m en t.
Џ O rg a n ize th o se elem en ts in to  a  co h eren t fo rm .

In  th is ch a p ter, w e ex p la in  h o w  to  a ssem b le y o u r a rg u m en t; in  th e n ex t, h o w  to  o rg a n ize it. A s y o u  g a in  ex p erien ce, y o u ll lea rn  to
co m b in e th o se tw o  step s in to  o n e.

5.1 W hat a Research Argum ent Is and Is Not
T h e w o rd  a rg u m en t h a s b a d  a sso cia tio n s th ese d a y s, p a rtly  b eca u se ra d io  a n d  T V  sta g e so  m a n y  a b ra siv e o n es. B u t th e a rg u m en t in  a
resea rch  rep o rt d o esn t try  to  in tim id a te a n  o p p o n en t in to  silen ce o r su b m issio n . In  fa ct, th ere s ra rely  a n  o p p o n en t  a t a ll. L ik e a n y
g o o d  a rg u m en t, a  resea rch  a rg u m en t resem b les a n  a m ia b le co n v ersa tio n  in  w h ich  y o u  a n d  y o u r im a g in ed  rea d ers rea so n  to g eth er to
so lv e a  p ro b lem  w h o se so lu tio n  th ey  d o n t y et fu lly  a ccep t. T h a t d o esn t m ea n  th ey  o p p o se y o u r cla im s (th o u g h  th ey  m ig h t). It m ea n s
o n ly  th a t th ey  w o n t a ccep t th em  u n til th ey  see g o o d  rea so n s b a sed  o n  relia b le ev id en ce a n d  u n til y o u  resp o n d  to  th eir rea so n a b le
q u estio n s a n d  reserv a tio n s.

In  fa ce-to -fa ce co n v ersa tio n , m a k in g  (n o t h a v in g ) a  co o p era tiv e a rg u m en t is ea sy . Y o u  sta te y o u r rea so n s a n d  ev id en ce n o t a s a
lectu rer w o u ld  to  a  silen t a u d ien ce b u t a s y o u  w o u ld  en g a g e ta lk a tiv e frien d s sittin g  a ro u n d  a  ta b le w ith  y o u : y o u  o ffer a  cla im  a n d
so m e rea so n s to  b eliev e it; th ey  p ro b e fo r d eta ils, ra ise o b jectio n s, o r o ffer th eir p o in ts o f v iew ; y o u  resp o n d , p erh a p s w ith  q u estio n s
o f y o u r o w n ; a n d  th ey  a sk  m o re q u estio n s. A t its b est, it s a n  a m ia b le b u t th o u g h tfu l b a ck -a n d -fo rth  th a t d ev elo p s a n d  tests th e b est
ca se th a t y o u  a n d  th ey  ca n  m a k e to g eth er.

In  w ritin g , th a t k in d  o f co o p era tio n  is h a rd er, b eca u se y o u  u su a lly  w rite a lo n e (u n less y o u re in  a  w ritin g  g ro u p ; see 2 .4 ), a n d  so
y o u  m u st n o t o n ly  a n sw er y o u r im a g in ed  rea d ers  q u estio n s b u t a sk  th em  o n  th eir b eh a lf a s o ften  a n d  a s sh a rp ly  a s rea l rea d ers
w ill. B u t y o u r a im  isn t ju st to  th in k  u p  clev er rh eto rica l stra teg ies th a t w ill p ersu a d e rea d ers to  a ccep t y o u r cla im  reg a rd less o f h o w
g o o d  it is. It is to  test y o u r cla im  a n d  esp ecia lly  its su p p o rt, so  th a t w h en  y o u  su b m it y o u r rep o rt to  y o u r rea d ers, y o u  o ffer th em  th e
b est ca se y o u  ca n  m a k e. In  a  g o o d  resea rch  rep o rt, rea d ers h ea r tra ces o f th a t im a g in ed  co n v ersa tio n .

N o w  a s w e v e sa id , rea so n in g  b a sed  o n  ev id en ce isn t th e o n ly  w a y  to  rea ch  a  so u n d  co n clu sio n , so m etim es n o t ev en  th e b est w a y .
W e o ften  m a k e g o o d  d ecisio n s b y  rely in g  o n  in tu itio n , feelin g s, o r sp iritu a l in sig h t. B u t w h en  w e try  to  ex p la in  w h y  w e b eliev e o u r
cla im s a re so u n d  a n d  w h y  o th ers sh o u ld  to o , w e h a v e n o  w a y  to  d em o n stra te h o w  w e rea ch ed  th em , b eca u se w e ca n t o ffer in tu itio n s
o r feelin g s a s ev id en ce fo r rea d ers to  ev a lu a te. W e ca n  o n ly  sa y  w e h a d  th em  a n d  a sk  rea d ers to  ta k e o u r cla im  o n  fa ith , a  req u est th a t
th o u g h tfu l rea d ers ra rely  g ra n t.

W h en  y o u  m a k e a  resea rch  a rg u m en t, h o w ev er, y o u  m u st la y  o u t y o u r rea so n s a n d  ev id en ce so  th a t y o u r rea d ers ca n  co n sid er
th em ; th en  y o u  m u st im a g in e b o th  th eir q u estio n s a n d  y o u r a n sw ers. T h a t so u n d s h a rd er th a n  it is.

5.2 Build Your Argum ent around Answ ers to Readersõ Q uestions
It is ea sy  to  im a g in e th e k in d  o f co n v ersa tio n  y o u  m u st h a v e w ith  y o u r rea d ers, b eca u se y o u  h a v e th em  ev ery  d a y :
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A: I hear you had a hard tim e last sem ester. How do you think this one will go? [A poses a problem  in the form  of a question.]

B: Better, I hope. [B answers the question.]

A: W hy so? [A asks for a reason to believe Bõs answer.]

B: Iõm  taking courses in m y m ajor. [B offers a reason.]

A: Like what? [A asks for evidence to back up Bõs reason.]

B: History of Art, Intro to Design. [B offers evidence to back up his reason.]

A: W hy will taking courses in your m ajor m ake a difference? [A doesnõt see the relevance of Bõs reason to his claim  that he will do
better.]

B: W hen I take courses Iõm  interested in, I work harder. [B offers a general principle that relates his reason to his claim  that he will
do better.]

A: W hat about that m ath course you have to take? [A objects to Bõs reason.]

B: I know I had to drop it last tim e I took it, but I found a good tutor. [B acknowledges Aõs objection and responds to it.]

If y o u  ca n  see y o u rself a s A  o r B , y o u ll fin d  n o th in g  n ew  in  th e a rg u m en t o f a  resea rch  rep o rt, b eca u se y o u  b u ild  o n e o u t o f th e
a n sw ers to  th o se sa m e fiv e q u estio n s.

Џ W h a t is y o u r cla im ?
Џ W h a t rea so n s su p p o rt it?
Џ W h a t ev id en ce su p p o rts th o se rea so n s?
Џ H o w  d o  y o u  resp o n d  to  o b jectio n s a n d  a ltern a tiv e v iew s?
Џ W h a t p rin cip le m a k es y o u r rea so n s relev a n t to  y o u r cla im ?

If y o u  a sk  a n d  a n sw er th o se fiv e q u estio n s, y o u  ca n t b e su re th a t y o u r rea d ers w ill a ccep t y o u r cla im , b u t y o u  m a k e it m o re lik ely
th a t th ey ll ta k e it a n d  y o u serio u sly .

5.3 Turn Your W orking Hypothesis into a Claim
W e d escrib ed  th e ea rly  sta g es o f resea rch  a s fin d in g  a  q u estio n  a n d  im a g in in g  a  ten ta tiv e a n sw er. W e ca lled  th a t a n sw er y o u r
w o rk in g  h y p o th esis. N o w  a s w e d iscu ss b u ild in g  a n  a rg u m en t to  su p p o rt th a t h y p o th esis, w e ch a n g e o u r term in o lo g y  a  la st tim e.
W h en  y o u  th in k  y o u  ca n  w rite a  rep o rt th a t b a ck s u p  y o u r h y p o th esis w ith  g o o d  rea so n s a n d  ev id en ce, y o u ll p resen t th a t h y p o th esis
a s y o u r a rg u m en t s cla im . Y o u r cla im  is th e cen ter o f y o u r a rg u m en t, th e p o in t o f y o u r rep o rt (so m e tea ch ers ca ll it a  th esis).

5.4 Assem ble the Elem ents of Your Argum ent
A t th e co re o f y o u r a rg u m en t a re th ree elem en ts: y o u r cla im , y o u r rea so n s fo r a ccep tin g  it, a n d  th e ev id en ce th a t su p p o rts th o se
rea so n s. T o  th a t co re y o u ll a d d  o n e a n d  p erh a p s tw o  m o re elem en ts: o n e resp o n d s to  q u estio n s, o b jectio n s, a n d  a ltern a tiv e p o in ts o f
v iew ; th e o th er a n sw ers th o se w h o  d o  n o t u n d ersta n d  h o w  y o u r rea so n s a re relev a n t to  y o u r cla im .

5.4.1 State and Evaluate Your Claim

S ta rt a  n ew  first p a g e o f y o u r sto ry b o a rd  (o r o u tlin e). A t th e b o tto m , sta te y o u r cla im  in  a  sen ten ce o r tw o . B e a s sp ecific a s y o u  ca n ,
b eca u se th e w o rd s in  th is cla im  w ill h elp  y o u  p la n  a n d  ex ecu te y o u r d ra ft. A v o id  v a g u e v a lu e w o rd s lik e im p o rta n t, in terestin g ,
sig n ifica n t, a n d  th e lik e. C o m p a re th e tw o  fo llo w in g  cla im s:

M asks play a significant role in m any religious cerem onies.

In cultures from  pre-Colum bian Am erica to Africa and Asia, m asks allow religious celebrants to bring deities to life so that worshipers
experience them  directly.

N o w  ju d g e th e sig n ifica n ce o f y o u r cla im  (S o  w h a t? a g a in ). A  sig n ifica n t cla im  d o esn t m a k e a  rea d er th in k  I k n o w  th a t, b u t ra th er
R ea lly ? H o w  in terestin g . W h a t m a k es y o u  th in k  so ? (R ev iew  2 .1.1.) T h ese n ex t tw o  cla im s a re to o  triv ia l to  ju stify  rea d in g , m u ch  less
w ritin g , a  rep o rt to  b a ck  th em  u p :

This report discusses teaching popular legends such as the Battle of the Alam o to elem entary school students. (So what if it does?)

Teaching our national history through popular legends such as the Battle of the Alam o is com m on in elem entary education. (So what
if it is?)

O f co u rse, w h a t y o u r rea d ers w ill co u n t a s in terestin g  d ep en d s o n  w h a t th ey  k n o w , a n d  if y o u re ea rly  in  y o u r resea rch  ca reer,
th a t s so m eth in g  y o u  ca n t p red ict. If y o u re w ritin g  o n e o f y o u r first rep o rts, a ssu m e th a t y o u r m o st im p o rta n t rea d er is y o u . It is
en o u g h  if y o u  a lo n e th in k  y o u r a n sw er is sig n ifica n t, if it m a k es y o u  th in k , W ell, I d id n t k n o w  th a t w h en  I sta rted . If, h o w ev er, y o u
th in k  y o u r o w n  cla im  is v a g u e o r triv ia l, y o u re n o t rea d y  to  a ssem b le a n  a rg u m en t to  su p p o rt it, b eca u se y o u  h a v e n o  rea so n  to  m a k e
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o n e.

5.4.2 Support Your Claim with Reasons and Evidence

It m a y  seem  o b v io u s th a t y o u  m u st b a ck  u p  a  cla im  w ith  rea so n s a n d  ev id en ce, b u t it s ea sy  to  co n fu se th o se tw o  w o rd s b eca u se w e
o ften  u se th em  a s if th ey  m ea n t th e sa m e th in g :

W hat reasons do you base your claim  on?

W hat evidence do you base your claim  on?

B u t th ey  m ea n  d ifferen t th in g s:

Џ W e th in k  u p  lo g ica l rea so n s, b u t w e co llect h a rd  ev id en ce; w e d o n t co llect h a rd  rea so n s a n d  th in k  u p  lo g ica l ev id en ce. A n d  w e b a se
rea so n s o n  ev id en ce; w e d o n t b a se ev id en ce o n  rea so n s.

Џ A  rea so n  is a b stra ct, a n d  y o u  d o n t h a v e to  cite its so u rce (if y o u  th o u g h t o f it). E v id en ce u su a lly  co m es fro m  o u tsid e y o u r m in d , so
y o u  m u st a lw a y s cite its so u rce, ev en  if y o u  fo u n d  it th ro u g h  y o u r o w n  o b serv a tio n  o r ex p erim en t; th en  y o u  m u st sh o w  w h a t y o u
d id  to  fin d  it.

Џ R ea so n s n eed  th e su p p o rt o f ev id en ce; ev id en ce sh o u ld  n eed  n o  su p p o rt b ey o n d  a  referen ce to  a  relia b le so u rce.

T h e p ro b lem  is th a t w h a t y o u  th in k  is a  tru e fa ct a n d  th erefo re h a rd  ev id en ce, y o u r rea d ers m ig h t n o t. F o r ex a m p le, su p p o se a
resea rch er o ffers th is cla im  a n d  rea so n :

Early Alam o stories reflected values already in the Am erican character.claim  The story alm ost instantly becam e a legend of Am erican
heroic sacrifice.reason

T o  su p p o rt th a t rea so n , sh e o ffers th is h a rd  ev id en ce:

Soon after the battle, m any newspapers used the story to celebrate our heroic national character.evidence

If rea d ers a ccep t th a t sta tem en t a s a  fa ct, th ey  m a y  a ccep t it a s ev id en ce. B u t sk ep tica l rea d ers, th e k in d  y o u  sh o u ld  ex p ect (ev en
h o p e fo r), a re lik ely  to  a sk  H o w  so o n  is so o n ? H o w  m a n y  is m a n y ? W h ich  p a p ers? In  n ew s sto ries o r ed ito ria ls? W h a t ex a ctly  d id
th ey  sa y ? H o w  m a n y  p a p ers d id n t m en tio n  it?

T o  b e su re, rea d ers m a y  a ccep t a  cla im  b a sed  o n ly  o n  a  rea so n , if th a t rea so n  seem s self-ev id en tly  tru e o r is fro m  a  tru sted
a u th o rity :

W e are all created equal,reason so no one has a natural right to govern us.claim

In  fa ct, in stru cto rs in  in tro d u cto ry  co u rses o ften  a ccep t rea so n s su p p o rted  o n ly  b y  w h a t a u th o rita tiv e so u rces sa y : W ilso n  sa y s X
a b o u t relig io u s m a sk s, Y a n g  sa y s Y , S ch m id t sa y s Z . B u t in  a d v a n ced  w o rk , rea d ers ex p ect m o re. T h ey  w a n t ev id en ce d ra w n  n o t fro m
a  seco n d a ry  so u rce b u t fro m  p rim a ry  so u rces o r y o u r o w n  o b serv a tio n .

R ev iew  y o u r sto ry b o a rd : C a n  y o u  su p p o rt ea ch  rea so n  w ith  w h a t y o u r rea d ers w ill th in k  is ev id en ce o f th e rig h t k in d , q u a n tity ,
a n d  q u a lity  a n d  is a p p ro p ria te to  th eir field ? M ig h t y o u r rea d ers th in k  th a t w h a t y o u  o ffer a s ev id en ce n eed s m o re su p p o rt? O r a
b etter so u rce? If so , y o u  m u st fin d  m o re d a ta  o r a ck n o w led g e th e lim its o f w h a t y o u  h a v e.

Y o u r cla im , rea so n s, a n d  ev id en ce m a k e u p  th e co re o f y o u r a rg u m en t, b u t it n eed s a t lea st o n e m o re elem en t, m a y b e tw o .

5.4.3 Acknowledge and Respond to Readers Points of View

Y o u  m a y  w ish  it w eren t so , b u t y o u r b est rea d ers w ill b e th e m o st critica l; th ey ll rea d  fa irly  b u t n o t a ccep t ev ery th in g  y o u  w rite a t
fa ce v a lu e. T h ey  w ill th in k  o f q u estio n s, ra ise o b jectio n s, a n d  im a g in e a ltern a tiv es. In  co n v ersa tio n  y o u  ca n  resp o n d  to  q u estio n s a s
o th ers a sk  th em . B u t in  w ritin g  y o u  m u st n o t o n ly  a n sw er th o se q u estio n s b u t a sk  th em . If y o u  d o n t, y o u ll seem  n o t to  k n o w  o r,
w o rse, n o t to  ca re a b o u t y o u r rea d ers  v iew s.

R ea d ers ra ise tw o  k in d s o f q u estio n s; try  to  im a g in e a n d  resp o n d  to  b o th .

1.  T h e first k in d  o f q u estio n  p o in ts to  p ro b lem s in sid e y o u r a rg u m en t, u su a lly  its ev id en ce. Im a g in e a  rea d er m a k in g  a n y  o f th ese
criticism s, th en  co n stru ct a  m in ia rg u m en t in  resp o n se:

Џ Y o u r ev id en ce is fro m  a n  u n relia b le o r o u t-o f-d a te so u rce.

Џ It is in a ccu ra te.

Џ It is in su fficien t.

Џ It d o esn t fa irly  rep resen t a ll th e ev id en ce a v a ila b le.

Џ It is th e w ro n g  k in d  o f ev id en ce fo r o u r field .

Џ It is irrelev a n t, b eca u se it d o es n o t co u n t a s ev id en ce.

T h en  im a g in e th ese k in d s o f reserv a tio n s a b o u t y o u r rea so n s a n d  h o w  y o u  w o u ld  a n sw er th em :

Џ Y o u r rea so n s a re in co n sisten t o r co n tra d icto ry .

Џ T h ey  a re to o  w ea k  o r to o  few  to  su p p o rt y o u r cla im .

Џ T h ey  a re irrelev a n t to  y o u r cla im  (w e d iscu ss th is m a tter in  5 .4 .4 ).
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2.  T h e seco n d  k in d  o f q u estio n  ra ises p ro b lem s fro m  o u tsid e y o u r a rg u m en t. T h o se w h o  see th e w o rld  d ifferen tly  a re lik ely  to  d efin e
term s d ifferen tly , rea so n  d ifferen tly , ev en  o ffer ev id en ce th a t y o u  th in k  is irrelev a n t. If y o u  a n d  y o u r rea d ers see th e w o rld
d ifferen tly , y o u  m u st a ck n o w led g e a n d  resp o n d  to  th ese issu es a s w ell. D o  n o t trea t th ese d ifferin g  p o in ts o f v iew  sim p ly  a s
o b jectio n s. Y o u  w ill lo se rea d ers if y o u  a rg u e th a t y o u r v iew  is rig h t a n d  th eirs is w ro n g . In stea d , a ck n o w led g e th e d ifferen ces,
th en  co m p a re th em  so  th a t rea d ers ca n  u n d ersta n d  y o u r a rg u m en t o n  its o w n  term s. T h ey  still m ig h t n o t a g ree, b u t y o u ll sh o w
th em  th a t y o u  u n d ersta n d  a n d  resp ect th eir v iew s; th ey  a re th en  m o re lik ely  to  try  to  u n d ersta n d  a n d  resp ect y o u rs.

If y o u re a  n ew  resea rch er, y o u ll fin d  th ese q u estio n s h a rd  to  im a g in e b eca u se y o u  m ig h t n o t k n o w  h o w  y o u r rea d ers  v iew s
d iffer fro m  y o u r o w n . E v en  so , try  to  th in k  o f so m e p la u sib le q u estio n s a n d  o b jectio n s; it s im p o rta n t to  g et in to  th e h a b it o f a sk in g
y o u rself W h a t co u ld  ca st d o u b t o n  m y  cla im ? B u t if y o u re w ritin g  a  th esis o r d isserta tio n , y o u  m u st k n o w  th e issu es th a t o th ers in
y o u r field  a re lik ely  to  ra ise. S o  h o w ev er ex p erien ced  y o u  a re, p ra ctice im a g in in g  a n d  resp o n d in g  to  sig n ifica n t o b jectio n s a n d
a ltern a tiv e a rg u m en ts. E v en  if y o u  ju st g o  th ro u g h  th e m o tio n s, y o u ll cu ltiv a te a  h a b it o f m in d  th a t y o u r rea d ers w ill resp ect a n d
th a t m a y  k eep  y o u  fro m  ju m p in g  to  q u estio n a b le co n clu sio n s.

A d d  th o se a ck n o w led g m en ts a n d  resp o n ses to  y o u r sto ry b o a rd  w h ere y o u  th in k  rea d ers w ill ra ise th em .

5.4.4 Establish the Relevance of Your Reasons

E v en  ex p erien ced  resea rch ers fin d  th is la st elem en t o f a rg u m en t h a rd  to  g ra sp , h a rd er to  u se, a n d  ev en  h a rd er to  ex p la in . It is ca lled
a  w a rra n t. Y o u  a d d  a  w a rra n t to  y o u r a rg u m en t w h en  y o u  th in k  a  rea d er m ig h t reject y o u r cla im  n o t b eca u se a  rea so n  su p p o rtin g  it is
fa ctu a lly  w ro n g  o r is b a sed  o n  in su fficien t ev id en ce, b u t b eca u se it s irrelev a n t a n d  so  d o esn t co u n t a s a  rea so n  a t a ll.

F o r ex a m p le, im a g in e a  resea rch er w rites th is cla im .

The Alam o stories spread quickly claim  because in 1836 this country wasnõt yet a confident player on the world stage.reason

Im a g in e th a t sh e su sp ects th a t h er rea d ers w ill lik ely  o b ject, It s tru e th a t th e A la m o  sto ries sp rea d  q u ick ly  a n d  th a t in  18 3 6  th is
co u n try  w a sn t a  co n fid en t p la y er o n  th e w o rld  sta g e. B u t I d o n t see h o w  n o t b ein g  co n fid en t is relev a n t to  th e sto ry s sp rea d in g
q u ick ly . T h e w riter ca n t resp o n d  sim p ly  b y  o fferin g  m o re ev id en ce th a t th is co u n try  w a s n o t a  co n fid en t p la y er o n  th e w o rld  sta g e o r
th a t th e sto ries in  fa ct sp rea d  q u ick ly : h er rea d er a lrea d y  a ccep ts b o th  a s tru e. In stea d , sh e h a s to  ex p la in  th e relev a n ce o f th a t rea so n

w h y  its tru th  su p p o rts th e tru th  o f h er cla im . T o  d o  th a t, sh e n eed s a  w a rra n t.

5.4.4.1 HO W  A W ARRANT W O RKS IN CASUAL CO NVERSATIO N. S u p p o se y o u  m a k e th is little a rg u m en t to  a  n ew  frien d  fro m  a  fa ra w a y  la n d :

Itõs 5Á below zeroreason so you should wear a hat.claim

T o  m o st o f u s, th e rea so n  seem s o b v io u sly  to  su p p o rt th e cla im  a n d  so  n eed s n o  ex p la n a tio n  o f its relev a n ce. B u t su p p o se y o u r frien d
a sk s th is o d d  q u estio n :

So what if it is 5Á below? W hy does that m ean I should wear a hat?

T h a t q u estio n  ch a llen g es n o t th e tru th  o f th e rea so n  (it is 5  b elo w ) b u t its relev a n ce to  th e cla im  (y o u  sh o u ld  w ea r a  h a t). Y o u  m ig h t
th in k  it o d d  th a t a n y o n e w o u ld  a sk  th a t q u estio n , b u t y o u  co u ld  a n sw er w ith  a  g en era l p rin cip le:

W ell, when itõs cold, people should dress warm ly.

T h a t sen ten ce is a  w a rra n t. It sta tes a  g en era l p rin cip le b a sed  o n  o u r ex p erien ce in  th e w o rld : w h en  a  certa in  g en era l co n d itio n
ex ists (it s co ld ), w e re ju stified  in  sa y in g  th a t a  certa in  g en era l co n seq u en ce reg u la rly  fo llo w s (p eo p le sh o u ld  d ress w a rm ly ). W e
th in k  th a t th e g en era l w a rra n t ju stifies o u r sp ecific cla im  th a t o u r frien d  sh o u ld  w ea r a  h a t o n  th e b a sis o f o u r sp ecific rea so n  th a t it s
5  b elo w , b eca u se w e re rea so n in g  a cco rd in g  to  th is p rin cip le o f lo g ic: if a  g en era l co n d itio n  a n d  its co n seq u en ce a re tru e, th en
sp ecific in sta n ces o f it m u st a lso  b e tru e.

In  m o re d eta il, it w o rk s lik e th is (w a rn in g : w h a t fo llo w s m a y  so u n d  lik e a  lesso n  in  L o g ic 10 1):

Џ In  th e w a rra n t, th e g en era l co n d itio n  is it s co ld . It reg u la rly  lea d s u s to  d ra w  a  g en era l co n seq u en ce: p eo p le sh o u ld  d ress w a rm ly .
W e sta te th a t a s a  tru e a n d  g en era l p rin cip le, W h en  it s co ld , p eo p le sh o u ld  d ress w a rm ly .

Џ T h e sp ecific rea so n , it s 5  b elo w , is a  v a lid  in sta n ce o f th e g en era l co n d itio n  it s co ld .
Џ T h e sp ecific cla im , y o u  sh o u ld  w ea r a  h a t, is a  v a lid  in sta n ce o f th e g en era l co n seq u en ce, p eo p le sh o u ld  d ress w a rm ly .
Џ S in ce th e g en era l p rin cip le sta ted  in  th e w a rra n t is tru e a n d  th e rea so n  a n d  cla im  a re v a lid  in sta n ces o f it, w e re w a rra n ted  to

a ssert a s tru e a n d  v a lid  th e cla im  w ea r a  h a t.

B u t n o w  su p p o se six  m o n th s la ter y o u  v isit y o u r frien d  a n d  h e sa y s th is:

Itõs above 80Á tonight,reason so wear a long-sleeved shirt.claim

T h a t m ig h t b a ffle y o u : H o w  co u ld  th e rea so n  (it s a b o v e 8 0 ) b e relev a n t to  th e cla im  (w ea r a  lo n g -sleev ed  sh irt)? Y o u  m ig h t im a g in e
th is g en era l p rin cip le a s a  w a rra n t:

W hen itõs a warm  night, people should dress warm ly.

B u t th a t isn t tru e. A n d  if y o u  th in k  th e w a rra n t isn t tru e, y o u ll d en y  th a t th e rea so n  su p p o rts th e cla im , b eca u se it s irrelev a n t to  it.
B u t su p p o se y o u r frien d  a d d s th is:
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Around here, when itõs a warm  night, you should protect your arm s from  insect bites.

N o w  th e a rg u m en t w o u ld  m a k e sen se, b u t o n ly  if y o u  b eliev e a ll th is:

Џ T h e w a rra n t is tru e (w h en  it s a  w a rm  n ig h t, y o u  sh o u ld  p ro tect y o u r a rm s fro m  in sect b ites).
Џ T h e rea so n  is tru e (it s a b o v e 8 0  to n ig h t).
Џ T h e rea so n  is a  v a lid  in sta n ce o f th e g en era l co n d itio n  (8 0  is a  v a lid  in sta n ce o f b ein g  w a rm ).
Џ T h e cla im  is a  v a lid  in sta n ce o f th e g en era l co n seq u en ce (w ea rin g  a  lo n g -sleev ed  sh irt is a  v a lid  in sta n ce o f p ro tectin g  y o u r a rm s

fro m  in sect b ites).
Џ N o  u n sta ted  lim ita tio n s o r ex cep tio n s a p p ly  (a  co ld  sn a p  d id n t k ill a ll in sects th e n ig h t b efo re, th e p erso n  ca n t u se in sect rep ellen t

in stea d , a n d  so  o n ).

If y o u  b eliev e a ll th a t, th en  y o u  sh o u ld  a ccep t th e a rg u m en t th a t w h en  it s 8 o  a t n ig h t, it s a  g o o d  id ea  to  w ea r a  lo n g -sleev ed  sh irt,
a t lea st a t th a t tim e a n d  p la ce.

W e a ll k n o w  co u n tless su ch  p rin cip les, a n d  w e lea rn  m o re ev ery  d a y . If w e d id n t, w e co u ld n t m a k e o u r w a y  th ro u g h  o u r d a ily
liv es. In  fa ct, w e ex p ress o u r fo lk  w isd o m  in  th e fo rm  o f w a rra n ts, b u t w e ca ll th em  p ro v erb s: W h en  th e ca t s a w a y , th e m ice w ill p la y .
O u t o f sig h t, o u t o f m in d . C o ld  h a n d s, w a rm  h ea rt.

5.4.4.2 HO W  A W ARRANT W O RKS IN AN ACADEM IC ARG UM ENT. H ere is a  m o re sch o la rly  ex a m p le, b u t it w o rk s in  th e sa m e w a y :

Encyclopedias m ust not have been widely owned in early nineteenth-century Am erica,claim  because wills rarely m entioned
them .reason

A ssu m e th e rea so n  is tru e: th ere is lo ts o f ev id en ce th a t en cy clo p ed ia s w ere in  fa ct ra rely  m en tio n ed  in  ea rly  n in eteen th -cen tu ry
w ills. E v en  so , a  rea d er m ig h t w o n d er w h y  th a t sta tem en t is relev a n t to  th e cla im : Y o u  m a y  b e rig h t th a t m o st su ch  w ills d id n t
m en tio n  en cy clo p ed ia s, b u t so  w h a t? I d o n t see h o w  th a t is relev a n t to  y o u r cla im  th a t few  p eo p le o w n ed  o n e. If a  w riter ex p ects th a t
q u estio n , h e m u st a n ticip a te it b y  o fferin g  a  w a rra n t, a  g en era l p rin cip le th a t sh o w s h o w  h is rea so n  is relev a n t to  h is cla im .

T h a t w a rra n t m ig h t b e sta ted  lik e th is:

W hen a valued object wasnõt m entioned in early nineteenth-century wills, it usually wasnõt part of the estate.warrant W ills at that tim e
rarely m entioned encyclopedias,reason so few people m ust have owned one.claim

W e w o u ld  a ccep t th e cla im  a s so u n d  if a n d  o n ly  if w e b eliev e th e fo llo w in g :

Џ T h e w a rra n t is tru e.
Џ T h e rea so n  is b o th  tru e a n d  a  v a lid  in sta n ce o f th e g en era l co n d itio n  o f th e w a rra n t (en cy clo p ed ia s w ere in sta n ces o f v a lu ed

o b jects).
Џ T h e cla im  is a  v a lid  in sta n ce o f th e g en era l co n seq u en ce o f th e w a rra n t (n o t o w n in g  a n  en cy clo p ed ia  is a  v a lid  in sta n ce o f

so m eth in g  v a lu a b le n o t b ein g  p a rt o f a n  esta te).

A n d  if th e resea rch er fea red  th a t a  rea d er m ig h t d o u b t a n y  o f th o se co n d itio n s, sh e w o u ld  h a v e to  m a k e a n  a rg u m en t su p p o rtin g  it.
B u t th a t s n o t th e en d  o f th e p ro b lem : is th e w a rra n t tru e a lw a y s a n d  w ith o u t ex cep tio n ? R ea d ers m ig h t w o n d er w h eth er in  so m e

p a rts o f th e co u n try  w ills m en tio n ed  o n ly  la n d  a n d  b u ild in g s, o r w h eth er few  p eo p le m a d e w ills in  th e first p la ce. If th e w riter
th o u g h t th a t rea d ers m ig h t w o n d er a b o u t su ch  q u a lifica tio n s, sh e w o u ld  h a v e to  m a k e y et a n o th er a rg u m en t sh o w in g  th a t th o se
ex cep tio n s d o n t a p p ly .

N o w  y o u  ca n  see w h y  w e so  ra rely  settle a rg u m en ts a b o u t co m p lex  issu es: ev en  w h en  w e a g ree o n  th e ev id en ce, w e ca n  still
d isa g ree o v er h o w  to  rea so n  a b o u t it.

5.4.4.3 TESTING  THE RELEVANCE O F A REASO N TO  A CLAIM . T o  test th e relev a n ce o f a  rea so n  to  a  cla im , co n stru ct a  w a rra n t th a t b rid g es
th em . F irst, sta te th e rea so n  a n d  cla im , in  th a t o rd er. H ere s th e o rig in a l rea so n  a n d  cla im  fro m  th e b eg in n in g  o f th is sectio n :

In 1836, this country wasnõt a confident player on the world stage,reason so the Alam o stories spread quickly.claim

N o w  co n stru ct a  g en era l p rin cip le th a t in clu d es th a t rea so n  a n d  cla im . W a rra n ts co m e in  a ll so rts o f fo rm s, b u t th e m o st
co n v en ien t is th e W h en -th en  p a ttern . T h is w a rra n t co v ers  th e rea so n  a n d  cla im .

W hen a country lacks confidence in its global stature, it quickly em braces stories of heroic m ilitary events.

W e ca n  fo rm a lly  rep resen t th o se rela tio n sh ip s a s in  fig u re 5 .1.
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Figure 5.1. Argum ent structure

T o  a ccep t th a t cla im , rea d ers m u st a ccep t th e fo llo w in g :

Џ T h e w a rra n t is tru e.
Џ T h e sp ecific rea so n  is tru e.
Џ T h e sp ecific rea so n  is a  v a lid  in sta n ce o f th e g en era l co n d itio n  sid e o f th e w a rra n t.
Џ T h e sp ecific cla im  is a  v a lid  in sta n ce o f th e g en era l co n seq u en ce sid e o f th e w a rra n t.
Џ N o  lim itin g  co n d itio n s k eep  th e w a rra n t fro m  a p p ly in g .

If th e w riter th o u g h t th a t rea d ers m ig h t d en y  th e tru th  o f th a t w a rra n t o r rea so n , sh e w o u ld  h a v e to  m a k e a n  a rg u m en t su p p o rtin g  it.
If sh e th o u g h t th ey  m ig h t th in k  th e rea so n  o r cla im  w a sn t a  v a lid  in sta n ce o f th e w a rra n t, sh e d  h a v e to  m a k e y et a n o th er a rg u m en t
th a t it w a s.

A s y o u  g a in  ex p erien ce, y o u ll lea rn  to  ch eck  a rg u m en ts in  y o u r h ea d , b u t u n til th en  y o u  m ig h t try  to  sk etch  o u t w a rra n ts fo r y o u r
m o st d eb a ta b le rea so n s. A fter y o u  test a  w a rra n t, a d d  it to  y o u r sto ry b o a rd  w h ere y o u  th in k  rea d ers w ill n eed  it. If y o u  n eed  to
su p p o rt a  w a rra n t w ith  a n  a rg u m en t, o u tlin e it th ere.

5.4.4.4 W HY W ARRANTS ARE ESPECIALLY DIFFICULT FO R RESEARCHERS NEW  TO  A FIELD. If y o u re n ew  in  a  field , y o u  m a y  fin d  w a rra n ts
d ifficu lt fo r th ese rea so n s:

Џ A d v a n ced  resea rch ers ra rely  sp ell o u t th eir p rin cip les o f rea so n in g  b eca u se th ey  k n o w  th eir co llea g u es ta k e th em  fo r g ra n ted . N ew
resea rch ers m u st fig u re th em  o u t o n  th eir o w n . (It s lik e h ea rin g  so m eo n e sa y  W ea r a  lo n g -sleev ed  sh irt b eca u se it s a b o v e 8 o
to n ig h t. )

Џ W a rra n ts ty p ica lly  h a v e ex cep tio n s th a t ex p erts a lso  ta k e fo r g ra n ted  a n d  th erefo re ra rely  sta te, fo rcin g  n ew  resea rch ers to  fig u re
th em  o u t a s w ell.

Џ E x p erts a lso  k n o w  w h en  n o t to  sta te a n  o b v io u s w a rra n t o r its lim ita tio n s, o n e m o re th in g  n ew  resea rch ers m u st lea rn  o n  th eir
o w n . F o r ex a m p le, if a n  ex p ert w ro te It s ea rly  J u n e, so  w e ca n  ex p ect th a t w e ll so o n  p a y  m o re fo r g a so lin e, h e w o u ld n t sta te th e
o b v io u s w a rra n t: W h en  su m m er a p p ro a ch es, g a s p rices rise.

If y o u  o ffer a  w ell-k n o w n  b u t ra rely  sta ted  w a rra n t, y o u ll seem  co n d escen d in g  o r n a iv e. B u t if y o u  fa il to  sta te o n e th a t rea d ers n eed ,
y o u ll seem  illo g ica l. T h e trick  is lea rn in g  w h en  rea d ers n eed  o n e a n d  w h en  th ey  d o n t. T h a t ta k es tim e a n d  fa m ilia rity  w ith  th e
co n v en tio n s o f y o u r field .

S o  d o n t b e d ism a y ed  if w a rra n ts seem  co n fu sin g ; th ey re d ifficu lt ev en  fo r ex p erien ced  w riters. B u t k n o w in g  a b o u t th em  sh o u ld
en co u ra g e y o u  to  a sk  th is cru cia l q u estio n : in  a d d itio n  to  th e tru th  o f y o u r rea so n s a n d  ev id en ce, w ill y o u r rea d ers see th eir relev a n ce
to  y o u r cla im ? If th ey  m ig h t n o t, y o u  m u st m a k e a n  a rg u m en t d em o n stra tin g  it.

5.5 Distinguish Argum ents Based on Evidence from  Argum ents Based on W arrants
F in a lly , it s im p o rta n t to  n o te th a t th ere a re tw o  k in d s o f a rg u m en ts th a t rea d ers ju d g e in  d ifferen t w a y s:

Џ O n e in fers a  cla im  fro m  a  rea so n  a n d  w a rra n t. T h e cla im  in  th a t k in d  o f a rg u m en t is b eliev ed  to  b e certa in ly  tru e.
Џ T h e o th er b a ses a  cla im  o n  rea so n s b a sed  o n  ev id en ce. T h e cla im  in  th a t k in d  o f a rg u m en t is co n sid ered  to  b e p ro b a b ly  tru e.
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A s p a ra d o x ica l a s it m a y  seem , resea rch ers p u t m o re fa ith  in  th e seco n d  k in d  o f a rg u m en t, th e k in d  b a sed  o n  ev id en ce, th a n  in  th e
first.

T h is a rg u m en t p resen ts a  cla im  b a sed  o n  a  rea so n  b a sed  o n  ev id en ce:

Needle-exchange program s contribute to increased drug usage.claim  W hen their participants realize that they can avoid the risk of
disease from  infected needles, they feel encouraged to use m ore drugs.reason A study of those w ho participated in one such
program  reported that 34%  of the participants increased their use of drugs from  1.7 to 2.1 tim es a w eek because they said
they felt protected from  needle-transm itted diseases.evidence

If w e co n sid er th e ev id en ce to  b e b o th  so u n d  a n d  su fficien t (w e m ig h t n o t), th en  th e cla im  seem s rea so n a b le, th o u g h  b y  n o  m ea n s
certa in , b eca u se so m eo n e m ig h t fin d  n ew  a n d  b etter ev id en ce th a t co n tra d icts th e ev id en ce o ffered  h ere.

T h is n ex t a rg u m en t m a k es th e sa m e cla im  b a sed  o n  th e sa m e rea so n , b u t th e cla im  is su p p o rted  n o t b y  ev id en ce b u t b y  lo g ic. T h e
cla im  m u st b e tru e if th e w a rra n t a n d  rea so n  a re tru e a n d  if th e rea so n  a n d  cla im  a re v a lid  in sta n ces o f th e w a rra n t:

Needle-exchange program s contribute to increased drug usage.claim  W hen participants realize that they can avoid the risk of
disease from  infected needles, they feel encouraged to use m ore drugs.reason W henever the consequences of risky behavior are
reduced, people engage in it m ore often.w arrant

B u t w e h a v e to  b eliev e th a t th e w a rra n t is a lw a y s tru e in  a ll ca ses ev ery w h ere, a  cla im  th a t m o st o f u s w o u ld o r sh o u ld d en y . F ew
o f u s d riv e reck lessly  b eca u se ca rs h a v e sea t b elts a n d  co lla p sib le steerin g  co lu m n s.

A ll a rg u m en ts rely  o n  w a rra n ts, b u t rea d ers o f a  resea rch  a rg u m en t a re m o re lik ely  to  tru st a  cla im  w h en  it s n o t in ferred  fro m  a
p rin cip le b u t ra th er b a sed  o n  ev id en ce, b eca u se n o  m a tter h o w  p la u sib le g en era l p rin cip les seem , th ey  h a v e to o  m a n y  ex cep tio n s,
q u a lifica tio n s, a n d  lim ita tio n s. T h o se w h o  m a k e cla im s b a sed  o n  w h a t th ey  th in k  a re u n a ssa ila b le p rin cip les to o  o ften  m iss th o se
co m p lica tio n s, b eca u se th ey  a re co n v in ced  th a t th eir p rin cip les m u st b e rig h t reg a rd less o f ev id en ce to  th e co n tra ry , a n d  if th eir
p rin cip les a re rig h t, so  a re th eir in feren ces. S u ch  a rg u m en ts a re m o re id eo lo g ica l th a n  fa ctu a l. S o  su p p o rt y o u r cla im s w ith  a s m u ch
stro n g  ev id en ce a s y o u  ca n , ev en  w h en  y o u  th in k  y o u  h a v e th e p o w er o f lo g ic o n  y o u r sid e. A d d  a  w a rra n t to  n a il d o w n  a n  in feren ce,
b u t b a se th e in feren ce o n  ev id en ce a s w ell.

5.6 Assem ble an Argum ent
H ere is a  sm a ll a rg u m en t th a t fits to g eth er a ll fiv e p a rts:

TV aim ed at children can aid their intellectual developm ent, but that contribution has been offset by a factor that could dam age their
em otional developm entñ too m uch violence.claim  Parents agree that exam ple is an im portant influence on a childõs developm ent.
Thatõs why parents tell their children stories about heroes. It seem s plausible, then, that when children see degrading behavior, they
will be affected by it as well. In a single day, children see countless exam ples of violence.reason Every day, the average child
watches alm ost four hours of TV and sees about twelve acts of violence (Sm ith 1992).evidence Tarnov has shown that children donõt
confuse cartoon violence with real life (2003).acknowledgm ent of alternative point of view But that m ay m ake children m ore vulnerable to
violence in other shows. If they only distinguish between cartoons and people, they m ay think real actors engaged in graphic
violence represent real life.response W e cannot ignore the possibility that TV violence encourages the developm ent of violent
adults.claim  restated

M o st o f th o se elem en ts co u ld  b e ex p a n d ed  to  fill m a n y  p a ra g ra p h s.
A rg u m en ts in  d ifferen t field s lo o k  d ifferen t, b u t th ey  a ll co n sist o f a n sw ers to  ju st th ese fiv e q u estio n s:

Џ W h a t a re y o u  cla im in g ?
Џ W h a t a re y o u r rea so n s?
Џ W h a t ev id en ce su p p o rts y o u r rea so n s?
Џ B u t w h a t a b o u t o th er p o in ts o f v iew ?
Џ W h a t p rin cip le m a k es y o u r rea so n s relev a n t to  y o u r cla im ?

Y o u r sto ry b o a rd  sh o u ld  a n sw er th o se q u estio n s m a n y  tim es. If it d o esn t, y o u r rep o rt w ill seem  in co m p lete a n d  u n co n v in cin g .

4 3



6     Planning a First Draft

6 .1     A v o id  U n h elp fu l P la n s

6 .2      C rea te a  P la n  T h a t M eets Y o u r R ea d ers  N eed s

6.2.1     Converting a Storyboard into an O utline
6.2.2     Sketch a W orking Introduction
6.2.3     Identify Key Term s Expressing Concepts That Unite the Report and Distinguish Its Parts
6.2.4     Use Key Term s to Create Subheads That Uniquely Identify Each Section
6.2.5     O rder Your Reasons
6.2.6     M ake Your O rder Clear with Transitional W ords
6.2.7     Sketch a Brief Introduction to Each Section and Subsection
6.2.8     For Each Section, Sketch in Evidence, Acknowledgm ents, W arrants, and Sum m aries
6.2.9     Sketch a W orking Conclusion

6 .3      F ile A w a y  L efto v ers

O n ce y o u  a ssem b le y o u r a rg u m en t, y o u  m ig h t b e rea d y  to  d ra ft it. B u t ex p erien ced  w riters k n o w  th a t th e tim e th ey  in v est in  p la n n in g
a  d ra ft m o re th a n  p a y s o ff w h en  th ey  w rite it. T o  d ra ft effectiv ely  th o u g h , y o u  n eed  m o re th a n  ju st th e elem en ts o f a  so u n d  a rg u m en t;
y o u  n eed  a  p la n  to  a ssem b le th em  in to  a  co h eren t o n e. S o m e p la n s, h o w ev er, a re b etter th a n  o th ers.

6.1 Avoid Unhelpful Plans
A v o id  certa in  a p p ro a ch es.

1.  D o  n o t o rg a n ize y o u r rep o rt a s a  n a rra tiv e o f y o u r p ro ject, esp ecia lly  n o t a s a  m y stery  sto ry  w ith  y o u r cla im  rev ea led  a t th e en d .
F ew  rea d ers ca re w h a t y o u  fo u n d  first, th en  p ro b lem s y o u  o v erca m e, th en  lea d s y o u  p u rsu ed , o n  a n d  o n  to  th e en d . Y o u  see sig n s
o f th a t in  la n g u a g e lik e T h e first issu e w a s  T h en  I co m p a red   F in a lly  I co n clu d e.

2.  D o  n o t p a tch  to g eth er a  series o f q u o ta tio n s, su m m a ries o f so u rces, o r d o w n lo a d s fro m  th e In tern et. T ea ch ers w a n t to  see y o u r
th in k in g , n o t th a t o f o th ers. T h ey  esp ecia lly  d islik e rep o rts th a t rea d  lik e a  co lla g e o f w eb  p a g es. D o  th a t a n d  y o u ll seem  n o t o n ly
a n  a m a teu r b u t w o rse, p o ssib ly  a  p la g ia rist (see 7 .9 ).

3.  D o  n o t m ech a n ica lly  o rg a n ize y o u r rep o rt a ro u n d  th e term s o f y o u r a ssig n m en t o r to p ic. If y o u r a ssig n m en t lists issu es to  co v er,
d o n t th in k  y o u  m u st a d d ress th em  in  th e o rd er g iv en . If y o u  w ere a sk ed  o r y o u  d ecid e to  co m p a re a n d  co n tra st F reu d s a n d
J u n g s a n a ly ses o f th e im a g in a tio n , y o u  w o u ld  n o t h a v e to  o rg a n ize y o u r rep o rt in  tw o  p a rts, th e first o n  F reu d , th e seco n d  o n
J u n g . It w o u ld  b e m o re p ro d u ctiv e to  b rea k  th o se tw o  b ig  to p ics in to  th eir p a rts, th en  o rg a n ize y o u r rep o rt a ro u n d  th em  (fo r
m o re o n  th is, see 6 .2 .5 6 .2 .6 ).

6.2 Create a Plan That M eets Your Readersõ Needs
S o m e field s stip u la te th e p la n  o f a  rep o rt. R ea d ers in  th e ex p erim en ta l scien ces, fo r ex a m p le, ex p ect rep o rts to  fo llo w  so m e v ersio n  o f
th is:

Introductionñ M ethods and M aterialsñ Resultsñ Discussionñ Conclusion

If y o u  m u st fo llo w  a  p reset p la n , a sk  y o u r in stru cto r o r fin d  a  seco n d a ry  so u rce fo r a  m o d el. B u t if y o u  m u st crea te y o u r o w n , it m u st
m a k e sen se n o t ju st to  y o u  b u t v isib ly  to  y o u r rea d ers. T o  crea te th a t v isib le fo rm , g o  b a ck  to  y o u r sto ry b o a rd  o r o u tlin e.

6.2.1 Converting a Storyboard into an Outline

If y o u  p refer to  w o rk  fro m  a n  o u tlin e, y o u  ca n  tu rn  y o u r sto ry b o a rd  in to  o n e:

Џ S ta rt w ith  a  sen ten ce n u m b ered  I th a t sta tes y o u r cla im .
Џ A d d  co m p lete sen ten ces u n d er it n u m b ered  II, III,  , ea ch  o f w h ich  sta tes a  rea so n  su p p o rtin g  y o u r cla im .
Џ U n d er ea ch  rea so n , u se ca p ita l letters to  list sen ten ces su m m a rizin g  y o u r ev id en ce; th en  list b y  n u m b ers th e ev id en ce itself. F o r

ex a m p le (th e d a ta  a re in v en ted  fo r th e illu stra tio n ):

I.  Introduction: Value of classroom  com puters is uncertain.
II. Different uses have different effects.
A. All uses increase num ber of words produced.
1. Study 1: 950 vs. 780
2. Study 2:1, 103 vs. 922

B. Labs allow students to interact.
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III. Studies show lim ited benefit on revision.
A. Study A: writers on com puters are m ore wordy.
1. Average of 2.3 m ore words per sentence
2. Average of 20%  m ore words per essay

B. Study B: writers need hard copy to revise effectively.
1. 22%  fewer typos when done on hard copy vs. com puter screen
2. 2.26%  fewer spelling errors

IV. Conclusion: Too soon to tell how m uch com puters im prove learning.
A. Few reliable em pirical studies.
B. Little history because m any program s are in transition.

A  sp a rer o u tlin e is ju st p h ra ses, w ith  n o  fo rm a l la y ers o f I, A , 1, a n d  so  o n .

Introduction: benefits uncertain
Different uses/different effects

M ore words
M ore interaction

Revision studies
Study A longer sentences
Study B longer essays

Conclusion: Too soon to judge effects

W h en  y o u  sta rt a  p ro ject, a  sp a re o u tlin e m a y  b e th e b est y o u  ca n  d o , a n d  fo r a  sh o rt p ro ject it m a y  b e a ll y o u  n eed , so  lo n g  a s y o u
k n o w  th e p o in t o f ea ch  item . B u t a n  o u tlin e o f co m p lete sen ten ces is u su a lly  m o re u sefu l. M o re u sefu l y et is a  sto ry b o a rd , esp ecia lly
fo r a  lo n g  p ro ject.

6.2.2 Sketch a W orking Introduction

B e rea d y  to  w rite y o u r in tro d u ctio n  tw ice, first a  sk etch  fo r y o u rself, th en  a  fin a l o n e fo r y o u r rea d ers a fter y o u v e rev ised  y o u r d ra ft
a n d  k n o w  w h a t y o u  h a v e w ritten . T h a t fin a l in tro d u ctio n  w ill u su a lly  h a v e fo u r p a rts, so  y o u  m ig h t a s w ell b u ild  y o u r w o rk in g
in tro d u ctio n  to  a n ticip a te th em  (see ch a p ter 9 ).

1.  B riefly  sk etch  th e resea rch  y o u v e rea d  th a t is sp ecifica lly  relev a n t to  y o u r to p ic. In  5 .4 .1, w e su g g ested  th a t y o u  w rite y o u r cla im
a t th e b o tto m  o f a  n ew  first p a g e o f y o u r sto ry b o a rd . N o w , a t th e to p , sk etch  th e p rio r resea rch  th a t y o u  in ten d  to  ex ten d , m o d ify ,
o r co rrect. D o  n o t list a ll th e resea rch  rem o tely  relev a n t to  y o u r to p ic. M a n y  sem i-ex p erien ced  resea rch ers list sco res o f rep o rts,
th in k in g  th ey ll im p ress rea d ers w ith  th eir d ilig en ce. B u t a n  en d less list o f irrelev a n t referen ces is less im p ressiv e th a n  it is
a n n o y in g . If y o u  w ere w o rk in g  o n  A la m o  sto ries, fo r ex a m p le, y o u  w o u ld n t cite ev ery  h isto rica l a n a ly sis o f th e b a ttle, b u t o n ly  th e
sp ecific resea rch  th a t y o u  in ten d  to  ex ten d , m o d ify , o r co rrect.

L ist y o u r so u rces in  a n  o rd er u sefu l to  y o u r rea d ers. If th eir h isto rica l seq u en ce is im p o rta n t, list th em  ch ro n o lo g ica lly . If n o t,
g ro u p  th em  b y  so m e o th er p rin cip le: th eir q u a lity , sig n ifica n ce, p o in t o f v iew . T h en  o rd er th o se g ro u p s in  w h a tev er w a y  b est h elp s
y o u r rea d ers u n d ersta n d  th em  (see 6 .2 .5  fo r p rin cip les o f o rd er). U n d er n o  circu m sta n ces sh o u ld  y o u  list y o u r so u rces in  th e o rd er
y o u  h a p p en ed  to  rea d  th em  o r n o w  rem em b er th em .

2.  R ep h ra se y o u r q u estio n  a s a  la ck  o f k n o w led g e o r g a p  in  u n d ersta n d  in g . A fter y o u  sk etch  th a t resea rch , tell rea d ers w h a t p a rt o f it
y o u  w ill ex ten d , m o d ify , o r co rrect. D o  th a t b y  resta tin g  y o u r q u estio n  a s so m eth in g  th a t th e resea rch  h a s g o tten  w ro n g , ex p la in ed
p o o rly , o r fa iled  to  co n sid er.

W hy is the Alam o story so im portant in our national m ythology?

^  Few historians have tried to explain why the Alam o story has becom e so im portant in our national m ythology.

W riters d o  th is a lm o st a lw a y s a n d  in  m a n y  w a y s, so  a s y o u  rea d , n o te h o w  y o u r so u rces d o  it.

3.  If y o u  ca n , sk etch  a n  a n sw er to  S o  w h a t if w e d o n t fin d  o u t? W h a t la rg er issu e w ill y o u r rea d ers n o t u n d ersta n d  if y o u  d o n t
a n sw er y o u r re sea rch  q u estio n ?

If we understood how such stories becam e national legends, we would better understand our national values, perhaps even what
m akes us distinct.

A t th is p o in t, y o u  m a y  fin d  a n y  la rg er sig n ifica n ce h a rd  to  im a g in e. A d d  it if y o u  ca n , b u t d o n t sp en d  a  lo t o f tim e o n  it; w e ll retu rn
to  it (see 10 .1.3 ).

4.  R ev ise a n d  p o sitio n  y o u r cla im . Y o u  w ro te y o u r cla im  o n  th e first p a g e o f y o u r sto ry b o a rd . N o w  d ecid e if th a t s w h ere y o u  w a n t to
lea v e it. Y o u  h a v e tw o  ch o ices fo r w h ere to  sta te it in  y o u r rep o rt:

Џ a t th e en d  o f y o u r in tro d u ctio n  a n d  a g a in  clo se to  th e b eg in n in g  o f y o u r co n clu sio n

Џ o n ly  in  y o u r co n clu sio n , a s a  k in d  o f clim a x  to  y o u r rea so n in g
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If y o u v e d o n e few  a d v a n ced  p ro jects, w e u rg e y o u  to  sta te y o u r cla im  a t th e en d  o f y o u r in tro d u ctio n  a n d  a g a in  n ea r th e
b eg in n in g  o f y o u r co n clu sio n . W h en  rea d ers see a  cla im  ea rly , a t th e en d  o f y o u r in tro d u ctio n , th ey  k n o w  w h ere y o u re ta k in g  th em
a n d  so  ca n  rea d  w h a t fo llo w s fa ster, u n d ersta n d  it b etter, a n d  rem em b er it lo n g er. W h en  y o u  p u t y o u r cla im  first, it a lso  h elp s k eep
y o u  o n  tra ck .

S o m e n ew  resea rch ers fea r th a t if th ey  rev ea l th eir cla im  in  th eir in tro d u ctio n , rea d ers w ill b e b o red  a n d  sto p  rea d in g . O th ers
w o rry  a b o u t rep ea tin g  th em selv es. B o th  fea rs a re b a seless. If y o u  a sk  a n  in terestin g  q u estio n , rea d ers w ill w a n t to  see h o w  w ell y o u
ca n  su p p o rt its a n sw er.

If y o u  lea v e y o u r cla im  a t th e b o tto m  o f y o u r in tro d u ctio n  p a g e, resta te a  v ersio n  o f it a t th e to p  o f a  n ew  co n clu sio n  p a g e a t th e
en d  o f y o u r sto ry b o a rd . If y o u  ca n , m a k e th is co n clu d in g  cla im  m o re sp ecific th a n  th e o n e in  th e in tro d u ctio n .

In  so m e field s, w riters co n v en tio n a lly  sta te th eir cla im  o n ly  in  a  fin a l sectio n  h ea d ed  D iscu ssio n  o r C o n clu sio n . In  th o se ca ses,
m a n y  rea d ers ju st sk im  th e in tro d u ctio n , th en  ju m p  to  th e co n clu sio n . S o  fo r th a t k in d  o f rea d er, w rite y o u r in tro d u ctio n  in  a  w a y
th a t in tro d u ces n o t o n ly  th e b o d y  o f y o u r p a p er b u t y o u r co n clu sio n  a s w ell.

If y o u  d ecid e to  a n n o u n ce y o u r cla im  o n ly  in  y o u r co n clu sio n , m o v e it to  th e to p  o f a  n ew  co n clu sio n  p a g e. B u t if y o u  d o , y o u ll
n eed  a n o th er sen ten ce to  rep la ce it a t th e en d  o f y o u r in tro d u ctio n , o n e th a t la u n ch es y o u r rea d er in to  th e b o d y  o f y o u r rep o rt. T h a t
sen ten ce sh o u ld  in clu d e th e k ey  term s th a t y o u  u se th ro u g h o u t y o u r rep o rt (see 6 .2 .3 ).

W e su g g est th a t y o u  w rite th a t la u n ch in g  sen ten ce w h en  y o u  d ra ft y o u r fin a l in tro d u ctio n  (see 10 .1.4 ). S o  fo r n o w , m a k e a  p la ce
fo r it a t th e b o tto m  o f th e in tro d u ctio n  p a g e o f y o u r sto ry b o a rd , eith er b y  sk etch in g  a  ro u g h  v ersio n  o f it o r b y  m a k in g  a  n o te to  a d d  it
la ter.

S o m e w riters a d d  a  ro a d  m a p  a t th e en d  o f th eir in tro d u ctio n , la y in g  o u t th e o rg a n iza tio n  o f th eir rep o rt:

In part 1, 1 discuss é  Part 2 addresses the issue ofé  Part 3 exam ines é

R ea d ers d iffer o n  th is. R o a d  m a p s a re co m m o n  in  th e so cia l scien ces, b u t m a n y  in  th e h u m a n ities fin d  th em  clu m sy . E v en  if y o u r
rea d ers m ig h t o b ject, y o u  ca n  a d d  a  ro a d  m a p  to  y o u r sto ry b o a rd  to  g u id e y o u r d ra ftin g , th en  cu t it fro m  y o u r fin a l d ra ft. If y o u  k eep
it, m a k e it sh o rt.

6.2.3 Identify Key Terms Expressing Concepts That Unite the Report and Distinguish Its Parts

T o  p erceiv e y o u r rep o rt a s co h eren t, rea d ers m u st see a  few  cen tra l co n cep ts ru n n in g  th ro u g h  a ll o f its p a rts. B u t rea d ers w o n t
reco g n ize th o se rep ea ted  co n cep ts if y o u  refer to  th em  in  m a n y  d ifferen t w o rd s. R ea d ers n eed  to  see sp ecific term s th a t rep ea ted ly
refer to  th o se co n cep ts, n o t ev ery  tim e y o u  m en tio n  o n e b u t o ften  en o u g h  th a t rea d ers ca n t m iss th em . T h o se term s ru n n in g
th ro u g h  th e w h o le m ig h t in clu d e th e w o rd s y o u  u sed  to  ca teg o rize y o u r n o tes, b u t th ey  d efin itely  m u st in clu d e im p o rta n t w o rd s fro m
y o u r q u estio n  a n d  cla im . R ea d ers m u st a lso  see m o re sp ecific co n cep ts in  ea ch  p a rt th a t d istin g u ish  th a t p a rt fro m  a ll o th er p a rts.

B efo re y o u  sta rt d ra ftin g , th erefo re, id en tify  th e k ey  co n cep ts th a t y o u  in ten d  to  ru n  th ro u g h  y o u r w h o le rep o rt a n d  select th e
term  th a t y o u  w ill u se m o st o ften  to  refer to  ea ch  o n e. T h en  d o  th e sa m e fo r th e co n cep ts th a t d istin g u ish  ea ch  sectio n  fro m  o th er
sectio n s. A s y o u  d ra ft, y o u  m a y  fin d  n ew  o n es a n d  d ro p  so m e o ld  o n es, b u t y o u ll w rite m o re co h eren tly  if y o u  k eep  y o u r m o st
im p o rta n t term s a n d  co n cep ts in  th e fro n t o f y o u r m in d .

H ere is a  sp ecific m eth o d  to  id en tify  th e g lo b a l co n cep ts th a t u n ite th e w h o le rep o rt:

1.  O n  th e in tro d u ctio n  a n d  co n clu sio n  p a g es o f y o u r sto ry b o a rd , circle fo u r o r fiv e w o rd s th a t ex p ress y o u r m o st im p o rta n t co n cep ts.
Y o u  sh o u ld  fin d  th o se w o rd s in  th e m o st ex p licit sta tem en t o f y o u r cla im .

Џ Ig n o re w o rd s o b v io u sly  co n n ected  to  y o u r to p ic: A la m o , b a ttle, d efea t.

Џ F o cu s o n  co n cep ts th a t y o u  b rin g  to  th e a rg u m en t a n d  in ten d  to  d ev elo p : a fterm a th  o f d efea t, triu m p h  in  lo ss, h ero ic id ea ls,
sa crifice, n a tio n a l sp irit, a n d  so  o n .

2.  F o r ea ch  co n cep t, select a  k ey  term  th a t y o u  ca n  rep ea t th ro u g h  th e b o d y  o f y o u r p a p er. It ca n  b e o n e o f y o u r circled  w o rd s o r a
n ew  o n e. L ist th o se k ey  term s o n  a  sep a ra te p a g e. If y o u  fin d  few  w o rd s th a t ca n  serv e a s k ey  term s, y o u r cla im  m a y  b e to o  g en era l
(rev iew  5 .4 .1).

Y o u  ca n  fo llo w  th e sa m e p ro ced u re to  fin d  th e k ey  term s th a t u n ify  ea ch  sectio n . L o o k  a t th e rea so n  y o u  sta ted  a t th e to p  o f ea ch
rea so n  p a g e, a n d  circle its im p o rta n t w o rd s. S o m e o f th o se w o rd s sh o u ld  b e rela ted  to  th e w o rd s circled  in  th e in tro d u ctio n  a n d
co n clu sio n . T h e rest sh o u ld  id en tify  co n cep ts th a t d istin g u ish  th a t sectio n  fro m  o th ers. S elect a  k ey  term  fo r ea ch  k ey  co n cep t.

N o w , a s y o u  d ra ft, k eep  in  fro n t o f y o u  b o th  th e g en era l term s th a t sh o u ld  ru n  th ro u g h  y o u r w h o le rep o rt a n d  th e sp ecific term s
th a t d istin g u ish  ea ch  sectio n  fro m  o th er sectio n s. T h ey  w ill h elp  y o u  k eep  y o u rself a n d  th u s y o u r rea d ers o n  tra ck . If la ter y o u
fin d  y o u rself w ritin g  so m eth in g  th a t la ck s th o se term s, d o n t ju st w ren ch  y o u rself b a ck  to  th em . In  th e a ct o f d ra ftin g , y o u  m ig h t b e
d isco v erin g  so m eth in g  n ew .

6.2.4 Use Key Terms to Create Subheads That Uniquely Identify Each Section

E v en  if rep o rts in  y o u r field  d o n t u se su b h ea d s (see A .2 .2 .4  in  th e a p p en d ix ), w e reco m m en d  th a t y o u  u se th em  in  y o u r d ra fts.
C rea te th em  o u t o f th e k ey  term s y o u  id en tified  in  6 .2 .3 . If y o u  ca n n o t fin d  k ey  term s to  d istin g u ish  a  sectio n , lo o k  clo sely  a t h o w  y o u
th in k  it co n trib u tes to  th e w h o le. R ea d ers m a y  th in k  it rep etitiv e o r irrelev a n t.

If y o u r field  a v o id s su b h ea d s, u se th em  to  k eep  y o u rself o n  tra ck , th en  d elete th em  fro m  y o u r la st d ra ft.

6.2.5 Order Your Reasons

F in d in g  a  g o o d  o rd er fo r th e sectio n s o f a  rep o rt ca n  b e th e h a rd est p a rt o f p la n n in g . W h en  y o u  a ssem b led  y o u r a rg u m en t, y o u  m a y
n o t h a v e p u t y o u r rea so n s in  a n y  p a rticu la r o rd er (o n e b en efit o f a  sto ry b o a rd ). B u t w h en  y o u  p la n  a  d ra ft, y o u  m u st im p o se o n  th em
so m e o rd er th a t b est m eets y o u r rea d ers  n eed s. T h a t is n o t ea sy , esp ecia lly  w h en  y o u re w ritin g  o n  a  n ew  to p ic in  a  n ew  field .
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W h en  y o u re n o t su re h o w  b est to  o rd er y o u r rea so n s, co n sid er th e fo llo w in g  o p tio n s.

Џ C o m p a riso n  a n d  co n tra st. T h is is th e fo rm  y o u d  ch o o se if y o u  w ere co m  p a rin g  tw o  o r m o re en tities, co n cep ts, o r o b jects.
         B u t th ere a re tw o  w a y s to  co m p a re a n d  co n tra st, a n d  o n e is u su a lly  b etter th a n  th e o th er. If, fo r ex a m p le, y o u  w ere co m p a rin g

w h eth er H o p i m a sk s h a v e m o re relig io u s sy m b o lism  th a n  In u it m a sk s, y o u  m ig h t d ecid e to  d ev o te th e first h a lf o f y o u r p a p er to
In u it m a sk s a n d  th e seco n d  to  H o p i m a sk s. T h is o rg a n iza tio n , h o w ev er, to o  o ften  resu lts in  a  p a ir o f u n rela ted  su m m a ries. T ry
b rea k in g  th e to p ics in to  th eir co n cep tu a l p a rts. In  th e ca se o f m a sk s, it w o u ld  b e th eir sy m b o lic rep resen ta tio n , d esig n  fea tu res,
sta g es o f ev o lu tio n , a n d  so  o n .

T h ere a re sev era l o th er sta n d a rd  w a y s to  o rd er y o u r id ea s. T w o  fo cu s o n  th e su b ject m a tter:

Џ C h ro n o lo g ica l. T h is is th e sim p lest: ea rlier-to -la ter o r ca u se-to -effect.
Џ P a rt-b y -p a rt. If y o u  ca n  b rea k  y o u r to p ic in to  its co n stitu en t p a rts, y o u  ca n  d ea l w ith  ea ch  p a rt in  tu rn , b u t y o u  m u st still o rd er

th o se p a rts in  so m e w a y  th a t h elp s rea d ers u n d ersta n d  th em .

Y o u  ca n  a lso  o rg a n ize th e p a rts fro m  th e p o in t o f v iew  o f y o u r rea d ers  a b ility  to  u n d ersta n d  th em :

Џ S h o rt to  lo n g , sim p le to  co m p lex . M o st rea d ers p refer to  d ea l w ith  less co m p lex  issu es b efo re th ey  w o rk  th ro u g h  m o re co m p lex
o n es.

Џ M o re fa m ilia r to  less fa m ilia r. M o st rea d ers p refer to  rea d  w h a t th ey  k n o w  a b o u t b efo re th ey  rea d  w h a t th ey  d o n t.
Џ L ess co n testa b le to  m o re co n testa b le. M o st rea d ers m o v e m o re ea sily  fro m  w h a t th ey  a g ree w ith  to  w h a t th ey  d o n t.
Џ L ess im p o rta n t to  m o re im p o rta n t (o r v ice v ersa ). R ea d ers p refer to  rea d  m o re im p o rta n t rea so n s first, b u t th o se rea so n s m a y  h a v e

m o re im p a ct w h en  th ey  co m e la st.
Џ E a rlier u n d ersta n d in g  a s a  b a sis fo r la ter u n d ersta n d in g . R ea d ers m a y  h a v e to  u n d ersta n d  so m e ev en ts, p rin cip les, d efin itio n s, a n d

so  o n  b efo re th ey  u n d ersta n d  a n o th er th in g .

O ften  th ese p rin cip les co o p era te: w h a t rea d ers a g ree w ith  a n d  m o st ea sily  u n d ersta n d  m ig h t a lso  b e sh o rtest a n d  m o st fa m ilia r.
B u t th ey  m a y  a lso  co n flict: rea so n s th a t rea d ers u n d ersta n d  m o st ea sily  m ig h t b e th e o n es th ey  reject m o st q u ick ly ; w h a t y o u  th in k  is
y o u r m o st d ecisiv e rea so n  m ig h t to  rea d ers seem  lea st fa m ilia r. N o  ru les h ere, o n ly  p rin cip les o f ch o ice.

W h a tev er o rd er y o u  ch o o se, it sh o u ld  reflect y o u r rea d ers  n eed s, n o t th e o rd er th a t th e m a teria l seem s to  im p o se o n  itself (a s in
a n  o b v io u s co m p a re-co n tra st o rg a n iza tio n ), a n d  lea st o f a ll th e o rd er in  w h ich  id ea s o ccu rred  to  y o u .

6.2.6 Make Your Order Clear with Transitional W ords

B e certa in  th a t y o u r rea d ers ca n  reco g n ize th e o rd er y o u  ch o se. S ta rt ea ch  p a g e o f rea so n s in  y o u r sto ry b o a rd  w ith  w o rd s th a t m a k e
th e p rin cip le o f o rd er clea r: F irst, S eco n d , L a ter, F in a lly , M o re im p o rta n t, A  m o re co m p lex  issu e is , A s a  resu lt. D o n t w o rry  if
th ese w o rd s feel a w k w a rd ly  o b v io u s. A t th is p o in t, th ey re m o re fo r y o u r b en efit th a n  fo r y o u r rea d ers . Y o u  ca n  rev ise o r ev en  d elete
th e clu m sy  o n es fro m  y o u r fin a l d ra ft.

6.2.7 Sketch a Brief Introduction to Each Section and Subsection

J u st a s y o u r w h o le rep o rt n eed s a n  in tro d u ctio n  th a t fra m es w h a t fo llo w s, so  d o es ea ch  o f its sectio n s. If a  sectio n  is o n ly  a  p a g e o r
tw o , y o u  n eed  ju st a  sh o rt p a ra g ra p h ; fo r a  sectio n  sev era l p a g es lo n g , y o u  m ig h t n eed  to  sk etch  in  tw o  o r m o re p a ra g ra p h s. T h is
o p en in g  seg m en t sh o u ld  in tro d u ce th e k ey  term s th a t a re sp ecia l to  its sectio n , id ea lly  in  a  sen ten ce a t its en d  ex p ressin g  its p o in t.
T h a t p o in t m ig h t b e a  rea so n , a  resp o n se to  a  d ifferen t p o in t o f v iew , o r a  w a rra n t y o u  m u st ex p la in . In  a  sectio n  th a t y o u  th in k  w ill
b e lo n g er th a n  fiv e p a g es o r so , y o u  m ig h t sta te its p o in t b o th  a t th e en d  o f its in tro d u ctio n  a n d  a g a in  in  a  co n clu sio n .

6.2.8 For Each Section, Sketch in Evidence, Acknowledgments, W arrants, and Summaries

In  th eir relev a n t sectio n s, sk etch  o u t th e p a rts o f y o u r a rg u m en t. R em em b er th a t m a n y  o f th o se p a rts w ill th em selv es m a k e a  p o in t
th a t m u st b e su p p o rted  b y  sm a ller a rg u m en ts.

6.2.8.1 EVIDENCE. M o st sectio n s co n sist p rim a rily  o f ev id en ce su p p o rtin g  rea so n s. S k etch  th e ev id en ce a fter th e rea so n  it su p p o rts. If
y o u  h a v e d ifferen t k in d s o f ev id en ce su p p o rtin g  th e sa m e rea so n , g ro u p  a n d  o rd er th em  in  a  w a y  th a t w ill m a k e sen se to  y o u r
rea d ers.

6.2.8.2 EXPLANATIO NS O F EVIDENCE. Y o u  m a y  h a v e to  ex p la in  y o u r ev id en ce w h ere it ca m e fro m , w h y  it s relia b le, ex a ctly  h o w  it
su p p o rts a  rea so n . U su a lly  th ese ex p la n a tio n s fo llo w  th e ev id en ce, b u t y o u  ca n  sk etch  th em  b efo re if th a t seem s m o re lo g ica l.

6.2.8.3 ACKNO W LEDG M ENTS AND RESPO NSES. Im a g in e w h a t rea d ers m ig h t o b ject to  a n d  w h ere, th en  sk etch  a  resp o n se. R esp o n ses a re
ty p ica lly  su b -a rg u m en ts w ith  a t lea st a  cla im  a n d  rea so n s, o ften  in clu d in g  ev id en ce a n d  ev en  a n o th er resp o n se to  a n  im a g in ed
o b jectio n  to  y o u r resp o n se.

6.2.8.4 W ARRANTS. If y o u  th in k  y o u  n eed  a  w a rra n t to  ju stify  th e relev a n ce o f a  rea so n , d ev elo p  it b efo re y o u  sta te th e rea so n . (If y o u re
u sin g  a  w a rra n t o n ly  fo r em p h a sis, p u t it a fter th e rea so n .) If y o u  th in k  rea d ers w ill q u estio n  th e tru th  o f th e w a rra n t, sk etch  a
m in ia rg u m en t to  su p p o rt it. If rea d ers m ig h t th in k  th a t y o u r rea so n  o r cla im  isn t a  v a lid  in sta n ce o f th e w a rra n t, sk etch  a n
a rg u m en t th a t it is.

6.2.8.5 SUM M ARIES. If y o u r p a p er is m o re th a n  tw en ty  o r so  p a g es, y o u  m ig h t b riefly  su m m a rize th e p ro g ress o f y o u r a rg u m en t a t th e
en d  o f ea ch  m a jo r sectio n , esp ecia lly  if y o u r rep o rt is fa ct-h ea v y  in  d a tes, n a m es, ev en ts, o r n u m b ers. O n e fa ct a fter a n o th er ca n  b lu r
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th e lin e o f a n  a rg u m en t. W h a t h a v e y o u  esta b lish ed  in  th is sectio n ? H o w  d o es y o u r a rg u m en t sh a p e u p  th u s fa r? If in  y o u r fin a l d ra ft
th o se su m m a ries seem  to o  o b v io u s, cu t th em .

W riters in  d ifferen t field s m a y  a rra n g e th ese elem en ts in  slig h tly  d ifferen t w a y s, b u t th e elem en ts th em selv es a n d  th eir p rin cip les o f
o rg a n iza tio n  a re th e sa m e in  ev ery  field  a n d  p ro fessio n . A n d  w h a t is k ey  in  ev ery  rep o rt, reg a rd less o f field , is th a t y o u  m u st o rd er th e
p a rts o f y o u r a rg u m en t n o t m erely  to  reflect y o u r o w n  th in k in g  b u t to  h elp  y o u r rea d ers u n d ersta n d  it.

6.2.9 Sketch a W orking Conclusion

Y o u  sh o u ld  h a v e sta ted  y o u r co n clu d in g  cla im  a t th e to p  o f th e co n clu sio n  p a g e o f y o u r sto ry b o a rd . If y o u  ca n  a d d  to  th e sig n ifica n ce
o f th a t cla im  (a n o th er a n sw er to  S o  w h a t?), sk etch  it a fter th e cla im  (see 10 .2  fo r m o re o n  co n clu sio n s).

6.3 File Aw ay Leftovers
O n ce y o u  h a v e a  first p la n , y o u  m a y  d isco v er th a t y o u  h a v e a  lo t o f m a teria l left th a t d o esn t fit in to  it. R esist th e im p u lse to  sh o eh o rn
lefto v ers in to  y o u r rep o rt in  th e b elief th a t if y o u  fo u n d  it, y o u r rea d ers sh o u ld  rea d  it. In  fa ct, if y o u  d o n t h a v e m o re lefto v ers th a n
w h a t y o u  u sed , y o u  m a y  n o t h a v e d o n e en o u g h  resea rch . F ile a w a y  lefto v ers fo r fu tu re u se. T h ey  m a y  co n ta in  th e seed s o f a n o th er
p ro ject.
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7      Drafting Your Report

7 .1      D ra ft in  th e W a y  T h a t F eels M o st C o m fo rta b le

7 .2       D ev elo p  P ro d u ctiv e D ra ftin g  H a b its

7 .3       U se Y o u r K ey  T erm s to  K eep  Y o u rself o n  T ra ck

7 .4       Q u o te, P a ra p h ra se, a n d  S u m m a rize A p p ro p ria tely

7 .5       In teg ra te Q u o ta tio n s in to  Y o u r T ex t

7 .6       U se F o o tn o tes a n d  E n d n o tes J u d icio u sly

7 .7       In terp ret C o m p lex  o r D eta iled  E v id en ce B efo re Y o u  O ffer It

7 .8       B e O p en  to  S u rp rises

7 .9       G u a rd  a g a in st In a d v erten t P la g ia rism

7.9.1     Signal Every Q uotation, Even W hen You Cite Its Source
7.9.2     Donõt Paraphrase Too Closely
7.9.3     Usually Cite a Source for Ideas Not Your O wn
7.9.4     Donõt Plead Ignorance, M isunderstanding, or Innocent Intentions

7 .10    G u a rd  a g a in st In a p p ro p ria te A ssista n ce

7 .11   W o rk  T h ro u g h  C h ro n ic P ro cra stin a tio n  a n d  W riter s B lo ck

S o m e w riters th in k  th a t o n ce th ey  h a v e a n  o u tlin e o r sto ry b o a rd , th ey  ca n  d ra ft b y  ju st g rin d in g  o u t sen ten ces. If y o u v e w ritten  a  lo t
to  ex p lo re y o u r id ea s, y o u  m a y  ev en  th in k  th a t y o u  ca n  p lu g  th a t p relim in a ry  w ritin g  in to  a  d ra ft. E x p erien ced  w riters k n o w  b etter.
T h ey  k n o w  tw o  th in g s: ex p lo ra to ry  w ritin g  is cru cia l b u t o ften  n o t rig h t fo r a  d ra ft, a n d  th o u g h tfu l d ra ftin g  ca n  b e a n  a ct o f d isco v ery
th a t p la n n in g  a n d  sto ry b o a rd in g  ca n  p rep a re th em  fo r b u t n ev er rep la ce. In  fa ct, m o st w riters d o n t k n o w  w h a t th ey  ca n  th in k  u n til
th ey  see it a p p ea r in  w o rd s b efo re th em . In d eed , y o u  ex p erien ce o n e o f th e m o st ex citin g  m o m en ts in  resea rch  w h en  y o u  d isco v er
y o u rself ex p ressin g  id ea s th a t y o u  d id  n o t k n o w  y o u  h a d  u n til th a t m o m en t.

S o  d o n t lo o k  u p o n  d ra ftin g  a s m erely  tra n sla tin g  a  sto ry b o a rd  o r o u tlin e in to  w o rd s. If y o u  d ra ft w ith  a n  o p en  m in d , y o u  ca n
d isco v er lin es o f th o u g h t th a t y o u  co u ld n t h a v e im a g in ed  b efo re y o u  sta rted . B u t lik e o th er step s in  th e p ro cess, ev en  su rp rises w o rk
b etter w ith  a  p la n .

7.1 Draft in the W ay That Feels M ost Com fortable
W riters d ra ft in  d ifferen t w a y s. S o m e a re slo w  a n d  ca refu l: th ey  h a v e to  g et ev ery  p a ra g ra p h  rig h t b efo re th ey  sta rt th e n ex t o n e. T o
d o  th a t, th ey  n eed  a  m eticu lo u s p la n . S o  if y o u  d ra ft slo w ly , p la n  ca refu lly . O th er w riters let th e w o rd s flo w , sk ip p in g  a h ea d  w h en
th ey  g et stu ck , o m ittin g  q u o ta tio n s, sta tistics, a n d  so  o n  th a t th ey  ca n  p lu g  in  la ter. If th ey  a re sto p p ed  b y  a  sty listic issu e su ch  a s
w h eth er to  rep resen t n u m b ers in  w o rd s o r n u m era ls, th ey  in sert a  [?] a n d  k eep  o n  w ritin g  u n til th ey  ru n  o u t o f g a s, th en  g o  b a ck  a n d
fix  it. B u t q u ick  d ra fters n eed  lo ts o f tim e to  rev ise. S o  if y o u  d ra ft q u ick ly , sta rt ea rly . D ra ft in  w h a tev er w a y  w o rk s fo r y o u , b u t
ex p erien ced  w riters u su a lly  d ra ft q u ick ly , th en  rev ise ex ten siv ely .

7.2 Develop Productive Drafting Habits
M o st o f u s lea rn  to  w rite in  th e lea st efficien t w a y u n d er p ressu re, ru sh in g  to  m eet a  d ea d lin e, w ith  a  q u ick  d ra ft th e n ig h t b efo re
a n d  m a y b e a  few  m in u tes in  th e m o rn in g  fo r p ro o frea d in g . T h a t ra rely  w o rk s fo r a  sh o rt p a p er, a lm o st n ev er fo r a  lo n g er o n e. Y o u
n eed  tim e a n d  a  p la n  th a t sets sm a ll, a ch iev a b le g o a ls b u t k eep s y o u r ey e o n  th e w h o le.

M o st im p o rta n t, d ra ft reg u la rly  a n d  o ften , n o t in  m a ra th o n  sessio n s th a t d u ll y o u r th in k in g  a n d  k ill y o u r in terest. S et a  sm a ll g o a l
a n d  a  rea so n a b le q u o ta  o f w o rd s fo r ea ch  sessio n , a n d  stick  to  it. W h en  y o u  resu m e d ra ftin g , y o u  n eed  n o t sta rt w h ere y o u  left o ff:
rev iew  y o u r sto ry b o a rd  to  d ecid e w h a t y o u re rea d y  to  d ra ft to d a y . R ev iew  h o w  it w ill fit in to  its sectio n  a n d  th e w h o le: W h a t rea so n
d o es th is sectio n  su p p o rt? W h ere d o es it fit in  th e o v era ll lo g ic? W h ich  k ey  term s sta te th e co n cep ts th a t d istin g u ish  th is sectio n ? If
y o u re b lo ck ed , sk ip  to  a n o th er sectio n . W h a tev er y o u  d o , d o n t su b stitu te m o re rea d in g  fo r w ritin g . C h ro n ic p ro cra stin a to rs a re
u su a lly  so  in tim id a ted  b y  th e size o f th eir p ro ject th a t it p a ra ly zes th em , a n d  th ey  ju st k eep  p u ttin g  o ff g ettin g  sta rted . Y o u  ca n
o v erco m e th a t d estru ctiv e h a b it b y  b rea k in g  y o u r p ro ject in to  sm a ll, a ch iev a b le g o a ls (see 7 .11).

7.3 Use Your Key Term s to Keep Yourself on Track
A s y o u  d ra ft, k eep  in  fro n t o f y o u  a  sep a ra te list o f th e k ey  term s fo r y o u r g en era l co n cep ts th a t sh o u ld  ru n  th ro u g h  y o u r w h o le
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rep o rt. F ro m  tim e to  tim e, ch eck  h o w  o ften  y o u v e u sed  th o se w o rd s, b o th  th o se th a t ru n  th ro u g h  th e w h o le rep o rt a n d  th o se th a t
d istin g u ish  o n e sectio n  fro m  a n o th er. B u t d o n t let th o se w o rd s stifle fresh  th in k in g . If y o u  fin d  y o u r-self w a n d erin g , let y o u rself g o
fo r a  w h ile. Y o u  m a y  b e d ev elo p in g  a n  in terestin g  id ea . F o llo w  it u n til y o u  see w h ere it ta k es y o u .

7.4 Q uote, Paraphrase, and Sum m arize Appropriately
W e co v ered  th is issu e w h en  w e d iscu ssed  n o te-ta k in g  (4 .2 .2 ). Y o u  sh o u ld  b u ild  m o st o f y o u r rep o rt o u t o f y o u r o w n  w o rd s th a t
reflect y o u r o w n  th in k in g . M u ch  o f th e su p p o rt fo r th a t th in k in g  w ill b e in  q u o ta tio n s, p a ra p h ra ses, a n d  su m m a ries. D ifferen t field s,
h o w ev er, u se th em  in  d ifferen t p ro p o rtio n s. In  g en era l, resea rch ers in  th e h u m a n ities q u o te m o st o ften ; so cia l a n d  n a tu ra l scien tists
ty p ica lly  p a ra p h ra se a n d  su m m a rize. B u t y o u  m u st d ecid e ea ch  ca se fo r itself, d ep en d in g  o n  h o w  y o u  u se th e in fo rm a tio n  in  y o u r
a rg u m en t. H ere a re so m e p rin cip les:

Џ S u m m a rize w h en  d eta ils a re irrelev a n t o r a  so u rce isn t im p o rta n t en o u g h  to  w a rra n t m o re sp a ce.
Џ P a ra p h ra se w h en  y o u  ca n  sta te w h a t a  so u rce sa y s m o re clea rly  o r co n cisely  th a n  th e so u rce, o r w h en  y o u r a rg u m en t d ep en d s o n

th e d eta ils o f a  so u rce b u t n o t o n  its sp ecific w o rd s. (B efo re y o u  p a ra p h ra se, h o w ev er, rea d  7 .9 .)
Џ Q u o te fo r th ese p u rp o ses:

Џ T h e ex a ct w o rd in g  co n stitu tes ev id en ce th a t b a ck s u p  y o u r rea so n s.
Џ A  p a ssa g e sta tes a  v iew  th a t y o u  d isa g ree w ith , a n d  to  b e fa ir y o u  w a n t to  sta te it ex a ctly .
Џ T h e q u o ted  w o rd s a re fro m  a n  a u th o rity  w h o  b a ck s u p  y o u r v iew .
Џ T h e q u o ted  w o rd s a re strik in g ly  o rig in a l.
Џ T h e q u o ted  w o rd s ex p ress y o u r k ey  co n cep ts so  co m p ellin g ly  th a t th e q u o ta tio n  ca n  fra m e th e rest o f y o u r d iscu ssio n .

Y o u  m u st b a la n ce q u o ta tio n s, p a ra p h ra ses, a n d  su m m a ries w ith  y o u r o w n  fresh  id ea s. D o  n o t m erely  rep ea t, o r w o rse, d o w n lo a d ,
w o rd s a n d  id ea s o f o th ers a n d  stitch  th em  to g eth er w ith  a  few  sen ten ces o f y o u r o w n . A ll tea ch ers h a v e g ro u n d  th eir teeth  o v er su ch
rep o rts, d ism a y ed  b y  th eir la ck  o f o rig in a l th in k in g . In  a n  a d v a n ced  p ro ject su ch  a s a  th esis o r d isserta tio n , rea d ers reject a
p a tch w o rk  o f b o rro w in g s o u t o f h a n d .

R ea d ers v a lu e resea rch  o n ly  to  th e d eg ree th a t th ey  tru st its so u rces. S o  fo r ev ery  su m m a ry , p a ra p h ra se, o r q u o ta tio n  y o u  u se, cite
its b ib lio g ra p h ic d a ta  in  th e a p p ro p ria te cita tio n  sty le (see p a rt 2 ).

7.5 Integrate Q uotations into Your Text
Y o u  ca n  in sert q u o ta tio n s in to  y o u r tex t in  tw o  w a y s:

Џ R u n  fo u r o r few er q u o ted  lin es in to  y o u r ru n n in g  tex t.
Џ S et o ff fiv e o r m o re lin es a s a n  in d en ted  b lo ck .

Y o u  ca n  in teg ra te b o th  ru n -in  a n d  b lo ck  q u o ta tio n s in to  y o u r tex t in  tw o  w a y s:

1.  D ro p  in  th e q u o ta tio n  a s a n  in d ep en d en t sen ten ce o r p a ssa g e, in tro d u ced  w ith  a  few  ex p la n a to ry  w o rd s. B u t a v o id  in tro d u cin g  a ll
o f y o u r q u estio n s w ith  ju st a  sa y s, sta tes, cla im s, a n d  so  o n :

Diam ond says, òThe histories of the Fertile Crescent and China é  hold a salutary lesson for the m odern world: circum stances
change, and past prim acy is no guarantee of future prim acyó (417).

In stea d , p ro v id e so m e in terp reta tio n :

Diam ond suggests that one lesson we can learn from  the past is not to expect history to repeat itself. òThe histories of the Fertile
Crescent and China é  hold a salutary lesson for the m odern worldó (417).

2.  W ea v e th e g ra m m a r o f th e q u o ta tio n  in to  th e g ra m m a r o f y o u r sen ten ce:

Political leaders should learn from  history, but Diam ond points out that the òlesson for the m odern worldó in the history of the
Fertile Crescent and China is that òcircum stances change, and past prim acy is no guarantee of future prim acyó (417). So one
lesson from  history is that you canõt count on it to repeat itself.

T o  m a k e a  q u o ted  sen ten ce m esh  w ith  y o u rs, y o u  ca n  m o d ify  th e q u o ta tio n , so  lo n g  a s y o u  d o n t ch a n g e its m ea n in g  a n d  y o u
clea rly  in d ica te a d d ed  o r ch a n g ed  w o rd s w ith  sq u a re b ra ck ets a n d  d eletio n s w ith  th ree d o ts (ca lled  ellip ses). T h is sen ten ce q u o tes
th e o rig in a l in ta ct:

Posner focuses on religion not for its spirituality but for its social functions: òA notable feature of Am erican society is religious
pluralism , and we should consider how this relates to the efficacy of governance by social norm s in view of the historical
im portance of religion as both a source and enforcer of such norm só (299).

T h is v ersio n  m o d ifies th e q u o ta tio n  to  fit th e g ra m m a r o f th e w riter s sen ten ce:

In his discussion of religious pluralism , Posner says of Am erican society that òa notable feature é  is [its] religious pluralism .ó W e
should consider how its social norm s affect òthe efficacy of governance é  in view of the historical im portance of religion as both
a source and enforcer of such norm só (299).
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(S ee ch a p ter 2 5  fo r m o re o n  in teg ra tin g  q u o ta tio n s w ith  y o u r tex t.)
W h en  y o u  refer to  a  so u rce th e first tim e, u se h is o r h er fu ll n a m e. D o  n o t p reced e it w ith  M r., M rs., M s., o r P ro fesso r (see 2 4 .2 .2

fo r th e u se o f D r., R ev eren d , S en a to r, a n d  so  o n ). W h en  y o u  m en tio n  a  so u rce th erea fter, u se ju st th e la st n a m e:

According to Steven Pinker, òclaim s about a language instincté  have virtually nothing to do with possible genetic differences
between people.ó1 Pinker goes on to claim  thaté

E x cep t w h en  referrin g  to  k in g s, q u een s, a n d  p o p es, n ev er refer to  a  so u rce b y  h is o r h er first n a m e. N ev er th is:

According to Steven Pinker, òclaim s about a language instincté ó Steven goes on to claim  thaté

7.6 Use Footnotes and Endnotes Judiciously
If y o u  a re u sin g  b ib lio g ra p h y -sty le cita tio n s (see 3 .2 .1), y o u  w ill h a v e to  d ecid e a s y o u  d ra ft h o w  to  u se fo o tn o tes a n d  en d n o tes (fo r
th eir fo rm a l req u irem en ts, see ch a p ter 16 ). Y o u  m u st cite ev ery  so u rce in  a  n o te, o f co u rse, b u t y o u  m a y  a lso  d ecid e to  u se fo o tn o tes
a n d  en d n o tes fo r su b sta n tiv e m a teria l th a t y o u  d o n t w a n t to  in clu d e in  th e b o d y  o f y o u r tex t b u t a lso  d o n t w a n t to  o m it. (Y o u  m ig h t
a lso  u se su ch  su b sta n tiv e n o tes in  co m b in a tio n  w ith  p a ren th etica l cita tio n s in  a u th o r-d a te sty le; see 18 .3 .3 .)

Џ If y o u  cite so u rces in  en d n o tes, p u t su b sta n tiv e m a teria l in  fo o tn o tes. O th erw ise y o u  fo rce rea d ers to  k eep  flip p in g  to  th e b a ck  o f
y o u r rep o rt to  ch eck  ev ery  en d n o te to  see w h eth er it is su b sta n tiv e o r b ib lio g ra p h ica l.

Џ U se su b sta n tiv e fo o tn o tes sp a rin g ly . If y o u  crea te to o  m a n y , y o u  risk  m a k in g  y o u r p a g es lo o k  ch o p p y  a n d  b ro k en  u p .

In  a n y  ev en t, k eep  in  m in d  th a t m a n y  rea d ers ig n o re su b sta n tiv e fo o tn o tes o n  th e p rin cip le th a t in fo rm a tio n  n o t im p o rta n t en o u g h
fo r y o u  to  in clu d e in  th e tex t is n o t im p o rta n t en o u g h  fo r th em  to  rea d  in  a  fo o tn o te.

7.7 Interpret Com plex or Detailed Evidence Before You O ffer It
B y  th is p o in t y o u  m a y  b e so  su re th a t y o u r ev id en ce su p p o rts y o u r rea so n s th a t y o u ll th in k  rea d ers ca n t m iss its relev a n ce. B u t
ev id en ce n ev er sp ea k s fo r itself, esp ecia lly  n o t a  lo n g  q u o ta tio n , a n  im a g e, a  ta b le, o r a  ch a rt. Y o u  m u st sp ea k  fo r it b y  in tro d u cin g  it
w ith  a  sen ten ce sta tin g  w h a t y o u  w a n t y o u r rea d ers to  g et o u t o f it.

F o r ex a m p le, it s h a rd  to  see h o w  th e q u o ted  lin es in  th is n ex t p a ssa g e su p p o rt th e in tro d u cto ry  sen ten ce:

W hen Ham let com es up behind his stepfather Claudius at prayer, he coolly and logically thinks about whether to kill him  on the
spot.claim

Now m ight I do it [kill him ] pat, now he is praying:
And now Iõll doõt; and so he goes to heaven;
And so am  I revengõd é
[But this] villain kills m y father; and for that,
I, his sole son, do this sam e villain send to heaven.
W hy, this is hire and salary, not revenge.evidence

N o th in g  in  th o se lin es o b v io u sly  refers to  co o l ra tio n a lity . C o m p a re th is:

W hen Ham let com es up behind his stepfather Claudius at prayer, he coolly and logically thinks about whether to kill him  on the
spot.claim  First he wants to kill Claudius im m ediately, but then he pauses to think: If he kills Claudius while he is praying, he sends
his soul to heaven. But he wants Claudius dam ned to hell, so he coolly decides to kill him  later:reason

Now m ight I do it [kill him ] pat, now he is praying:
And now Iõll doõt; and so he goes to heaven;
And so am  I revengõd é
[But this] villain kills m y father; and for that,
I, his sole son, do this sam e villain send to heaven.
W hy, this is hire and salary, not revenge.evidence

T h a t k in d  o f ex p la n a to ry  in tro d u ctio n  is ev en  m o re im p o rta n t w h en  y o u  p resen t q u a n tita tiv e ev id en ce in  a  ta b le o r fig u re (see 8 .3 .1).

7.8 Be O pen to Surprises
If y o u  w rite a s y o u  g o  a n d  p la n  y o u r b est ca se b efo re y o u  d ra ft, y o u re u n lik ely  to  b e u tterly  su rp rised  b y  h o w  y o u r d ra ft d ev elo p s.
E v en  so , b e o p en  to  n ew  d irectio n s fro m  b eg in n in g  to  en d :

Џ W h en  y o u r d ra ftin g  sta rts to  h ea d  o ff o n  a  ta n g en t, g o  w ith  it fo r a  b it to  see w h eth er y o u re o n  to  so m eth in g  b etter th a n  y o u
p la n n ed .

Џ W h en  rep o rtin g  y o u r ev id en ce lea d s y o u  to  d o u b t a  rea so n , d o n t ig n o re th a t feelin g . F o llo w  it u p .
Џ W h en  th e o rd er o f y o u r rea so n s sta rts to  feel a w k w a rd , ex p erim en t w ith  n ew  o n es, ev en  if y o u  th o u g h t y o u  w ere a lm o st d o n e.
Џ E v en  w h en  y o u  rea ch  y o u r fin a l co n clu sio n , y o u  m a y  th in k  o f a  w a y  to  resta te y o u r cla im  m o re clea rly  a n d  p o in ted ly .

If y o u  g et h elp fu l n ew  id ea s ea rly  en o u g h  b efo re y o u r d ea d lin e, in v est th e tim e to  m a k e th e ch a n g es. It is a  sm a ll p rice fo r a  b ig
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im p ro v em en t.

7.9 G uard against Inadvertent Plagiarism
It w ill b e a s y o u  d ra ft th a t y o u  risk  m a k in g  o n e o f th e w o rst m ista k es a  resea rch er ca n  m a k e: lea d in g  rea d ers to  th in k  th a t y o u re
try in g  to  p a ss o ff th e w o rk  o f a n o th er w riter a s y o u r o w n . D o  th a t a n d  y o u  risk  b ein g  a ccu sed  o f p la g ia rism , a  ch a rg e th a t, if
su sta in ed , co u ld  m ea n  a  fa ilin g  g ra d e o r ev en  ex p u lsio n .

M a n y  in stru cto rs w a rn  a g a in st p la g ia rism  b u t d o n t ex p la in  it, b eca u se th ey  th in k  it is a lw a y s a n  a ct o f d elib era te d ish o n esty  th a t
n eed s n o  ex p la n a tio n . A n d  to  b e su re, stu d en ts k n o w  th ey  ch ea t w h en  th ey  p u t th eir n a m e o n  a  p a p er b o u g h t o n lin e o r co p ied  fro m  a
fra tern ity  o r so ro rity  file. M o st a lso  k n o w  th ey  ch ea t w h en  th ey  p a ss o ff a s th eir o w n  p a g e a fter p a g e co p ied  fro m  a  so u rce o r
d o w n lo a d ed  fro m  th e In tern et. F o r th o se ca ses, th ere s n o th in g  to  sa y  b ey o n d  D o n t.

B u t m a n y  stu d en ts fa il to  rea lize th a t th ey  risk  b ein g  ch a rg ed  w ith  p la g ia rism  ev en  if th ey  w ere n o t in ten tio n a lly  d ish o n est b u t
o n ly  ig n o ra n t o r ca reless. Y o u  ru n  th a t risk  w h en  y o u  g iv e rea d ers rea so n  to  th in k  th a t y o u v e d o n e o n e o r m o re o f th e fo llo w in g :

Џ Y o u  cited  a  so u rce b u t u sed  its ex a ct w o rd s w ith o u t p u ttin g  th em  in  q u o ta tio n  m a rk s o r in  a  b lo ck  q u o ta tio n .
Џ Y o u  p a ra p h ra sed  a  so u rce a n d  cited  it, b u t in  w o rd s so  sim ila r to  th o se o f y o u r so u rce th a t th ey  a re a lm o st a  q u o ta tio n : a n y o n e

co u ld  see th a t y o u  w ere fo llo w in g  th e so u rce w o rd  fo r w o rd  a s y o u  p a ra p h ra sed  it.
Џ Y o u  u sed  id ea s o r m eth o d s fro m  a  so u rce b u t fa iled  to  cite it.

7.9.1 Signal Every Quotation, Even W hen You Cite Its Source

E v en  if y o u  cite y o u r so u rce, rea d ers m u st k n o w  w h ich  w o rd s a re y o u rs a n d  w h ich  y o u  q u o te. Y o u  risk  th e ch a rg e o f p la g ia rism  if y o u
fa il to  u se q u o ta tio n  m a rk s o r a  b lo ck  q u o ta tio n  to  sig n a l th a t y o u  h a v e co p ied  a s little a s a  sin g le lin e o f w o rd s.

It g ets co m p lica ted , h o w ev er, w h en  y o u  co p y  ju st a  few  w o rd s. R ea d  th is:

Because technology begets m ore technology, the im portance of an inventionõs diffusion potentially exceeds the im portance of the
original invention. Technologyõs history exem plifies what is term ed an autocatalytic process: that is, one that speeds up at a rate that
increases with tim e, because the process catalyzes itself (Diam ond 1998, 301).

If y o u  w ere w ritin g  a b o u t J a red  D ia m o n d s id ea s, y o u  w o u ld  p ro b a b ly  h a v e to  u se so m e o f h is w o rd s, su ch  a s th e im p o rta n ce o f a n
in v en tio n . B u t y o u  w o u ld n t p u t th a t p h ra se in  q u o ta tio n  m a rk s, b eca u se it sh o w s n o  o rig in a lity  o f th o u g h t o r ex p ressio n . T w o  o f h is
p h ra ses, h o w ev er, a re so  strik in g  th a t th ey  d o  req u ire q u o ta tio n  m a rk s: tech n o lo g y  b eg ets m o re tech n o lo g y  a n d  a u to ca ta ly tic
p ro cess. F o r ex a m p le,

The power of technology goes beyond individual inventions because technology òbegets m ore technology.ó It is, as Diam ond puts it,
an òautocatalytic processó (301).

O n ce y o u  cite th o se w o rd s, y o u  ca n  u se th em  a g a in  w ith o u t q u o ta tio n  m a rk s o r cita tio n :

As one invention begets another one and that one still another, the process becom es a self-sustaining catalysis that spreads
exponentially across all national boundaries.

T h is is a  g ra y  a rea : w o rd s th a t seem  strik in g  to  so m e rea d ers a re co m m o n p la ce to  o th ers. If y o u  u se q u o ta tio n  m a rk s fo r to o  m a n y
co m m o n  p h ra ses, rea d ers m ig h t th in k  y o u re n a iv e o r in secu re, b u t if y o u  fa il to  u se th em  w h en  rea d ers th in k  y o u  sh o u ld , th ey  m a y
su sp ect y o u re try in g  to  ta k e cred it fo r la n g u a g e a n d  id ea s n o t y o u r o w n . S in ce it s b etter to  seem  n a iv e th a n  d ish o n est, esp ecia lly
ea rly  in  y o u r resea rch  ca reer, u se q u o ta tio n  m a rk s freely . (Y o u  m u st, h o w ev er, fo llo w  th e sta n d a rd  p ra ctices o f y o u r field . F o r
ex a m p le, la w y ers o ften  u se th e ex a ct la n g u a g e o f a  sta tu te o r ju d icia l o p in io n  w ith  n o  q u o ta tio n  m a rk s.)

7.9.2 Dont Paraphrase Too Closely

Y o u  p a ra p h ra se a p p ro p ria tely  w h en  y o u  rep resen t a n  id ea  in  y o u r o w n  w o rd s m o re clea rly  o r p o in ted ly  th a n  th e so u rce d o es. B u t
rea d ers w ill th in k  th a t y o u  cro ss th e lin e fro m  fa ir p a ra p h ra se to  p la g ia rism  if th ey  ca n  m a tch  y o u r w o rd s a n d  p h ra sin g  w ith  th o se o f
y o u r so u rce. F o r ex a m p le, th ese n ex t sen ten ces p la g ia rize th e tw o  sen ten ces y o u  ju st rea d :

Booth, Colom b, and W illiam s claim  that appropriate paraphrase is the use of oneõs own words to represent an idea to m ake a
passage from  a source clearer or m ore pointed. Readers can accuse a student of plagiarism , however, if his paraphrase is so sim ilar
to its source that som eone can m atch words and phrases in the sentence with those in that source.

T h is n ex t p a ra p h ra se b o rd ers o n  p la g ia rism :

Appropriate paraphrase rewrites a passage from  a source into oneõs own words to m ake it clearer or m ore pointed. Readers think
plagiarism  occurs when a source is paraphrased so closely that they see parallels between words and phrases (Booth, Colom b, and
W illiam s 2013).

T h is p a ra p h ra se d o es n o t p la g ia rize:

According to Booth, Colom b, and W illiam s (2013), paraphrase is the use of your own words to represent the ideas of another m ore
clearly. It becom es plagiarism  when readers see a word-for-word sim ilarity between a paraphrase and a source.

T o  a v o id  seem in g  to  p la g ia rize b y  p a ra p h ra se, d o n t rea d  y o u r so u rce a s y o u  p a ra p h ra se it. R ea d  th e p a ssa g e, lo o k  a w a y , th in k
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a b o u t it fo r a  m o m en t; th en , still lo o k in g  a w a y , p a ra p h ra se it in  y o u r o w n  w o rd s. T h en  ch eck  w h eth er y o u  ca n  ru n  y o u r fin g er a lo n g
y o u r sen ten ce a n d  fin d  th e sa m e id ea s in  th e sa m e o rd er in  y o u r so u rce. If y o u  ca n , so  ca n  y o u r rea d ers. T ry  a g a in .

7.9.3 Usually Cite a Source for Ideas Not Your Own

T h is ru le is m o re co m p lica ted  th a n  it seem s, b eca u se m o st o f o u r o w n  id ea s a re b a sed  o n  o r d eriv ed  fro m  id en tifia b le so u rces
so m ew h ere in  h isto ry . R ea d ers d o n t ex p ect y o u  to  fin d  ev ery  d ista n t so u rce fo r ev ery  fa m ilia r id ea , b u t th ey  d o  ex p ect y o u  to  cite th e
so u rce fo r a n  id ea  w h en  (i) th e id ea  is a sso cia ted  w ith  a  sp ecific p erso n  a n d  (2 ) it s n ew  en o u g h  n o t to  b e p a rt o f a  field s co m m o n
k n o w led g e.

F o r ex a m p le, p sy ch o lo g ists cla im  th a t w e th in k  a n d  feel in  d ifferen t p a rts o f o u r b ra in s. B u t n o  rea d er w o u ld  ex p ect y o u  to  cite
th a t id ea , b eca u se it s n o  lo n g er a sso cia ted  w ith  a  sp ecific so u rce a n d  it s so  fa m ilia r th a t n o  o n e w o u ld  th in k  y o u  im p lied  th a t it w a s
y o u rs. O n  th e o th er h a n d , so m e p sy ch o lo g ists a rg u e th a t em o tio n s a re cru cia l to  ra tio n a l d ecisio n  m a k in g . T h a t id ea  is so  n ew  a n d  so
clo sely  tied  to  p a rticu la r resea rch ers th a t y o u d  h a v e to  cite th em .

T h e p rin cip le is th is: cite a  so u rce fo r a n  id ea  n o t y o u r o w n  w h en ev er a n  in fo rm ed  rea d er m ig h t th in k  y o u re im p ly in g  th a t it is
y o u r o w n . T h o u g h  th a t seem s b la ck  a n d  w h ite, it h a s a  b ig  g ra y  a rea  in  th e m id d le. W h en  in  d o u b t, ch eck  w ith  y o u r in stru cto r.

7.9.4 Dont Plead Ignorance, Misunderstanding, or Innocent Intentions

T o  b e su re, w h a t lo o k s lik e p la g ia rism  is o ften  ju st h o n est ig n o ra n ce o f h o w  to  u se a n d  cite so u rces. S o m e stu d en ts m a y  h a v e g o n e to
sch o o l in  p a rts o f th e w o rld  in  w h ich  v ery  d ifferen t ex p ecta tio n s g o v ern  u sin g  o th er w riters  w o rk . O th er stu d en ts sin cerely  b eliev e
th a t th ey  d o n t h a v e to  cite m a teria l th ey  h a v e d o w n lo a d ed  fro m  th e In tern et if th a t m a teria l is free a n d  p u b licly  a v a ila b le. B u t
th ey re w ro n g . T h e fa ct th a t it s p u b lic o r free is irrelev a n t. Y o u  m u st cite a n y th in g  y o u  u se th a t w a s crea ted  b y  so m eo n e else.

M a n y  stu d en ts d efen d  th em selv es b y  cla im in g  th ey  d id n t in ten d  to  m islea d . T h e p ro b lem  is, w e rea d  w o rd s, n o t m in d s. S o  th in k
o f p la g ia rism  n o t a s a n  in ten d ed  a ct b u t a s a  p erceiv ed  o n e. A v o id  a n y  sig n  th a t m ig h t g iv e y o u r rea d ers a n y  rea so n  to  su sp ect y o u  o f
it. W h en ev er y o u  su b m it a  p a p er w ith  y o u r n a m e o n  it, y o u  im p licitly  p ro m ise th a t its resea rch , rea so n in g , a n d  w o rd in g  a re y o u rs
u n less y o u  sp ecifica lly  a ttrib u te to  so m eo n e else.

H ere is th e b est w a y  to  th in k  a b o u t th is: If th e p erso n  w h o se w o rk  y o u  u sed  rea d  y o u r rep o rt, w o u ld  sh e reco g n ize a n y  o f it a s
h ers, in clu d in g  p a ra p h ra ses a n d  su m m a ries, o r ev en  g en era l id ea s o r m eth o d s fro m  h er o rig in a l w o rk ? If so , y o u  m u st cite th o se
b o rro w in g s.

7.10 G uard against Inappropriate Assistance
E x p erien ced  w riters reg u la rly  sh o w  th eir d ra fts to  o th ers fo r criticism  a n d  su g g estio n s, a n d  y o u  sh o u ld  to o . B u t in stru cto rs d iffer o n
h o w  m u ch  h elp  is a p p ro p ria te a n d  w h a t h elp  stu d en ts sh o u ld  a ck n o w led g e. W h en  y o u  g et h elp , a sk  tw o  q u estio n s:

1.  H o w  m u ch  h elp  is a p p ro p ria te?
Џ F o r a  cla ss p a p er, m o st in stru cto rs en co u ra g e stu d en ts to  g et g en era l criticism  a n d  m in o r ed itin g , b u t n o t d eta iled  rew ritin g  o r

su b sta n tiv e su g g estio n s.
Џ F o r a  th esis, d isserta tio n , o r w o rk  su b m itted  fo r p u b lica tio n , w riters g et a ll th e h elp  th ey  ca n  fro m  tea ch ers, rev iew ers, a n d

o th ers so  lo n g  a s th ey  d o n t b eco m e v irtu a l g h o stw riters.

B etw een  th o se ex trem es is a  g ra y  a rea . A sk  y o u r in stru cto r w h ere sh e d ra w s th e lin e, th en  g et a ll th e h elp  y o u  ca n  o n  th e rig h t
sid e o f it.

2.  W h a t h elp  m u st y o u  a ck n o w led g e in  y o u r rep o rt?
Џ F o r a  cla ss p a p er, y o u  u su a lly  a ren t req u ired  to  a ck n o w led g e g en era l criticism , m in o r ed itin g , o r h elp  fro m  a  sch o o l w ritin g

tu to r, b u t y o u  m u st a ck n o w led g e h elp  th a t s sp ecia l o r ex ten siv e. Y o u r in stru cto r sets th e ru les, so  a sk .
Џ F o r a  th esis, d isserta tio n , o r p u b lish ed  w o rk , y o u re n o t req u ired  to  a ck n o w led g e ro u tin e h elp , th o u g h  it s co u rteo u s a n d  o ften

p o litic to  d o  so  in  a  p refa ce (see A .2 .1.8  a n d  A .2 .1.9 ). B u t y o u  m u st a ck n o w led g e sp ecia l o r ex ten siv e ed itin g  a n d  cite in  a  n o te
m a jo r id ea s o r p h ra ses p ro v id ed  b y  o th ers.

7.11 W ork Through Chronic Procrastination and W riterõs Block
If y o u  ca n t seem  to  g et sta rted  o n  a  first d ra ft o r if y o u  stru g g le to  d ra ft m o re th a n  a  few  w o rd s, y o u  m a y  h a v e w riter s b lo ck . S o m e
ca ses a rise fro m  serio u s a n x ieties a b o u t sch o o l a n d  its p ressu res; if th a t m ig h t b e y o u , see a  co u n selo r. B u t m o st ca ses h a v e ca u ses
y o u  ca n  a d d ress:

Џ Y o u  m a y  b e stu ck  b eca u se y o u  h a v e n o  g o a ls o r h a v e g o a ls th a t a re to o  h ig h . If so , crea te a  ro u tin e a n d  set sm a ll, a ch iev a b le g o a ls.
D o  n o t b e relu cta n t to  u se d ev ices to  k eep  y o u rself m o v in g , su ch  a s a  p ro g ress ch a rt o r reg u la r m eetin g s w ith  a  w ritin g  p a rtn er.

Џ Y o u  m a y  feel so  in tim id a ted  b y  th e size o f th e ta sk  th a t y o u  d o n t k n o w  w h ere to  b eg in . If so , fo llo w  o u r su g g estio n s a b o u t d iv id in g
th e p ro cess in to  sm a ll, a ch iev a b le ta sk s; th en  fo cu s o n  d o in g  o n e sm a ll step  a t a  tim e. D o n t d w ell o n  th e w h o le ta sk  u n til y o u v e
co m p leted  sev era l sm a ll p a rts.

Џ Y o u  m a y  feel th a t y o u  h a v e to  m a k e ev ery  sen ten ce o r p a ra g ra p h  p erfect b efo re y o u  m o v e o n  to  th e n ex t o n e. If so , tell y o u rself
y o u re n o t w ritin g  a  d ra ft b u t o n ly  sk etch in g  o u t so m e id ea s; th en  g rit y o u r teeth  a n d  d o  so m e q u ick  a n d  d irty  w ritin g  to  g et
y o u rself sta rted . N ex t tim e y o u  ca n  a v o id  so m e o f th is o b sessio n  w ith  p erfectio n  if y o u  w rite a lo n g  th e w a y  a s y o u  resea rch ,
rem in d in g  y o u rself th a t y o u  a ren t w ritin g  a  first d ra ft. A n d  in  a n y  ev en t, w e a ll h a v e to  co m p ro m ise o n  p erfectio n  to  g et th e jo b
d o n e.

If y o u  h a v e p ro b lem s lik e th ese w ith  m o st o f y o u r w ritin g  p ro jects, g o  to  th e stu d en t lea rn in g  cen ter. T h ere a re p eo p le th ere w h o  h a v e
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w o rk ed  w ith  ev ery  k in d  o f p ro cra stin a to r a n d  b lo ck ed  w riter a n d  ca n  g iv e y o u  a d v ice ta ilo red  to  y o u r p ro b lem .
O n  th e o th er h a n d , so m e ca ses o f w riter s b lo ck  m a y  rea lly  b e o p p o rtu n ities to  let y o u r id ea s sim m er in  y o u r su b co n scio u s w h ile

th ey  co m b in e a n d  reco m b in e in to  so m eth in g  n ew  a n d  su rp risin g . If y o u re stu ck  b u t h a v e tim e (a n o th er rea so n  to  sta rt ea rly ), d o
so m eth in g  else fo r a  d a y  o r tw o . T h en  retu rn  to  th e ta sk  to  see if y o u  ca n  g et b a ck  o n  tra ck .
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8     Presenting Evidence in Tables and Figures

8 .1      C h o o se V erb a l o r V isu a l R ep resen ta tio n s

8 .2       C h o o se th e M o st E ffectiv e G ra p h ic

8 .3       D esig n  T a b les a n d  F ig u res

8.3.1     Fram e Each G raphic to Help Your Readers Understand It
8.3.2     Keep the Im age as Sim ple as Its Content Allows
8.3.3     Follow G uidelines for Tables, Bar Charts, and Line G raphs

8 .4       C o m m u n ica te D a ta  E th ica lly

If y o u r d a ta  a re in  th e fo rm  o f n u m b ers, m o st rea d ers g ra sp  th em  m o re ea sily  if y o u  p resen t th em  g ra p h ica lly . B u t y o u  fa ce m a n y
ch o ices o f g ra p h ic fo rm s, a n d  so m e fo rm s w ill su it y o u r d a ta  a n d  m essa g e b etter th a n  o th ers. In  th is ch a p ter, w e sh o w  y o u  h o w  to
ch o o se th e rig h t g ra p h ic fo rm  a n d  d esig n  it so  th a t rea d ers ca n  see b o th  w h a t y o u r d a ta  a re a n d  h o w  th ey  su p p o rt y o u r a rg u m en t.
(S ee p p . 4 13 14  in  th e b ib lio g ra p h y  fo r g u id es to  crea tin g  a n d  u sin g  g ra p h ics; see ch a p ter 2 6  fo r d eta ils o n  fo rm a ttin g  g ra p h ics.)1

8.1 Choose Verbal or Visual Representations
O rd in a rily , p resen t q u a n tita tiv e d a ta  v erb a lly  w h en  th ey  in clu d e o n ly  a  few  n u m b ers. (see ch a p ter 2 3  fo r p resen tin g  n u m b ers in
tex t.) P resen t th em  g ra p h ica lly  w h en  m o st o f y o u r ev id en ce is q u a n tita tiv e o r y o u  m u st co m m u n ica te a  la rg e set o f d a ta . B u t w h en
th e d a ta  a re few  a n d  sim p le, rea d ers ca n  g ra sp  th em  a s ea sily  in  a  sen ten ce a s in  a  ta b le lik e ta b le 8 .1:

In 1996, on average, m en earned $32,144 a year, wom en $23,710, a difference of $8,434.

Table 8.1. M ale-fem ale salaries ($), 1996

Table 8.2. Changes in fam ily structure, 1970ð2000

B u t if y o u  p resen t m o re th a n  fo u r o r fiv e n u m b ers in  a  p a ssa g e, rea d ers w ill stru g g le to  k eep  th em  stra ig h t, p a rticu la rly  if th ey  m u st
co m p a re th em , lik e th is:

Between 1970 and 2000, the structure of fam ilies changed in two ways. In 1970, 85 percent of fam ilies had two parents, but by 1980
that num ber had declined to 77 percent, then to 73 percent by 1990 and to 68 percent by 2000. The num ber of one-parent fam ilies
rose, particularly fam ilies headed by a m other. In 1970, 11 percent of fam ilies were headed by a single m other. By 1980 that num ber
rose to 18 percent, by 1990 to 22 percent, and to 23 percent by 2000. Single fathers headed 1 percent of fam ilies in 1970, 2 percent
in 1980, 3 percent in 1990, and 4 percent in 2000. Fam ilies with no adult in the hom e have rem ained stable at 3-4 percent.

T h o se d a ta  ca n  b e p resen ted  m o re effectiv ely  in  g ra p h ic fo rm , a s in  ta b le 8 .2 .

8.2 Choose the M ost Effective G raphic
W h en  y o u  g ra p h ica lly  p resen t d a ta  a s co m p lex  a s in  th a t p a ra g ra p h , y o u  h a v e m a n y  ch o ices. T h e sim p lest a n d  m o st co m m o n  a re
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ta b les, b a r ch a rts, a n d  lin e g ra p h s, ea ch  o f w h ich  h a s a  d istin ctiv e rh eto rica l effect.

Џ T o  em p h a size sp ecific v a lu es, u se a  ta b le lik e ta b le 8 .2 .
Џ T o  em p h a size co m p a riso n s th a t ca n  b e seen  a t a  g la n ce, u se a  b a r ch a rt lik e fig u re 8 .1.
Џ T o  em p h a size tren d s, u se a  lin e g ra p h  lik e fig u re 8 .2 .

W h ile ea ch  o f th ese fo rm s co m m u n ica tes th e sa m e d a ta , rea d ers resp o n d  to  th em  in  d ifferen t w a y s:

Figure 8.1. Changes in fam ily structure, 1970ð2000

Figure 8.2. Changes in fam ily structure, 1970ð2000

Џ A  ta b le seem s p recise a n d  o b jectiv e. It em p h a sizes in d iv id u a l n u m b ers a n d  fo rces rea d ers to  in fer rela tio n sh ip s o r tren d s (u n less
y o u  sta te th em  in  a n  in tro d u cto ry  sen ten ce).

Џ B o th  ch a rts a n d  lin e g ra p h s em p h a size a  v isu a l im a g e th a t co m m u n ica tes v a lu es less p recisely  b u t m o re q u ick ly  th a n  d o  th e ex a ct
n u m b ers o f a  ta b le. B u t th ey  a lso  d iffer:

Џ A  b a r ch a rt em p h a sizes co m p a riso n s a m o n g  d iscrete item s.
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Џ A  lin e g ra p h  em p h a sizes tren d s, u su a lly  o v er tim e.

C h o o se th e g ra p h ic fo rm  th a t b est a ch iev es th e effect y o u  in ten d , n o t th e first o n e th a t co m es to  m in d .
H o w  m a n y  ch o ices y o u  sh o u ld  co n sid er d ep en d s o n  y o u r ex p erien ce. If y o u re n ew  to  q u a n tita tiv e resea rch , lim it y o u r ch o ices to

b a sic ta b les, b a r ch a rts, a n d  lin e g ra p h s. Y o u r co m p u ter so ftw a re m a y  o ffer m o re ch o ices, b u t ig n o re th o se th a t y o u  a ren t fa m ilia r
w ith .

If y o u  a re d o in g  a d v a n ced  resea rch , rea d ers w ill ex p ect y o u  to  u se th e g ra p h ic fo rm  b est su ited  to  y o u r p o in t a n d  y o u r k in d  o f
d a ta , a n d  to  d ra w  fro m  a  la rg er ra n g e o f ch o ices. In  th a t ca se, co n su lt ta b le 8 .7 , w h ich  d escrib es th e rh eto rica l u ses o f o th er co m m o n
fo rm s. B u t y o u  m a y  h a v e to  co n sid er m o re crea tiv e w a y s o f rep resen tin g  d a ta  if y o u  a re w ritin g  a  d isserta tio n  o r a rticle in  a  field  in
w h ich  resea rch ers ro u tin ely  d isp la y  co m p lex  rela tio n sh ip s in  la rg e d a ta  sets.

8.3 Design Tables and Figures
C o m p u ter p ro g ra m s n o w  let y o u  crea te g ra p h ics so  d a zzlin g  th a t y o u  m ig h t b e tem p ted  to  let y o u r so ftw a re m a k e y o u r d esig n
d ecisio n s. B u t rea d ers d o n t ca re h o w  ela b o ra te y o u r g ra p h ics lo o k  if th ey  a re co n fu sin g , m islea d in g , o r irrelev a n t to  y o u r p o in t. Y o u
h a v e to  d ecid e h o w  to  m a k e th em  clea r, fo cu sed , a n d  relev a n t, th en  set y o u r so ftw a re to  reflect th a t ju d g m en t. (S ee A .3 .1.3  a n d
A .1.3 .4  o n  crea tin g  a n d  in sertin g  ta b les a n d  fig u res in  y o u r p a p er.)

8.3.1 Frame Each Graphic to Help Your Readers Understand It

A  g ra p h ic rep resen tin g  co m p lex  n u m b ers ra rely  sp ea k s fo r itself. Y o u  m u st fra m e it so  th a t rea d ers k n o w  w h a t to  see in  it a n d  h o w  to
u n d ersta n d  its relev a n ce to  y o u r a rg u m en t.

1.  In tro d u ce ta b les a n d  fig u res w ith  a  sen ten ce in  y o u r tex t th a t sta tes h o w  th e d a ta  su p p o rt y o u r p o in t. In clu d e in  th a t sen ten ce a n y
sp ecific n u m b er th a t y o u  w a n t rea d ers to  fo cu s o n . (T h a t n u m b er m u st a lso  a p p ea r in  th e ta b le o r fig u re.)

2.  L a b el ev ery  ta b le a n d  fig u re in  a  w a y  th a t d escrib es its d a ta  a n d , if p o ssib le, th eir im p o rta n t rela tio n sh ip s. F o r a  ta b le, th e la b el is
ca lled  a  title a n d  is set flu sh  left a b o v e; fo r a  fig u re, th e la b el is ca lled  a  ca p tio n  (o r leg en d ) a n d  is set flu sh  left b elo w . (F o r th e
fo rm s o f titles a n d  ca p tio n s, see ch a p ter 2 6 .) K eep  titles a n d  ca p tio n s sh o rt b u t d escrip tiv e en o u g h  to  in d ica te th e sp ecific n a tu re
o f th e d a ta  a n d  to  d ifferen tia te ev ery  g ra p h ic fro m  ev ery  o th er o n e.

Џ A v o id  m a k in g  th e title o r ca p tio n  a  g en era l to p ic:

Not        Heads of households

But        Changes in one- and two-parent heads of households, 1970ð2000
Џ U se n o u n  p h ra ses; a v o id  rela tiv e cla u ses in  fa v o r o f p a rticip les:

Not        Num ber of fam ilies that subscribe to weekly news m agazines

But        Num ber of fam ilies subscribing to weekly news m agazines

Џ D o  n o t g iv e b a ck g ro u n d  in fo rm a tio n  o r ch a ra cterize th e im p lica tio n s o f th e d a ta :

Not        W eaker effects of counseling on depressed children before professionalization of staff, 1995ð2004

But        Effect of counseling on depressed children, 1995ð2004
Џ B e su re la b els d istin g u ish  g ra p h ics p resen tin g  sim ila r d a ta :

Risk factors for high blood pressure am ong m en in M aywood, Illinois

Risk factors for high blood pressure am ong m en in Kingston, Jam aica

3.  P u t in to  th e ta b le o r fig u re in fo rm a tio n  th a t h elp s rea d ers see h o w  th e d a ta  su p p o rt y o u r p o in t. F o r ex a m p le, if n u m b ers in  a  ta b le
sh o w  a  tren d , a n d  if th e size o f th e ch a n g e m a tters, a d d  th e ch a n g e to  th e fin a l co lu m n . O r if a  lin e o n  a  g ra p h  ch a n g es in  resp o n se
to  a n  in flu en ce n o t m en tio n ed  o n  th e g ra p h , a s in  fig u re 8 .3 , a d d  tex t to  th e im a g e to  ex p la in  it:

Although reading and m ath scores initially declined by alm ost 100 points following redistricting, that trend was substantially
reversed by the introduction of supplem ental m ath and reading program s.
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Figure 8.3. SAT scores for M id-City High, 1990ð2005

Table 8.3. G asoline consum ption

Table 8.4. Per capita m ileage and gasoline consum ption, 1970ð2000

4.  H ig h lig h t th e p a rt o f th e ta b le o r fig u re th a t y o u  w a n t rea d ers to  fo cu s o n , p a rticu la rly  a n y  n u m b er o r rela tio n sh ip  m en tio n ed  in
th e sen ten ce in tro d u cin g  th e ta b le o r fig u re. F o r ex a m p le, w e h a v e to  stu d y  ta b le 8 .3  clo sely  to  see h o w  it su p p o rts th e fo llo w in g
in tro d u cto ry  sen ten ce:

M ost predictions about gasoline consum ption have proved wrong.

W e n eed  a n o th er sen ten ce ex p la in in g  h o w  th e n u m b ers rela te to  th e cla im , a  m o re in fo rm a tiv e title, a n d  v isu a l h elp  th a t
fo cu ses u s o n  w h a t to  lo o k  fo r (ta b le 8 .4 ):

G asoline consum ption did not grow as m any had predicted. Even though Am ericans drove 23 percent m ore m iles in 2000 than in
1970, they used 32 percent less fuel.

T h e a d d ed  sen ten ce tells u s h o w  to  in terp ret th e k ey  d a ta  in  ta b le 8 .4 , a n d  th e h ig h lig h t tells u s w h ere to  fin d  it.

8.3.2 Keep the Image as Simple as Its Content Allows

S o m e g u id es en co u ra g e y o u  to  p u t a s m u ch  d a ta  a s y o u  ca n  in  ev ery  g ra p h ic, b u t rea d ers w a n t to  see o n ly  th e d a ta  relev a n t to  y o u r
p o in t, p resen ted  in  a n  im a g e free o f d istra ctio n s.

1.  In clu d e o n ly  relev a n t d a ta . If y o u  w a n t to  in clu d e d a ta  ju st fo r th e reco rd , la b el it a cco rd in g ly  a n d  p u t it in  a n  a p p en d ix  (see
A .2 .3 .2 ).

2.  M a k e th e g rid  sim p le.
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Џ G ra p h ics

 B o x  a  g ra p h ic o n ly  if y o u  g ro u p  tw o  o r m o re fig u res.
 U se ca u tio n  in  em p lo y in g  sh a d in g  o r co lo r to  co n v ey  m ea n in g . E v en  if y o u  p rin t th e p a p er o n  a  co lo r p rin ter o r su b m it it a s a
P D F , it m a y  b e p rin ted  o r co p ied  la ter o n  a  b la ck -a n d -w h ite m a ch in e, a n d  if it is a  d isserta tio n , it m a y  b e m icro film ed .
S h a d in g  a n d  co lo r m a y  n o t rep ro d u ce w ell in  a n y  o f th ese fo rm s.
 N ev er crea te a  th ree-d im en sio n a l b a ck g ro u n d  fo r a  tw o -d im en sio n a l g ra p h ic. T h e a d d ed  d ep th  co n trib u tes n o th in g  a n d  ca n
d isto rt h o w  rea d ers ju d g e v a lu es.
 P lo t d a ta  o n  th ree d im en sio n s o n ly  w h en  y o u  ca n n o t d isp la y  th e d a ta  in  a n y  o th er w a y  a n d  y o u r rea d ers a re fa m ilia r w ith  su ch
g ra p h s.

Џ T a b les

 N ev er u se b o th  h o rizo n ta l a n d  v ertica l lin es to  d iv id e co lu m n s a n d  ro w s. U se lig h t g ra y  lin es if y o u  w a n t to  d irect y o u r
rea d er s ey es in  o n e d irectio n  to  co m p a re d a ta  o r if th e ta b le is u n u su a lly  co m p lex . B u t a v o id  u sin g  g ra y  lin es o r sh a d in g  in
a n y th in g  th a t w ill b e m icro film ed , b eca u se th e p h o to g ra p h ed  im a g e m a y  b e b lu rred .
 F o r ta b les w ith  m a n y  ro w s, lig h tly  sh a d e ev ery  fifth  ro w .
 D o  n o t u se a  fo n t size sm a ller th a n  n in e p o in ts fo r a  d o cu m en t th a t w ill b e m icro film ed . S m a ller fo n ts w ill b e illeg ib le.

Џ C h a rts a n d  g ra p h s

 U se g rid  lin es o n ly  if th e g ra p h ic is co m p lex  o r rea d ers n eed  to  see p recise n u m b ers. M a k e a ll g rid  lin es lig h t g ra y , u n less th e
tex t w ill b e m icro film ed .
 U se ca u tio n  in  em p lo y in g  sh a d in g  o r co lo r to  co n v ey  m ea n in g . E v en  if y o u  p rin t th e p a p er o n  a  co lo r p rin ter o r su b m it it a s a
P D F , it m a y  b e p rin ted  o r co p ied  la ter o n  a  b la ck -a n d -w h ite m a ch in e, a n d  if it is a  d isserta tio n , it m a y  b e m icro film ed .
S h a d in g  a n d  co lo r m a y  n o t rep ro d u ce w ell in  a n y  o f th ese fo rm s.
 N ev er crea te a  th ree-d im en sio n a l ch a rt o r g ra p h  if y o u  ca n  rep resen t th e sa m e d a ta  in  tw o  d im en sio n s. T h e a d d ed  d ep th
co n trib u tes n o th in g  a n d  ca n  d isto rt h o w  rea d ers ju d g e v a lu es.
 N ev er u se ico n ic b a rs (fo r ex a m p le, im a g es o f ca rs to  rep resen t a u to m o b ile p ro d u ctio n ). T h ey  a d d  n o th in g , ca n  d isto rt h o w
rea d ers ju d g e v a lu es, a n d  lo o k  a m a teu rish .

3.  U se clea r la b els.

Џ L a b el ro w s a n d  co lu m n s in  ta b les a n d  b o th  a x es in  ch a rts a n d  g ra p h s. (see ch a p ter 2 6  fo r p u n ctu a tio n  a n d  sp ellin g  in  la b els.)

Џ U se tick  m a rk s a n d  la b els to  in d ica te in terv a ls o n  th e v ertica l a x is o f a  g ra p h  (see fig . 8 .4 ).

Џ If p o ssib le, la b el lin es, b a r seg m en ts, a n d  th e lik e o n  th e im a g e ra th er th a n  in  a  ca p tio n  set to  th e sid e. D o  so  in  th e ca p tio n  o n ly
if la b els w o u ld  m a k e th e im a g e to o  co m p lex  to  rea d .

Џ W h en  sp ecific n u m b ers m a tter, a d d  th em  to  b a rs, seg m en ts, o r d o ts o n  lin es.

8.3.3 Follow Guidelines for Tables, Bar Charts, and Line Graphs

8.3.3.1 TABLES. T a b les w ith  lo ts o f d a ta  ca n  seem  esp ecia lly  d en se, so  k eep  th eir im a g e a n d  co n ten t a s sim p le a s p o ssib le.

Table 8.5. Unem ploym ent in m ajor industrial nations, 1990ð2000

Table 8.6. Changes in unem ploym ent rates of industrial nations, 1990ð2000
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Џ O rd er th e ro w s a n d  co lu m n s b y  a  p rin cip le th a t lets rea d ers q u ick ly  fin d  w h a t y o u  w a n t th em  to  see. D o  n o t a u to m a tica lly  ch o o se
a lp h a b etic o rd er.

Џ R o u n d  n u m b ers to  relev a n t v a lu es. If d ifferen ces o f less th a n  1,0 0 0  d o n t m a tter, th en  2 ,12 3 ,4 9 9  a n d  2 ,12 4 ,8 8 6  a re irrelev a n tly
p recise.

Џ S u m  to ta ls a t th e b o tto m  o f a  co lu m n  o r a t th e en d  o f a  ro w , n o t a t th e to p  o r left. C o m p a re ta b les 8 .5  a n d  8 .6 . T a b le 8 .5  lo o k s
clu ttered  a n d  its item s a ren t h elp fu lly  o rg a n ized . T a b le 8 .6  is clea rer b eca u se its title is m o re in fo rm a tiv e, th e ta b le h a s less
d istra ctin g  v isu a l clu tter, a n d  its item s a re o rg a n ized  to  let u s see p a ttern s m o re ea sily .

8.3.3.2 BAR CHARTS. B a r ch a rts co m m u n ica te a s m u ch  b y  im a g e a s b y  sp ecific n u m b ers. B a rs th a t seem  to  b e a rra n g ed  in  n o  p a ttern
im p ly  n o  p o in t, so  if p o ssib le, g ro u p  a n d  a rra n g e b a rs to  g iv e rea d ers a n  im a g e o f a n  o rd er th a t m a tch es y o u r p o in t.

F o r ex a m p le, lo o k  a t fig u re 8 .4  in  th e co n tex t o f th e ex p la n a to ry  sen ten ce b efo re it. T h e item s a re listed  a lp h a b etica lly , a n  o rd er
th a t d o esn t h elp  rea d ers see th e p o in t. In  co n tra st, fig u re 8 .5  su p p o rts th e cla im  w ith  a  co h eren t im a g e.

M ost of the desert area in the world is concentrated in North Africa and the M iddle East.
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Figure 8.4. W orldõs ten largest deserts

M ost of the desert area in the world is concentrated in North Africa and the M iddle East.
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Figure 8.5. W orld distribution of large deserts

In  sta n d a rd  b a r ch a rts, ea ch  b a r rep resen ts 10 0  p ercen t o f a  w h o le. B u t so m etim es it h elp s rea d ers if th ey  ca n  see sp ecific v a lu es
fo r p a rts o f th e w h o le. Y o u  ca n  d o  th a t in  eith er o f tw o  w a y s:

Џ A  sta ck ed  b a r  ch a rt su b d iv id es th e b a rs in to  p ro p o rtio n a l p a rts, a s in  th e ch a rt o n  th e left in  fig u re 8 .6 .
Џ A  g ro u p ed  b a r  ch a rt u ses a  sep a ra te b a r fo r ea ch  p a rt o f th e w h o le b u t g ro u p s th e b a rs, a s in  th e ch a rt o n  th e rig h t in  fig u re 8 .6 .

U se sta ck ed  b a rs o n ly  w h en  it s m o re im p o rta n t to  co m p a re w h o le v a lu es th a n  it is to  co m p a re th eir seg m en ts. R ea d ers, h o w ev er,
ca n t ea sily  g a u g e p ro p o rtio n s b y  ey e a lo n e, so  if y o u  d o  u se sta ck ed  b a rs, d o  th is:

Џ A rra n g e seg m en ts in  a  lo g ica l o rd er. If p o ssib le, p u t th e la rg est seg m en t a t th e b o tto m  in  th e d a rk est sh a d e.
Џ L a b el seg m en ts w ith  sp ecific n u m b ers a n d  co n n ect co rresp o n d in g  seg m en ts w ith  g ra y  lin es to  h elp  cla rify  p ro p o rtio n s.
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Figure 8.6. Stacked bar chart com pared to grouped bar chart

F ig u re 8 .7  sh o w s h o w  a  sta ck ed  b a r ch a rt is m o re rea d a b le w h en  irrelev a n t seg m en ts a re elim in a ted  a n d  th o se k ep t a re lo g ica lly
o rd ered  a n d  fu lly  la b eled .
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Figure 8.7. Stacked bar charts showing generators of nuclear energy, 1980ð1999

A  g ro u p ed  b a r ch a rt m a k es it ea sy  fo r rea d ers to  co m p a re p a rts o f a  w h o le, b u t d ifficu lt fo r th em  to  co m p a re d ifferen t w h o les
b eca u se th ey  m u st d o  m en ta l a rith m etic. If y o u  g ro u p  b a rs b eca u se th e seg m en ts a re m o re im p o rta n t th a n  th e w h o les, d o  th is:

Џ A rra n g e g ro u p s o f b a rs in  a  lo g ica l o rd er; if p o ssib le, p u t b a rs o f sim ila r size n ex t to  o n e a n o th er (o rd er b a rs w ith in  g ro u p s in  th e
sa m e w a y ).

Џ L a b el g ro u p s w ith  th e n u m b er fo r th e w h o le, eith er a b o v e ea ch  g ro u p  o r b elo w  th e la b els o n  th e b o tto m .

M o st d a ta  th a t fit a  b a r ch a rt ca n  a lso  b e rep resen ted  in  a  p ie ch a rt. It is a  p o p u la r ch o ice in  m a g a zin es, ta b lo id s, a n d  a n n u a l
rep o rts, b u t it s h a rd er to  rea d  th a n  a  b a r ch a rt, a n d  it in v ites m isin terp reta tio n  b eca u se rea d ers m u st m en ta lly  co m p a re p ro p o rtio n s
o f seg m en ts w h o se size is h a rd  to  ju d g e in  th e first p la ce. M o st resea rch ers co n sid er th em  a m a teu rish . U se b a r ch a rts in stea d .

8.3.3.3 LINE G RAPHS. B eca u se a  lin e g ra p h  em p h a sizes tren d s, rea d ers m u st see a  clea r im a g e to  in terp ret it co rrectly . T o  crea te a  clea r
im a g e, d o  th e fo llo w in g :

Џ C h o o se th e v a ria b le th a t m a k es th e lin e g o  in  th e d irectio n , u p  o r d o w n , th a t su p p o rts y o u r p o in t. If th e g o o d  n ew s is a  red u ctio n
(d o w n ) in  h ig h  sch o o l d ro p o u ts, y o u  ca n  m o re effectiv ely  rep resen t th e sa m e d a ta  a s a n  in crea se in  reten tio n  (u p ).

Џ P lo t m o re th a n  six  lin es o n  o n e g ra p h  o n ly  if y o u  ca n n o t m a k e y o u r p o in t in  a n y  o th er w a y .
Џ D o  n o t d ep en d  o n  d ifferen t sh a d es o f g ra y  to  d istin g u ish  lin es, a s in  fig u re 8 .8 .
Џ W h en  y o u  crea te a  lin e g ra p h  fro m  o n ly  a  few  v a lu es, th e lin es w ill b e less p recise. S o  if y o u  p lo t few er th a n  ten  v a lu es (ca lled  d a ta

p o in ts), in d ica te th a t b y  a d d in g  a  d o t a t ea ch  d a ta  p o in t, a s in  fig u re 8 .9 . If th o se v a lu es a re relev a n t, y o u  ca n  a d d  n u m b ers a b o v e
th e d o ts. D o  n o t a d d  d o ts to  lin es p lo tted  fro m  ten  o r m o re d a ta  p o in ts.

C o m p a re fig u re 8 .8  a n d  fig u re 8 .9 . B ey o n d  its g en era l sto ry , fig u re 8 .8  is h a rd er to  rea d  b eca u se th e sh a d es o f g ra y  d o  n o t d istin g u ish
th e lin es w ell a n d  b eca u se o u r ey es h a v e to  flick  b a ck  a n d  fo rth  to  co n n ect lin es w ith  v a ria b les a n d  th eir n u m b ers. F ig u re 8 .9  m a k es
th o se co n n ectio n s clea rer.

T h ese d ifferen t w a y s o f sh o w in g  th e sa m e d a ta  ca n  b e co n fu sin g . Y o u  ca n  cu t th ro u g h  th a t co n fu sio n  if y o u  first rep resen t th e
sa m e d a ta  in  d ifferen t w a y s (y o u r co m p u ter p ro g ra m  w ill u su a lly  let y o u  d o  th a t q u ick ly ) a n d  th en  a sk  so m eo n e u n fa m ilia r w ith  th e
d a ta  to  ju d g e th e rep resen ta tio n s fo r im p a ct a n d  cla rity . B e su re to  in tro d u ce th e rep resen ta tio n s w ith  a  sen ten ce th a t sta tes th e
cla im  y o u  w a n t th e ta b le o r fig u re to  su p p o rt.
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Figure 8.8. Foreign-born residents in the United States, 1870ð1990
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Figure 8.9. Foreign-born residents in the United States, 1870ð1990

8.4 Com m unicate Data Ethically
Y o u r g ra p h ic m u st b e n o t o n ly  clea r, a ccu ra te, a n d  relev a n t b u t a lso  h o n est. It sh o u ld  n o t d isto rt its d a ta  o r th eir rela tio n sh ip s to
m a k e a  p o in t. F o r ex a m p le, th e tw o  b a r ch a rts in  fig u re 8 .10  d isp la y  id en tica l d a ta  y et seem  to  sen d  d ifferen t m essa g es. T h e fu ll sca le
in  th e fig u re o n  th e left crea tes a  fa irly  fla t slo p e, w h ich  m a k es th e d ro p  in  p o llu tio n  seem  sm a ll. T h e v ertica l sca le in  th e fig u re o n  th e
rig h t, h o w ev er, b eg in s n o t a t 0  b u t a t 8 0 . W h en  a  sca le is th a t tru n ca ted , its d ra w n -o u t slo p e ex a g g era tes sm a ll co n tra sts.

G ra p h s ca n  a lso  m islea d  b y  im p ly in g  fa lse co rrela tio n s. S o m eo n e cla im in g  th a t u n em p lo y m en t g o es d o w n  w h en  u n io n
m em b ersh ip  g o es d o w n  m ig h t o ffer fig u re 8 .11 a s ev id en ce. A n d  in d eed , u n io n  m em b ersh ip  a n d  th e u n em p lo y m en t ra te seem  to
m o v e to g eth er so  clo sely  th a t a  rea d er m ig h t in fer th ey  a re ca u sa lly  rela ted . B u t th e sca le fo r th e left a x is in  fig u re 8 .11 (u n io n
m em b ersh ip ) d iffers fro m  th e sca le fo r th e rig h t a x is (th e u n em p lo y m en t ra te). T h e tw o  sca les h a v e b een  d elib era tely  sk ew ed  to
m a k e th e tw o  d eclin es seem  p a ra llel. T h ey  m a y  b e rela ted , b u t th a t d isto rted  im a g e d o esn t p ro v e it.

G ra p h s ca n  a lso  m islea d  w h en  th e im a g e en co u ra g es rea d ers to  m isju d g e v a lu es. T h e tw o  ch a rts in  fig u re 8 .12  seem  to
co m m u n ica te d ifferen t m essa g es ev en  th o u g h  th ey  rep resen t ex a ctly  th e sa m e d a ta . T h ese tw o  ch a rts a re sta ck ed  a rea  ch a rts.
D esp ite th eir v isu a l d ifferen ces, th ey  rep resen t th e sa m e d a ta . T h ese sta ck ed  a rea  ch a rts rep resen t d ifferen ces in  v a lu es n o t b y  th e
a n g les o f th e lin es b u t b y  th e a rea s b etw een  th em . In  b o th  ch a rts, th e b a n d s fo r so u th , ea st, a n d  w est a re ro u g h ly  th e sa m e w id th
th ro u g h o u t, in d ica tin g  little ch a n g e in  th e v a lu es th ey  rep resen t. T h e b a n d  fo r th e n o rth , h o w ev er, w id en s sh a rp ly , rep resen tin g  a
la rg e in crea se in  th e v a lu e it rep resen ts. In  th e ch a rt o n  th e left, rea d ers a re lik ely  to  m isju d g e th e to p  th ree b a n d s b eca u se th ey  a re
o n  to p  o f th e risin g  n o rth  b a n d , m a k in g  th o se b a n d s seem  to  rise a s w ell. In  th e ch a rt o n  th e rig h t, o n  th e o th er h a n d , th o se th ree
b a n d s d o  n o t rise b eca u se th ey  a re o n  th e b o tto m . H ere o n ly  th e b a n d  fo r th e n o rth  rises.
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Figure 8.10. Capitol City pollution index, 1982ð1994
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Figure 8.11. Union m em bership and unem ploym ent rate, 1993ð1999
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Figure 8.12. Representation of collar counties am ong State U. undergraduates (percentage of total)

H ere a re fo u r g u id elin es fo r a v o id in g  v isu a l m isrep resen ta tio n s:

Џ D o  n o t m a n ip u la te a  sca le to  m a g n ify  o r red u ce a  co n tra st.
Џ D o  n o t u se a  fig u re w h o se im a g e d isto rts v a lu es.
Џ D o  n o t m a k e a  ta b le o r fig u re u n n ecessa rily  co m p lex  o r m islea d in g ly  sim p le.
Џ If th e ta b le o r fig u re su p p o rts a  p o in t, sta te it.

Table 8.7. Com m on graphic form s and their uses

 Data Rhetorical uses

Bar chart

 

Com pares the value of one variable across a series of item s
called cases (e.g., average salaries for service
workersvariable in six com paniescases).

Creates strong visual contrasts am ong individual cases,
em phasizing com parisons. For specific values, add
num bers to bars. Can show ranks or trends. Vertical
bars (called colum ns) are m ost com m on, but bars can
be horizontal if cases are num erous or have com plex
labels. See section 8.3.3.2.

Bar chart, grouped or split

Com pares the value of one variable, divided into subsets,
across a series of cases (e.g., average salariesvariable for
m en and wom en service workerssubsets in six
com paniescases).

Contrasts subsets within and across individual cases;
not useful for com paring total values for cases. For
specific values, add num bers to bars. G rouped bars
show ranking or trends poorly; useful for tim e series
only if trends are unim portant. See section 8.3.3.2.

Bar chart, stacked

Com pares the value of one variable, divided into two or m ore
Best for com paring totals across cases and subsets
within cases; difficult to com pare subsets across cases

6 9



subsets, across a series of cases (e.g., harassm ent
com plaintsvariable segm ented by regionsubsets in six
industriescases).

(use grouped bars). For specific values, add num bers to
bars and segm ents. Useful for tim e series. Can show
ranks or trends for total values only. See section
8.3.3.2.

Histogram

Com pares two variables, with one segm ented into ranges
that function like the cases in a bar graph (e.g., service
workerscontinuous variable whose salary is $0-5,000, $5-
10,000, $10-15,000, etc.segm ented variable).

Best for com paring segm ents within continuous data
sets. Shows trends but em phasizes segm ents (e.g., a
sudden spike at $5-10,000 representing part-tim e
workers). For specific values, add num bers to bars.

Im age chart

Shows value of one or m ore variables for cases displayed on
a m ap, diagram , or other im age (e.g., statescases colored
red or blue to show voting patternsvariable).

Shows the distribution of the data in relation to
preexisting categories; deem phasizes specific values.
Best when the im age is fam iliar, as in a m ap or diagram
of a process.

Pie chart

Shows the proportion of a single variable for a series of cases
(e.g., the budget sharevariable of US cabinet
departm entscases).

Best for com paring one segm ent to the whole. Useful
only with few segm ents or segm ents that are very
different in size; otherwise com parisons am ong
segm ents are difficult. For specific values, add num bers
to segm ents. Com m on in popular venues, frowned on
by professionals. See 8.3.3.2.

Line graph

Com pares continuous variables for one or m ore cases (e.g.,
tem peraturevariable and viscosityvariable in two fluidscases).

Best for showing trends; deem phasizes specific values.
Useful for tim e series. To show specific values, add
num bers to data points. To show the significance of a
trend, segm ent the grid (e.g., below or above average
perform ance). See 8.3.3.3.

Area chart

Com pares two continuous variables for one or m ore cases
(e.g., reading test scoresvariable over tim evariable in a
school districtcase).

Shows trends; deem phasizes specific values. Can be
used for tim e series. To show specific values, add
num bers to data points. Areas below the lines add no
inform ation and will lead som e readers to m isjudge
values. Confusing with m ultiple lines/areas.

Area chart, stacked

Com pares two continuous variables for two or m ore cases
(e.g., Profit variable over tim evariable for several
productscases).

Shows the trend for the total of all cases, plus how
m uch each case contributes to that total. Likely to
m islead readers on the value or the trend for any
individual case, as explained in section 8.4.
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Scatterplot

Com pares two variables at m ultiple data points for a single
case (e.g., housing salesvariable and distance from
downtownvariable in one city case)or at one data point for
m ultiple cases (e.g., brand loyaltyvariable and repair
frequencyvariable for ten m anufacturerscases).

Best for showing the distribution of data, especially
when there is no clear trend or when the focus is on
outlying data points. If only a few data points are
plotted, it allows a focus on individual values.

Bubble chart

Com pares three variables at m ultiple data points for a
single case (e.g., housing sales,variable distance from
downtown,variable and prices variable in one citycase) or
at one data point for m ultiple cases (e.g., im age
advertising,variable repair frequency,variable and brand
loyaltyvariable for ten m anufacturerscases).

Em phasizes the relationship between the third variable
(bubbles) and the first two; m ost useful when the
question is whether the third variable is a product of the
others. Readers easily m isjudge relative values shown
by bubbles; adding num bers m itigates that problem .

1. A  n o te o n  term in o lo g y : T h e term s fo r g ra p h ics v a ry , so  w e w ill stip u la te o u rs. In  th is ch a p ter, w e u se th e term  g ra p h ics to  refer
to  a ll v isu a l rep resen ta tio n s o f ev id en ce. A n o th er term  so m etim es u sed  fo r su ch  rep resen ta tio n s is illu stra tio n s. T ra d itio n a lly ,
g ra p h ics a re d iv id ed  in to  ta b les a n d  fig u res. A  ta b le is a  g rid  w ith  co lu m n s a n d  ro w s th a t p resen t d a ta  in  n u m b ers o r w o rd s o rg a n ized
b y  ca teg o ries. F ig u res a re a ll o th er g ra p h ic fo rm s, in clu d in g  g ra p h s, ch a rts, p h o to g ra p h s, d ra w in g s, a n d  d ia g ra m s. F ig u res th a t
p resen t q u a n tita tiv e d a ta  a re d iv id ed  in to  ch a rts, ty p ica lly  co n sistin g  o f b a rs, circles, p o in ts, o r o th er sh a p es, a n d  g ra p h s, ty p ica lly
co n sistin g  o f co n tin u o u s lin es. F o r a  su rv ey  o f co m m o n  fig u res, see ta b le 8 .7 .
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9     Revising Your Draft

9 .1      C h eck  fo r B lin d  S p o ts in  Y o u r A rg u m en t

9 .2       C h eck  Y o u r In tro d u ctio n , C o n clu sio n , a n d  C la im

9 .3       M a k e S u re th e B o d y  o f Y o u r R ep o rt Is C o h eren t

9 .4       C h eck  Y o u r P a ra g ra p h s

9 .5       L et Y o u r D ra ft C o o l, T h en  P a ra p h ra se It

S o m e n ew  resea rch ers th in k  th a t o n ce th ey  h a v e a  d ra ft, th ey re d o n e. T h o u g h tfu l w riters k n o w  b etter. T h ey  w rite a  first d ra ft n o t fo r
th eir rea d ers b u t fo r th em selv es, to  see w h eth er th ey  ca n  m a k e th e ca se th ey  h o p ed  to  (o r a  b etter o n e). T h en  th ey  rev ise th eir d ra ft
u n til th ey  th in k  it m eets th e n eed s a n d  ex p ecta tio n s o f th eir rea d ers. T h a t s h a rd , b eca u se w e a ll k n o w  o u r o w n  w o rk  to o  w ell to  rea d
it a s o th ers w ill. T o  rev ise effectiv ely , y o u  m u st k n o w  w h a t rea d ers lo o k  fo r a n d  w h eth er y o u r d ra ft h elp s th em  fin d  it. T o  th a t en d ,
o u r a d v ice m a y  seem  m ech a n ica l. B u t o n ly  w h en  y o u  ca n  a n a ly ze y o u r d ra ft o b jectiv ely  ca n  y o u  a v o id  rea d in g  in to  it w h a t y o u  w a n t
y o u r rea d ers to  g et o u t o f it.

W e su g g est rev isin g  fro m  th e to p  d o w n : first th e o u ter fra m e  (in tro d u ctio n  a n d  co n clu sio n ), th en  o v era ll o rg a n iza tio n , th en
sectio n s, p a ra g ra p h s, sen ten ces, a n d  fin a lly  sty listic issu es su ch  a s sp ellin g  a n d  p u n ctu a tio n  (fo r g u id a n ce o n  th ese issu es, see p a rt
3 ). O f co u rse n o  o n e rev ises so  n ea tly . A ll o f u s fid d le w ith  w o rd s a s w e m o v e p a ra g ra p h s a ro u n d  a n d  reo rg a n ize a s w e rev ise a
sen ten ce. B u t y o u re lik ely  to  m a k e th e b est rev isio n s if y o u  rev ise fro m  w h o le to  p a rt, ev en  if a t th e m o m en t y o u re rev isin g  a  p a rt is
th e o n ly  w h o le y o u  h a v e.

M a n y  ex p erien ced  resea rch ers fin d  th a t th ey  ca n  ed it h a rd  co p y  m o re relia b ly  th a n  th ey  ca n  ed it tex t o n  th eir co m p u ter screen .
Y o u  m ig h t ed it ea rly  d ra fts o n  th e screen , b u t y o u  m a y  ca tch  m o re erro rs a n d  g et a  b etter sen se o f th e o v era ll stru ctu re o f y o u r rep o rt
if y o u  rea d  a t lea st o n e la ter v ersio n  o f it o n  p a p er, a s y o u r rea d ers w ill.

9.1 Check for Blind Spots in Your Argum ent
C o m p letin g  a  d ra ft is a n  a cco m p lish m en t, b u t d o n t fin ish  th e first d ra ft a n d  th en  m o v e im m ed ia tely  to  fin e-tu n in g  sen ten ces. A fter
th e first d ra ft, p a rts o f y o u r a rg u m en t w ill lik ely  still n o t sta n d  u p  to  a  ro b u st ch a llen g e. If y o u  in v est a  lo t o f tim e in  p o lish in g
sen ten ces, it ca n  b e h a rd  to  la ter a ccep t th a t a  sectio n  o f y o u r a rg u m en t n eed s to  b e refra m ed , esp ecia lly  if y o u  a re n ew  to  resea rch .
In stea d , ch eck  y o u r a rg u m en t s rea so n in g . H a v e y o u  co n sid ered  th e stro n g est relev a n t co u n tera rg u m en ts? H a v e y o u  lo o k ed  fo r
ev id en ce th a t ch a llen g es o r co m p lica tes y o u r rea so n s? H a v e y o u  co n sid ered  a ltern a tiv e in terp reta tio n s o f y o u r ev id en ce? If n o t, n o w
is th e tim e. If y o u  fin d  it d ifficu lt to  th in k  o f sig n ifica n t a ltern a tiv es to  y o u r a rg u m en t, n o w  th a t y o u  h a v e co m p leted  a  d ra ft, y o u r
p ro fesso r m ig h t b e w illin g  to  ta lk  w ith  y o u  a b o u t w h ere y o u r a rg u m en t o v erlo o k s lik ely  o b jectio n s.

9.2 Check Your Introduction, Conclusion, and Claim
Y o u r rea d ers m u st reco g n ize th ree th in g s q u ick ly  a n d  u n a m b ig u o u sly :

Џ w h ere y o u r in tro d u ctio n  en d s
Џ w h ere y o u r co n clu sio n  b eg in s
Џ w h a t sen ten ces in  o n e o r b o th  sta te y o u r cla im

T o  m a k e th e first tw o  clea rly  v isib le, y o u  m ig h t in sert a  su b h ea d  o r ex tra  sp a ce b etw een  y o u r in tro d u ctio n  a n d  b o d y  a n d  a n o th er
b etw een  th e b o d y  a n d  co n clu sio n . (C h a p ter 10  d iscu sses rev isin g  y o u r la st d ra ft in tro d u ctio n  a n d  co n clu sio n  in  d eta il, p a rticu la rly
h o w  a n d  w h ere y o u  sig n a l y o u r cla im .)

9.3 M ake Sure the Body of Your Report Is Coherent
O n ce y o u  fra m e y o u r rep o rt clea rly , ch eck  its b o d y . R ea d ers w ill th in k  y o u r rep o rt is co h eren t w h en  th ey  see th e fo llo w in g :

Џ w h a t k ey  term s ru n  th ro u g h  a ll sectio n s o f th e rep o rt
Џ w h ere ea ch  sectio n  a n d  su b sectio n  en d s a n d  th e n ex t b eg in s
Џ h o w  ea ch  sectio n  rela tes to  th e o n e b efo re it
Џ w h a t ro le ea ch  sectio n  p la y s in  th e w h o le
Џ w h a t sen ten ce in  ea ch  sectio n  a n d  su b sectio n  sta tes its p o in t
Џ w h a t d istin ctiv e k ey  term s ru n  th ro u g h  ea ch  sectio n

T o  en su re th a t y o u r rea d ers w ill see th o se fea tu res, ch eck  fo r th e fo llo w in g :

1.  D o  k ey  term s ru n  th ro u g h  y o u r w h o le rep o rt?
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Џ C ircle k ey  term s in  th e cla im  in  y o u r in tro d u ctio n  a n d  in  y o u r co n clu sio n  (rev iew  7 .3 ).

Џ C ircle th o se sa m e term s in  th e b o d y  o f y o u r rep o rt.

Џ U n d erlin e o th er w o rd s rela ted  to  co n cep ts n a m ed  b y  th o se circled  term s.

If rea d ers d o n t see y o u r k ey  term s in  m o st p a ra g ra p h s, th ey  m a y  th in k  y o u r rep o rt w a n d ers. R ev ise b y  w o rk in g  th o se term s
in to  p a rts th a t la ck  th em . If y o u  u n d erlin ed  m a n y  m o re w o rd s th a n  y o u  circled , b e su re th a t rea d ers w ill reco g n ize h o w  th e
u n d erlin ed  w o rd s rela te to  th e co n cep ts n a m ed  in  y o u r circled  k ey  term s. If rea d ers m ig h t m iss th e co n n ectio n s, ch a n g e so m e o f
th o se rela ted  w o rd s to  th e k ey  term s. If y o u  rea lly  d id  stra y  fro m  y o u r lin e o f rea so n in g , y o u  h a v e so m e serio u s rev isin g  to  d o .

2.  Is th e b eg in n in g  o f ea ch  sectio n  a n d  su b sectio n  clea rly  sig n a led ?
Y o u  ca n  u se su b h ea d s to  sig n a l tra n sitio n s fro m  o n e m a jo r sectio n  to  th e n ex t (rev iew  6 .2 .4 ). In  a  lo n g  p a p er, y o u  m ig h t a d d  a n

ex tra  sp a ce a t th e m a jo r jo in ts. If y o u  h a v e a  p ro b lem  d ecid in g  w h a t w o rd s to  u se in  su b h ea d s o r w h ere to  p u t th em , y o u r rea d ers
w ill h a v e a  b ig g er o n e, b eca u se th ey  p ro b a b ly  w o n t see y o u r o rg a n iza tio n . (F o r sty les o f d ifferen t lev els o f h ea d s, see A .2 .2 .4 .)

3.  D o es ea ch  m a jo r sectio n  b eg in  w ith  w o rd s th a t sig n a l h o w  th a t sectio n  rela tes to  th e o n e b efo re it?
R ea d ers m u st n o t o n ly  reco g n ize w h ere sectio n s b eg in  a n d  en d  b u t a lso  u n d ersta n d  w h y  th ey  a re o rd ered  a s th ey  a re (see

6 .2 .5 6 .2 .6 ). S ig n a l th e lo g ic o f y o u r o rd er w ith  w o rd s su ch  a s C o n seq u en tly , In  co n tra st, M o re im p o rta n tly , S o m e h a v e o b jected
th a t, a n d  so  o n .

4.  Is it clea r h o w  ea ch  sectio n  is relev a n t to  th e w h o le?
O f ea ch  sectio n , a sk  W h a t q u estio n  d o es th is sectio n  a n sw er? If it d o esn t h elp  to  a n sw er o n e o f th e fiv e q u estio n s w h o se

a n sw ers co n stitu te a n  a rg u m en t (see 5 .2 ), th in k  a b o u t its relev a n ce: d o es it crea te a  co n tex t, ex p la in  a  b a ck g ro u n d  co n cep t o r
issu e, o r h elp  rea d ers in  so m e o th er w a y ? If y o u  ca n t ex p la in  h o w  a  sectio n  rela tes to  y o u r cla im , co n sid er cu ttin g  it.

5.  Is th e p o in t o f ea ch  sectio n  sta ted  in  a  sen ten ce a t th e en d  o f a  b rief in tro d u ctio n  to  th a t sectio n  (o r a t its en d )?
If y o u  h a v e a  ch o ice, sta te th e p o in t o f a  sectio n  a t th e en d  o f its in tro d u ctio n . U n d er n o  circu m sta n ces b u ry  th e p o in t o f a

sectio n  in  its m id d le. If a  sectio n  is lo n g er th a n  fo u r o r fiv e p a g es, y o u  m ig h t resta te th e p o in t a t its en d .
6.  D o  th e sp ecific term s th a t d istin g u ish  a  sectio n  ru n  th ro u g h  it?

J u st a s th e k ey  term s th a t u n ify  y o u r w h o le rep o rt d istin g u ish  it fro m  o th er rep o rts, so  sh o u ld  th e k ey  term s th a t d istin g u ish
ea ch  sectio n  a n d  su b sectio n  ru n  th ro u g h  a n d  u n ify  th a t sectio n . R ep ea t step  I fo r ea ch  sectio n : fin d  th e sen ten ce th a t ex p resses its
p o in t a n d  id en tify  th e k ey  term s th a t d istin g u ish  th a t sectio n  fro m  th e o th ers. T h en  ch eck  w h eth er th o se term s ru n  th ro u g h  th a t
sectio n . If y o u  fin d  n o  k ey  term s, th en  y o u r rea d ers m ig h t n o t see w h a t d istin ct id ea s th a t sectio n  co n trib u tes to  th e w h o le.

9.4 Check Your Paragraphs
E a ch  p a ra g ra p h  sh o u ld  b e relev a n t to  th e p o in t o f its sectio n . A n d  lik e sectio n s, ea ch  p a ra g ra p h  sh o u ld  h a v e a  sen ten ce o r tw o
in tro d u cin g  it, u su a lly  sta tin g  its p o in t a n d  in clu d in g  th e k ey  co n cep ts th a t th e rest o f th e p a ra g ra p h  d ev elo p s. If th e o p en in g
sen ten ces o f a  p a ra g ra p h  d o n t sta te its p o in t, th en  its la st o n e sh o u ld . O rd er y o u r sen ten ces b y  so m e p rin cip le a n d  m a k e th em
relev a n t to  th e p o in t o f th e p a ra g ra p h  (fo r p rin cip les o f o rd er, see 6 .2 .5 ).

A v o id  strin g s o f sh o rt p a ra g ra p h s (few er th a n  fiv e lin es) a n d  v ery  lo n g  o n es (fo r m o st field s, m o re th a n  h a lf a  p a g e). R eserv e th e
u se o f tw o - o r th ree-sen ten ce p a ra g ra p h s fo r lists, tra n sitio n s, in tro d u ctio n s a n d  co n clu sio n s to  sectio n s, a n d  sta tem en ts th a t y o u
w a n t to  em p h a size. (W e u se sh o rt p a ra g ra p h s h ere so  th a t rea d ers ca n  m o re ea sily  sk im ra rely  a  co n sid era tio n  in  rep o rt w ritin g .)

9.5 Let Your Draft Cool, Then Paraphrase It
If y o u  sta rt y o u r p ro ject ea rly , y o u ll h a v e tim e to  let y o u r rev ised  d ra ft co o l. W h a t seem s g o o d  o n e d a y  o ften  lo o k s d ifferen t th e n ex t.
W h en  y o u  retu rn  to  y o u r d ra ft, d o n t rea d  it stra ig h t th ro u g h ; sk im  its to p -lev el p a rts: its in tro d u ctio n , th e first p a ra g ra p h  o f ea ch
m a jo r sectio n , a n d  th e co n clu sio n . T h en , b a sed  o n  w h a t y o u  h a v e rea d , p a ra p h ra se it fo r so m eo n e w h o  h a sn t rea d  it. D o es th e
p a ra p h ra se h a n g  to g eth er? D o es it fa irly  su m  u p  y o u r a rg u m en t? E v en  b etter, a sk  so m eo n e else to  sk im  y o u r rep o rt b y  rea d in g  ju st
its in tro d u ctio n  a n d  th e in tro d u ctio n  to  ea ch  m a jo r sectio n : h o w  w ell th a t p erso n  su m m a rizes y o u r rep o rt w ill p red ict h o w  w ell y o u r
rea d ers w ill u n d ersta n d  it.

F in a lly , a lw a y s rev ise in  lig h t o f a  tea ch er s o r a d v iso r s a d v ice. N o t o n ly  w o u ld  y o u  a n n o y  a n y o n e w h o  ta k es tim e to  rea d  a  d ra ft
a n d  m a k e su g g estio n s o n ly  to  see y o u  ig n o re th em , b u t y o u  w o u ld  p a ss u p  a n  o p p o rtu n ity  to  im p ro v e y o u r rep o rt. T h a t d o esn t m ea n
y o u  m u st fo llo w  ev ery  su g g estio n , b u t y o u  sh o u ld  co n sid er ea ch  o n e ca refu lly .
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10     W riting Your Final Introduction and Conclusion

10 .1   D ra ft Y o u r F in a l In tro d u ctio n

10.1.1   Establish a Brief Context of Prior Research
10.1.2   Restate Your Q uestion as Som ething Not Known or Fully Understood
10.1.3   State the Significance of Your Q uestion
10.1.4   State Your Claim
10.1.5   Draft a New First Sentence

10 .2    D ra ft Y o u r F in a l C o n clu sio n

10.2.1   Restate Your Claim
10.2.2   Point O ut a New Significance, a Practical Application, or New Research (or All Three)

10 .3    W rite Y o u r T itle L a st

O n ce y o u  h a v e a  fin a l d ra ft a n d  ca n  see w h a t y o u  h a v e a ctu a lly  w ritten , y o u  ca n  w rite y o u r fin a l in tro d u ctio n  a n d  co n clu sio n . T h ese
tw o  fra m in g  p a rts o f y o u r rep o rt cru cia lly  in flu en ce h o w  rea d ers w ill u n d ersta n d  a n d  rem em b er th e rest o f it, so  it s w o rth  y o u r tim e
to  m a k e th em  a s clea r a n d  co m p ellin g  a s y o u  ca n .

Y o u r in tro d u ctio n  h a s th ree a im s. It sh o u ld  d o  th e fo llo w in g :

Џ p u t y o u r resea rch  in  th e co n tex t o f o th er resea rch
Џ m a k e rea d ers u n d ersta n d  w h y  th ey  sh o u ld  rea d  y o u r rep o rt
Џ g iv e th em  a  fra m ew o rk  fo r u n d ersta n d in g  it

M o st in tro d u ctio n s ru n  a b o u t 10  p ercen t o f th e w h o le (in  th e scien ces th ey  a re o ften  sh o rter).
Y o u r co n clu sio n  a lso  h a s th ree a im s. It sh o u ld  d o  th e fo llo w in g :

Џ lea v e rea d ers w ith  a  clea r id ea  o f y o u r cla im
Џ m a k e rea d ers u n d ersta n d  its im p o rta n ce
Џ su g g est fu rth er resea rch

Y o u r co n clu sio n  sh o u ld  u su a lly  b e sh o rter th a n  y o u r in tro d u ctio n . (In  th eses a n d  d isserta tio n s, th e in tro d u ctio n  a n d  co n clu sio n  a re
u su a lly  sep a ra te ch a p ters.)

10.1 Draft Your Final Introduction
D ifferen t field s seem  to  in tro d u ce rep o rts in  d ifferen t w a y s, b u t b eh in d  m o st o f th em  is a  p a ttern  w ith  th e fo u r p a rts d escrib ed  in
6 .2 .2 :

1.  O p en in g  co n tex t o r b a ck g ro u n d . W h en  th is su m m a rizes relev a n t resea rch , it s ca lled  a  litera tu re rev iew  th a t p u ts y o u r p ro ject in
th e co n tex t o f o th er resea rch  a n d  sets u p  th e n ex t step . K eep  it sh o rt.

2.  A  sta tem en t o f y o u r resea rch  q u estio n . T h is is ty p ica lly  a  sta tem en t o f w h a t isn t k n o w n  o r u n d ersto o d  o r o f w h a t is fla w ed  a b o u t
th e resea rch  y o u  cited  in  step  1. It o ften  b eg in s w ith  b u t, h o w ev er, o r a n o th er w o rd  sig n a lin g  a  q u a lifica tio n .

3.  T h e sig n ifica n ce o f y o u r q u estio n . T h is a n sw ers S o  w h a t? It is k ey  to  m o tiv a tin g  y o u r rea d ers.
4.  Y o u r cla im . T h is a n sw ers y o u r resea rch  q u estio n  ex p ressed  in  step  2 . H ere is a n  a b b rev ia ted  ex a m p le (ea ch  sen ten ce co u ld  b e

ex p a n d ed  to  a  p a ra g ra p h  o r m o re):
 
For centuries, risk analysts have studied risk as a problem  in statistics and the rational uses of probability theory.context But risk
com m unicators have discovered that ordinary people think about risk in ways that seem  unrelated to statistically based
probabilities.question Until we understand how nonexperts think about risk, an im portant aspect of hum an cognition will rem ain a
puzzle.significance It appears that nonexperts judge risk by visualizing worst-case scenarios, then assessing how frightening the
im age is.claim

10.1.1 Establish a Brief Context of Prior Research

N o t ev ery  rep o rt o p en s w ith  a  su rv ey  o f resea rch . S o m e b eg in  d irectly  w ith  a  resea rch  q u estio n  sta ted  a s so m eth in g  n o t k n o w n  o r
u n d ersto o d , fo llo w ed  b y  a  rev iew  o f th e relev a n t litera tu re. T h is is a  co m m o n  stra teg y  w h en  th e g a p  in  k n o w led g e o r u n d ersta n d in g
is w ell k n o w n :

The relationship between secondhand sm oke and heart disease is still contested.
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B u t if th a t g a p  isn t w ell k n o w n , su ch  a n  o p en in g  ca n  feel a b ru p t, lik e th is o n e:

Researchers do not understand how ordinary people think about risk.

A s a  ru le, w riters p rep a re rea d ers b y  d escrib in g  th e p rio r resea rch  th a t th eir resea rch  w ill ex ten d , m o d ify , o r co rrect. If th e rep o rt
is in ten d ed  fo r g en era l rea d ers, th e co n tex t ca n  b e b rief:

W e all take risks every dayñ when we cross the street or eat high-fat food, even when we take a bath. The study of risk began with
gam es of chance, so it has long been treated m athem atically. By the twentieth century, researchers used m athem atical tools to
study risk in m any areas: investm ents, com m ercial products, even war. As a result, m ost researchers think that risk is a statistically
quantifiable problem  and that decisions about it should be rationally based.

In  a  rep o rt in ten d ed  fo r o th er resea rch ers, th is o p en in g  co n tex t ty p ica lly  d escrib es th e sp ecific resea rch  th a t th e rep o rt w ill ex ten d
o r m o d ify . It is im p o rta n t to  rep resen t th is p rio r resea rch  fa irly , so  d escrib e it a s th o se resea rch ers w o u ld .

Ever since G irolam o Cardano thought about gam es of chance in quantitative term s in the sixteenth century (Cardano 1545), risk has
been treated as a purely m athem atical problem . Analyses of risk significantly im proved in the seventeenth century when Pascal,
Leibniz, and others developed the calculus (Bernstein 1996). In the twentieth century, researchers widened their focus to study risk
in all areas of life: investm ents, consum er products, the environm ent, even war (Stim son 1990; 1998). These problem s, too, have
been addressed alm ost exclusively from  a m athem atical perspective. [Detailed discussion of contem porary research follows.]

S o m e rep o rts, esp ecia lly  th eses a n d  d isserta tio n s, g o  o n  lik e th a t fo r p a g es, citin g  sco res o f b o o k s a n d  a rticles o n ly  m a rg in a lly
relev a n t to  th e to p ic, u su a lly  to  sh o w  h o w  w id ely  th e resea rch er h a s rea d . T h a t k in d  o f su rv ey  ca n  p ro v id e h elp fu l b ib lio g ra p h y  to
o th er resea rch ers, esp ecia lly  n ew  o n es, b u t b u sy  rea d ers w a n t to  k n o w  a b o u t o n ly  th e sp ecific resea rch  th a t th e resea rch er in ten d s to
ex ten d , m o d ify , o r co rrect.

It is im p o rta n t to  rep resen t th is p rio r resea rch  fa irly  a n d  fu lly : d escrib e it a s th e resea rch er y o u re citin g  w o u ld , ev en  q u o tin g , n o t
selectiv ely  o r o u t o f co n tex t b u t a s sh e w o u ld  rep resen t h er o w n  w o rk .

E a rly  in  y o u r ca reer y o u  m ig h t n o t b e a b le to  w rite th is rev iew  o f p rio r resea rch  w ith  m u ch  co n fid en ce, b eca u se y o u re u n lik ely  to
k n o w  m u ch  o f it. If so , im a g in e y o u r rea d er a s so m eo n e lik e y o u rself b efo re y o u  sta rted  y o u r resea rch . W h a t d id  y o u  th en  n o t k n o w ?
W h a t d id  y o u  th en  g et w ro n g  th a t y o u r resea rch  h a s co rrected ? H o w  h a s it im p ro v ed  y o u r o w n  fla w ed  u n d ersta n d in g ? T h is is w h ere
y o u  ca n  u se a  w o rk in g  h y p o th esis th a t y o u  rejected : It m ig h t seem  th a t X  is so , b u t  (see a lso  4 .1.2 ).

10.1.2 Restate Your Question as Something Not Known or Fully Understood

A fter th e o p en in g  co n tex t, sta te w h a t th a t p rio r resea rch  h a sn t d o n e o r h o w  it s in co m p lete, ev en  w ro n g . In tro d u ce th a t q u a lifica tio n
o r co n tra d ictio n  w ith  b u t, h o w ev er, o r so m e o th er term  in d ica tin g  th a t y o u re a b o u t to  m o d ify  th e receiv ed  k n o w led g e a n d
u n d ersta n d in g  th a t y o u  ju st su rv ey ed :

Ever since G irolam o Cardano é  m athem atical perspective.context But risk com m unicators have discovered that ordinary people think
about risk in ways that are irrational and unrelated to statistically realistic probabilities. W hat is not understood is whether such
nonexpert risk assessm ent is based on random  guesses or whether it has system atic properties.question restated

10.1.3 State the Significance of Your Question

N o w  y o u  m u st sh o w  y o u r rea d ers th e sig n ifica n ce o f a n sw erin g  y o u r resea rch  q u estio n . Im a g in e a  rea d er a sk in g  th a t m o st v ex in g
q u estio n , S o  w h a t?, th en  a n sw er it. F ra m e y o u r resp o n se a s a  la rg er co st o f n o t k n o w in g  th e a n sw er to  y o u r resea rch  q u estio n :

Ever since G irolam o Cardano é  m athem atical perspective.context But risk com m unicators have discovered thaté  W hat is not
understood is whether such nonexpert risk assessm ent is based on random  guesses or whether it has system atic properties.question
restated [S o  w h a t?] Until we understand how risk is understood by nonexperts, an im portant aspect of hum an reasoning will rem ain a
puzzle: the kind of cognitive processing that seem s system atic but lies outside the range of what is called òrational
thinking.ósignificance

A ltern a tiv ely  y o u  ca n  p h ra se th e co st a s a  b en efit:

Ever since G irolam o Cardano é  m athem atical perspective.context But risk com m unicators have discovered thaté  W hat is not
understood is whether such nonexpert risk assessm ent is based on random  guesses or whether it has system atic properties.question
restated [S o  w h a t?] If we could understand how ordinary people m ake decisions about risks in their daily lives, we could better
understand a kind of cognitive processing that seem s system atic but lies outside the range of what is called òrational
thinking.ósignificance

Y o u  m a y  stru g g le to  a n sw er th a t S o  w h a t? It is a  p ro b lem  th a t o n ly  ex p erien ce ca n  so lv e, b u t th e fa ct is, ev en  ex p erien ced
resea rch ers ca n  b e v ex ed  b y  it.

10.1.4 State Your Claim

O n ce y o u  sta te th a t so m eth in g  isn t k n o w n  o r u n d ersto o d  a n d  w h y  it sh o u ld  b e, rea d ers w a n t to  see y o u r cla im , th e a n sw er to  y o u r
resea rch  q u estio n  (w e a b b rev ia te a  g o o d  d ea l in  w h a t fo llo w s):
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Ever since G irolam o Cardano é  m athem atical perspective.context But risk com m unicators have discovered that ordinary people think
about risk in ways that are system atic but irrational and unrelated to statistically realistic probabilities.question [S o  w h a t?] Until we
understand how risk is understood by nonexperts, an im portant kind of hum an reasoning will rem ain a puzzle: the kind of cognitive
processing that seem s system atic but lies outside the range of what is called òrational thinking.ósignificance It appears that nonexperts
assess risk not by assigning quantitative probabilities to events that m ight occur but by visualizing worst-case scenarios, then
assigning degrees of risk according to how vivid and frightening the im age is.claim

If y o u  h a v e rea so n  to  w ith h o ld  y o u r cla im  u n til th e en d  o f y o u r p a p er, w rite a  sen ten ce to  co n clu d e y o u r in tro d u ctio n  th a t u ses
th e k ey  term s fro m  th a t cla im  a n d  th a t fra m es w h a t fo llo w s:

It appears that nonexperts assess risk not by assigning quantitative probabilities but by system atically using properties of their visual
im agination.prom ise of claim

T h o se fo u r step s m a y  seem  m ech a n ica l, b u t th ey  co n stitu te th e in tro d u ctio n s to  m o st resea rch  rep o rts in  ev ery  field , b o th  in sid e
th e a ca d em ic w o rld  a n d  o u t. A s y o u  rea d  y o u r so u rces, esp ecia lly  jo u rn a l a rticles, w a tch  fo r th a t fo u r-p a rt fra m ew o rk . Y o u  w ill n o t
o n ly  lea rn  a  ra n g e o f stra teg ies fo r w ritin g  y o u r o w n  in tro d u ctio n s b u t b etter u n d ersta n d  th e o n es y o u  rea d .

10.1.5 Draft a New First Sentence

S o m e w riters fin d  it so  d ifficu lt to  w rite th e first sen ten ce o f a  rep o rt th a t th ey  fa ll in to  clich s. A v o id  th ese:

Џ D o  n o t rep ea t th e la n g u a g e o f y o u r a ssig n m en t.
Џ D o  n o t q u o te a  d ictio n a ry  d efin itio n : W eb ster d efin es risk  a s 
Џ D o  n o t p o n tifica te: F o r cen tu ries, p h ilo so p h ers h a v e d eb a ted  th e b u rn in g  q u estio n  o f  (G o o d  q u estio n s sp ea k  th eir o w n

im p o rta n ce.)

If y o u  w a n t to  b eg in  w ith  so m eth in g  liv elier th a n  p rio r resea rch , try  o n e o r m o re o f th ese o p en ers (b u t n o te th e w a rn in g  th a t
fo llo w s):

1.  A  strik in g  q u o ta tio n :

As som eone once said, calculating risk is like judging beauty: itõs all in the eye of the irrational beholder.

2.  A  strik in g  fa ct:

M any people drive rather than fly because the vivid im age of an airplane crash terrifies them , even though they are m any tim es
m ore likely to die in a car crash than a plane wreck.

3.  A  relev a n t a n ecd o te:

G eorge M iller always drove long distances to m eet clients because he believed that the risk of an airplane crash was too great.
Even when he broke his back in an autom obile accident, he still thought he had m ade the right calculation. òAt least I survived.
The odds of surviving an airplane crash are zero!ó

Y o u  ca n  co m b in e a ll th ree:

As som eone once said, calculating risk is like judging beauty: itõs all in the eye of the irrational beholder. For exam ple, m any people
drive rather than fly because the vivid im age of an airplane crash terrifies them , even though they are m ore likely to die in a car
crash than a plane wreck. Because of this sort of irrational thinking, G eorge M iller always drove long distances to m eet clients
because he believed that the risk of an airplane crash was too great. Even when he broke his back in an autom obile accident, he still
thought he had m ade the right calculation. òAt least I survived. The odds of surviving an airplane crash are zero!ó

B e su re to  in clu d e in  th ese o p en ers term s th a t refer to  th e k ey  co n cep ts y o u ll u se w h en  y o u  w rite th e rest o f th e in tro d u ctio n  (a n d
th e rest o f th e rep o rt). In  th is ca se, th ey  in clu d e ca lcu la tin g , risk , v iv id  im a g e, irra tio n a l, m o re lik ely .

N o w  th e w a rn in g : b efo re y o u  w rite a  sn a p p y  o p en in g , b e su re th a t o th ers in  y o u r field  u se th em . In  so m e field s th ey re co n sid ered
to o  jo u rn a listic fo r serio u s sch o la rsh ip .

10.2 Draft Your Final Conclusion
If y o u  h a v e n o  b etter p la n , b u ild  y o u r co n clu sio n  a ro u n d  th e elem en ts o f y o u r in tro d u ctio n , in  rev erse o rd er.

10.2.1 Restate Your Claim

R esta te y o u r cla im  ea rly  in  y o u r co n clu sio n , m o re fu lly  th a n  in  y o u r in tro d u ctio n :

O rdinary people m ake decisions about risk not on a rational or quantifiable basis but on the basis of at least six psychological factors
that not only involve em otion but system atically draw on the power of visual im agination.

A t th is p o in t y o u re p ro b a b ly  su re w h a t y o u r cla im  is, b u t ev en  so , ta k e th is la st ch a n ce to  rep h ra se it to  m a k e it a s sp ecific a n d
co m p lete a s y o u  ca n .
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10.2.2 Point Out a New Significance, a Practical Application, or New Research (or All Three)

A fter sta tin g  y o u r cla im , rem in d  rea d ers o f its sig n ifica n ce, o r b etter, sta te a  n ew  sig n ifica n ce o r a  p ra ctica l a p p lica tio n  o f y o u r cla im :

These findings suggest a hitherto unsuspected aspect of hum an cognition, a quantitative logic independent of statistical probabilities
involving degrees of precision or realism  in visualization. O nce we understand this im aginative but system atic assessm ent of risk, it
should be possible for risk com m unicators to better explain risk in everyday life.

F in a lly , su g g est fu rth er resea rch . T h is g estu re su g g ests h o w  th e co m m u n ity  o f resea rch ers ca n  co n tin u e th e co n v ersa tio n . It m irro rs
th e o p en in g  co n tex t:

Although these factors im prove our understanding of risk, they do not exhaust the òhum anó factors in judgm ents of it. W e m ust also
investigate the relevance of age, gender, education, and intelligence. For exam ple,é

10.3 W rite Your Title Last
Y o u r title is th e first th in g  y o u r rea d ers rea d ; it sh o u ld  b e th e la st th in g  y o u  w rite. It sh o u ld  b o th  a n n o u n ce th e to p ic o f y o u r rep o rt
a n d  co m m u n ica te its co n cep tu a l fra m ew o rk , so  b u ild  it o u t o f th e k ey  term s th a t y o u  ea rlier circled  a n d  u n d erlin ed  (rev iew  9 .3 ).
C o m p a re th ese th ree titles:

Risk
Thinking about Risk
Irrational but System atic Risk Assessm ent: The Role of Visual Im agination in Calculating Relative Risk

T h e first title is a ccu ra te b u t to o  g en era l to  g iv e u s m u ch  g u id a n ce a b o u t w h a t is to  co m e. T h e seco n d  is m o re sp ecific, b u t th e th ird
u ses b o th  a  title a n d  a  su b title to  g iv e u s a d v a n ce n o tice a b o u t th e k ey w o rd s th a t w ill a p p ea r in  w h a t fo llo w s. W h en  rea d ers see th e
k ey w o rd s in  a  title tu rn  u p  a g a in  in  y o u r in tro d u ctio n  a n d  th en  a g a in  th ro u g h o u t y o u r rep o rt, th ey re m o re lik ely  to  feel th a t its p a rts
h a n g  to g eth er. T w o -p a rt titles a re m o st u sefu l: th ey  g iv e y o u  p len ty  o f o p p o rtu n ity  to  u se y o u r k ey w o rd s to  a n n o u n ce y o u r k ey
co n cep ts.

A t th is p o in t y o u  m a y  b e so  sick  o f y o u r rep o rt th a t y o u  w a n t n o th in g  m o re th a n  to  k ick  it o u t th e d o o r. R esist th a t im p u lse; y o u
h a v e o n e m o re im p o rta n t ta sk .
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11     Revising Sentences

11.1   F o cu s o n  th e F irst S ev en  o r E ig h t W o rd s o f a  S en ten ce

11.1.1    Avoid Long Introductory Phrases and Clauses
11.1.2    M ake Subjects Short and Concrete
11.1.3    Avoid Interrupting Subjects and Verbs with M ore than a W ord or Two
11.1.4    Put Key Actions in Verbs, Not in Nouns
11.1.5    Put Inform ation Fam iliar to Readers at the Beginning of a Sentence, New Inform ation at the End
11.1.6    Choose Active or Passive Verbs to Reflect the Previous Principles
11.1.7    Use First-Person Pronouns Appropriately

11.2    D ia g n o se W h a t Y o u  R ea d

11.3    C h o o se th e R ig h t W o rd

11.4    P o lish  It U p

11.5    G iv e It U p  a n d  P rin t It O u t

Y o u r la st b ig  ta sk  is to  m a k e y o u r sen ten ces a s clea r a s y o u r id ea s a llo w . O n  so m e o cca sio n s y o u  m a y  k n o w  y o u r w ritin g  is a w k w a rd ,
esp ecia lly  if y o u re w ritin g  a b o u t a n  u n fa m ilia r a n d  co m p lex  to p ic fo r in tim id a tin g  rea d ers. In  fa ct, y o u  m a y  ev en  feel y o u v e
fo rg o tten  h o w  to  w rite clea rly  a t a ll. Y o u  n eed  a  p la n  to  rev ise sen ten ces th a t y o u  ca n  see n eed  h elp , b u t ev en  m o re, y o u  n eed  a  w a y
first to  id en tify  th o se th a t y o u  th in k  a re fin e b u t th a t rea d ers m ig h t th in k  a re n o t.

W e ca n t tell y o u  h o w  to  fix  ev ery  p ro b lem  in  ev ery  sen ten ce, b u t w e ca n  tell y o u  h o w  to  d ea l w ith  th o se th a t m o st o ften  a fflict a
w riter stru g g lin g  to  so u n d  lik e a  serio u s sch o la r,  a  sty le th a t m o st ex p erien ced  rea d ers th in k  is ju st p reten tio u s. H ere is a  sh o rt
ex a m p le:

1a. An understanding of terrorist thinking could achieve im provem ents in the protection of the public.

H o w ev er im p ressiv e th a t so u n d s, th e stu d en t w h o  w ro te it m ea n t o n ly  th is:

1b. If we understood how terrorists think, we could protect the public better.

T o  d ia g n o se 1a  a n d  rev ise it in to  1b , h o w ev er, y o u  m u st k n o w  a  few  g ra m m a tica l term s: n o u n , v erb , a ctiv e v erb , p a ssiv e v erb , w h o le
su b ject, sim p le su b ject, m a in  cla u se, su b o rd in a te cla u se. If th ey re o n ly  a  d im  m em o ry , sk im  a  g ra m m a r g u id e b efo re y o u  g o  o n .

11.1 Focus on the First Seven or Eight W ords of a Sentence
J u st a s th e k ey  to  a  clea rly  w ritten  rep o rt, sectio n , o r p a ra g ra p h  is in  its first few  sen ten ces, so  is th e k ey  to  a  clea rly  w ritten  sen ten ce
in  its first few  w o rd s. W h en  rea d ers g ra sp  th o se first sev en  o r eig h t w o rd s ea sily , th ey  rea d  w h a t fo llo w s fa ster, u n d ersta n d  it b etter,
a n d  rem em b er it lo n g er. It is th e d ifferen ce b etw een  th ese tw o  sen ten ces:

2a. The Federalistsõ argum ent in regard to the destabilization of governm ent by popular dem ocracy arose from  their belief in the
tendency of factions to further their self-interest at the expense of the com m on good.

2b. The Federalists argued that popular dem ocracy destabilized governm ent, because they believed that factions tended to further
their self-interest at the expense of the com m on good.

T o  w rite a  sen ten ce lik e 2 b , o r to  rev ise o n e lik e 2 a  in to  2 b , fo llo w  th ese sev en  p rin cip les:

Џ A v o id  in tro d u cin g  m o re th a n  a  few  sen ten ces w ith  lo n g  p h ra ses a n d  cla u ses; g et to  th e su b ject o f y o u r sen ten ce q u ick ly .
Џ M a k e su b jects sh o rt a n d  co n crete, id ea lly  n a m in g  th e ch a ra cter th a t p erfo rm s th e a ctio n  ex p ressed  b y  th e v erb  th a t fo llo w s.
Џ A v o id  in terru p tin g  th e su b ject a n d  v erb  w ith  m o re th a n  a  w o rd  o r tw o .
Џ P u t k ey  a ctio n s in  v erb s, n o t in  n o u n s.
Џ P u t in fo rm a tio n  fa m ilia r to  rea d ers a t th e b eg in n in g  o f a  sen ten ce, n ew  in fo rm a tio n  a t th e en d .
Џ C h o o se a ctiv e o r p a ssiv e v erb s to  reflect th e p rev io u s p rin cip les.
Џ U se first-p erso n  p ro n o u n s a p p ro p ria tely .

T h o se p rin cip les a d d  u p  to  th is: rea d ers w a n t to  g et p a st a  sh o rt, co n crete, fa m ilia r su b ject q u ick ly  a n d  ea sily  to  a  v erb  ex p ressin g  a
sp ecific a ctio n . W h en  y o u  d o  th a t, th e rest o f y o u r sen ten ce w ill u su a lly  ta k e ca re o f itself. T o  d ia g n o se y o u r o w n  w ritin g , lo o k  fo r
th o se ch a ra cteristics in  it. S k im  th e first sev en  o r eig h t w o rd s o f ev ery  sen ten ce. L o o k  clo sely  a t sen ten ces th a t d o n t m eet th o se
criteria , th en  rev ise th em  a s fo llo w s.
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11.1.1 Avoid Long Introductory Phrases and Clauses

C o m p a re th ese tw o  sen ten ces (in tro d u cto ry  p h ra ses a re b o ld fa ced , w h o le su b jects ita licized ):

3a. In view of claim s by researchers on higher education indicating at least one change by m ost undergraduate students of their
m ajor field of study, first-year students seem  not well inform ed about choosing a m ajor field of study.

3b. Researchers on higher education claim  that m ost students change their m ajor field of study at least once during their
undergraduate career. If that is so, then first-year students seem  not well inform ed when they choose a m ajor.

M o st rea d ers fin d  3 a  h a rd er to  rea d  th a n  3 b , b eca u se it m a k es th em  w o rk  th ro u g h  a  tw en ty -fo u r-w o rd  p h ra se b efo re th ey  rea ch  its
su b ject (first-y ea r stu d en ts). In  th e tw o  sen ten ces in  3 b , rea d ers im m ed ia tely  sta rt w ith  a  su b ject, R esea rch ers, o r rea ch  it a fter a  v ery
sh o rt cla u se, If th a t is so .

T h e p rin cip le is th is: sta rt m o st o f y o u r sen ten ces d irectly  w ith  th eir su b jects. B eg in  o n ly  a  few  sen ten ces w ith  in tro d u cto ry
p h ra ses o r cla u ses lo n g er th a n  ten  o r so  w o rd s. Y o u  ca n  u su a lly  rev ise lo n g  in tro d u cto ry  p h ra ses a n d  su b o rd in a te cla u ses in to
sep a ra te in d ep en d en t sen ten ces a s in  3 b .

11.1.2 Make Subjects Short and Concrete

R ea d ers m u st g ra sp  th e su b ject o f a  sen ten ce ea sily , b u t th ey  ca n t w h en  th e su b ject is lo n g , co m p lex , a n d  a b stra ct. C o m p a re th ese
tw o  sen ten ces (th e w h o le su b jects in  ea ch  a re ita licized ; th e o n e-w o rd  sim p le su b ject is b o ld fa ced ):

4a. A school system õs successful adoption of a new reading curriculum  for its elem entary schools depends on the dem onstration in
each school of the com m itm ent of its principal and the cooperation of teachers in setting reasonable goals.

4b. A school system  will successfully adopt a new reading curriculum  for elem entary schools only when each principal dem onstrates
that she is com m itted to it and teachers cooperate to set reasonable goals.

In  4 a , th e w h o le su b ject is fo u rteen  w o rd s lo n g , a n d  its sim p le su b ject is a n  a b stra ctio n a d o p tio n . In  4 b , th e clea rer v ersio n , th e
w h o le su b ject o f ev ery  v erb  is sh o rt, a n d  ea ch  sim p le su b ject is rela tiv ely  co n crete: sch o o l sy stem , ea ch  p rin cip a l, sh e, tea ch ers.
M o reo v er, ea ch  o f th o se su b jects p erfo rm s th e a ctio n  in  its v erb : sy stem  w ill a d o p t, p rin cip a l d em o n stra tes, sh e is co m m itted ,
tea ch ers co o p era te.

T h e p rin cip le is th is: rea d ers ten d  to  ju d g e a  sen ten ce to  b e rea d a b le w h en  th e su b ject o f its v erb  n a m es th e m a in  ch a ra cter in  a
few  co n crete w o rd s, id ea lly  a  ch a ra cter th a t is a lso  th e d o er  o f th e a ctio n  ex p ressed  b y  th e v erb  th a t fo llo w s.

B u t th ere s a  co m p lica tio n : y o u  ca n  o ften  tell clea r sto ries a b o u t a b stra ct ch a ra cters:

5. No skill is m ore valued in the professional world than problem  solving. The ability to solve problem s quickly requires us to fram e
situations in different ways and to find m ore than one solution. In fact, effective problem  solving m ay define general intelligence.

F ew  rea d ers h a v e tro u b le w ith  th o se a b stra ct su b jects, b eca u se th ey re sh o rt a n d  fa m ilia r: n o  sk ill, th e a b ility  to  so lv e p ro b lem s
q u ick ly , a n d  effectiv e p ro b lem  so lv in g . W h a t g iv es rea d ers tro u b le is a n  a b stra ct su b ject th a t is lo n g  a n d  u n fa m ilia r.

T o  fix  sen ten ces w ith  lo n g , a b stra ct su b jects, rev ise in  th ree step s:

Џ Id en tify  th e m a in  ch a ra cter in  th e sen ten ce.
Џ F in d  its k ey  a ctio n , a n d  if it is b u ried  in  a n  a b stra ct n o u n , m a k e it a  v erb .
Џ M a k e th e m a in  ch a ra cter th e su b ject o f th a t n ew  v erb .

F o r ex a m p le, co m p a re 6 a  a n d  6 b  (a ctio n s a re b o ld fa ced ; v erb s a re ca p ita lized ):

6a. W ithout a m eans for analyzing interactions between social class and education in regard to the creation of m ore job
opportunities, success in understanding econom ic m obility W ILL REM AIN lim ited.

6b. Econom ists do not entirely UNDERSTAND econom ic m obility, because they cannot ANALYZE how social class and education
INTERACT to CREATE m ore job opportunities.

In  b o th  sen ten ces th e m a in  ch a ra cter is eco n o m ists, b u t in  6 a  th a t ch a ra cter isn t th e su b ject o f a n y  v erb ; in  fa ct, it s n o t in  th e
sen ten ce a t a ll: w e m u st in fer it fro m  a ctio n s b u ried  in  n o u n s a n a ly zin g  a n d  u n d ersta n d in g  (w h a t eco n o m ists d o ). W e rev ise 6 a  in to
6 b  b y  m a k in g  th e m a in  ch a ra cters, eco n o m ists, so cia l cla ss, a n d  ed u ca tio n , su b jects o f th e ex p licit v erb s u n d ersta n d , a n a ly ze,
in tera ct, a n d  crea te.

R ea d ers w a n t su b jects to  n a m e th e m a in  ch a ra cters in  y o u r sto ry , id ea lly  flesh -a n d -b lo o d  ch a ra cters, a n d  sp ecific v erb s to  n a m e
th eir k ey  a ctio n s.

11.1.3 Avoid Interrupting Subjects and Verbs with More than a W ord or Two

O n ce p a st a  sh o rt su b ject, rea d ers w a n t to  g et to  a  v erb  q u ick ly , so  a v o id  sp littin g  a  v erb  fro m  its su b ject w ith  lo n g  p h ra ses a n d
cla u ses:

7a. Som e econom ists, because they write in a style that is im personal and objective, do not com m unicate with laypeople easily.

In  7 a , th e b eca u se cla u se sep a ra tes th e su b ject so m e eco n o m ists fro m  th e v erb  d o  n o t co m m u n ica te, fo rcin g  u s to  su sp en d  o u r
m en ta l b rea th . T o  rev ise, m o v e th e in terru p tin g  cla u se to  th e b eg in n in g  o r en d  o f its sen ten ce, d ep en d in g  o n  w h eth er it co n n ects
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m o re clo sely  to  th e sen ten ce b efo re o r th e o n e a fter. W h en  in  d o u b t, p u t it a t th e en d  (fo r m o re o n  th is, see 11.1.5 ).

7b. Because som e econom ists write in a style that is im personal and objective, they do not com m unicate with laypeople easily. This
inability to com m unicate é

7c. Som e econom ists do not com m unicate with laypeople easily because they write in a style that is im personal and objective. They
use passive verbs and é

R ea d ers m a n a g e sh o rt in terru p tio n s m o re ea sily :

8. Few econom ists deliberately write in a style that is im personal and objective.

11.1.4 Put Key Actions in Verbs, Not in Nouns

R ea d ers w a n t to  g et to  a  v erb  q u ick ly , b u t th ey  a lso  w a n t th a t v erb  to  ex p ress a  k ey  a ctio n . S o  a v o id  u sin g  a n  em p ty  v erb  su ch  a s
h a v e, d o , m a k e, o r b e to  in tro d u ce a n  a ctio n  b u ried  in  a n  a b stra ct n o u n . M a k e th e n o u n  a  v erb .

C o m p a re th ese tw o  sen ten ces (n o u n s n a m in g  a ctio n s a re b o ld fa ced ; v erb s n a m in g  a ctio n s a re ca p ita lized ; v erb s ex p ressin g  little
a ctio n  a re ita licized ):

9a. During the early years of the Civil W ar, the Southõs attem pt at enlisting G reat Britain on its side was m et with failure.

9b. During the early years of the Civil W ar, the South ATTEM PTED to ENLIST G reat Britain on its side but FAILED.

In  9 a , th ree im p o rta n t a ctio n s a ren t v erb s b u t n o u n s: a ttem p t, en listin g , fa ilu re. S en ten ce 9 b  seem s m o re d irect b eca u se it ex p resses
th o se a ctio n s in  v erb s: a ttem p ted , en list, fa iled .

11.1.5 Put Information Familiar to Readers at the Beginning of a Sentence, New Information at the End

R ea d ers u n d ersta n d  a  sen ten ce m o st rea d ily  w h en  th ey  g ra sp  its su b ject ea sily , a n d  th e ea siest su b ject to  g ra sp  is n o t ju st sh o rt a n d
co n crete b u t a lso  fa m ilia r. C o m p a re h o w  th e seco n d  sen ten ce in  ea ch  o f th e fo llo w in g  p a ssa g es d o es o r d o esn t co n trib u te to  a  sen se
o f flo w :

10a. New questions about the nature of the universe have been raised by scientists studying black holes in space. The collapse of a
dead star into a point perhaps no larger than a m arble creates a black hole. So m uch m atter squeezed into so little volum e changes
the fabric of space around it in odd ways.

10b. New questions about the nature of the universe have been raised by scientists studying black holes in space. A black hole is
created by the collapse of a dead star into a point no larger than a m arble. So m uch m atter squeezed into so little volum e changes
the fabric of space around it in odd ways.

M o st rea d ers th in k  10 b  flo w s b etter th a n  10 a , p a rtly  b eca u se th e su b ject o f th e seco n d  sen ten ce, A  b la ck  h o le, is sh o rter a n d  m o re
co n crete th a n  th e lo n g er su b ject o f 10 a : T h e co lla p se o f a  d ea d  sta r in to  a  p o in t p erh a p s n o  la rg er th a n  a  m a rb le. B u t 10 b  a lso  flo w s
b etter b eca u se th e o rd er o f its id ea s is d ifferen t.

In  10 a , th e first w o rd s o f th e seco n d  sen ten ce ex p ress n ew  in fo rm a tio n :

10a é  black holes in space. The collapse of a dead star into a point perhaps no larger than a m arble creates é

T h o se w o rd s a b o u t co lla p sin g  sta rs seem  to  co m e o u t o f n o w h ere. B u t in  10 b , th e first w o rd s ech o  th e en d  o f th e p rev io u s sen ten ce:

10b é  black holes in space. A black hole is created when é

M o reo v er, o n ce w e m a k e th a t ch a n g e, th e en d  o f th a t seco n d  sen ten ce in tro d u ces th e th ird  m o re co h esiv ely :

10b é  the collapse of a dead star into a point no larger than a m arble. So m uch m atter com pressed into so little volum e changes é

C o n tra st 10 a ; th e en d  o f its seco n d  sen ten ce d o esn t flo w  in to  th e b eg in n in g  o f th e th ird  a s sm o o th ly :

10a. The collapse of a dead star into a point perhaps no larger than a m arble creates a black hole. So m uch m atter squeezed into so
little volum e changes the fabric of space around it in odd ways.

T h a t is w h y  rea d ers th in k  th a t p a ssa g e 10 a  feels ch o p p ier th a n  10 b : th e en d  o f o n e sen ten ce d o es n o t flo w  sm o o th ly  in to  th e
b eg in n in g  o f th e n ex t.

T h e co ro lla ry  o f th e o ld -in fo rm a tio n -first p rin cip le is to  p u t n ew  in fo rm a tio n  la st, esp ecia lly  n ew  tech n ica l term s. S o  w h en  y o u
in tro d u ce o n e, p u t it a t th e en d  o f its sen ten ce. C o m p a re th ese:

11a. Calcium  blockers can control m uscle spasm s. Sarcom eres are the sm all units of m uscle fibers in which these drugs work. Two
filam ents, one thick and one thin, are in each sarcom ere. The proteins actin and m yosin are contained in the thin filam ent. W hen
actin and m yosin interact, your heart contracts.

11b. M uscle spasm s can be controlled with drugs known as calcium  blockers. They work in sm all units of m uscle fibers called
sarcom eres. Each sarcom ere has two filam ents, one thick and one thin. The thin filam ent contains two proteins, actin and m yosin.
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W hen actin and m yosin interact, your heart contracts.

In  11a , th e n ew  tech n ica l term s a re ca lciu m  b lo ck ers, sa rco m eres, fila m en ts, th e p ro tein s a ctin  a n d  m y o sin , b u t th ey  first a p p ea r ea rly
in  th eir sen ten ces. In  co n tra st, in  11b , th o se n ew  term s first a p p ea r to w a rd  th e en d s o f th eir sen ten ces. A fter th a t, th ey re o ld
in fo rm a tio n  a n d  so  ca n  a p p ea r a t th e b eg in n in g  o f th e n ex t sen ten ces.

N o  p rin cip le o f w ritin g  is m o re im p o rta n t th a n  th is: o ld  b efo re n ew , fa m ilia r in fo rm a tio n  in tro d u ces u n fa m ilia r in fo rm a tio n .

11.1.6 Choose Active or Passive Verbs to Reflect the Previous Principles

Y o u  m a y  reca ll a d v ice to  a v o id  p a ssiv e v erb s g o o d  a d v ice w h en  a  p a ssiv e v erb  fo rces y o u  to  w rite a  sen ten ce th a t co n tra d icts th e
p rin cip les w e h a v e d iscu ssed , a s in  th e seco n d  sen ten ce o f th is p a ssa g e:

12a. G lobal warm ing m ay have m any catastrophic effects. Tropical diseases and destructive insect life even north of the Canadian
border could be increasedpassive verb by this clim atic change.

T h a t seco n d  sen ten ce o p en s w ith  a n  elev en -w o rd  su b ject co n v ey in g  n ew  in fo rm a tio n : T ro p ica l d isea ses  C a n a d ia n  b o rd er. It is th e
su b ject o f a  p a ssiv e v erb , b e in crea sed , a n d  th a t v erb  is fo llo w ed  b y  a  sh o rt, fa m ilia r b it o f in fo rm a tio n  fro m  th e sen ten ce b efo re: b y
th is clim a tic ch a n g e. T h a t sen ten ce w o u ld  b e clea rer if its v erb  w ere a ctiv e:

12b. G lobal warm ing m ay have m any catastrophic effects. This clim atic change could increaseactive verb tropical diseases and
destructive insect life even north of the Canadian border.

N o w  th e su b ject is fa m ilia r, a n d  th e n ew  in fo rm a tio n  in  th e lo n g er p h ra se is a t th e en d . In  th is ca se, th e a ctiv e v erb  is th e rig h t
ch o ice.

B u t if y o u  n ev er m a k e a  v erb  p a ssiv e, y o u ll w rite sen ten ces th a t co n tra d ict th e o ld -n ew  p rin cip le. W e sa w  a n  ex a m p le in  10 a :

10a. New questions about the nature of the universe have been raised by scientists studying black holes in space. The collapse of a
dead star into a point perhaps no larger than a m arble createsactive verb a black hole. So m uch m atter squeezed into so little volum e
changes the fabric of space around it in odd ways.

T h e v erb  in  th e seco n d  sen ten ce is a ctiv e, b u t th e p a ssa g e flo w s b etter w h en  it s p a ssiv e:

10b. New questions about the nature of the universe have been raised by scientists studying black holes in space. A black hole is
createdpassive verb by the collapse of a dead star into a point no larger than a m arble. So m uch m atter squeezed into so little volum e
changes the fabric of space around it in odd ways.

A  sen ten ce is m o re rea d a b le w h en  its su b ject is sh o rt, co n crete, a n d  fa m ilia r, reg a rd less o f w h eth er its v erb  is a ctiv e o r p a ssiv e. S o
ch o o se a ctiv e o r p a ssiv e v o ice b y  co n sid erin g  w h ich  g iv es y o u  th e rig h t k in d  o f su b ject: sh o rt, co n crete, a n d  fa m ilia r.

Y o u  ca n  b est ju d g e h o w  y o u r rea d ers w ill resp o n d  to  y o u r w ritin g  if y o u  h a v e so m eo n e rea d  it b a ck  to  y o u . If th a t p erso n  stu m b les
o r seem s to  d ro n e, y o u  ca n  b et th a t y o u r rea d ers w ill lik e y o u r p ro se less th a n  y o u  d o .

11.1.7 Use First-Person Pronouns Appropriately

A lm o st ev ery o n e h a s h ea rd  th e a d v ice to  a v o id  u sin g  I o r w e in  a ca d em ic w ritin g . In  fa ct, o p in io n s d iffer o n  th is. S o m e tea ch ers tell
stu d en ts n ev er to  u se I, b eca u se it m a k es th eir w ritin g  su b jectiv e.  O th ers en co u ra g e u sin g  I a s a  w a y  to  m a k e w ritin g  m o re liv ely
a n d  p erso n a l.

M o st in stru cto rs a n d  ed ito rs d o  a g ree th a t tw o  u ses o f I sh o u ld  b e a v o id ed :

Џ In secu re w riters b eg in  to o  m a n y  sen ten ces w ith  I th in k  o r I b eliev e (o r th eir eq u iv a len t, In  m y  o p in io n ). R ea d ers a ssu m e th a t y o u
th in k  a n d  b eliev e w h a t y o u  w rite, so  y o u  d o n t h a v e to  sa y  y o u  d o .

Џ In ex p erien ced  w riters to o  o ften  n a rra te th eir resea rch : F irst I co n su lted  , th en  I ex a m in ed  , a n d  so  o n . R ea d ers ca re less a b o u t
th e sto ry  o f y o u r resea rch  th a n  a b o u t its resu lts.

B u t w e b eliev e, a n d  m o st sch o la rly  jo u rn a ls a g ree, th a t th e first p erso n  is a p p ro p ria te o n  tw o  o cca sio n s. T h a t la st sen ten ce
illu stra tes o n e o f th em : w e b eliev e  th a t th e first p erso n  

Џ A n  o cca sio n a l in tro d u cto ry  I (o r w e) b eliev e ca n  so ften  th e d o g m a tic ed g e o f a  sta tem en t. C o m p a re th is b lu n ter, less q u a lified
v ersio n :

13. But we believe, and m ost scholarly journals agree, that the first person is appropriate on two occasions.

T h e trick  is n o t to  h ed g e so  o ften  th a t y o u  so u n d  u n certa in  o r so  ra rely  th a t y o u  so u n d  sm u g .

Џ A  first-p erso n  I o r w e is a lso  a p p ro p ria te w h en  it s th e su b ject o f a  v erb  n a m in g  a n  a ctio n  u n iq u e to  y o u  a s th e w riter o f y o u r
a rg u m en t. V erb s referrin g  to  su ch  a ctio n s ty p ica lly  a p p ea r in  in tro d u ctio n s (I w ill sh o w / a rg u e/p ro v e/cla im  th a t X ) a n d  in
co n clu sio n s (I h a v e d em o n stra ted /co n clu d ed  th a t Y ). S in ce o n ly  y o u  ca n  sh o w , p ro v e, o r cla im  w h a t s in  y o u r a rg u m en t, o n ly  y o u
ca n  sa y  so  w ith  I:

14. In this report, I will show that social distinctions at this university are é
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O n  th e o th er h a n d , resea rch ers ra rely  u se th e first p erso n  fo r a n  a ctio n  th a t o th ers m u st rep ea t to  rep lica te th e rep o rted  resea rch .
T h o se w o rd s in clu d e d iv id e, m ea su re, w eig h , ex a m in e, a n d  so  o n . R esea rch ers ra rely  w rite sen ten ces w ith  a ctiv e v erb s lik e th is:

15a. I calculated the coefficient of X.

In stea d , th ey re lik ely  to  w rite in  th e p a ssiv e, b eca u se a n y o n e ca n  d o  th a t:

15b. The coefficient of X was calculated.

T h o se sa m e p rin cip les a p p ly  to  w e, if y o u re o n e o f tw o  o r m o re a u th o rs. B u t m a n y  in stru cto rs a n d  ed ito rs o b ject to  tw o  o th er
u ses o f w e:

Џ th e ro y a l w e u sed  to  refer reflex iv ely  to  th e w riter
Џ th e a ll-p u rp o se w e th a t refers to  p eo p le in  g en era l

F o r ex a m p le:

16. W e m ust be careful to cite sources when we use data from  them . W hen we read writers who fail to do that, we tend to distrust
them .

F in a lly , th o u g h , y o u r in stru cto r d ecid es. If h e fla tly  fo rb id s I o r w e, th en  so  b e it.

11.2 Diagnose W hat You Read
O n ce y o u  u n d ersta n d  h o w  rea d ers ju d g e w h a t th ey  rea d , y o u  k n o w  h o w  to  w rite clea r p ro se, b u t a lso  w h y  so  m u ch  o f w h a t y o u  m u st
rea d  seem s so  d en se. Y o u  m ig h t stru g g le w ith  so m e w ritin g  b eca u se its co n ten t is d ifficu lt. B u t y o u  m a y  a lso  stru g g le b eca u se th e
w riter d id n t w rite clea rly . T h is n ex t p a ssa g e, fo r ex a m p le, is b y  n o  m ea n s th e th ick est ev er w ritten :

15a. Recognition of the fact that gram m ars differ from  one language to another can serve as the basis for serious consideration of
the problem s confronting translators of the great works of world literature originally written in a language other than English.

B u t in  h a lf a s m a n y  w o rd s, it m ea n s o n ly  th is:

15b. O nce we know that languages have different gram m ars, we can consider the problem s of those who translate great works of
literature into English.

S o  w h en  y o u  stru g g le to  u n d ersta n d  so m e a ca d em ic w ritin g  (a n d  y o u  w ill), d o n t b la m e y o u rself, a t lea st n o t first. D ia g n o se its
sen ten ces. If th ey  h a v e lo n g  su b jects stu ffed  w ith  a b stra ct n o u n s ex p ressin g  n ew  in fo rm a tio n , th e p ro b lem  is p ro b a b ly  n o t y o u r
in a b ility  to  rea d  ea sily  b u t th e w riter s in a b ility  to  w rite clea rly . In  th is ca se, u n fo rtu n a tely , th e m o re ex p erien ce y o u  g et w ith
a ca d em ic p ro se, th e g rea ter y o u r risk  o f im ita tin g  it. In  fa ct, it s a  co m m o n  p ro b lem  in  p ro fessio n a l w ritin g  ev ery w h ere, a ca d em ic o r
n o t.

11.3 Choose the Right W ord
A n o th er b it o f sta n d a rd  a d v ice is C h o o se th e rig h t w o rd .

1.  C h o o se th e w o rd  w ith  th e rig h t m ea n in g . A ffect d o esn t m ea n  effect; elicit d o esn t m ea n  illicit. M a n y  h a n d b o o k s list co m m o n ly
co n fu sed  w o rd s. If y o u re a n  in ex p erien ced  w riter, in v est in  o n e.

2.  C h o o se th e w o rd  w ith  th e rig h t lev el o f u sa g e. If y o u  d ra ft q u ick ly  y o u  risk  ch o o sin g  w o rd s th a t m ig h t m ea n  ro u g h ly  w h a t y o u
th in k  th ey  d o  b u t a re to o  ca su a l fo r a  resea rch  rep o rt. S o m eo n e ca n  criticize a n o th er w riter o r k n o ck  h im ; a  risk  ca n  seem
frig h ten in g  o r sca ry . T h o se p a irs h a v e sim ila r m ea n in g s, b u t m o st rea d ers ju d g e th e seco n d  in  ea ch  p a ir to  b e a  b it lo o se.

O n  th e o th er h a n d , if y o u  try  to o  h a rd  to  so u n d  lik e a  rea l a ca d em ic,  y o u  risk  u sin g  w o rd s th a t a re to o  fo rm a l. Y o u  ca n  th in k  o r
co g ita te, d rin k  o r im b ib e. T h o se p a irs a re clo se in  m ea n in g , b u t th e seco n d  in  ea ch  is to o  fa n cy  fo r a  rep o rt w ritten  in  o rd in a ry
E n g lish . W h en ev er y o u re tem p ted  to  u se a  w o rd  th a t y o u  th in k  is esp ecia lly  fin e, lo o k  fo r a  m o re fa m ilia r o n e.

T h e o b v io u s a d v ice is to  lo o k  u p  w o rd s y o u re n o t su re o f. B u t th ey re n o t th e p ro b lem ; th e p ro b lem  is th e o n es y o u  a re su re o f.
W o rse, n o  d ictio n a ry  tells y o u  th a t a  w o rd  lik e v isa g e o r p era m b u la te is to o  fa n cy  fo r ju st a b o u t a n y  co n tex t. T h e sh o rt-term  so lu tio n
is to  a sk  so m eo n e to  rea d  y o u r rep o rt b efo re y o u  tu rn  it in  (b u t b e ca u tio u s b efo re a ccep tin g  to o  m a n y  su g g estio n s; see 7 .10 ). T h e
lo n g -term  so lu tio n  is to  rea d  a  lo t, w rite a  lo t, en d u re a  lo t o f criticism , a n d  lea rn  fro m  it.

11.4 Polish It Up
B efo re y o u  p rin t o u t y o u r rep o rt, rea d  it o n e la st tim e to  fix  erro rs in  g ra m m a r, sp ellin g , a n d  p u n ctu a tio n . M a n y  ex p erien ced  w riters
rea d  fro m  th e la st sen ten ce b a ck  to  th e first to  k eep  fro m  g ettin g  ca u g h t u p  in  th e flo w  o f th eir id ea s a n d  m issin g  th e w o rd s. D o  n o t
rely  so lely  o n  y o u r sp ell ch eck er. It w o n t ca tch  co rrectly  sp elled  b u t in co rrectly  u sed  w o rd s su ch  a s th eir/th ere/th ey re, it s/its,
to o /to , a ccep t/ex cep t, a ffect/effect, a lrea d y /a ll rea d y , co m p lem en t/co m p lim en t, p rin cip a l/p rin cip le, d iscrete/d iscreet, a n d  so  o n . If
y o u v e h a d  th a t k in d  o f p ro b lem , d o  a  g lo b a l sea rch  to  ch eck  o n  su ch  w o rd s. S ee ch a p ter 2 0  fo r m o re o n  sp ellin g .

If y o u  u sed  a  lo t o f fo reig n  w o rd s, n u m b ers, a b b rev ia tio n s, a n d  so  o n , ch eck  th e relev a n t ch a p ters in  p a rt 3  o f th is m a n u a l.
F in a lly , if y o u r rep o rt h a s a  ta b le o f co n ten ts th a t lists titles a n d  n u m b ers fo r ch a p ters a n d  sectio n s, b e certa in  th a t th ey  ex a ctly

m a tch  th e co rresp o n d in g  w o rd in g  a n d  n u m b erin g  in  th e b o d y  o f y o u r rep o rt. If in  y o u r tex t y o u  refer b a ck  o r fo rw a rd  to  o th er
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sectio n s o r ch a p ters, b e su re th e referen ces a re a ccu ra te.
S o m e stu d en ts th in k  th ey  sh o u ld  w o rry  a b o u t th e q u a lity  o f th eir w ritin g  o n ly  in  a n  E n g lish  co u rse. It is tru e th a t in stru cto rs in

co u rses o th er th a n  E n g lish  a re lik ely  to  fo cu s m o re o n  th e co n ten t o f y o u r rep o rt th a n  o n  its sty le. B u t d o n t th in k  th ey ll ig n o re its
cla rity  a n d  co h eren ce. If a  h isto ry  o r a rt in stru cto r criticizes y o u r rep o rt b eca u se it s b a d ly  w ritten , d o n t p lea d  B u t th is isn t a n
E n g lish  co u rse. E v ery  co u rse in  w h ich  y o u  w rite is a n  o p p o rtu n ity  to  p ra ctice w ritin g  clea rly , co h eren tly , a n d  p ersu a siv ely , a  sk ill th a t
w ill serv e y o u  w ell fo r th e rest o f y o u r life.

11.5 G ive It Up and Print It O ut
If o n e th in g  is h a rd er th a n  sta rtin g  to  w rite, it s sto p p in g . W e a ll w a n t a n o th er d a y  to  g et th e o rg a n iza tio n  rig h t, a n o th er h o u r to
tw ea k  th e o p en in g  p a ra g ra p h , a n o th er m in u te to   y o u  g et th e id ea . If ex p erien ced  resea rch ers k n o w  o n e m o re cru cia l th in g  a b o u t
resea rch  a n d  its rep o rtin g , it s th is: n o th in g  y o u  w rite w ill ev er b e p erfect, a n d  th e b en efit o f g ettin g  th e la st 1 p ercen t o r ev en  5
p ercen t rig h t is ra rely  w o rth  th e co st. D isserta tio n  stu d en ts in  p a rticu la r a g o n ize o v er rea ch in g  a  sta n d a rd  o f p erfectio n  th a t ex ists
la rg ely  in  th eir o w n  m in d s. N o  th esis o r d isserta tio n  h a s to  b e u tterly  p erfect; w h a t it h a s to  b e is d o n e. A t so m e p o in t, en o u g h  is
en o u g h . G iv e it u p  a n d  p rin t it o u t. (B u t b efo re y o u  tu rn  it in , lea f th ro u g h  it o n e la st tim e to  b e su re th a t it lo o k s th e w a y  y o u  w a n t it
to : lo o k  a t p a g e b rea k s, sp a cin g  in  m a rg in s, p o sitio n s o f ta b les a n d  fig u res, a n d  so  o n .)

Y o u  m ig h t n o w  th in k  y o u r jo b  is d o n e. In  fa ct, y o u  h a v e o n e la st ta sk : to  p ro fit fro m  th e co m m en ts o n  y o u r retu rn ed  p a p er.

8 3



12     Learning from Your Returned Paper

12 .1   F in d  G en era l P rin cip les in  S p ecific C o m m en ts

12 .2    T a lk  to  Y o u r In stru cto r

T ea ch ers a re b a ffled  a n d  a n n o y ed  w h en  a  stu d en t lo o k s o n ly  a t th e g ra d e o n  h is p a p er a n d  ig n o res su b sta n tiv e co m m en ts, o r, w o rse,
d o esn t b o th er to  p ick  u p  th e p a p er a t a ll. S in ce y o u ll w rite m a n y  rep o rts in  y o u r a ca d em ic a n d  p ro fessio n a l life, it s sm a rt to
u n d ersta n d  h o w  y o u r rea d ers ju d g e th em  a n d  w h a t y o u  ca n  d o  n ex t tim e to  ea rn  a  b etter resp o n se. F o r th a t, y o u  n eed  o n e m o re p la n .

12.1 Find G eneral Principles in Specific Com m ents
W h en  y o u  rea d  y o u r tea ch er s co m m en ts, fo cu s o n  th o se th a t y o u  ca n  a p p ly  to  y o u r n ex t p ro ject.

Џ L o o k  fo r a  p a ttern  o f erro rs in  sp ellin g , p u n ctu a tio n , a n d  g ra m m a r. If y o u  see o n e, y o u  k n o w  w h a t to  w o rk  o n .
Џ If y o u r tea ch er sa y s y o u  m a d e fa ctu a l erro rs, ch eck  y o u r n o tes: D id  y o u  ta k e b a d  n o tes o r m isrep o rt th em ? W ere y o u  m isled  b y  a n

u n relia b le so u rce? W h a tev er y o u  fin d , y o u  k n o w  w h a t to  d o  in  y o u r n ex t p ro ject.
Џ If y o u r tea ch er rep o rts o n ly  h er ju d g m en ts o f y o u r w ritin g , lo o k  fo r w h a t ca u ses th em . If sh e sa y s y o u r w ritin g  is ch o p p y , d en se, o r

a w k w a rd , ch eck  y o u r sen ten ces u sin g  th e step s in  ch a p ter 11. If sh e sa y s it s d iso rg a n ized  o r w a n d erin g , ch eck  it a g a in st ch a p ter 9 .
Y o u  w o n t a lw a y s fin d  w h a t ca u sed  th e co m p la in ts, b u t w h en  y o u  d o  y o u ll k n o w  w h a t to  w o rk  o n  n ex t tim e.

12.2 Talk to Your Instructor
If y o u r tea ch er s co m m en ts in clu d e w o rd s lik e d iso rg a n ized , illo g ica l, a n d  u n su p p o rted  a n d  y o u  ca n n o t fin d  w h a t trig g ered  th em ,
m a k e a n  a p p o in tm en t to  a sk . A s w ith  ev ery  o th er step  in  y o u r p ro ject, th a t v isit w ill g o  b etter if y o u  p la n  a n d  ev en  reh ea rse it:

Џ If y o u r tea ch er m a rk ed  u p  sp ellin g , p u n ctu a tio n , a n d  g ra m m a r, co rrect th o se erro rs in  b o ld  letters b efo re y o u  ta lk  to  y o u r tea ch er
to  sh o w  h er th a t y o u  to o k  h er co m m en ts serio u sly . In  fa ct, y o u  m ig h t jo t resp o n ses a fter h er co m m en ts to  sh o w  th a t y o u v e rea d
th em  clo sely .

Џ D o n t co m p la in  a b o u t y o u r g ra d e. B e clea r th a t y o u  w a n t o n ly  to  u n d ersta n d  th e co m m en ts so  th a t y o u  ca n  d o  b etter n ex t tim e.
Џ F o cu s o n  ju st a  few  co m m en ts. R eh ea rse y o u r q u estio n s so  th a t th ey ll seem  a m ia b le: n o t Y o u  sa y  th is is d iso rg a n ized  b u t y o u

d o n t sa y  w h y ,  b u t ra th er C a n  y o u  h elp  m e see w h ere I w en t w ro n g  w ith  m y  o rg a n iza tio n  so  I ca n  d o  b etter n ex t tim e?
Џ A sk  y o u r in stru cto r to  p o in t to  p a ssa g es th a t illu stra te h er ju d g m en ts a n d  w h a t th o se p a ssa g es sh o u ld  h a v e lo o k ed  lik e. D o  n o t a sk

W h a t d id n t y o u  lik e?  b u t ra th er W h ere ex a ctly  d id  I g o  w ro n g  a n d  w h a t co u ld  I h a v e d o n e to  fix  it?

If y o u r tea ch er ca n t clea rly  ex p la in  h er ju d g m en t, sh e m a y  h a v e g ra d ed  y o u r p a p er im p ressio n istica lly  ra th er th a n  p o in t b y  p o in t. If
so , b a d  n ew s: y o u  m a y  lea rn  little fro m  y o u r v isit.

Y o u  m ig h t v isit y o u r tea ch er ev en  if y o u  g o t a n  A . It is im p o rta n t to  k n o w  h o w  y o u  ea rn ed  it, b eca u se y o u r n ex t p ro ject is lik ely  to
b e m o re ch a llen g in g  a n d  m a y  ev en  m a k e y o u  feel lik e a  b eg in n er a g a in . In  fa ct, d o n t b e su rp rised  if th a t h a p p en s w ith  ev ery  n ew
p ro ject. It h a p p en s to  m o st o f u s. B u t w ith  a  p la n , w e u su a lly  o v erco m e it, a n d  so  ca n  y o u .
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13     Presenting Research in Alternative Forums

13 .1   P la n  Y o u r O ra l P resen ta tio n

13.1.1   Narrow Your Focus
13.1.2   Understand the Difference between Listeners and Readers

13 .2    D esig n  Y o u r P resen ta tio n  to  B e L isten ed  T o

13.2.1   Sketch Your Introduction
13.2.2   Design Notes for the Body of Your Talk So That You Can Understand Them  at a G lance
13.2.3   M odel Your Conclusion on Your Introduction
13.2.4   Prepare for Q uestions
13.2.5   Create Handouts

13 .3    P la n  Y o u r P o ster P resen ta tio n

13 .4    P la n  Y o u r C o n feren ce P ro p o sa l

Y o u  m a y  b e to o  ea rly  in  y o u r ca reer to  th in k  a b o u t p u b lish in g  y o u r w o rk , b u t y o u ll p ro b a b ly  sh a re so m e o f it a s a n  o ra l p resen ta tio n
to  y o u r cla ss. W o rk in g  u p  a  ta lk  is ea sier th a n  p rep a rin g  a  w ritten  rep o rt, b u t d o in g  it w ell still req u ires a  p la n  a n d  so m e p ra ctice. In
fa ct, th e a b ility  to  sta n d  u p  a n d  ta lk  a b o u t y o u r w o rk  clea rly  a n d  co g en tly  is a  sk ill th a t y o u ll fin d  cru cia l in  a n y  ca reer y o u  p u rsu e. If
y o u re w o rk in g  o n  a  P h D  d isserta tio n , y o u  p ro b a b ly  ex p ect to  su b m it y o u r w o rk  fo r p u b lica tio n  ev en tu a lly , b u t y o u  sh o u ld  lo o k  fo r
o p p o rtu n ities to  p resen t it a s a  ta lk  b efo re y o u  sen d  it o ff to  a  p ro fessio n a l jo u rn a l.

In  th is ch a p ter, w e sh o w  y o u  h o w  to  u se y o u r p la n  fo r y o u r w ritten  tex t to  p rep a re a  ta lk . W e a lso  d iscu ss a  h y b rid  fo rm  o f
p resen ta tio n  ca lled  a  p o ster, w h ich  co m b in es elem en ts o f w ritin g  a n d  sp eech . F in a lly , w e d iscu ss h o w  to  p rep a re a  co n feren ce
p ro p o sa l so  th a t y o u ll g et a n  in v ita tio n  to  g iv e a  ta lk .

13.1 Plan Your O ral Presentation
T a lk s h a v e so m e a d v a n ta g es o v er w ritin g . Y o u  g et im m ed ia te feed b a ck  d u rin g  th e q u estio n -a n d -a n sw er p erio d  a fterw a rd , resp o n ses
th a t m a y  b e less sev erely  critica l th a n  th ey  w o u ld  b e to  y o u r w ritten  w o rk , esp ecia lly  if y o u  fra m e y o u r p resen ta tio n  a s o n ly
a u d itio n in g  n ew  id ea s o r testin g  n ew  d a ta . B u t to  p ro fit fro m  th o se resp o n ses, y o u  m u st p la n  a  ta lk  ju st a s ca refu lly  a s y o u  w o u ld  a
w ritten  rep o rt.

13.1.1 Narrow Your Focus

Y o u  w ill p ro b a b ly  h a v e o n ly  a b o u t tw en ty  m in u tes fo r y o u r ta lk . (If y o u  a re rea d in g , w h ich  is ra rely  a  g o o d  id ea , th a t m ea n s n o  m o re
th a n  sev en  to  ten  d o u b le-sp a ced  p a g es.) S o  y o u  m u st b o il d o w n  y o u r w o rk  to  its essen ce o r fo cu s o n  ju st p a rt o f it. H ere a re th ree
co m m o n  o p tio n s:

Џ P ro b lem  sta tem en t w ith  a  sk etch  o f y o u r a rg u m en t. If y o u r p ro b lem  is n ew , fo cu s o n  its o rig in a lity . S ta rt w ith  a  sh o rt in tro d u ctio n :
B rief litera tu re rev iew   Q u estio n   C o n seq u en ces o f n o t k n o w in g  a n  a n sw er  C la im  (rev iew  9 .2 ); th en  ex p la in  y o u r rea so n s,
su m m a rizin g  y o u r ev id en ce fo r ea ch .

Џ S u m m a ry  o f a  su b a rg u m en t. If y o u r a rg u m en t is to o  b ig , fo cu s o n  a  k ey  su b a rg u m en t. M en tio n  y o u r la rg er p ro b lem  in  y o u r
in tro d u ctio n  a n d  co n clu sio n , b u t b e clea r th a t y o u re a d d ressin g  o n ly  p a rt o f it.

Џ M eth o d o lo g y  o r d a ta  rep o rt. If y o u  o ffer a  n ew  m eth o d o lo g y  o r so u rce o f d a ta , ex p la in  w h y  it m a tters. S ta rt w ith  a  b rief p ro b lem
sta tem en t, th en  fo cu s o n  h o w  y o u r n ew  m eth o d s o r d a ta  so lv e it.

13.1.2 Understand the Difference between Listeners and Readers

S p ea k ers h a v e en d less w a y s to  to rm en t th eir listen ers. S o m e ro b o tica lly  recite m em o rized  sen ten ces o r h u n ch  o v er p a g es rea d in g
ev ery  w o rd , ra rely  m a k in g  ey e co n ta ct w ith  th eir a u d ien ce. O th ers ra m b le th ro u g h  slid es o f d a ta  w ith  n o  m o re stru ctu re th a n  A n d
n o w  th is slid e sh o w s  S u ch  p resen ters th in k  p a ssiv e listen ers a re lik e a ctiv e rea d ers o r en g a g ed  co n v ersa tio n a lists. T h ey  a re n o t.

Џ W h en  w e rea d , w e ca n  p a u se to  reflect a n d  p u zzle o v er d ifficu lt p a ssa g es. T o  k eep  tra ck  o f o rg a n iza tio n , w e ca n  lo o k  a t su b h ea d s,
ev en  p a ra g ra p h  in d en ta tio n s. If o u r m in d  w a n d ers, w e rerea d .

Џ W h en  w e co n v erse, w e ca n  p o se q u estio n s a s w e th in k  o f th em  a n d  a sk  th e o th er p erso n  to  cla rify  a  lin e o f rea so n in g  o r ju st to
rep ea t it.

B u t a s listen ers in  a n  a u d ien ce w e ca n  d o  n o n e o f th o se th in g s. W e m u st b e m o tiv a ted  to  p a y  a tten tio n , a n d  w e n eed  h elp  to  fo llo w
a  co m p lica ted  lin e o f th o u g h t. A n d  if w e lo se its th rea d , w e m a y  d rift o ff in to  o u r o w n  th o u g h ts. S o  w h en  sp ea k in g , y o u  h a v e to  b e
ex p licit a b o u t y o u r p u rp o se a n d  y o u r o rg a n iza tio n , a n d  if y o u re rea d in g  a  p a p er, y o u  h a v e to  m a k e y o u r sen ten ce stru ctu re fa r
sim p ler th a n  in  a  w ritten  rep o rt. S o  fa v o r sh o rter sen ten ces w ith  co n sisten t su b jects (see 11.1.2 ). U se I,  w e,  a n d  y o u  a  lo t. W h a t
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seem s clu m sily  rep etitiv e to  rea d ers is u su a lly  w elco m ed  b y  listen ers.

13.2 Design Your Presentation to Be Listened To
T o  h o ld  y o u r listen ers  a tten tio n , y o u  m u st seem  to  b e n o t lectu rin g  a t th em  b u t ra th er a m ia b ly  co n v ersin g  w ith  th em , a  sk ill th a t
d o es n o t co m e ea sily , b eca u se few  o f u s ca n  w rite a s w e sp ea k  a n d  b eca u se m o st o f u s n eed  n o tes to  k eep  u s o n  tra ck . If y o u  m u st
rea d , rea d  n o  fa ster th a n  a b o u t tw o  m in u tes a  p a g e (a t a b o u t th ree h u n d red  w o rd s a  p a g e).T im e y o u rself rea d in g  m o re slo w ly  th a n
y o u  o rd in a rily  sp ea k . T h e to p  o f y o u r h ea d  is p ro b a b ly  n o t y o u r m o st a ttra ctiv e fea tu re, so  b u ild  in  m o m en ts w h en  y o u  d elib era tely
lo o k  stra ig h t o u t a t y o u r a u d ien ce, esp ecia lly  w h en  y o u re sa y in g  so m eth in g  im p o rta n t. D o  th a t a t lea st o n ce o r tw ice a  p a g e.

F a r b etter is to  ta lk  fro m  n o tes, b u t to  d o  th a t w ell y o u  n eed  to  p rep a re th em  w ell.

13.2.1 Sketch Your Introduction

F o r a  tw en ty -m in u te ta lk , y o u  g et o n e sh o t a t m o tiv a tin g  y o u r a u d ien ce b efo re th ey  tu n e o u t, so  p rep a re y o u r in tro d u ctio n  m o re
ca refu lly  th a n  a n y  o th er p a rt o f y o u r ta lk . B a se it o n  th e fo u r-p a rt p ro b lem  sta tem en t d escrib ed  in  sectio n  10 .1, p lu s a  ro a d  m a p . (T h e
tim es in  p a ren th eses in  th e list b elo w  a re ro u g h  estim a tes.)

U se y o u r n o tes o n ly  to  rem in d  y o u rself o f th e fo u r p a rts, n o t a s a  w o rd -fo r-w o rd  scrip t. If y o u  ca n t rem em b er th e co n ten t, y o u re
n o t rea d y  to  g iv e a  ta lk . S k etch  en o u g h  in  y o u r n o tes to  rem in d  y o u rself o f th e fo llo w in g :

1.  th e resea rch  th a t y o u  ex ten d , m o d ify , o r co rrect (n o  m o re th a n  a  m in u te)
2.  a  sta tem en t o f y o u r resea rch  q u estio n th e g a p  in  k n o w led g e o r u n d ersta n d in g  th a t y o u  a d d ress (th irty  seco n d s o r less)
3.  a n  a n sw er to  S o  w h a t? (th irty  seco n d s)

T h o se th ree step s a re cru cia l in  m o tiv a tin g  y o u r listen ers. If y o u r q u estio n  is n ew  o r co n tro v ersia l, g iv e it m o re tim e. If y o u r listen ers
k n o w  its sig n ifica n ce, m en tio n  it q u ick ly  a n d  g o  o n .

4.  Y o u r cla im , th e a n sw er to  y o u r resea rch  q u estio n  (th irty  seco n d s o r less)

L isten ers n eed  to  k n o w  y o u r a n sw er u p  fro n t ev en  m o re th a n  rea d ers d o , so  sta te a t lea st its g ist, u n less y o u  h a v e a  co m p ellin g
rea so n  to  w a it fo r th e en d . If y o u  d o  w a it, a t lea st fo reca st y o u r a n sw er.

5.  A  fo reca st o f th e stru ctu re o f y o u r p resen ta tio n  (ten  to  tw en ty  seco n d s). T h e m o st u sefu l fo reca st is a n  o ra l ta b le o f co n ten ts:
F irst I w ill d iscu ss  T h a t ca n  seem  clu m sy  in  p rin t, b u t listen ers n eed  m o re h elp  th a n  rea d ers d o . R ep ea t th a t stru ctu re a s y o u

w o rk  th ro u g h  th e b o d y  o f y o u r ta lk .

R eh ea rse y o u r in tro d u ctio n , n o t o n ly  to  g et it rig h t b u t a lso  to  b e a b le to  lo o k  y o u r a u d ien ce in  th e ey e a s y o u  g iv e it. Y o u  ca n  lo o k
d o w n  a t n o tes la ter.

A ll to ld , sp en d  n o  m o re th a n  th ree m in u tes o r so  o n  y o u r in tro d u ctio n .

13.2.2 Design Notes for the Body of Your Talk So That You Can Understand Them at a Glance

D o  n o t w rite y o u r n o tes a s co m p lete sen ten ces (m u ch  less p a ra g ra p h s) th a t y o u  rea d  a lo u d ; n o tes sh o u ld  h elp  y o u  see a t a  g la n ce
o n ly  th e stru ctu re o f y o u r ta lk  a n d  cu e w h a t to  sa y  a t cru cia l p o in ts. S o  d o  n o t cu t a n d  p a ste sen ten ces fro m  a  w ritten  tex t; crea te
y o u r n o tes fro m  scra tch .

U se a  sep a ra te p a g e fo r ea ch  m a in  p o in t. O n  ea ch  p a g e, w rite o u t y o u r m a in  p o in t n o t a s a  to p ic b u t a s a  cla im s, eith er in  a
sh o rten ed  fo rm  o r (o n ly  if y o u  m u st) in  co m p lete sen ten ces. A b o v e it, y o u  m ig h t a d d  a n  ex p licit tra n sitio n  a s th e o ra l eq u iv a len t o f a
su b h ea d : T h e first issu e is 

V isu a lly  h ig h lig h t th o se m a in  p o in ts so  th a t y o u  reco g n ize th em  in sta n tly . U n d er th em , list a s to p ics th e ev id en ce th a t su p p o rts
th em . If y o u r ev id en ce co n sists o f n u m b ers o r q u o ta tio n s, y o u ll p ro b a b ly  h a v e to  w rite th em  o u t. O th erw ise, k n o w  y o u r ev id en ce
w ell en o u g h  to  b e a b le to  ta lk  a b o u t it d irectly  to  y o u r a u d ien ce.

O rg a n ize y o u r p o in ts so  th a t y o u  co v er th e m o st im p o rta n t o n es first. If y o u  ru n  lo n g  (m o st o f u s d o ), y o u  ca n  sk ip  a  la ter sectio n
o r ev en  ju m p  to  y o u r co n clu sio n  w ith o u t lo sin g  a n y th in g  cru cia l to  y o u r a rg u m en t. N ev er b u ild  u p  to  a  clim a x  th a t y o u  m ig h t n o t
rea ch . If y o u  m u st sk ip  so m eth in g , u se th e q u estio n -a n d -a n sw er p erio d  to  retu rn  to  it.

13.2.3 Model Your Conclusion on Your Introduction

M a k e y o u r co n clu sio n  m em o ra b le, b eca u se listen ers w ill rep ea t it w h en  a sk ed , W h a t d id  J o n es sa y ? L ea rn  it w ell en o u g h  to  p resen t it
lo o k in g  a t y o u r a u d ien ce, w ith o u t rea d in g  fro m  n o tes. It sh o u ld  h a v e th ese th ree p a rts:

Џ y o u r cla im , in  m o re d eta il th a n  in  y o u r in tro d u ctio n  (if listen ers a re m o stly  in terested  in  y o u r rea so n s o r d a ta , su m m a rize th em  a s
w ell)

Џ y o u r a n sw er to  S o  w h a t? (y o u  ca n  resta te a n  a n sw er fro m  y o u r in tro d u ctio n , b u t try  to  a d d  a  n ew  o n e, ev en  if it s sp ecu la tiv e)
Џ su g g estio n s fo r m o re resea rch , w h a t s still to  b e d o n e

R eh ea rse y o u r co n clu sio n  so  th a t y o u  k n o w  ex a ctly  h o w  lo n g  it ta k es (n o  m o re th a n  a  m in u te o r tw o ). T h en  w h en  y o u  h a v e th a t
m u ch  tim e rem a in in g , co n clu d e, ev en  if y o u  h a v en t fin ish ed  y o u r la st (rela tiv ely  u n im p o rta n t) p o in ts. If y o u  h a d  to  sk ip  o n e o r tw o
p o in ts, w o rk  th em  in to  a n  a n sw er d u rin g  th e q u estio n -a n d -a n sw er p erio d . If y o u r ta lk  ru n s sh o rt, d o n t a d  lib . If a n o th er sp ea k er
fo llo w s y o u , m a k e h er a  g ift o f y o u r u n u sed  tim e.

13.2.4 Prepare for Questions
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If y o u re lu ck y , y o u ll g et q u estio n s a fter y o u r ta lk , so  p rep a re a n sw ers fo r p red icta b le o n es. E x p ect q u estio n s a b o u t d a ta  o r so u rces,
esp ecia lly  if y o u  d id n t co v er th em  in  y o u r ta lk . If y o u  a d d ress m a tters a sso cia ted  w ith  w ell-k n o w n  resea rch ers o r sch o o ls o f resea rch ,
b e rea d y  to  ex p a n d  o n  h o w  y o u r w o rk  rela tes to  th eirs, esp ecia lly  if y o u  co n tra d ict o r co m p lica te th eir resu lts o r a p p ro a ch . A lso  b e
rea d y  to  a n sw er q u estio n s a b o u t a  so u rce y o u  n ev er h ea rd  o f. T h e b est p o licy  is to  a ck n o w led g e th a t y o u  h a v en t seen  it b u t th a t
y o u ll ch eck  it o u t. If th e q u estio n  seem s frien d ly , a sk  w h y  th e so u rce is relev a n t. D o n t p rep a re o n ly  d efen siv e a n sw ers. U se a n sw ers
to  q u estio n s to  reem p h a size y o u r m a in  p o in ts o r co v er m a tters th a t y o u  m a y  h a v e left o u t.

L isten  to  ev ery  q u estio n  ca refu lly ; th en  to  b e su re y o u  u n d ersta n d  th e q u estio n , p a u se b efo re y o u  resp o n d  a n d  th in k  a b o u t it fo r a
m o m en t. If y o u  d o n t u n d ersta n d  th e q u estio n , a sk  th e q u estio n er to  rep h ra se it. D o n t sn a p  b a ck  a n  a n sw er reflex iv ely  a n d
d efen siv ely . G o o d  q u estio n s a re in v a lu a b le, ev en  w h en  th ey  seem  h o stile. U se th em  to  refin e y o u r th in k in g .

13.2.5 Create Handouts

Y o u  ca n  rea d  sh o rt q u o ta tio n s o r im p o rta n t d a ta  a lo u d  fo r y o u r listen ers, b u t if y o u  h a v e lo ts o f th em , crea te a  h a n d o u t. If y o u  u se
slid es, p a ss o u t p rin ted  co p ies. Y o u  m ig h t h a n d  o u t a n  o u tlin e o f y o u r m a in  p o in ts, w ith  w h ite sp a ce fo r n o tes.

13.3 Plan Your Poster Presentation
A  p o ster is a  la rg e b o a rd  o n  w h ich  y o u  la y  o u t a  su m m a ry  o f y o u r resea rch  a lo n g  w ith  y o u r m o st relev a n t ev id en ce. P o ster sessio n s
a re u su a lly  h eld  in  h a llw a y s o r in  a  la rg e ro o m  filled  w ith  o th er p resen ters. P eo p le m o v e fro m  p o ster to  p o ster, a sk in g  q u estio n s o f
th e p resen ters. P o sters co m b in e th e a d v a n ta g es o f w ritin g  a n d  sp ea k in g . T h o se w h o  rea d  y o u r p o ster h a v e m o re co n tro l th a n  a
listen er, a n d  th ey  ca n  rely  o n  p ro m in en t v isu a l sig n a ls th a t y o u  u se to  o rg a n ize y o u r m a teria l b o x es, lin es, co lo rs, a n d  la rg er a n d
sm a ller titles.

Y o u  ca n  d esig n  y o u r p o ster u sin g  a v a ila b le so ftw a re a n d  w eb sites th a t p ro d u ce a  serv icea b le fin a l p ro d u ct. F o r th e tex t itself,
h o w ev er, fo llo w  th e g u id elin es fo r a  p a p er to  b e rea d  a lo u d , w ith  tw o  m o re co n sid era tio n s:

1.  L a y er y o u r a rg u m en t. P resen t y o u r a rg u m en t v isu a lly  in  th ree lev els o f d eta il:

Џ H ig h lig h t a n  a b stra ct o r a  p ro b lem  sta tem en t a n d  su m m a ry  a t th e to p  o f th e p o ster (b o x  it, u se la rg er ty p e, etc.).

Џ U n d er it, list y o u r rea so n s a s su b h ea d s in  a  sectio n  th a t su m m a rizes y o u r a rg u m en t.

Џ U n d er th a t, resta te y o u r rea so n s a n d  g ro u p  ev id en ce u n d er th em .

2.  E x p la in  a ll g ra p h s a n d  ta b les. In  a d d itio n  to  p ro v id in g  a  ca p tio n  fo r ea ch  g ra p h ic, a d d  a  sen ten ce o r tw o  ex p la in in g  w h a t is
im p o rta n t in  th e d a ta  a n d  h o w  th ey  su p p o rt y o u r rea so n  a n d  cla im  (rev iew  7 .7  a n d  8 .3 .1).

13.4 Plan Your Conference Proposal
C o n feren ces a re g o o d  o p p o rtu n ities to  sh a re y o u r w o rk , b u t to  b e in v ited  to  sp ea k , y o u  u su a lly  h a v e to  su b m it a  p ro p o sa l. W rite it n o t
a s a  p a ra g ra p h -b y -p a ra g ra p h  su m m a ry  o f y o u r w o rk  b u t a s a  th irty -seco n d  elev a to r sto ry w h a t y o u  w o u ld  tell so m eo n e w h o
a sk ed , a s y o u  b o th  step p ed  in to  a n  elev a to r o n  th e w a y  to  y o u r ta lk , W h a t a re y o u  sa y in g  to d a y ? In  fa ct, a  ca refu lly  p rep a red  a n d
reh ea rsed  elev a to r sto ry  is esp ecia lly  u sefu l fo r a n y  co n v ersa tio n  a b o u t y o u r w o rk , p a rticu la rly  in terv iew s.

A n  elev a to r sto ry  h a s th ree p a rts:

Џ a  p ro b lem  sta tem en t th a t h ig h lig h ts a n  a n sw er to  S o  w h a t?
Џ a  sk etch  o f y o u r cla im  a n d  m a jo r rea so n s
Џ a  su m m a ry  o f y o u r m o st im p o rta n t ev id en ce

C o n feren ce rev iew ers a re less in terested  in  y o u r ex a ct w o rd s th a n  in  w h y  a n y o n e sh o u ld  w a n t to  listen  to  th em . Y o u r a im s a re to
p o se y o u r resea rch  q u estio n  a n d  to  a n sw er th e rev iew er s S o  w h a t? S o  fo cu s o n  h o w  y o u r cla im  co n trib u tes to  y o u r field  o f resea rch ,
esp ecia lly  o n  w h a t s n o v el o r co n tro v ersia l a b o u t it. If y o u  a d d ress a  q u estio n  esta b lish ed  b y  p rev io u s resea rch , m en tio n  it, th en
fo cu s o n  y o u r n ew  d a ta  o r y o u r n ew  cla im , d ep en d in g  o n  w h ich  is m o re o rig in a l.

B e a w a re th a t rev iew ers w ill o ften  k n o w  less a b o u t y o u r to p ic th a n  y o u  d o  a n d  m a y  n eed  h elp  to  see th e sig n ifica n ce o f y o u r
q u estio n . S o  ev en  a fter y o u  a n sw er th a t first S o  w h a t?, a sk  a n d  a n sw er it a g a in , a n d  if y o u  ca n , o n e m o re tim e. W h eth er y o u r ro le a t a
co n feren ce is to  ta lk  o r o n ly  to  listen  d ep en d s n o t ju st o n  th e q u a lity  o f y o u r resea rch  b u t a lso  o n  th e sig n ifica n ce o f y o u r q u estio n .
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14     On the Spirit of Research

A s w e v e sa id , w e ca n  rea ch  g o o d  co n clu sio n s in  m a n y  w a y s o th er th a n  resea rch : w e ca n  rely  o n  in tu itio n , em o tio n , ev en  sp iritu a l
in sig h t. B u t th e tru th s w e rea ch  in  th o se w a y s a re p erso n a l. W h en  w e a sk  o th ers to  a ccep t a n d  a ct o n  th em , w e ca n t p resen t o u r
feelin g s a s ev id en ce to  co n v in ce o th ers o f o u r cla im s; w e ca n  a sk  o n ly  th a t th ey  ta k e o u r rep o rt o f o u r in n er ex p erien ce a n d  o u r
cla im s o n  fa ith .

T h e tru th s o f resea rch , h o w ev er, a n d  h o w  w e rea ch ed  th em  m u st b e a v a ila b le fo r p u b lic stu d y . W e b a se resea rch  cla im s o n
ev id en ce a v a ila b le to  ev ery o n e a n d  o n  p rin cip les o f rea so n in g  th a t, w e h o p e, o u r rea d ers a ccep t a s so u n d . A n d  th en  th o se rea d ers test
a ll o f th a t in  a ll th e w a y s th a t th ey  a n d  o th ers ca n  im a g in e. T h a t m a y  b e a  h ig h  sta n d a rd , b u t it m u st b e if w e ex p ect o th ers to  b a se
th eir u n d ersta n d in g  a n d  a ctio n s, ev en  th eir liv es, o n  w h a t w e a sk  th em  to  b eliev e.

W h en  y o u  a ccep t th e p rin cip les th a t sh a p e p u b lic, ev id en ce-b a sed  b elief, y o u  a ccep t tw o  m o re th a t ca n  b e h a rd  to  liv e b y . O n e
co n cern s o u r rela tio n sh ip  to  a u th o rity . N o  m o re th a n  fiv e cen tu ries a g o , th e sea rch  fo r b etter u n d ersta n d in g  b a sed  o n  ev id en ce w a s
o ften  reg a rd ed  a s a  th rea t. A m o n g  th e p o w erfu l, m a n y  b eliev ed  th a t a ll th e im p o rta n t tru th s w ere a lrea d y  k n o w n  a n d  th a t th e
sch o la r s jo b  w a s to  p reserv e a n d  tra n sm it th em , certa in ly  n o t to  ch a llen g e th em . If n ew  fa cts ca st d o u b t o n  a n  o ld  b elief, th e b elief
u su a lly  tru m p ed  th e fa cts. M a n y  w h o  d a red  to  fo llo w  ev id en ce to  co n clu sio n s th a t ch a llen g ed  a u th o rity  w ere b a n ish ed , im p riso n ed ,
o r ev en  k illed .

E v en  to d a y , th o se w h o  rea so n  fro m  ev id en ce ca n  a n g er th o se w h o  h o ld  a  ch erish ed  b elief. F o r ex a m p le, so m e h isto ria n s cla im
th a t, b a sed  o n  th e su m  o f th e ev id en ce, T h o m a s J efferso n  p ro b a b ly  fa th ered  a t lea st o n e ch ild  b y  h is sla v e S a lly  H em in g s. O th ers
d isa g ree, n o t b eca u se th ey  h a v e b etter co u n terev id en ce b u t b eca u se o f a  fiercely  h eld  b elief: a  p erso n  o f J efferso n s sta tu re co u ld n t
d o  su ch  a  th in g  (see 5 .5 ). B u t in  th e w o rld  o f resea rch , b o th  a ca d em ic a n d  p ro fessio n a l, g o o d  ev id en ce a n d  so u n d  rea so n in g  tru m p
b elief ev ery  tim e, o r a t lea st th ey  sh o u ld .

In  so m e p a rts o f th e w o rld , it s still co n sid ered  m o re im p o rta n t to  g u a rd  settled  b eliefs th a n  to  test th em . B u t in  p la ces in fo rm ed
b y  th e v a lu es o f resea rch , w e th in k  d ifferen tly : w e b eliev e n o t o n ly  th a t w e m a y  q u estio n  settled  b eliefs b u t th a t w e m u st, n o  m a tter
h o w  m u ch  a u th o rity  ch erish es th em so  lo n g  a s w e b a se o u r a n sw ers o n  so u n d  rea so n s b a sed  o n  relia b le ev id en ce.

B u t th a t p rin cip le req u ires a n o th er. W h en  w e m a k e a  cla im , w e m u st ex p ect, ev en  en co u ra g e, o th ers to  q u estio n  n o t ju st o u r
cla im  b u t h o w  w e rea ch ed  it, to  a sk  W h y  d o  y o u  b eliev e th a t? It s o ften  h a rd  to  w elco m e su ch  q u estio n s, b u t w e re o b lig ed  to  listen
w ith  g o o d w ill to  o b jectio n s, reserv a tio n s, a n d  q u a lifica tio n s th a t co llectiv ely  im p ly  I d o n t a g ree, a t lea st n o t y et. A n d  th e m o re w e
ch a llen g e o ld  id ea s, th e m o re w e m u st b e rea d y  to  a ck n o w led g e a n d  a n sw er th o se q u estio n s, b eca u se w e m a y  b e a sk in g  o th ers to  g iv e
u p  d eep ly  h eld  b eliefs.

W h en  so m e stu d en ts en co u n ter th ese v a lu es, th ey  fin d  it d ifficu lt, ev en  p a in fu l, to  liv e b y  th em . S o m e feel th a t a  ch a llen g e to  w h a t
th ey  b eliev e isn t a  liv ely  sea rch  fo r tru th  b u t a  p erso n a l a tta ck  o n  th eir d eep est v a lu es. O th ers retrea t to  a  cy n ica l sk ep ticism  th a t
d o u b ts ev ery th in g  a n d  b eliev es n o th in g . O th ers fa ll in to  m in d less rela tiv ism : W e re a ll en titled  to  o u r o w n  b eliefs, a n d  so  a ll b eliefs
a re rig h t fo r th o se w h o  h o ld  th em ! M a n y  tu rn  a w a y  fro m  a n  a ctiv e life o f th e m in d , rejectin g  n o t o n ly  a n sw ers th a t m ig h t d istu rb
th eir settled  b eliefs b u t ev en  th e q u estio n s th a t in sp ired  th em .

B u t in  o u r w o rld s o f w o rk , sch o la rsh ip , civ ic a ctio n , a n d  ev en  p o litics, w e ca n t rep la ce tested  k n o w led g e a n d  h a rd -w o n
u n d ersta n d in g  w ith  p erso n a l o p in io n , a  rela tiv istic v iew  o f tru th , o r th e co m fo rta b le, settled  k n o w led g e o f a u th o rity .

T h a t d o es n o t m ea n  w e reject lo n g -h eld  a n d  tim e-tested  b eliefs lig h tly . W e rep la ce th em  o n ly  a fter w e re p ersu a d ed  b y  so u n d
a rg u m en ts b a ck ed  b y  g o o d  rea so n s b a sed  o n  th e b est ev id en ce a v a ila b le, a n d  a fter a n  a m ia b le b u t sea rch in g  g iv e-a n d -ta k e th a t tests
th o se a rg u m en ts a s sev erely  a s w e ca n . In  sh o rt, w e b eco m e resp o n sib le b eliev ers w h en  w e ca n  m a k e o u r o w n  so u n d  a rg u m en ts th a t
test a n d  ev a lu a te th o se o f o th ers.

Y o u  m a y  fin d  it d ifficu lt to  see a ll o f th is a t w o rk  in  a  p a p er w ritten  fo r a  cla ss, b u t d esp ite its co ld  ty p e, a  resea rch  rep o rt w ritten
fo r a n y  a u d ien ce is a  co n v ersa tio n , im a g in ed  to  b e su re, b u t still a  co o p era tiv e b u t rig o ro u s in q u iry  in to  w h a t w e sh o u ld  a n d  sh o u ld
n o t b eliev e.
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15     General Introduction to Citation Practices

15 .1   R ea so n s fo r C itin g  Y o u r S o u rces

15 .2    T h e R eq u irem en ts o f C ita tio n

15.2.1   Situations Requiring Citations
15.2.2   Inform ation Required in Citations

15 .3    T w o  C ita tio n  S ty les

15.3.1   Bibliography Style
15.3.2   Author-Date Style

15 .4    E lectro n ic S o u rces

15.4.1   O nline Sources
15.4.2   O ther Electronic M edia

15 .5    P rep a ra tio n  o f C ita tio n s

15 .6    C ita tio n  M a n a g em en t S o ftw a re

Y o u r first d u ty  a s a  resea rch er is to  g et th e fa cts rig h t. Y o u r seco n d  d u ty  is to  tell rea d ers w h ere th e fa cts ca m e fro m . T o  th a t en d , y o u
m u st cite th e so u rces o f th e fa cts, id ea s, o r w o rd s th a t y o u  u se in  y o u r p a p er.

15.1 Reasons for Citing Your Sources
T h ere a t lea st fo u r rea so n s to  cite y o u r so u rces:

1.  T o  g iv e cred it. R esea rch  is h a rd  w o rk . S o m e w h o  d o  it w ell receiv e co n crete rew a rd s m o n ey , p ro m o tio n s, g o o d  g ra d es, d eg rees,
a n d  so  o n . B u t n o  less im p o rta n t is reco g n itio n , th e p rid e a n d  p restig e o f seein g  o n e s n a m e a sso cia ted  w ith  k n o w led g e th a t
o th ers v a lu e a n d  u se. In  fa ct, fo r so m e resea rch ers th a t is th e o n ly  rew a rd . S o  w h en  y o u  cite th e w o rk  o f a n o th er, y o u  g iv e th a t
w riter th e reco g n itio n  h e o r sh e h a s ea rn ed .

2.  T o  a ssu re rea d ers a b o u t th e a ccu ra cy  o f y o u r fa cts. R esea rch ers cite so u rces to  b e fa ir to  o th er resea rch ers b u t a lso  to  ea rn  th eir
rea d ers  tru st. It is n o t en o u g h  to  g et th e fa cts rig h t. Y o u  m u st a lso  tell rea d ers th e so u rce o f th e fa cts so  th a t th ey  ca n  ju d g e th eir
relia b ility , ev en  ch eck  th em  if th ey  w ish . R ea d ers d o  n o t tru st a  so u rce th ey  d o  n o t k n o w  a n d  ca n n o t fin d . If th ey  d o  n o t tru st y o u r
so u rces, th ey  w ill n o t tru st y o u r fa cts; a n d  if th ey  d o  n o t tru st y o u r fa cts, th ey  w ill n o t tru st y o u r a rg u m en t. Y o u  esta b lish  th e first
lin k  in  th a t ch a in  o f tru st b y  citin g  y o u r so u rces fu lly , a ccu ra tely , a n d  a p p ro p ria tely .

3.  T o  sh o w  rea d ers th e resea rch  tra d itio n  th a t in fo rm s y o u r w o rk . R esea rch ers cite so u rces w h o se d a ta  th ey  u se, b u t th ey  a lso  cite
w o rk  th a t th ey  ex ten d , su p p o rt, co n tra d ict, o r co rrect. T h ese cita tio n s h elp  rea d ers n o t o n ly  u n d ersta n d  y o u r sp ecific p ro ject b u t
co n n ect it to  o th er resea rch  in  y o u r field .

4.  T o  h elp  rea d ers fo llo w  o r ex ten d  y o u r resea rch . M a n y  rea d ers u se so u rces cited  in  a  resea rch  p a p er n o t to  ch eck  its relia b ility  b u t
to  p u rsu e th eir o w n  w o rk . S o  y o u r cita tio n s h elp  o th ers n o t o n ly  to  fo llo w  y o u r fo o tstep s b u t to  strik e o u t in  n ew  d irectio n s.

Y o u  m u st n ev er a p p ea r to  ta k e cred it fo r w o rk  th a t is n o t y o u r o w n  (see 7 .9 ), a n d  p ro p er cita tio n  g u a rd s a g a in st th e ch a rg e o f
p la g ia rism . B u t it a lso  stren g th en s y o u r a rg u m en t a n d  a ssists o th ers w h o  w a n t to  b u ild  o n  y o u r w o rk .

15.2 The Requirem ents of Citation
T o  fu lfill th e req u irem en ts o f cita tio n , y o u  n eed  to  k n o w  w h en  to  in clu d e a  so u rce cita tio n  in  y o u r p a p er a n d  w h a t in fo rm a tio n  a b o u t
th e so u rce to  in clu d e.

15.2.1 Situations Requiring Citations

C h a p ter 7 , p a rticu la rly  7 .9 , d iscu sses in  d ep th  w h en  y o u  sh o u ld  cite m a teria ls fro m  o th er so u rces. B riefly , y o u  sh o u ld  a lw a y s p ro v id e
a  cita tio n  in  th e fo llo w in g  situ a tio n s:

Џ w h en  y o u  q u o te ex a ct w o rd s fro m  a  so u rce (see a lso  ch a p ter 2 5  o n  q u o ta tio n s)
Џ w h en  y o u  p a ra p h ra se id ea s th a t a re a sso cia ted  w ith  a  sp ecific so u rce, ev en  if y o u  d o n t q u o te ex a ct w o rd s fro m  it
Џ w h en  y o u  u se a n y  id ea , d a ta , o r m eth o d  a ttrib u ta b le to  a n y  so u rce y o u  co n su lted

A s n o ted  in  15 .1, y o u  m a y  a lso  u se cita tio n s to  p o in t rea d ers to  so u rces th a t a re relev a n t to  a  p a rticu la r p o rtio n  o f y o u r a rg u m en t b u t
n o t q u o ted  o r p a ra p h ra sed . S u ch  cita tio n s d em o n stra te th a t y o u  a re fa m ilia r w ith  th ese so u rces, ev en  if th ey  p resen t cla im s a t o d d s

9 0



w ith  y o u r o w n .

15.2.2 Information Required in Citations

O v er th e lo n g  tra d itio n  o f citin g  so u rces, a s resea rch ers in  d ifferen t field s b eg a n  to  w rite in  d ifferen t w a y s, th ey  a lso  d ev elo p ed
d istin ctiv e w a y s o f citin g  a n d  d o cu m en tin g  th eir so u rces. W h en  cita tio n  m eth o d s b eca m e sta n d a rd ized , resea rch ers h a d  to  ch o o se
fro m  n o t ju st o n e o r tw o  sta n d a rd s b u t m a n y .

C ita tio n  sty les d iffer in  th e elem en ts in clu d ed  a n d  in  th e fo rm a t o f th ese elem en ts, b u t th ey  h a v e th e sa m e a im : to  g iv e rea d ers th e
in fo rm a tio n  th ey  n eed  to  id en tify  a n d  fin d  a  so u rce. F o r m o st so u rces, in clu d in g  b o o k s, a rticles, u n p u b lish ed  d o cu m en ts, a n d  o th er
w ritten  m a teria l, in  p rin t o r electro n ic fo rm , th a t in fo rm a tio n  m u st a n sw er th ese q u estio n s:

Џ W h o  w ro te, ed ited , o r tra n sla ted  th e tex t (so m etim es a ll th ree)?
Џ W h a t d a ta  id en tify  th e tex t? T h is in clu d es th e title a n d  su b title o f th e w o rk ; title o f th e jo u rn a l, co llectio n , o r series it a p p ea rs in , a s

w ell a s v o lu m e n u m b er, ed itio n  n u m b er, o r o th er id en tify in g  in fo rm a tio n ; a n d  p a g e n u m b ers o r o th er lo ca tin g  in fo rm a tio n  if th e
referen ce is to  a  sp ecific p a rt o f a  la rg er tex t.

Џ W h o  p u b lish ed  th e tex t a n d  w h en ? T h is in clu d es th e n a m e o f th e p u b lish er a n d  th e p la ce a n d  d a te o f p u b lica tio n o r a n  in d ica tio n
th a t th e d o cu m en t h a s n o t b een  p u b lish ed .

Џ W h ere ca n  th e tex t b e fo u n d ? M o st p rin ted  so u rces ca n  b e fo u n d  in  a  lib ra ry  o r b o o k sto re, in fo rm a tio n  th a t g o es w ith o u t sa y in g .
F o r a  so u rce o b ta in ed  o n lin e, a  U R L  o r th e n a m e o f a  co m m ercia l d a ta b a se w ill h elp  rea d ers fin d  it. F o r a n  item  fro m  a  o n e-o f-a -
k in d  co llectio n , d a ta  w ill in clu d e th e p la ce w h ere th e co llectio n  is h o u sed .

D eta ils v a ry  fo r o th er so u rces, su ch  a s so u n d  a n d  v id eo  reco rd in g s, b u t th ey  a n sw er th e sa m e fo u r q u estio n s: W h o  w ro te, ed ited ,
tra n sla ted , o r w a s o th erw ise resp o n sib le fo r crea tin g  th e so u rce? W h a t d a ta  id en tify  it? W h o  p u b lish ed  it a n d  w h en ? W h ere ca n  it b e
fo u n d ?

Y o u r rea d ers w ill ex p ect y o u  to  u se th e cita tio n  sty le a p p ro p ria te to  th eir p a rticu la r field , n o t ju st b eca u se th ey  a re fa m ilia r w ith
th is sty le b u t b eca u se w h en  y o u  u se it, y o u  sh o w  th em  th a t y o u  u n d ersta n d  th eir v a lu es a n d  p ra ctices. T h e d eta ils m a y  seem  triv ia l:
w h en  to  u se ca p ita ls, p erio d s, co m m a s, a n d  ev en  w h ere to  p u t a  sp a ce. B u t if y o u  d o  n o t g et th ese sm a ll m a tters rig h t, m a n y  o f y o u r
rea d ers w ill q u estio n  w h eth er th ey  ca n  tru st y o u  o n  th e b ig g er o n es. F ew  resea rch ers try  to  m em o rize a ll th ese d eta ils. In stea d , th ey
lea rn  th e fo rm s o f th e cita tio n s th ey  u se m o st so  th a t th ey  d o  n o t n eed  to  lo o k  th em  u p  rep ea ted ly . T h en , fo r citin g  so u rces th a t a re
less co m m o n  o r h a v e u n u su a l elem en ts, th ey  co n su lt a  b o o k  lik e th is o n e.

15.3 Tw o Citation Styles
T h is b o o k  co v ers th e tw o  m o st co m m o n  cita tio n  fo rm s: n o tes-b ib lio g ra p h y  sty le, o r sim p ly  b ib lio g ra p h y  sty le (u sed  w id ely  in  th e
h u m a n ities a n d  in  so m e so cia l scien ces), a n d  a u th o r-d a te sty le (u sed  in  m o st so cia l scien ces a n d  in  th e n a tu ra l a n d  p h y sica l scien ces,
a n d  referred  to  in  th e p rev io u s ed itio n  o f th is b o o k  a s p a ren th etica l cita tio n s-referen ce list sty le). If y o u  a re n o t certa in  w h ich  sty le to
u se in  a  p a p er, co n su lt y o u r in stru cto r.

Y o u  m a y  b e a sk ed  to  u se d ifferen t sty les in  d ifferen t settin g s (fo r ex a m p le, a n  a rt h isto ry  co u rse a n d  a  p o litica l scien ce co u rse).
W ith in  a  sp ecific p a p er, h o w ev er, a lw a y s fo llo w  a  sin g le sty le co n sisten tly .

If y o u  a re n ew  to  resea rch , rea d  th is sectio n  fo r a  b rief d escrip tio n  o f h o w  th e tw o  cita tio n  sty les w o rk . T h en , if y o u  a re u sin g
b ib lio g ra p h y  sty le, rea d  ch a p ter 16  fo r a n  o v erv iew  o f th is sty le, a n d  refer to  ch a p ter 17  fo r d eta iled  g u id elin es a n d  ex a m p les fo r citin g
m o st ty p es o f so u rces y o u re lik ely  to  co n su lt. If y o u  a re u sin g  a u th o r-d a te sty le, th e o v erv iew  a n d  d eta iled  g u id elin es a re in  ch a p ters
18  a n d  19 , resp ectiv ely .

15.3.1 Bibliography Style

In  b ib lio g ra p h y -sty le cita tio n s, y o u  sig n a l th a t y o u  h a v e u sed  a  so u rce b y  p la cin g  a  su p erscrip t n u m b er a t th e en d  o f th e sen ten ce in
w h ich  y o u  refer to  it:

He concludes that òbeing a person is not a pat form ula, but a quest, a m ystery, a leap of faith.ó1

Y o u  th en  cite th e so u rce o f th a t q u o ta tio n  in  a  co rresp o n d in g ly  n u m b ered  n o te th a t p ro v id es in fo rm a tio n  a b o u t th e so u rce (a u th o r,
title, a n d  fa cts o f p u b lica tio n ) p lu s relev a n t p a g e n u m b ers. N o tes a re p rin ted  a t th e b o tto m  o f th e p a g e (ca lled  fo o tn o tes) o r in  a  list
co llected  a t th e en d  o f y o u r p a p er o r th e en d  o f ea ch  ch a p ter (ca lled  en d n o tes). A ll n o tes h a v e th e sa m e g en era l fo rm :

N:       1. Jaron Lanier, You Are Not a G adget: A M anifesto (New York: Alfred A. Knopf, 2010), 5.

If y o u  cite th e sa m e tex t a g a in , y o u  ca n  sh o rten  su b seq u en t n o tes:

N:       5. Lanier, Not a G adget, 133ð34.

In  m o st ca ses, y o u  a lso  list so u rces a t th e en d  o f th e p a p er in  a  b ib lio g ra p h y . T h a t list n o rm a lly  in clu d es ev ery  so u rce y o u  cited  in
a  n o te a n d  so m etim es o th ers y o u  co n su lted  b u t d id  n o t cite. E a ch  b ib lio g ra p h y  en try  in clu d es th e sa m e in fo rm a tio n  co n ta in ed  in  a
fu ll n o te, b u t in  a  slig h tly  d ifferen t fo rm :

B:   Lanier, Jaron. You Are Not a G adget: A M anifesto. New York: Alfred A. Knopf, 2010.

15.3.2 Author-Date Style

In  a u th o r-d a te cita tio n s, y o u  sig n a l th a t y o u  h a v e u sed  a  so u rce b y  p la cin g  a  p a ren th etica l cita tio n  (in clu d in g  a u th o r, d a te, a n d
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relev a n t p a g e n u m b ers) n ex t to  y o u r referen ce to  it:

He concludes that òbeing a person is not a pat form ula, but a quest, a m ystery, a leap of faithó (Lanier 2010, 5).

A t th e en d  o f th e p a p er, y o u  list a ll so u rces in  a  referen ce list. T h a t list n o rm a lly  in clu d es ev ery  so u rce y o u  cited  in  a  p a ren th etica l
cita tio n  a n d  so m etim es o th ers y o u  co n su lted  b u t d id  n o t cite. E a ch  referen ce list en try  in clu d es co m p lete b ib lio g ra p h ica l in fo rm a tio n
fo r a  so u rce. T h e p u b lica tio n  d a te im m ed ia tely  fo llo w s th e n a m e o f th e a u th o r, m a k in g  it ea sy  to  fo llo w  a  p a ren th etica l cita tio n  to  its
co rresp o n d in g  en try  in  th e referen ce list:

R:   Lanier, Jaron. 2010. You Are Not a G adget: A M anifesto. New York: Alfred A. Knopf.

15.4 Electronic Sources
T h e sta n d a rd  cita tio n  fo rm s ev o lv ed  in  th e a g e o f p rin t, b u t resea rch ers n o w  in crea sin g ly  rely  o n  so u rces th a t a re fo u n d  o n lin e o r in
a n o th er electro n ic m ed iu m . T h ese so u rces h a v e b een  u sed  lo n g  en o u g h  fo r resea rch ers to  h a v e crea ted  sta n d a rd  cita tio n  fo rm s
a d a p ted  to  th eir sp ecia l ch a ra cteristics.

15.4.1 Online Sources

15.4.1.1 INFO RM ATIO N IN CITATIO NS. W h en  y o u  cite o n lin e so u rces, y o u  in clu d e m a n y  o f th e sa m e p ieces o f in fo rm a tio n  a s y o u  w o u ld  fo r
p rin t so u rces, b u t so m etim es th is in fo rm a tio n  is d ifficu lt to  fin d , u n a v a ila b le, o r su b ject to  ch a n g e w ith o u t n o tice. T h ese fa cto rs ca n
m a k e it m o re d ifficu lt fo r y o u r rea d ers to  fin d  th e so u rces y o u v e cited , a n d  in  so m e ca ses th ey  m a y  m a k e y o u  q u estio n  th e a u th o rity
a n d  relia b ility  o f a  so u rce.

Џ M a n y  w eb sites h a v e n o  id en tifia b le a u th o r, p u b lish er, o r sp o n so r. T h is m a k es th em  th e eq u iv a len t o f a n y  o th er a n o n y m o u s so u rce,
u n lik ely  to  b e a u th o rita tiv e o r relia b le en o u g h  to  u se w ith o u t serio u s q u a lifica tio n  (see 3 .4 .3 ). T h e sa m e ca u tio n  a p p lies to  co n ten t
su ch  a s u ser co m m en ts th a t a re p o sted  u n d er p seu d o n y m s, ev en  if th e w eb site o r b lo g  th ey  a re p o sted  o n  is co n sid ered  a  relia b le
so u rce.

Џ O n lin e co n ten t ca n  b e rev ised  w ith o u t n o tice, a n d  th ere a re n o  sta n d a rd s fo r in d ica tin g  rev isio n s. A  rev isio n  d a te o n  o n e w eb site
m a y  in d ica te co rrectio n  o f a  sp ellin g  erro r w h ile o n  a n o th er it m a y  m a rk  ch a n g es in  fa ctu a l d a ta  o r cla im s.

Џ O n lin e co n ten t m a y  b e sim u lta n eo u sly  a v a ila b le fro m  m o re th a n  o n e site, so m e m o re relia b le th a n  o th ers.
Џ M o st o n lin e so u rces a re lo ca ted  th ro u g h  a  U R L  (u n ifo rm  reso u rce lo ca to r), b u t U R L s co m e a n d  g o . Y o u  ca n n o t a lw a y s b e certa in

th ey  w ill b e a v a ila b le m o n th s, w eek s, o r ev en  d a y s la ter, a n d  th eir d isa p p ea ra n ce w o u ld  m a k e it d ifficu lt o r im p o ssib le fo r y o u  o r
y o u r rea d ers to  fin d  th e co n ten t y o u  o rig in a lly  co n su lted .

In  y o u r resea rch , ch o o se o n lin e so u rces ca refu lly . W h en  in fo rm a tio n  is a v a ila b le o n  m u ltip le w eb sites o r in  m u ltip le m ed ia  (p rin t
a n d  o n lin e), co n su lt th e m o st relia b le v ersio n  a v a ila b le, a n d  a lw a y s cite th e v ersio n  y o u  co n su lted .

15.4.1.2 TW O  CATEG O RIES O F SO URCES. O n lin e so u rces fa ll in to  tw o  ca teg o ries.

1.  M a n y  o n lin e so u rces a re lik e p rin t so u rces in  ev ery th in g  ex cep t m ed iu m fo r ex a m p le, a n  a rticle p u b lish ed  in  a n  o n lin e jo u rn a l
in stea d  o f in  a  p rin ted  jo u rn a l. O th er so u rces o f th is ty p e in clu d e o n lin e b o o k s, n ew sp a p er a n d  m a g a zin e a rticles, a n d  p u b lic
d o cu m en ts. C ite a n  o n lin e so u rce o f th is ty p e sim ila rly  to  a  p rin t so u rce, b eg in n in g  w ith  sta n d a rd  fa cts o f p u b lica tio n  (a u th o r s
n a m e, title, d a te, a n d  so  fo rth ). A t th e en d  o f th e cita tio n , a d d  th e d a te y o u  a ccessed  th e m a teria l a n d  th e U R L  (see 15 .4 .1.3 ) o r th e
n a m e o f th e d a ta b a se th ro u g h  w h ich  y o u  a ccessed  th e so u rce (see 15 .4 .1.4 ). Y o u  ca n  fin d  ex a m p les o f h o w  to  cite su ch  item s
u n d er th e relev a n t ty p e o f so u rce in  ch a p ter 17  (fo r b ib lio g ra p h y  sty le) a n d  ch a p ter 19  (fo r a u th o r-d a te sty le).

2.  O th er ty p es o f o n lin e so u rces, su ch  a s in stitu tio n a l o r p erso n a l w eb sites a n d  so cia l n etw o rk in g  serv ices, a re u n iq u e to  th e
m ed iu m . U n lik e m o re tra d itio n a l m ed ia , th ese so u rces o ften  la ck  o n e o r m o re o f th e sta n d a rd  fa cts o f p u b lica tio n . T o  cite su ch  a
so u rce, y o u  w ill n eed  to  g iv e a s m u ch  in fo rm a tio n  a s p o ssib le a b o u t it in  a d d itio n  to  a  U R L  a n d  a ccess d a te (see 15 .4 .1.3 ).
E x a m p les o f h o w  to  cite th ese item s a p p ea r in  17 .7  (fo r b ib lio g ra p h y  sty le) a n d  19 .7  (fo r a u th o r-d a te sty le).

15.4.1.3 URLS AND ACCESS DATES. F o r a n y  so u rce y o u  cite, y o u  m u st a lw a y s in clu d e th e fu ll fa cts o f p u b lica tio n  in  a d d itio n  to  a  U R L . If
th e U R L  ch a n g es, in terested  rea d ers w ill o ften  b e a b le to  fin d  y o u r so u rce b y  sea rch in g  fo r th e a u th o r, title, a n d  o th er fa cts o f
p u b lica tio n .

C a p ita lize th e co m p o n en ts o f a  U R L  ex a ctly  a s th ey  a p p ea r o n  y o u r screen . If th e U R L  en d s in  a  sla sh , in clu d e it. D o  n o t en clo se
th e U R L  in  b ra ck ets. It is b est n o t to  b rea k  a  U R L  a t th e en d  o f a  lin e, b u t if y o u  n eed  to  d o  so , see 2 0 .4 .2  fo r so m e g u id elin es.

If a  w eb site g iv es a  p referred  fo rm  o f th e U R L  a lo n g  w ith  th e cita tio n  d a ta  fo r a  so u rce, u se th a t ra th er th a n  th e U R L  in  y o u r
b ro w ser s a d d ress b a r. S o m e so u rces a re id en tified  b y  a  D O I (d ig ita l o b ject id en tifier). U R L s b a sed  o n  D O Is a re m o re p ersisten t a n d
sta b le th a n  o rd in a ry  U R L s. T o  cite a  so u rce th a t in clu d es a  D O I, a p p en d  th e D O I to  h ttp ://d x .d o i.o rg / in  y o u r cita tio n . F o r ex a m p les,
see th e sectio n s o n  jo u rn a l a rticles in  fig u re 16 .1 (fo r b ib lio g ra p h y  sty le) o r fig u re 18 .1 (fo r a u th o r-d a te sty le) a n d  in  ch a p ters 17  a n d
19 .

In  a d d itio n , ev ery  cita tio n  o f a n  o n lin e so u rce sh o u ld  in clu d e th e d a te y o u  la st a ccessed  it. If th e so u rce is rev ised  o r d eleted ,
rea d ers (a n d  y o u r in stru cto r) w ill w a n t to  k n o w  w h en  th e so u rce w a s la st a v a ila b le to  y o u . C h a p ters 17  a n d  19  p ro v id e m a n y
ex a m p les o f a ccess d a tes in  cita tio n s.

15.4.1.4 CO M M ERCIAL DATABASES. M a n y  o n lin e so u rces, in clu d in g  jo u rn a ls a n d  o th er p erio d ica ls a n d  so m e electro n ic b o o k s, a re
a ccessib le o n ly  th ro u g h  a  co m m ercia l d a ta b a se w ith  restricted  a ccess (o ften  th ro u g h  a  u n iv ersity  o r o th er m a jo r lib ra ry ). If su ch  a
d a ta b a se lists a  reco m m en d ed  U R L  a lo n g  w ith  th e so u rce, u se th a t o n e in stea d  o f th e o n e in  y o u r a d d ress b a r. A  U R L  b a sed  o n  a
D O I, if a v a ila b le, is th e b est o p tio n  (see 15 .4 .1.3 ). If n o  su ita b ly  sh o rt a n d  d irect U R L  ex ists, h o w ev er, y o u  m a y  su b stitu te th e n a m e o f
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th e d a ta b a se fo r th e U R L  (e.g ., L ex isN ex is A ca d em ic). F o r ex a m p les, see 17 .1.10  (b ib lio g ra p h y  sty le) a n d  19 .1.10  (a u th o r-d a te sty le).

15.4.2 Other Electronic Media

P u b lica tio n s a v a ila b le in  o th er electro n ic m ed ia , su ch  a s a n  electro n ic b o o k  a v a ila b le fo r d o w n lo a d  o r a s a  C D - o r D V D -R O M , ca n
o ften  b e cited  sim ila rly  to  p rin ted  b o o k s, w ith  th e a d d itio n  o f in fo rm a tio n  a b o u t th e m ed iu m  o r file fo rm a t; see 17 .1.10  a n d  17 .5 .8  (fo r
b ib lio g ra p h y  sty le) o r 19 .1.10  a n d  19 .5 .8  (fo r a u th o r-d a te sty le).

If a  so u rce is a v a ila b le in  m o re th a n  o n e electro n ic m ed iu m  (fo r ex a m p le, in  m o re th a n  o n e electro n ic b o o k  fo rm a t), o r b o th
electro n ica lly  a n d  in  p rin t fo rm , co n su lt th e m o st relia b le a n d  a u th o rita tiv e v ersio n  (see 3 .4 ), a n d  a lw a y s cite th e v ersio n  y o u
co n su lted .

15.5 Preparation of Citations
Y o u  ca n  ea se th e p ro cess o f p rep a rin g  a n d  ch eck in g  cita tio n s if y o u  a n ticip a te w h a t y o u  w ill n eed .

Џ U se th e m o st a u th o rita tiv e so u rces, in  th eir m o st relia b le v ersio n . If y o u  fin d  seco n d - o r th ird h a n d  in fo rm a tio n , tra ck  d o w n  th e
o rig in a l so u rce.

Џ If a  so u rce is a v a ila b le in  m u ltip le v ersio n s, a lw a y s cite th e o n e y o u  a ctu a lly  co n su lted . T h ere m a y  b e sm a ll b u t im p o rta n t
d ifferen ces b etw een  th e v ersio n s th a t co u ld  a ffect th e a ccu ra cy  o f y o u r q u o ta tio n s o r o th er referen ces to  th e so u rce.

Џ R eco rd  a ll b ib lio g ra p h ica l in fo rm a tio n  b efo re y o u  ta k e n o tes. S ee fig u re 16 .1 (fo r b ib lio g ra p h y  sty le) o r fig u re 18 .1 (fo r a u th o r-d a te
sty le) fo r tem p la tes sh o w in g  w h a t in fo rm a tio n  is n eed ed  fo r sev era l co m m o n  ty p es o f so u rces.

Џ R eco rd  th e p a g e n u m b er(s) fo r ev ery  q u o ta tio n  a n d  p a ra p h ra se.
Џ A s y o u  d ra ft, clea rly  in d ica te ev ery  p la ce w h ere y o u  m a y  n eed  to  cite a  so u rce. It is m u ch  ea sier to  rem o v e a n  u n n ecessa ry  cita tio n

w h en  y o u  rev ise th a n  to  rem em b er w h ere y o u  m a y  h a v e relied  o n  so m eo n e else s id ea s.
Џ W h en  y o u r d ra ft is in  its fin a l fo rm , co n su lt ch a p ter 17  o r 19  to  en su re th a t ea ch  cita tio n  is in  th e co rrect fo rm , in clu d in g

p u n ctu a tio n  a n d  sp a cin g .
Џ Y o u  ca n  a ssem b le y o u r b ib lio g ra p h y  o r referen ce list eith er a s y o u  co n su lt y o u r so u rces o r a s y o u  d ra ft a n d  rev ise. B e su re to  ch eck

ea ch  d eta il ca refu lly .

G ettin g  ea ch  cita tio n  rig h t m a y  b e ted io u s, b u t a s w ith  ev ery  o th er p h a se o f resea rch , if y o u  a n ticip a te w h a t y o u  n eed  a n d  m a n a g e
th e p ro cess fro m  th e b eg in n in g , y o u  ca n  co m p lete ev en  th is lea st ex citin g  p a rt o f resea rch  fa ster, m o re ea sily , a n d  m o re relia b ly .

15.6 Citation M anagem ent Softw are
If y o u  d o  th e b u lk  o f y o u r b ib lio g ra p h ic resea rch  o n lin e, y o u  m a y  w a n t to  co n sid er u sin g  cita tio n  m a n a g em en t so ftw a re to  co llect
d a ta  a b o u t y o u r so u rces. P ro g ra m s lik e E n d N o te, R efW o rk s, a n d  Z o tero  a re d esig n ed  to  h elp  y o u  b u ild  a  lib ra ry  o f cita tio n s fo r a
v a riety  o f so u rce ty p es. L a ter y o u  ca n  p lu g  th ese cita tio n s d irectly  in to  y o u r p a p er in  o n e o f th e cita tio n  sty les d escrib ed  in  th is
m a n u a l (referred  to  in  m o st p ro g ra m s a s eith er T u ra b ia n  o r C h ica g o  sty le). A  few  th in g s to  k eep  in  m in d :

Џ D o u b le-ch eck  y o u r d a ta . A s y o u  b u ild  y o u r lib ra ry , ch eck  ea ch  field  a g a in st th e a ctu a l so u rce a s so o n  a s y o u  a cq u ire th e d a ta  fo r it.
M a k e su re th a t a u th o rs  n a m es, titles o f w o rk s, d a tes, a n d  so  fo rth  a re a ccu ra te a n d  th a t th ey  a re en tered  in  th e a p p ro p ria te field s.
Y o u  w ill n eed  to  d o  th is w h eth er y o u  en tered  th e d a ta  y o u rself o r ex p o rted  th e cita tio n  fro m  a  lib ra ry  ca ta lo g  o r o th er d a ta b a se.

Џ D o u b le-ch eck  y o u r cita tio n s. O n ce th ey v e b een  in serted  in  y o u r p a p er, m a k e su re ea ch  cita tio n  is co rrectly  fo rm a tted  a n d
p u n ctu a ted  a cco rd in g  to  th e cita tio n  sty le y o u v e ch o sen . R ev iew  y o u r fin a l d ra ft w ith  ex tra  ca re. C ita tio n  so ftw a re p ro g ra m s d o
m a k e erro rs, a n d  it rem a in s y o u r resp o n sib ility  to  en su re th a t y o u r cita tio n s a re a ccu ra te. F o r ex a m p les o f b ib lio g ra p h y -sty le
cita tio n s, see ch a p ters 16  a n d  17 ; fo r a u th o r-d a te sty le, see ch a p ters 18  a n d  19 .

Џ A lw a y s k eep  a t lea st tw o  co p ies o f y o u r cita tio n s lib ra ry . If y o u r sch o o l lets y o u  k eep  a  co p y  o n  its serv er, m a k e su re y o u  a lso  h a v e a
co p y  o n  a  lo ca l d riv e.

T h ese p ro g ra m s w o rk  b est fo r p a p ers th a t cite o n ly  a  few  ty p es o f th e m o st co m m o n  so u rces. A rticles in  a ca d em ic jo u rn a ls,
esp ecia lly , a re ea sy  to  w o rk  w ith . If y o u  cite m a n y  d ifferen t ty p es o f so u rces, ex p ect to  sp en d  ex tra  tim e co rrectin g  y o u r cita tio n s
lib ra ry  a n d  ed itin g  y o u r fin a l p a p er. Y o u  m a y  ch o o se in stea d  to  reco rd  th e in fo rm a tio n  in  th e co rrect cita tio n  fo rm a t y o u rself, u sin g  a
w o rd  p ro cesso r o r sp rea d sh eet a p p lica tio n .
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16     Notes-Bibliography Style: The Basic Form

16 .1   B a sic P a ttern s

16.1.1   O rder of Elem ents
16.1.2   Punctuation
16.1.3   Capitalization
16.1.4   Italics and Q uotation M arks
16.1.5   Num bers
16.1.6   Abbreviations
16.1.7   Indentation

16 .2    B ib lio g ra p h ies

16.2.1   Types of Bibliographies
16.2.2   Arrangem ent of Entries
16.2.3   Sources That M ay Be O m itted

16 .3    N o tes

16.3.1   Footnotes versus Endnotes
16.3.2   Referencing Notes in Text
16.3.3   Num bering Notes
16.3.4   Form atting Notes
16.3.5   Com plex Notes

16 .4    S h o rt F o rm s fo r N o tes

16.4.1   Shortened Notes
16.4.2   Ibid.
16.4.3   Parenthetical Notes

A  cita tio n  sty le u sed  w id ely  in  th e h u m a n ities a n d  in  so m e so cia l scien ces is th e n o tes-b ib lio g ra p h y  sty le, o r b ib lio g ra p h y  sty le fo r
sh o rt. T h is ch a p ter p resen ts a n  o v erv iew  o f th e b a sic p a ttern  fo r cita tio n s in  b ib lio g ra p h y  sty le, in clu d in g  b ib lio g ra p h y  en tries, fu ll
n o tes, sh o rten ed  n o tes, a n d  p a ren th etica l n o tes. E x a m p les o f n o tes a re id en tified  w ith  a n  N ; ex a m p les o f b ib lio g ra p h y  en tries a re
id en tified  w ith  a  B .

In  b ib lio g ra p h y  sty le, y o u  sig n a l th a t y o u  h a v e u sed  a  so u rce b y  p la cin g  a  su p erscrip t n u m b er a t th e en d  o f th e sen ten ce in  w h ich
y o u  q u o te o r o th erw ise refer to  th a t so u rce:

According to one scholar, òThe railroads had m ade Chicago the m ost im portant m eeting place between East and W est.ó4

Y o u  th en  cite th e so u rce o f th a t in fo rm a tio n  in  a  co rresp o n d in g ly  n u m b ered  n o te th a t p ro v id es in fo rm a tio n  a b o u t th e so u rce (a u th o r,
title, a n d  fa cts o f p u b lica tio n ) p lu s relev a n t p a g e n u m b ers. N o tes a re p rin ted  a t th e b o tto m  o f th e p a g e (ca lled  fo o tn o tes) o r in  a  list
co llected  a t th e en d  o f y o u r p a p er o r th e en d  o f ea ch  ch a p ter (ca lled  en d n o tes). A ll n o tes h a v e th e sa m e g en era l fo rm :

N:       4. W illiam  Cronon, Natureõs M etropolis: Chicago and the G reat W est (New York: W . W . Norton, 1991), 92ð93.

If y o u  cite th e sa m e tex t a g a in , y o u  ca n  sh o rten  su b seq u en t n o tes:

N:       8. Cronon, Natureõs M etropolis, 383.

In  m o st ca ses, y o u  a lso  list so u rces a t th e en d  o f th e p a p er in  a  b ib lio g ra p h y . T h a t list n o rm a lly  in clu d es ev ery  so u rce y o u  cited  in
a  n o te a n d  so m etim es o th ers y o u  co n su lted  b u t d id  n o t cite. E a ch  b ib lio g ra p h y  en try  in clu d es th e sa m e in fo rm a tio n  co n ta in ed  in  a
fu ll n o te, b u t in  a  slig h tly  d ifferen t fo rm :

B:  Cronon, W illiam . Natureõs M etropolis: Chicago and the G reat W est. New York: W . W . Norton, 1991.

R ea d ers ex p ect y o u  to  fo llo w  th e ru les fo r co rrect cita tio n s ex a ctly . T h ese ru les co v er n o t o n ly  w h a t d a ta  y o u  m u st in clu d e a n d
th eir o rd er b u t a lso  p u n ctu a tio n , ca p ita liza tio n , ita licizin g , a n d  so  o n . T o  g et y o u r cita tio n s rig h t, y o u  m u st p a y  clo se a tten tio n  to
m a n y  m in u te d eta ils th a t few  resea rch ers ca n  ea sily  rem em b er. C h a p ter 17  p ro v id es a  rea d y  referen ce g u id e to  th o se d eta ils.

16.1 Basic Patterns
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A lth o u g h  so u rces a n d  th eir cita tio n s co m e in  a lm o st en d less v a riety , y o u  a re lik ely  to  u se o n ly  a  few  k in d s. W h ile y o u  m a y  n eed  to
lo o k  u p  d eta ils to  cite so m e u n u su a l so u rces, y o u  ca n  ea sily  lea rn  th e b a sic p a ttern s fo r th e few  k in d s y o u  w ill u se m o st o ften . Y o u  ca n
th en  crea te tem p la tes th a t w ill h elp  y o u  reco rd  b ib lio g ra p h ica l d a ta  q u ick ly  a n d  relia b ly  a s y o u  rea d .

T h e rest o f th is sectio n  d escrib es th e b a sic p a ttern s, a n d  fig u re 16 .1 p ro v id es tem p la tes fo r a n d  ex a m p les o f sev era l co m m o n  ty p es
o f so u rces. C h a p ter 17  in clu d es ex a m p les o f a  w id e ra n g e o f so u rces, in clu d in g  ex cep tio n s to  th e p a ttern s d iscu ssed  h ere.

Figure 16.1. Tem plates for notes and bibliography entries

The following tem plates show what elem ents should be included in what order when citing several com m on types of sources in
notes (N) and bibliographies (B). They also show punctuation, capitalization of titles, and when to use italics or quotation m arks.
G ray shading shows abbreviations (or their spelled-out versions) and other term s as they would actually appear in a citation. 
stands in for footnote num ber. XX stands in for page num bers actually cited, YY for a full span of page num bers for an article or a
chapter.

For further exam ples, explanations, and variations, see chapter 17. For tem plates of shortened note form s, see figure 16.2.

Books

1. Single Author or Editor

N:       ##. Authorõs First and Last Nam es, Title of Book: Subtitle of Book (Place of Publication: Publisherõs Nam e, Date of Publication), XXðXX.
1. M a lco lm  G la d w ell, T h e T ip p in g  P o in t: H o w  L ittle T h in g s C a n  M a k e a  B ig  D ifferen ce (B o sto n : L ittle, B ro w n , 2 0 0 0 ), 6 4 6 5 .

B:  Authorõs Last Nam e, Authorõs First Nam e. Title of Book: Subtitle of Book. Place of Publication: Publisherõs Nam e, Date of Publication.
G la d w ell, M a lco lm . T h e T ip p in g  P o in t: H o w  L ittle T h in g s C a n  M a k e a  B ig  D ifferen ce. B o sto n : L ittle, B ro w n , 2 0 0 0 .

For a book with an editor instead of an author, adapt the pattern as follows:

N:       ##. Editorõs First and Last Nam es, ed., Title of Book é
7 . J o el G reen b erg , ed ., O f P ra irie, W o o d s, a n d  W a ter 

B:  Editorõs Last Nam e, Editorõs First Nam e, ed. T itle o f B o o k é
G reen b erg , J o el, ed . O f P ra irie, W o o d s, a n d  W a ter 

2. M ultiple Authors

For a book with two authors, use the following pattern:

N:       ##. Author #1õs First and Last Nam es and Author #2õs First and Last Nam es, Title of Book: Subtitle of Book (Place of Publication: Publisherõs Nam e, Date
of Publication), XXðXX.
2 . P eter M o rey  a n d  A m in a  Y a q in , F ra m in g  M u slim s: S tereo ty p in g  a n d  R ep resen ta tio n  a fter 9 /11 (C a m b rid g e, M A : H a rv a rd  U n iv ersity  P ress, 2 0 11), 5 2 .

B:  Author #1õs Last Nam e, Author #1õs First Nam e, and Author #2õs First and Last Nam es. Title of Book: Subtitle of Book. Place of Publication: Publisherõs Nam e,
Date of Publication.

M o rey , P eter, a n d  A m in a  Y a q in . F ra m in g  M u slim s: S tereo ty p in g  a n d  R ep resen ta tio n  a fter 9 /11. C a m b rid g e, M A : H a rv a rd  U n iv ersity  P ress, 2 0 11.

For a book with three authors, adapt the pattern as follows:

N:       ##. Author #1õs First and Last Nam es, Author #2õs First and Last Nam es, and Author #3õs First and Last Nam es, Title of Book é
5 . J o e S o ss, R ich a rd  C . F o rd in g , a n d  S a n fo rd  F . S ch ra m , D iscip lin in g  th e P o o r 

B:  Author #1õs Last Nam e, Author #1õs First Nam e, Author #2õs First and Last Nam es, and Author #3õs First and Last Nam es. Title of Booké
S o ss, J o e, R ich a rd  C . F o rd in g , a n d  S a n fo rd  F . S ch ra m . D iscip lin in g  th e P o o r 

For a book with four or m ore authors, adapt the note pattern only as follows:

N:       ##. Author #1õs First and Last Nam es et al., Title of Book é
15 . J a y  M . B ern stein  et a l., A rt a n d  A esth etics a fter A d o rn o  

3. Author(s) Plus Editor or Translator

For a book with an author plus an editor, use the following pattern:

N:       ##. Authorõs First and Last Nam es, Title of Book: Subtitle of Book, ed. Editorõs First and Last Nam es (Place of Publication: Publisherõs Nam e, Date of
Publication), XXðXX.
9 . J a n e A u sten , P ersu a sio n : A n  A n n o ta ted  E d itio n , ed . R o b ert M o rriso n  (C a m b rid g e, M A : B elk n a p  P ress o f H a rv a rd  U n iv ersity  P ress, 2 0 11), 3 11 12 .

B:  Authorõs Last Nam e, Authorõs First Nam e. Title of Book: Subtitle of Book. Edited by Editorõs First and Last Nam es. Place of Publication: Publisherõs Nam e,
Date of Publication.

A u sten , J a n e. P ersu a sio n : A n  A n n o ta ted  E d itio n . E d ited  b y  R o b ert M o rriso n . C a m b rid g e, M A : B elk n a p  P ress o f H a rv a rd  U n iv ersity  P ress, 2 0 11.

If a book has a translator instead of an editor, substitute the words trans, and Translated by and the translatorõs nam e for the editor data.
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4. Edition Num ber

N:       ##. Authorõs First and Last Nam es, Title of Book: Subtitle of Book, Edition Num ber ed. (Place of Publication: Publisherõs Nam e, Date of Publication), XXð
XX.
11. J o h n  V a n  M a a n en , T a les o f th e F ield : O n  W ritin g  E th n o g ra p h y , 2 n d  ed . (C h ica g o : U n iv ersity  o f C h ica g o  P ress, 2 0 11), 8 4 .

B:  Authorõs Last Nam e, Authorõs First Nam e. Title of Book: Subtitle of Book. Edition Num ber ed. Place of Publication: Publisherõs Nam e, Date of Publication.
V a n  M a a n en , J o h n . T a les of th e F ield : O n W ritin g  E th n o g ra p h y . 2 n d  ed . C h ica g o : U n iv ersity  o f C h ica g o  P ress, 2 0 11.

5. Single Chapter in an Edited Book

N:       ##. Chapter Authorõs First and Last Nam es, òTitle of Chapter: Subtitle of Chapter,ó in Title of Book: Subtitle of Book, ed. Editorõs First and Last Nam es
(Place of Publication: Publisherõs Nam e, Date of Publication), XXðXX.
15 . n g eles R a m rez, M u slim  W o m en  in  th e S p a n ish  P ress:T h e P ersisten ce o f S u b a ltern  Im a g es,  in  M u slim  W o m en  in  W a r a n d  C risis: R ep resen ta tio n  a n d

R ea lity , ed . F a eg h eh  S h ira zi (A u stin : U n iv ersity  o f T ex a s P ress, 2 0 10 ), 2 3 1.

B:  Chapter Authorõs Last Nam e, Chapter Authorõs First Nam e. òTitle of Chapter: Subtitle of Chapter.ó In Title of Book: Subtitle of Book, edited by Editorõs First and
Last Nam es, YYðYY. Place of Publication: Publisherõs Nam e, Date of Publication.

R a m rez, n g eles. M u slim  W o m en  in  th e S p a n ish  P ress: T h e P ersisten ce o f S u b a ltern  Im a g es.  In  M u slim  W o m en  in  W a r a n d  C risis R ep resen ta tio n  a n d
R ea lity , ed ited  b y  F a eg h eh  S h ira zi, 2 2 7 4 4 . A u stin : U n iv ersity  o f T ex a s P ress, 2 0 10 .

Journal Articles

6. Journal Article in Print

N:       ##. Authorõs First and Last Nam es, òTitle of Article: Subtitle of Article,ó Title of Journal Volum e Num ber, Issue Num ber (Date of Publication): XXðXX.
4 . A lex a n d ra  B o g ren , G en d er a n d  A lco h o l: T h e S w ed ish  P ress D eb a te,  Journal of G ender Studies 2 0 , n o . 2  (J u n e 2 0 11): 15 6 .

B:  Authorõs Last Nam e, Authorõs First Nam e. òTitle of Article: Subtitle of Article.ó Title of Journal Volum e Num ber, Issue Num ber (Date of Publication): YYðYY.
B o g ren , A lex a n d ra . G en d er a n d  A lco h o l: T h e S w ed ish  P ress D eb a te.  Journal of G ender Studies 2 0 , n o . 2  (J u n e 2 0 11): 15 5 6 9 .

For an article with m ultiple authors, follow the relevant pattern for authorsõ nam es in tem plate 2.

7. Journal Article O nline

For a journal article consulted online, include an access date and a URL. For articles that include a DO I, form  the URL by appending the DO I to http://dx.doi.org/
rather than using the URL in your address bar. The DO I for the Kiser article in the exam ple below is 10.1086/658052.

N:       ##. Authorõs First and Last Nam es, òTitle of Article: Subtitle of Article,ó Title of Journal Volum e Num ber, Issue Num ber (Date of Publication): XXðXX,
accessed Date of Access, URL.
5 . L isa  J . K iser, S ilen cin g  th e L a m b s: E co n o m ics, E th ics, a n d  A n im a l L ife in  M ed iev a l F ra n cisca n  H a g io g ra p h y ,  M o d ern  P h ilo lo g y  10 8 , n o . 3  (F eb ru a ry

2 0 11): 3 4 0 , a ccessed  S ep tem b er 18 , 2 0 11, h ttp ://d x .d o i.o rg /10 .10 8 6 /6 5 8 0 5 2 .

B:  Authorõs Last Nam e, Authorõs First Nam e. òTitle of Article: Subtitle of Article.ó Title of Journal Volum e Num ber, Issue Num ber (Date of Publication): YYðYY.
Accessed Date of Access. URL.

K iser, L isa  J . S ilen cin g  th e L a m b s: E co n o m ics, E th ics, a n d  A n im a l L ife in  M ed iev a l F ra n cisca n  H a g io g ra p h y .  M o d ern  P h ilo lo g y  10 8 , n o . 3  (F eb ru a ry  2 0 11):
3 2 3 4 2 . A ccessed  S ep tem b er 18 , 2 0 11. h ttp ://d x .d o i.o rg /10 .10 8 6 /6 5 8 0 5 2 .

See 15.4.1 for m ore details.

16.1.1 Order of Elements

T h e o rd er o f elem en ts in  n o tes a n d  b ib lio g ra p h y  en tries fo llo w s th e sa m e g en era l p a ttern  fo r a ll ty p es o f so u rces: a u th o r, title, fa cts o f
p u b lica tio n . H o w ev er, n o tes p resen t a u th o rs  n a m es in  sta n d a rd  o rd er (first n a m e first), w h ile b ib lio g ra p h y  en tries p resen t th em  in
in v erted  o rd er (la st n a m e first) fo r a lp h a b etica l listin g . N o tes citin g  sp ecific p a ssa g es u su a lly  in clu d e p a g e n u m b ers o r o th er lo ca tin g
in fo rm a tio n ; b ib lio g ra p h y  en tries d o  n o t, th o u g h  th ey  d o  in clu d e a  fu ll sp a n  o f p a g e n u m b ers fo r a  so u rce th a t is p a rt o f a  la rg er
w h o le, su ch  a s a n  a rticle o r a  ch a p ter.

16.1.2 Punctuation

In  n o tes, sep a ra te m o st elem en ts w ith  co m m a s; in  b ib lio g ra p h y  en tries, sep a ra te th em  w ith  p erio d s. In  n o tes, en clo se fa cts o f
p u b lica tio n  in  p a ren th eses; in  b ib lio g ra p h y  en tries, d o  n o t. T h e sty les a re d ifferen t b eca u se a  n o te is in ten d ed  to  b e rea d  lik e tex t,
w h ere a  p erio d  m ig h t sig n a l th e en d  o f a  cita tio n . B ib lio g ra p h ies a re d esig n ed  a s lists in  w h ich  ea ch  so u rce h a s its o w n  en try , so
p erio d s ca n  b e u sed  w ith o u t co n fu sio n  to  sep a ra te th e elem en ts o f a u th o r, title, a n d  p u b lica tio n  d a ta .

16.1.3 Capitalization

C a p ita lize m o st titles h ea d lin e sty le, b u t ca p ita lize titles in  fo reig n  la n g u a g es sen ten ce sty le. (S ee 2 2 .3 .1 fo r b o th  sty les.) C a p ita lize
p ro p er n o u n s in  th e u su a l w a y  (see ch a p ter 2 2 ).

16.1.4 Italics and Quotation Marks
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T itles o f la rg er en tities (b o o k s, jo u rn a ls) a re p rin ted  in  ita lics; titles o f sm a ller en tities (ch a p ters, a rticles) a re p rin ted  in  ro m a n  ty p e
a n d  en clo sed  in  q u o ta tio n  m a rk s. T itles o f u n p u b lish ed  w o rk s (su ch  a s d isserta tio n s) a re p rin ted  in  ro m a n  ty p e a n d  en clo sed  in
q u o ta tio n  m a rk s, ev en  if th ey  a re b o o k  len g th . S ee a lso  2 2 .3 .2 .

16.1.5 Numbers

In  titles, a n y  n u m b ers a re sp elled  o u t o r g iv en  in  n u m era ls ex a ctly  a s th ey  a re in  th e o rig in a l. P a g e n u m b ers th a t a re in  ro m a n
n u m era ls in  th e o rig in a l a re p resen ted  in  lo w erca se ro m a n  n u m era ls. A ll o th er n u m b ers (su ch  a s ch a p ter n u m b ers o r fig u re
n u m b ers) a re g iv en  in  a ra b ic n u m era ls, ev en  if th ey  a re in  ro m a n  n u m era ls o r sp elled  o u t in  th e o rig in a l.

16.1.6 Abbreviations

In  n o tes, a b b rev ia te term s su ch  a s ed ito r a n d  tra n sla to r (ed . a n d  tra n s.). In  b ib lio g ra p h y  en tries, th ese term s a re o ften  sp elled  o u t
w h en  th ey  in tro d u ce a  n a m e (E d ited  b y ) b u t a b b rev ia ted  w h en  th ey  co n clu d e it (ed .). T h e p lu ra l is u su a lly  fo rm ed  b y  a d d in g  s (ed s.)
u n less th e a b b rev ia tio n  en d s in  a n  s (u se tra n s. fo r b o th  sin g u la r a n d  p lu ra l). T erm s su ch  a s v o lu m e, ed itio n , a n d  n u m b er (v o l., ed .,
a n d  n o .) a re a lw a y s a b b rev ia ted .

16.1.7 Indentation

N o tes a re in d en ted  lik e o th er p a ra g ra p h s in  th e tex t: th e first lin e is in d en ted  a n d  a ll fo llo w in g  lin es a re flu sh  left. B ib lio g ra p h y
en tries h a v e a  h a n g in g  in d en ta tio n : th e first lin e is flu sh  left a n d  a ll fo llo w in g  lin es a re in d en ted  th e sa m e a m o u n t a s th e first lin e o f a
p a ra g ra p h .

16.2 Bibliographies
P a p ers th a t u se th e n o tes-b ib lio g ra p h y  cita tio n  sty le ty p ica lly  in clu d e b o th  n o tes a n d  a  b ib lio g ra p h y  th a t lists a ll so u rces cited  in  th e
n o tes. A lth o u g h  th e sa m e in fo rm a tio n  a p p ea rs in  b o th  n o tes a n d  b ib lio g ra p h y , rea d ers n eed  it in  b o th  p la ces, b eca u se th ey  u se n o tes
a n d  b ib lio g ra p h ies d ifferen tly . N o tes let rea d ers q u ick ly  ch eck  th e so u rce fo r a  p a rticu la r referen ce w ith o u t d isru p tin g  th e flo w  o f
th eir rea d in g . B ib lio g ra p h ies sh o w  rea d ers th e ex ten t o f y o u r resea rch  a n d  its rela tio n sh ip  to  p rio r w o rk . B ib lio g ra p h ies a lso  h elp
rea d ers u se y o u r so u rces in  th eir o w n  resea rch . S o  u n less y o u  h a v e o n ly  a  h a n d fu l o f so u rces o r y o u r in stru cto r tells y o u  o th erw ise,
a lw a y s in clu d e b o th  n o tes a n d  a  b ib lio g ra p h y  in  y o u r p a p ers. If y o u  d o  n o t in clu d e a  b ib lio g ra p h y , m a k e su re th a t y o u r n o tes p resen t
co m p lete in fo rm a tio n  fo r ea ch  so u rce, a t lea st th e first tim e y o u  cite it.

16.2.1 Types of Bibliographies

In  m o st ca ses, y o u r b ib lio g ra p h y  sh o u ld  in clu d e ev ery  w o rk  y o u  cite in  y o u r tex t. (F o r ex cep tio n s, see 16 .2 .3 .) Y o u  m a y  a lso  in clu d e
w o rk s th a t w ere im p o rta n t to  y o u r th in k in g  b u t th a t y o u  d id  n o t sp ecifica lly  m en tio n  in  th e tex t. L a b el th is k in d  B ib lio g ra p h y  o r
S o u rces C o n su lted . S ee fig u re A .15  in  th e a p p en d ix  fo r a  sa m p le p a g e o f a  b ib lio g ra p h y .

T h ere a re o th er o p tio n s:

Џ S elected  b ib lio g ra p h y . S o m e b ib lio g ra p h ies d o  n o t in clu d e a ll w o rk s cited  in  n o tes, eith er to  sa v e sp a ce o r to  o m it m in o r referen ces
u n lik ely  to  in terest rea d ers. Y o u  m a y  u se a  selected  b ib lio g ra p h y  if y o u  h a v e g o o d  rea so n s a n d  y o u r in stru cto r o r a d v iso r a p p ro v es.
L a b el it S elected  B ib lio g ra p h y  a n d  a d d  a  h ea d n o te th a t ex p la in s y o u r p rin cip le o f selectio n .

Џ S in g le-a u th o r b ib lio g ra p h y . S o m e w riters list w o rk s b y  o n e p erso n , u su a lly  a s a  sep a ra te list in  a d d itio n  to  a  sta n d a rd  b ib lio g ra p h y ,
b u t so m etim es a s th e o n ly  b ib lio g ra p h y  in  a  sin g le-a u th o r stu d y  w ith  few  o th er so u rces. L a b el su ch  a  list W o rk s o f [A u th o r s
N a m e] o r so m e a p p ro p ria te d escrip tiv e title (P u b lish ed  W o rk s o f W ritin g s o f, a n d  so  o n ). Y o u  ca n  a rra n g e it ch ro n o lo g ica lly  o r
a lp h a b etica lly  b y  title. If ch ro n o lo g ica lly , list titles p u b lish ed  in  th e sa m e y ea r a lp h a b etica lly .

Џ A n n o ta ted  b ib lio g ra p h y . S o m e w riters a n n o ta te ea ch  b ib lio g ra p h y  en try  w ith  a  b rief d escrip tio n  o f th e w o rk s co n ten ts o r
relev a n ce to  th eir resea rch . In  m o st ca ses, if y o u  a n n o ta te o n e en try  y o u  sh o u ld  a n n o ta te th em  a ll. B u t resea rch ers so m etim es
a n n o ta te o n ly  th e m o st im p o rta n t w o rk s o r th o se w h o se relev a n ce to  th eir resea rch  m a y  n o t b e ev id en t. If y o u r a n n o ta tio n s a re
b rief p h ra ses, a d d  th em  in  b ra ck ets a fter th e p u b lica tio n  d a ta  (n o te th a t th ere is n o  p erio d  w ith in  o r a fter th e b ra ck eted  en try ):

B:  Toulm in, Stephen. The Uses of Argum ent. Cam bridge: Cam bridge University Press, 1958. [a sem inal text describing argum ent in
nonsym bolic language]

Y o u  m a y  a lso  a d d  fu ll-sen ten ce a n n o ta tio n s o n  a  n ew  lin e w ith  p a ra g ra p h  in d en ta tio n :

B:  Toulm in, Stephen. The Uses of Argum ent. Cam bridge: Cam bridge University Press, 1958.
This is the sem inal text in describing the structure of an argum ent in nonsym bolic language.

16.2.2 Arrangement of Entries

16.2.2.1 ALPHABETICAL BY AUTHO R. A  b ib lio g ra p h y  is n o rm a lly  a  sin g le list o f a ll so u rces a rra n g ed  a lp h a b etica lly  b y  th e la st n a m e o f th e
a u th o r, ed ito r, o r w h o ev er is first in  ea ch  en try . (F o r a lp h a b etizin g  fo reig n  n a m es, co m p o u n d  n a m es, a n d  o th er sp ecia l ca ses, see
16 .2 .2 .2 .) M o st w o rd  p ro cesso rs p ro v id e a n  a lp h a b etica l so rtin g  fu n ctio n ; if y o u  u se it, first m a k e su re ea ch  en try  is fo llo w ed  b y  a
h a rd  retu rn . If y o u  a re w ritin g  a  th esis o r d isserta tio n , y o u r d ep a rtm en t o r u n iv ersity  m a y  sp ecify  th a t y o u  sh o u ld  a lp h a b etize th e
en tries letter b y  letter o r w o rd  b y  w o rd ; see 16 .5 8 -6 1 o f T h e C h ica g o  M a n u a l o f S ty le, 16 th  ed itio n  (2 0 10 ), fo r a n  ex p la n a tio n  o f th ese
tw o  sy stem s.

If y o u r b ib lio g ra p h y  in clu d es tw o  o r m o re w o rk s w ritten , ed ited , o r tra n sla ted  b y  th e sa m e in d iv id u a l, a rra n g e th e en tries
a lp h a b etica lly  b y  title (ig n o rin g  a rticles su ch  a s a  o r th e). F o r a ll en tries a fter th e first, rep la ce th e in d iv id u a l s n a m e w ith  a  lo n g  d a sh ,
ca lled  a  3 -em  d a sh  (see 2 1.7 .3 ). F o r ed ited  o r tra n sla ted  w o rk s, p u t a  co m m a  a n d  th e a p p ro p ria te d esig n a tio n  (ed ., tra n s., a n d  so  o n )
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a fter th e d a sh . L ist a ll su ch  w o rk s b efo re a n y  th a t th e in d iv id u a l co a u th o red  o r co ed ited . N o te th a t it is b est to  m a k e a ll th ese
a d ju stm en ts m a n u a lly a fter y o u  h a v e so rted  y o u r co m p lete b ib lio g ra p h y  a lp h a b etica lly  b y  n a m e.

B:  G ates, Henry Louis, Jr. Am erica behind the Color Line: Dialogues with African Am ericans. New York: W arner Books, 2004.
_______. Black in Latin Am erica. New York: New York University Press, 2011.
_______, ed. The Classic Slave Narratives. New York: Penguin Putnam , 2002.
_______. The Signifying M onkey: A Theory of African-Am erican Literary Criticism . New York: O xford University Press, 1988.
_______. Tradition and the Black Atlantic: Critical Theory in the African Diaspora. New York: BasicCivitas, 2010.
G ates, Henry Louis, Jr., and Cornel W est. The African-Am erican Century: How Black Am ericans Have Shaped O ur Country.

New York: Free Press, 2000.

T h e sa m e p rin cip les a p p ly  to  w o rk s b y  a  sin g le g ro u p  o f a u th o rs n a m ed  in  th e sa m e o rd er.

B:  M arty, M artin E., and R. Scott Appleby, eds. Accounting for Fundam entalism s. Chicago: University of Chicago Press, 2004.
_______. The G lory and the Power: The Fundam entalist Challenge to the M odern W orld. Boston: Beacon Press, 1992.
M arty, M artin E., and M icah M arty. W hen True Sim plicity Is G ained: Finding Spiritual Clarity in a Com plex W orld. G rand Rapids,

M l: W illiam  B. Eerdm ans, 1998.

If a  so u rce d o es n o t h a v e a  n a m ed  a u th o r o r ed ito r, a lp h a b etize it b a sed  o n  th e first elem en t o f th e cita tio n , g en era lly  a  title.
Ig n o re a rticles su ch  a s a  o r th e.

B:  Account of the O perations of the G reat Trigonom etrical Survey of India. 22 vols.Dehra Dun: Survey of India, 1870ð1910.
òThe G reat Trigonom etrical Survey of India.ó Calcutta Review 38 (1863): 26ð62.
òState and Prospects of Asia.ó Q uarterly Review 63, no. 126 (M arch 1839): 369ð402.

16.2.2.2 SPECIAL TYPES O F NAM ES. S o m e a u th o rs  n a m es co n sist o f m o re th a n  a  rea d ily  id en tifia b le first n a m e  a n d  la st n a m e.  In
m a n y  ca ses y o u  ca n  d eterm in e th e co rrect o rd er b y  co n su ltin g  y o u r lib ra ry s ca ta lo g . F o r h isto rica l n a m es, a  g o o d  so u rce is M erria m -
W eb ster s B io g ra p h ica l D ictio n a ry . T h is sectio n  o u tlin es so m e g en era l p rin cip les fo r a lp h a b etizin g  su ch  n a m es in  y o u r b ib lio g ra p h y .
In  sh o rten ed  o r p a ren th etica l n o tes, u se th e la st n a m e ex a ctly  a s in v erted  (sh o w n  b elo w  in  b o ld fa ce). If y o u r p a p er in v o lv es m a n y
n a m es fro m  a  p a rticu la r fo reig n  la n g u a g e, fo llo w  th e co n v en tio n s fo r th a t la n g u a g e.

Џ C o m p o u n d  n a m es. A lp h a b etize co m p o u n d  la st n a m es, in clu d in g  h y p h en a ted  n a m es, b y  th e first p a rt o f th e co m p o u n d . If a  w o m a n
u ses b o th  h er o w n  fa m ily  n a m e a n d  h er h u sb a n d s b u t d o es n o t h y p h en a te th em , g en era lly  a lp h a b etize b y  th e seco n d  su rn a m e.
W h ile m a n y  fo reig n  la n g u a g es h a v e p red icta b le p a ttern s fo r co m p o u n d  n a m es (see b elo w ), o th ers su ch  a s F ren ch  a n d  G erm a n
d o  n o t.

Kessler-Harris, Alice
Hine, Darlene Clark
 
M ies van der Rohe, Ludwig
Teilhard de Chardin, Pierre

Џ N a m es w ith  p a rticles. D ep en d in g  o n  th e la n g u a g e, p a rticles su ch  a s d e, d i, D , a n d  v a n  m a y  o r m a y  n o t b e co n sid ered  th e first p a rt
o f a  la st n a m e fo r a lp h a b etizin g . C o n su lt o n e o f th e reso u rces n o ted  a b o v e if y o u  a re u n su re a b o u t a  p a rticu la r n a m e. N o te th a t
p a rticles m a y  b e eith er lo w er ca sed  o r ca p ita lized , a n d  so m e a re fo llo w ed  b y  a n  a p o stro p h e.

de G aulle, Charles
di Leonardo, M icaela
Van Rensselaer, Stephen
 
Beauvoir, Sim one de
Kooning, W illem  de
M edici, Lorenzo deõ

Џ N a m es b eg in n in g  w ith  M a c,  S a in t,  o r O .  N a m es th a t b eg in  w ith  M a c, S a in t, o r O  ca n  h a v e m a n y  v a ria tio n s in  a b b rev ia tio n s
(M c, S t.), sp ellin g  (S a in te, S a n ), ca p ita liza tio n  (M a cm illa n , M cA llister), a n d  h y p h en a tio n  o r a p o stro p h es (O N eill o r O d ell; S a in t-
G a u d en s o r S t. D en is). A lp h a b etize a ll su ch  n a m es b a sed  o n  th e letters a ctu a lly  p resen t; d o  n o t g ro u p  th em  b eca u se th ey  a re
sim ila r.

Џ S p a n ish  n a m es. M a n y  S p a n ish  la st n a m es a re co m p o u n d  n a m es co n sistin g  o f a n  in d iv id u a l s p a tern a l a n d  m a tern a l fa m ily  n a m es,
so m etim es jo in ed  b y  th e co n ju n ctio n  y . A lp h a b etize su ch  n a m es u n d er th e first p a rt.

O rtega y G asset, Jos®
S§nchez M endoza, Juana

Џ A ra b ic n a m es. A lp h a b etize A ra b ic la st n a m es th a t b eg in  w ith  th e p a rticle a l- o r el- ( th e ) u n d er th e elem en t fo llo w in g  th e p a rticle.
N a m es th a t b eg in  w ith  A b u , A b d , a n d  Ib n , lik e E n g lish  n a m es b eg in n in g  w ith  M a c o r S a in t, sh o u ld  b e a lp h a b etized  u n d er th ese
term s.
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Hakim , Tawfiq al-
Jam al, M uham m ad Ham id al-
 
Abu Zafar Nadvi, Syed
Ibn Saud, Aziz

Џ C h in ese a n d  J a p a n ese n a m es. If a n  a u th o r w ith  a  C h in ese o r J a p a n ese n a m e fo llo w s tra d itio n a l u sa g e (fa m ily  n a m e fo llo w ed  b y
g iv en  n a m e), d o  n o t in v ert th e n a m e o r in sert a  co m m a  b etw een  th e first  a n d  la st  n a m es. If th e a u th o r fo llo w s W estern ized
u sa g e (g iv en  n a m e fo llo w ed  b y  fa m ily  n a m e), trea t th e n a m e a s y o u  w o u ld  a n  E n g lish  n a m e.

Traditional usage W esternized usage

Chao W u-chi Tsou, Tang
Yoshida Shigeru Kurosaw a, Noriaki

16.2.2.3 O THER THAN ALPHABETICAL. O cca sio n a lly , rea d ers w ill fin d  a n  o rd er o th er th a n  a lp h a b etica l m o re u sefu l. S in g le-a u th o r
b ib lio g ra p h ies a re o ften  m o re u sefu lly  a rra n g ed  ch ro n o lo g ica lly , a s a re sp ecia lized  listin g s su ch  a s n ew sp a p er a rticles, a rch iv a l
reco rd s, a n d  so  o n . Y o u  m a y  a lso  fin d  it u sefu l to  in v en t a n  o rd er fo r a  sp ecific p u rp o se fo r ex a m p le, a  list o f to p o g ra p h ica l m a p s
a rra n g ed  b y  sta te o r reg io n . If y o u  d o  u se a n  o rd er o th er th a n  a lp h a b etica l o r ch ro n o lo g ica l, ex p la in  y o u r ch o ice in  a  h ea d n o te.

16.2.2.4 CATEG O RIZED LISTING S. Y o u  m a y  o rg a n ize a  lo n g er b ib lio g ra p h y  in to  ca teg o ries to  h elp  rea d ers see rela ted  so u rces a s a  g ro u p .
S o m e co m m o n  w a y s o f ca teg o rizin g  lo n g er b ib lio g ra p h ies in to  sectio n s in clu d e th ese:

Џ B y  th e p h y sica l fo rm  o f so u rces. Y o u  ca n  crea te sep a ra te lists fo r m a n u scrip ts, a rch iv a l co llectio n s, reco rd in g s, a n d  so  o n .
Џ B y  th e p rim a cy  o f so u rces. Y o u  ca n  sep a ra te p rim a ry  so u rces fro m  seco n d a ry  a n d  tertia ry  o n es, a s in  a  sin g le-a u th o r b ib lio g ra p h y .
Џ B y  th e field  o f so u rces. Y o u  ca n  g ro u p  so u rces b y  field , eith er b eca u se y o u r rea d ers w ill h a v e d ifferen t in terests (a s in  th e

b ib lio g ra p h y  to  th is b o o k ) o r b eca u se y o u  m ix  w o rk  fro m  field s n o t u su a lly  co m b in ed . F o r ex a m p le, a  w o rk  o n  th e th eo ry  a n d
p sy ch o lo g y  o f co m ic litera tu re m ig h t ca teg o rize so u rces a s fo llo w s: T h eo ry  o f C o m ed y , P sy ch o lo g ica l S tu d ies, L itera ry  C riticism ,
C o m ic W o rk s.

If y o u  ca teg o rize so u rces, p resen t th em  in  eith er sep a ra te b ib lio g ra p h ies o r a  sin g le o n e d iv id ed  in to  sectio n s. In tro d u ce ea ch
sep a ra te b ib lio g ra p h y  o r sectio n  w ith  a  su b h ea d in g  a n d , if n ecessa ry , a  h ea d n o te. In  a  sin g le b ib lio g ra p h y , u se th e sa m e p rin cip le o f
o rd er w ith in  ea ch  sectio n  (u su a lly  a lp h a b etica l), a n d  d o  n o t list a  so u rce in  m o re th a n  o n e sectio n  u n less it clea rly  co u ld  b e
ca teg o rized  in  tw o  o r m o re w a y s. If y o u  u se d ifferen t p rin cip les o f o rd er, crea te sep a ra te b ib lio g ra p h ies, ea ch  w ith  its o w n
ex p la n a to ry  h ea d in g .

16.2.3 Sources That May Be Omitted

B y  co n v en tio n , y o u  m a y  o m it th e fo llo w in g  ty p es o f so u rces fro m  a  b ib lio g ra p h y :

Џ n ew sp a p er a rticles (see 17 .4 )
Џ cla ssica l, m ed iev a l, a n d  ea rly  E n g lish  litera ry  w o rk s (17 .5 .1) a n d  (in  so m e ca ses) w ell-k n o w n  E n g lish -la n g u a g e p la y s (17 .8 .5 .2 )
Џ th e B ib le a n d  o th er sa cred  w o rk s (17 .5 .2 )
Џ w ell-k n o w n  referen ce w o rk s, su ch  a s m a jo r d ictio n a ries a n d  en cy clo p ed ia s (17 .5 .3 )
Џ b rief p u b lish ed  item s, su ch  a s rev iew s o f p u b lish ed  w o rk s o r p erfo rm a n ces (17 .5 .4 ), a b stra cts (17 .5 .5 ), a n d  p a m p h lets a n d  rep o rts

(17 .5 .6 )
Џ u n p u b lish ed  in terv iew s a n d  p erso n a l co m m u n ica tio n s (17 .6 .3 ), b lo g  en tries a n d  co m m en ts (17 .7 .2 ), a n d  p o stin g s to  so cia l

n etw o rk s (17 .7 .3 ) o r electro n ic d iscu ssio n  g ro u p s o r m a ilin g  lists (17 .7 .4 )
Џ in d iv id u a l d o cu m en ts in  u n p u b lish ed  m a n u scrip t co llectio n s (17 .6 .4 )
Џ so m e so u rces in  th e v isu a l a n d  p erfo rm in g  a rts, in clu d in g  a rtw o rk s (17 .8 .1) a n d  liv e p erfo rm a n ces (17 .8 .2 )
Џ th e U S  C o n stitu tio n  (17 .9 .5 ), leg a l ca ses (17 .9 .7 ), a n d  so m e o th er p u b lic d o cu m en ts (17 .9 .2 .5 )

Y o u  m a y  ch o o se to  in clu d e in  y o u r b ib lio g ra p h y  a  sp ecific w o rk  fro m  o n e o f th ese ca teg o ries th a t is critica l to  y o u r a rg u m en t o r
freq u en tly  cited .

If y o u  u se m a n y  su ch  so u rces fro m  a  sin g le la rg er en tity fo r ex a m p le, sev era l d o cu m en ts fro m  a  sin g le m a n u scrip t co llectio n
y o u  m a y  cite th e la rg er en tity , a s d iscu ssed  in  th e relev a n t sectio n s o f ch a p ter 17 .

16.3 Notes
W riters u se sev era l d ifferen t k in d s o f n o tes, d ep en d in g  o n  th eir field , th eir rea d ers, a n d  th e n a tu re o f th eir p ro ject. T h is sectio n
ex p la in s y o u r o p tio n s a n d  h o w  to  ch o o se a m o n g  th em .

16.3.1 Footnotes versus Endnotes

Y o u r d ep a rtm en t m a y  sp ecify  w h eth er y o u  sh o u ld  u se fo o tn o tes o r en d n o tes, esp ecia lly  fo r a  th esis o r d isserta tio n . If n o t, y o u  sh o u ld
g en era lly  ch o o se fo o tn o tes, w h ich  a re ea sier to  rea d . E n d n o tes fo rce rea d ers to  flip  to  th e b a ck  o f th e p a p er o r o f ea ch  ch a p ter to
ch eck  ev ery  cita tio n . If y o u  in clu d e su b sta n tiv e co m m en ts in  en d n o tes (see 16 .3 .5 ), rea d ers m a y  ig n o re th em  b eca u se th ey  ca n n o t tell
w ith o u t tu rn in g  b a ck  w h ich  n o tes a re su b sta n tiv e a n d  w h ich  o n ly  cite so u rces.

O n  th e o th er h a n d , ch o o se en d n o tes w h en  y o u r fo o tn o tes a re so  lo n g  o r n u m ero u s th a t th ey  ta k e u p  to o  m u ch  sp a ce o n  th e p a g e,
m a k in g  y o u r rep o rt u n a ttra ctiv e a n d  d ifficu lt to  rea d . A lso , en d n o tes b etter a cco m m o d a te ta b les, q u o ted  p o etry , a n d  a n y th in g  else
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th a t req u ires a  lo t o f ro o m  o r co m p lex  fo rm a ttin g .
If y o u  u se en d n o tes a n d  in clu d e o n ly  a  few  su b sta n tiv e n o tes, y o u  ca n  red u ce th e risk  th a t rea d ers w ill m iss th em  b y  sep a ra tin g

su b sta n tiv e n o tes fro m  so u rce n o tes. N u m b er so u rce n o tes a n d  p rin t th em  a s en d n o tes. S ig n a l su b sta n tiv e n o tes w ith  a sterisk s a n d
o th er sy m b o ls (see 16 .3 .3 ) a n d  p rin t th em  a s fo o tn o tes.

16.3.2 Referencing Notes in Text

W h en ev er y o u  refer to  o r o th erw ise u se m a teria l fro m  a  so u rce, y o u  m u st in sert in to  y o u r tex t a  su p erscrip t n u m b er th a t d irects y o u r
rea d er to  a  n o te th a t g iv es b ib lio g ra p h ica l in fo rm a tio n  a b o u t th a t so u rce. P u t th e n u m b er a t th e en d  o f th e sen ten ce o r cla u se
co n ta in in g  th e q u o ta tio n  o r o th er m a teria l (see a lso  2 5 .2 ). N o rm a lly , th e n o te n u m b er sh o u ld  fo llo w  a n y  m a rk  o f p u n ctu a tio n ,
in clu d in g  a  clo sin g  p a ren th esis.

M agic was a staple of the Kinahan charm .1

òThis,ó wrote G eorge Tem pleton Strong, òis what our tailors can do.ó2

(In an earlier book he had said quite the opposite.)3

If, h o w ev er, th e n o te refers to  m a teria l b efo re a  d a sh , p u t th e referen ce n u m b er b efo re th e d a sh :

The bias surfaced in the Shotwell series4ñ though not obviously.

D o  n o t in clu d e m o re th a n  o n e referen ce n u m b er a t th e sa m e lo ca tio n  (su ch  a s 5 , 6 ). In stea d , u se o n e n u m b er a n d  in clu d e a ll
cita tio n s o r co m m en ts in  a  sin g le n o te (see 16 .3 .5 ).

A v o id  p u ttin g  a  n o te n u m b er in sid e o r a t th e en d  o f a  ch a p ter title o r su b title. If y o u r n o te a p p lies to  th e en tire ch a p ter, o m it th e
n u m b er a n d  p u t a n  u n n u m b ered  fo o tn o te o n  th e first p a g e, b efo re a n y  n u m b ered  n o tes. Y o u  m a y , o n  th e o th er h a n d , a tta ch  a  n o te
n u m b er to  a  su b h ea d .

16.3.3 Numbering Notes

N u m b er n o tes co n secu tiv ely , b eg in n in g  w ith  1. If y o u r p a p er h a s sep a ra te ch a p ters, resta rt ea ch  ch a p ter w ith  n o te 1. D o  n o t sk ip  a
n u m b er o r u se n u m b ers su ch  a s 5 a .

If y o u  u se en d n o tes fo r so u rce cita tio n s b u t fo o tn o tes fo r su b sta n tiv e co m m en ts (see 16 .3 .1), d o  n o t n u m b er th e fo o tn o tes.
In stea d , la b el th e first fo o tn o te o n  a  p a g e w ith  a n  a sterisk  (*). If y o u  h a v e m o re th a n  o n e fo o tn o te o n  a  p a g e, u se su p erscrip t sy m b o ls
in  th e seq u en ce *  ╫ .

F o r n o tes to  ta b les, see 2 6 .2 .2 .

16.3.4 Formatting Notes

U se reg u la r p a ra g ra p h  in d en ts fo r b o th  fo o tn o tes a n d  en d n o tes. B eg in  ea ch  n o te w ith  its referen ce n u m b er, fo rm a tted  n o t a s a
su p erscrip t b u t a s reg u la r tex t. P u t a  p erio d  a n d  a  sp a ce b etw een  th e n u m b er a n d  th e tex t o f th e n o te. F o r n o tes la b eled  w ith  sy m b o ls
(see 16 .3 .3 ), a  sp a ce b u t n o t a  p erio d  sh o u ld  a p p ea r b etw een  th e sy m b o l a n d  th e tex t o f th e n o te.

If y o u r lo ca l g u id elin es a llo w  it, y o u  m a y  in stea d  u se su p erscrip ts fo r referen ce n u m b ers a n d  sy m b o ls in  n o tes. Y o u  sh o u ld  th en
b eg in  th e tex t o f ea ch  n o te w ith  a n  in terv en in g  sp a ce b u t n o  p erio d .

16.3.4.1 FO O TNO TES. B eg in  ev ery  fo o tn o te o n  th e p a g e o n  w h ich  y o u  referen ce it. P u t a  sh o rt ru le b etw een  th e la st lin e o f tex t a n d  th e
first fo o tn o te o n  ea ch  p a g e, in clu d in g  a n y  n o tes th a t ru n  o v er fro m  p rev io u s p a g es, ev en  if y o u r w o rd  p ro cesso r d o esn t d o  so
a u to m a tica lly . If a  fo o tn o te ru n s o v er to  th e n ex t p a g e, it is b est if it b rea k s in  m id sen ten ce, so  th a t rea d ers d o  n o t th in k  th e n o te is
fin ish ed  a n d  o v erlo o k  th e p a rt o n  th e n ex t p a g e. S in g le-sp a ce ea ch  fo o tn o te. If y o u  h a v e m o re th a n  o n e fo o tn o te o n  a  p a g e, p u t a
b la n k  lin e b etw een  n o tes. S ee fig u re A .10  fo r a  sa m p le p a g e o f tex t w ith  fo o tn o tes.

16.3.4.2 ENDNO TES. E n d n o tes sh o u ld  b e listed  to g eth er a fter th e en d  o f th e tex t a n d  a n y  a p p en d ix es b u t b efo re th e b ib lio g ra p h y .
S in g le-sp a ce ea ch  n o te, a n d  p u t a  b la n k  lin e b etw een  n o tes. L a b el th e list N o tes. If y o u  resta rt n u m b erin g  fo r ea ch  ch a p ter, a d d  a
su b h ea d in g  b efo re th e first n o te to  ea ch  ch a p ter: C h a p ter 1  a n d  so  fo rth . S ee fig u re A .14  fo r a  sa m p le p a g e o f en d n o tes.

16.3.5 Complex Notes

16.3.5.1 CITATIO NS. If y o u  cite sev era l so u rces to  m a k e a  sin g le p o in t, g ro u p  th em  in to  a  sin g le n o te to  a v o id  clu tterin g  y o u r tex t w ith
referen ce n u m b ers. L ist th e cita tio n s in  th e sa m e o rd er in  w h ich  th e referen ces a p p ea r in  th e tex t; sep a ra te cita tio n s w ith  sem ico lo n s.

O nly when we gather the work of several scholarsñ W alter Suttonõs explications of som e of W hitm anõs shorter poem s; Paul
Fussellõs careful study of structure in òCradleó; S. K. Coffm anõs close readings of òCrossing Brooklyn Ferryó and òPassage to
Indiaóñ do we begin to get a sense of both the extent and the specificity of W hitm anõs form s.1

N:       1. Sutton, òThe Analysis of Free Verse Form , Illustrated by a Reading of W hitm an,ó Journal of Aesthetics and Art Criticism  18
(Decem ber 1959): 241ð54; Fussell, òW hitm anõs Curious W arble: Rem iniscence and Reconciliation,ó in The Presence of
W hitm an, ed. R. W . B. Lewis (New York: Colum bia University Press, 1962), 28ð51; Coffm an, òôCrossing Brooklyn Ferryõ: A Note
on the Catalogue Technique in W hitm anõs Poetry,ó M odern Philology 51, no. 4 (M ay 1954): 225ð32; Coffm an, òForm  and
M eaning in W hitm anõs ôPassage to India,õó PM LA 70, no. 3 (June 1955): 337ð49.
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It is a lso  u sefu l to  g ro u p  cita tio n s w h en  y o u  refer rea d ers to  a  n u m b er o f a d d itio n a l so u rces (ca lled  a  strin g  cite ):

N:       2. For accounts of the coherence-m aking processes of consciousness from , respectively, psychological, neuropsychological,
and philosophical points of view, see Bernard J. Baars, A Cognitive Theory of Consciousness (New York: Cam bridge University
Press, 1988); G erald Edelm an, Bright Air, Brilliant Fire: O n the M atter of the M ind (New York: Basic Books, 1992); and Daniel
Dennett, Consciousness Explained (Boston: Little, Brown, 1991).

16.3.5.2 CITATIO NS AND CO M M ENTS. If a  n o te in clu d es b o th  a  cita tio n  a n d  a  su b sta n tiv e co m m en t, p u t th e cita tio n  first w ith  a  p erio d
a fter it, fo llo w ed  b y  th e co m m en t in  a  sep a ra te sen ten ce.

To com e to Paris was to experience the sim ultaneous pleasures of the best contem porary art and the m ost vibrant art center.9

N:       9. Natt, òParis Art Schools,ó 269. G ilded Age Am erican artists traveled to other European art centers, m ost notably M unich,
but Paris surpassed all others in size and im portance.

W h en  y o u  in clu d e a  q u o ta tio n  in  a  n o te, p u t th e cita tio n  a fter th e term in a l p u n ctu a tio n  o f th e q u o ta tio n .

Property qualifications dropped out of US practice for petit juries gradually during the nineteenth century but rem ained in force
for grand juries in som e jurisdictions until the m id-twentieth century.33

N:       33. òA grand jury inquires into com plaints and accusations brought before it and, based on evidence presented by the state,
issues bills of indictm ent.ó Kerm it Hall, The M agic M irror: Law in Am erican History (New York: O xford University Press, 1989),
172.

B e ju d icio u s in  y o u r u se o f su b sta n tiv e co m m en ts in  n o tes. If a  p o in t is critica l to  y o u r a rg u m en t, in clu d e it in  th e tex t. If it is
p erip h era l, th in k  ca refu lly  a b o u t w h eth er it is im p o rta n t en o u g h  to  m en tio n  in  a  n o te.

16.4 Short Form s for Notes
In  so m e field s, y o u r in stru cto r m a y  ex p ect y o u  to  g iv e fu ll b ib lio g ra p h ica l d a ta  in  ea ch  n o te, b u t in  m o st y o u  ca n  g iv e a  co m p lete
cita tio n  th e first tim e y o u  cite a  w o rk  a n d  a  sh o rten ed  o n e in  su b seq u en t n o tes. In  a  few  field s, w riters u se a  sh o rten ed  fo rm  fo r a ll
cita tio n s, w ith  co m p lete d a ta  listed  o n ly  in  th e b ib lio g ra p h y .

If y o u  d o n t k n o w  th e p ra ctice co m m o n  in  y o u r field , co n su lt y o u r lo ca l g u id elin es.

16.4.1 Shortened Notes

A  sh o rten ed  n o te sh o u ld  in clu d e en o u g h  in fo rm a tio n  fo r rea d ers to  fin d  th e fu ll cita tio n  in  y o u r b ib lio g ra p h y  o r in  a n  ea rlier n o te.
T h e tw o  m a in  ch o ices a re a u th o r-o n ly  n o tes a n d  a u th o r-title n o tes. In  m a n y  field s, w riters u se th e a u th o r-title fo rm  fo r a ll sh o rten ed
n o tes; in  o th ers, w riters u se th e a u th o r-o n ly  fo rm  fo r m o st sh o rten ed  n o tes, b u t th e a u th o r-title fo rm  w h en  th ey  cite m o re th a n  o n e
w o rk  b y  th e sa m e a u th o r. If a  so u rce d o es n o t h a v e a n  a u th o r (o r ed ito r), y o u  ca n  u se a  title-o n ly  n o te. F ig u re 16 .2  p ro v id es tem p la tes
fo r ea ch  ty p e o f sh o rten ed  n o te.

Figure 16.2. Tem plates for shortened notes

The following tem plates show what elem ents should be included in what order in the three types of shortened notes (see 16.4.1 for
when to use each type). They also show punctuation, capitalization of titles, and typography of the elem ents. G ray shading shows
term s as they would actually appear in a citation. ## stands in for note num ber; XX stands in for page num bers cited.

Author-O nly Notes

1. Single Author

N:       ##. Authorõs Last Nam e, XXðXX.
2 . G la d w ell, 8 5 9 0 .

For a work cited by editor or translator instead of author (see 17.1.1), use the editor or translator in place of the author. Do not add ed. or trans., as in a full note.

N:       ##. Editorõs or Translatorõs Last Nam e, XXðXX.
9 . G reen b erg , 15 .

If two or m ore authors have the sam e last nam e, distinguish them  by adding first nam es or initials.

2. Tw o or Three Authors

N:       ##. Author #1õs Last Nam e and Author #2õs Last Nam e, XXðXX.
7 . M o rey  a n d  Y a q in , 5 2 .

N:       ##. Author #1õs Last Nam e, Author #2õs Last Nam e, and Author #3õs Last Nam e, XXðXX.
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15 . S o ss, F o rd in g , a n d  S ch ra m , 13 5 3 6 .

3. Four or M ore Authors

N:       ##. Author #1õs Last Nam e et al., XXðXX.
10 . B ern stein  et a l., 114 15 .

Author-Title Notes

4. Books

N:       ##. Authorõs Last Nam e, Shortened Title, XXðXX.
2 . G la d w ell, T ip p in g  P o in t, 8 5 9 0 .

For books by m ore than one author, follow the pattern for authorsõ nam es in tem plates 2 and 3.

5. Articles

N:       ##. Authorõs Last Nam e, òShortened Title,ó XXðXX.
8 . K iser, S ilen cin g  th e L a m b s,  3 2 8 .

For articles by m ore than one author, follow the pattern for authorsõ nam es in tem plates 2 and 3.

Title-O nly Notes

6. Books w ithout an Author

N:       ##. S h o rten ed  T itle, XXðXX.
11. A cco u n t o f O p era tio n s, 2 5 2 .

7. Articles w ithout an Author

N:       ##. òShortened Title,ó XXðXX.
17 . G rea t T rig o n o m etrica l S u rv ey ,  2 6 2 7

A n  a u th o r-o n ly  n o te in clu d es th e a u th o r s la st n a m e a n d  p a g e n u m b ers (o r o th er lo ca to r), sep a ra ted  b y  a  co m m a  a n d  fo llo w ed  b y
a  p erio d . If th e w o rk  h a s a n  ed ito r ra th er th a n  a n  a u th o r, u se th e ed ito r s la st n a m e b u t d o  n o t a d d  ed . A n  a u th o r-title n o te a d d s a
sh o rten ed  title co m p o sed  o f u p  to  fo u r d istin ctiv e w o rd s fro m  th e fu ll title. U se a  co m m a  to  sep a ra te th e a u th o r a n d  th e sh o rten ed
title, a n d  p rin t th e title w ith  ita lics o r q u o ta tio n  m a rk s a s y o u  w o u ld  in  a  fu ll n o te.

N:       1. Harriet M urav, M usic from  a Speeding Train: Jewish Literature in Post-Revolution Russia (Stanford, CA: Stanford
University Press, 2011), 219.

4. M urav, 220.

or

4. M urav, Speeding Train, 220.
12. Francoise M eltzer, òTheories of Desire: Antigone Again,ó Critical Inquiry 37, no. 2 (W inter 2011): 170.
17. M eltzer, 184.

or

17. M eltzer, òTheories of Desire,ó 184.
20. Hasan Kwam e Jeffries, òRem aking History: Barack O bam a, Political Cartoons, and the Civil Rights M ovem ent,ó in Civil

Rights History from  the G round Up: Local Struggles, a National M ovem ent, ed. Em ilye Crosby (Athens: University of G eorgia
Press, 2011), 260.

22. Jeffries, 261ð62.

or

22. Jeffries, òRem aking History,ó 261ð62.

F o r m u ltip le a u th o rs o r ed ito rs, list th e la st n a m es in  th e sa m e o rd er in  w h ich  th ey  a p p ea r in  a  fu ll n o te.
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N:       5. Daniel G oldm ark and Charlie Keil, Funny Pictures: Anim ation and Com edy in Studio-Era Hollywood (Berkeley: University of
California Press, 2011), 177ð78.

8. G oldm ark and Keil, 180.

or

8. G oldm ark and Keil, Funny Pictures, 180.

16.4.2 Ibid.

A t o n e tim e, w riters sh o rten ed  cita tio n s in  n o tes b y  u sin g  L a tin  term s a n d  a b b rev ia tio n s: id em , th e sa m e ; o p . cit., fo r o p ere cita to ,
in  th e w o rk  cited ; a n d  lo c. cit., fo r lo co  cita to , in  th e p la ce cited .  T h is p ra ctice h a s fa llen  o u t o f fa v o r, so  a v o id  a ll L a tin  cita tio n

term s ex cep t o n e ib id ., fro m  ib id em  o r in  th e sa m e p la ce.  S o m e w riters still u se ib id . to  sh o rten  a  cita tio n  to  a  w o rk  cited  in  th e
im m ed ia tely  p reced in g  n o te.

N:       30. Buchan, Advice to M others, 71.
31. Ibid., 95.
32. Ibid.

In  n o tes, ib id . sh o u ld  n o t b e ita licized ; a t th e sta rt o f a  n o te, it sh o u ld  b e ca p ita lized . S in ce ib id . is a n  a b b rev ia tio n , it m u st en d
w ith  a  p erio d ; if th e cita tio n  in clu d es a  p a g e n u m b er, p u t a  co m m a  a fter ib id . If th e p a g e n u m b er o f a  referen ce is th e sa m e a s in  th e
p rev io u s n o te, d o  n o t in clu d e a  p a g e n u m b er a fter ib id . D o  n o t u se ib id . a fter a  n o te th a t co n ta in s m o re th a n  o n e cita tio n , a n d  a v o id
u sin g  ib id . to  refer to  fo o tn o tes th a t d o  n o t a p p ea r o n  th e sa m e p a g e.

16.4.3 Parenthetical Notes

16.4.3.1 PARENTHETICAL NO TES VERSUS FO O TNO TES O R ENDNO TES. Y o u  m a y  w a n t to  u se p a ren th etica l n o tes if y o u  a re d iscu ssin g  a
p a rticu la r w o rk  a t len g th  a n d  n eed  to  cite it freq u en tly . S u ch  in -tex t referen ces ca n  m a k e y o u r tex t ea sier to  fo llo w . T h e first tim e y o u
cite th e w o rk , p ro v id e fu ll b ib lio g ra p h ica l d a ta  in  a  fo o tn o te o r en d n o te; fo r su b seq u en t referen ces, u se p a ren th etica l n o tes in stea d  o f
sh o rten ed  n o tes (see 16 .4 .1). F o r ex a m p les, see 16 .4 .3 .2 .

Y o u  m a y  a lso  u se p a ren th etica l n o tes fo r certa in  ty p es o f so u rces th a t rea d ers ca n  id en tify  w ith  o n ly  a  few  elem en ts, su ch  a s a
n ew sp a p er a rticle (see 17 .4 ), a  leg a l ca se (17 .9 .7 ), a n  o ld er litera ry  w o rk  (17 .5 .1), a  b ib lica l o r o th er sa cred  w o rk  (17 .5 .2 ), o r a  so u rce in
th e v isu a l a n d  p erfo rm in g  a rts (17 .8 ). T h ese so u rces ca n  o ften  b e o m itted  fro m  y o u r b ib lio g ra p h y  (see 16 .2 .3 ).

In  stu d ies o f la n g u a g e a n d  litera tu re, p a ren th etica l n o tes h a v e g en era lly  rep la ced  fo o tn o tes o r en d n o tes fo r m o st so u rce cita tio n s,
in clu d in g  th e first referen ce to  ea ch  w o rk .

16.4.3.2 FO RM ATTING  PARENTHETICAL NO TES. In sert a  p a ren th etica l n o te w h ere y o u  w o u ld  p la ce a  referen ce n u m b er fo r a  n o te: a t th e
en d  o f a  q u o ta tio n , sen ten ce, o r cla u se. T h e n o te co m es b efo re ra th er th a n  a fter a n y  co m m a , p erio d , o r o th er p u n ctu a tio n  m a rk  w h en
th e q u o ta tio n  is ru n  in to  th e tex t. O n e ex cep tio n : w ith  a  b lo ck  q u o ta tio n , th e n o te fo llo w s th e term in a l p u n ctu a tio n  m a rk  (see
2 5 .2 .2 .1 fo r a n  ex a m p le).

T h e fu llest p a ren th etica l n o te in clu d es th e sa m e in fo rm a tio n  a s th e a u th o r-title fo rm  o f a  sh o rten ed  n o te, w ith  th e elem en ts
sep a ra ted  b y  co m m a s. (N o te th a t b o th  th e elem en ts a n d  th e p u n ctu a tio n  a re slig h tly  d ifferen t fro m  th o se u sed  in  p a ren th etica l
cita tio n s in  a u th o r-d a te sty le, d escrib ed  in  ch a p ters 18  a n d  19 ; d o  n o t co n fu se o r co m b in e th e tw o  sty les.)

òW hat on introspection seem s to happen im m ediately and without effort is often a com plex sym phony of processes that take tim e to
com pleteó (LeDoux, Synaptic Self, 116).

According to one expert, the norm s of friendship are different in the workplace (Little, òNorm s of Collegiality,ó 330).

In  so m e field s, w riters a re ex p ected  to  u se th is fu ll fo rm  fo r a ll p a ren th etica l n o tes; in  o th ers, th ey  a re a llo w ed  to  sh o rten  th em ,
sin ce su ch  n o tes in terru p t th e flo w  o f a  tex t. If y o u r field  a llo w s sh o rten in g , y o u  h a v e th ree o p tio n s fo r m o st ty p es o f so u rces:

Џ P a g e n u m b ers o n ly . Y o u  m a y  in clu d e in  th e p a ren th eses o n ly  th e p a g e n u m b er(s) o r o th er lo ca to r if rea d ers ca n  rea d ily  id en tify  th e
sp ecific so u rce fro m  y o u r tex t, eith er b eca u se it is a  m a in  o b ject o f y o u r stu d y  (a s in  th e first ex a m p le b elo w  referrin g  to  H a rriet
B eech er S to w e s U n cle T o m s C a b in ) o r b eca u se y o u  m en tio n  th e a u th o r o r title in  y o u r tex t. E ith er w a y , y o u  m u st p ro v id e fu ll
b ib lio g ra p h ic in fo rm a tio n  elsew h ere.

òPoor John!ó interposes Stoweõs narrative voice, òIt was rather natural; and the tears that fell, as he spoke, cam e as naturally as if
he had been a white m anó (169).

Ernst Cassirer notes this in Language and M yth (59ð60).

Џ A u th o r a n d  p a g e n u m b er. Y o u  sh o u ld  in clu d e th e a u th o r a n d  p a g e n u m b er(s) o r o th er lo ca to r if rea d ers ca n n o t rea d ily  id en tify  th e
so u rce fro m  y o u r tex t, a s lo n g  a s y o u  cite o n ly  o n e w o rk  b y  th a t a u th o r.

W hile one school claim s that òm aterial culture m ay be the m ost objective source of inform ation we have concerning Am ericaõs
pastó (Deetz, 259), others disagree.

Џ T itle a n d  p a g e n u m b er. Y o u  sh o u ld  in clu d e a  sh o rten ed  title a n d  p a g e n u m b er(s) o r o th er lo ca to r if rea d ers ca n  rea d ily  id en tify  th e
a u th o r fro m  y o u r tex t b u t y o u  cite m o re th a n  o n e w o rk  b y  th a t a u th o r.
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According to Furet, òthe Second W orld W ar com pleted what the First had begunñ the dom ination of the great political religions
over European public opinionó (Passing of an Illusion, 360).

If y o u  cite a  w o rk  o ften , y o u  ca n  a b b rev ia te th e title. If th e a b b rev ia tio n  is n o t o b v io u s, y o u  m a y  sp ecify  it in  th e n o te fo r its first
cita tio n . (If y o u  u se m o re th a n  fiv e su ch  a b b rev ia tio n s in  y o u r cita tio n s, list th em  in  a  sep a ra te sectio n  o f y o u r p a p er; see A .2 .1.10 .)

N:       2. Francois Furet, The Passing of an Illusion: The Idea of Com m unism  in the Twentieth Century, trans. Deborah Furet
(Chicago: University of Chicago Press, 1999), 368 (cited in text as PI).

According to Furet, òthe Second W orld W ar com pleted what the First had begunñ the dom ination of the great political religions
over European public opinionó (PI, 360).

F o r n ew sp a p er a rticles a n d  o th er ty p es o f so u rces in  w h ich  a u th o r, title, a n d  p a g e n u m b er a re n o t th e k ey  id en tify in g  elem en ts
(see 16 .4 .3 .1 a n d  th e relev a n t sectio n s o f ch a p ter 17 ), m o d ify  th e p a ren th etica l n o te sty le a s n eed ed .

In a New York Tim es article on the brawl in Beijing (August 19, 2011), Andrew Jacobs com pares the official responses with
those posted to social m edia networks.
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17     Notes-Bibliography Style: Citing Specific Types of Sources

17 .1   B o o k s

17.1.1   Authorõs Nam e
17.1.2   Title
17.1.3   Edition
17.1.4   Volum e
17.1.5   Series
17.1.6   Facts of Publication
17.1.7   Page Num bers and O ther Locators
17.1.8   Chapters and O ther Parts of a Book
17.1.9   Letters and O ther Com m unications in Published Collections
17.1.10 Electronic Books

17 .2    J o u rn a l A rticles

17.2.1   Authorõs Nam e
17.2.2   Article Title
17.2.3   Journal Title
17.2.4   Issue Inform ation
17.2.5   Page Num bers
17.2.6   Special Issues and Supplem ents

17 .3    M a g a zin e A rticles

17 .4    N ew sp a p er A rticles

17.4.1   Nam e of Newspaper
17.4.2   Citing Newspapers in Notes
17.4.3   Citing Newspapers in Text

17 .5    A d d itio n a l T y p es o f P u b lish ed  S o u rces

17.5.1   Classical, M edieval, and Early English Literary W orks
17.5.2   The Bible and O ther Sacred W orks
17.5.3   Reference W orks
17.5.4   Reviews
17.5.5   Abstracts
17.5.6   Pam phlets and Reports
17.5.7   M icroform  Editions
17.5.8   CD-RO M s or DVD-RO M s
17.5.9   O nline Collections

17 .6    U n p u b lish ed  S o u rces

17.6.1   Theses and Dissertations
17.6.2   Lectures and Papers Presented at M eetings
17.6.3   Interviews and Personal Com m unications
17.6.4   M anuscript Collections

17 .7    W eb sites, B lo g s, S o cia l N etw o rk s, a n d  D iscu ssio n  G ro u p s

17.7.1   W ebsites
17.7.2   Blog Entries and Com m ents
17.7.3   Social Networking Services
17.7.4   Electronic Discussion G roups and M ailing Lists

17 .8    S o u rces in  th e V isu a l a n d  P erfo rm in g  A rts

17.8.1   Artworks and G raphics
17.8.2   Live Perform ances
17.8.3   M ovies, Television, Radio, and the Like
17.8.4   Sound Recordings
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17.8.5   Texts in the Visual and Perform ing Arts

17 .9    P u b lic D o cu m en ts

17.9.1   Elem ents to Include, Their O rder, and How to Form at Them
17.9.2   Congressional Publications
17.9.3   Presidential Publications
17.9.4   Publications of G overnm ent Departm ents and Agencies
17.9.5   US Constitution
17.9.6   Treaties
17.9.7   Legal Cases
17.9.8   State and Local G overnm ent Docum ents
17.9.9   Canadian G overnm ent Docum ents
17.9.10  British G overnm ent Docum ents
17.9.11  Publications of International Bodies
17.9.12  Unpublished G overnm ent Docum ents
17.9.13  O nline Public Docum ents

17 .10  O n e S o u rce Q u o ted  in  A n o th er

C h a p ter 16  p resen ts a n  o v erv iew  o f th e b a sic p a ttern  fo r cita tio n s in  th e n o tes-b ib lio g ra p h y  sty le, in clu d in g  b ib lio g ra p h y  en tries, fu ll
n o tes, sh o rten ed  n o tes, a n d  p a ren th etica l n o tes. If y o u  a re n o t fa m ilia r w ith  th is cita tio n  sty le, rea d  th a t ch a p ter b efo re co n su ltin g
th is o n e.

T h is ch a p ter p ro v id es d eta iled  in fo rm a tio n  o n  th e fo rm  o f n o tes a n d  b ib lio g ra p h y  en tries fo r a  w id e ra n g e o f so u rces. It sta rts
w ith  th e m o st co m m o n ly  cited  so u rces b o o k s a n d  jo u rn a l a rticles b efo re a d d ressin g  a  w id e v a riety  o f o th er so u rces. T h e sectio n s
o n  b o o k s (17 .1) a n d  jo u rn a l a rticles (17 .2 ) d iscu ss v a ria tio n s in  su ch  elem en ts a s a u th o rs  n a m es a n d  titles o f w o rk s in  g rea ter d ep th
th a n  sectio n s o n  less co m m o n  so u rces.

E x a m p les o f electro n ic v ersio n s o f m o st ty p es o f so u rces a re in clu d ed  a lo n g sid e o th er ty p es o f ex a m p les. E lectro n ic b o o k s a re
d iscu ssed  a t 17 .1.10 . W eb sites, b lo g s, a n d  so cia l-n etw o rk in g  serv ices a re d iscu ssed  in  17 .7 .

E x a m p les o f n o tes a re id en tified  w ith  a n  N  a n d  b ib lio g ra p h y  en tries w ith  a  B . In  so m e ca ses, th e ex a m p les sh o w  th e sa m e w o rk
cited  in  b o th  fo rm s to  illu stra te th e sim ila rities a n d  d ifferen ces b etw een  th em ; in  o th er ca ses, th ey  sh o w  d ifferen t w o rk s to  illu stra te
v a ria tio n s in  elem en ts ev en  w ith in  a  sp ecific ty p e o f so u rce. F o r sh o rten ed  fo rm s o f n o tes, see 16 .4 .

If y o u  ca n n o t fin d  a n  ex a m p le in  th is ch a p ter, co n su lt ch a p ter 14  o f T h e C h ica g o  M a n u a l o f S ty le, 16 th  ed itio n  (2 0 10 ). Y o u  m a y
a lso  crea te y o u r o w n  sty le, a d a p ted  fro m  th e p rin cip les a n d  ex a m p les g iv en  h ere. M o st in stru cto rs, d ep a rtm en ts, a n d  u n iv ersities
a ccep t su ch  a d a p ta tio n s a s lo n g  a s y o u  u se th em  co n sisten tly .

17.1 Books
C ita tio n s o f b o o k s m a y  in clu d e a  w id e ra n g e o f elem en ts. M a n y  o f th e v a ria tio n s in  elem en ts d iscu ssed  in  th is sectio n  a re a lso
relev a n t to  o th er ty p es o f so u rces.

17.1.1 Authors Name

G iv e th e n a m e o f ea ch  a u th o r (a n d  ed ito r, tra n sla to r, o r o th er co n trib u to r) ex a ctly  a s it a p p ea rs o n  th e title p a g e, a n d  in  th e sa m e
o rd er. If a  n a m e in clu d es m o re th a n  o n e in itia l, u se sp a ces b etw een  th em  (see 2 4 .2 .1). F o r m u ltip le a u th o rs, see fig u re 16 .1.

In  n o tes, list a u th o rs  n a m es in  sta n d a rd  o rd er (first n a m e first):

N:       1. Harriet M urav, M usic from  a Speeding Train: Jewish Literature in Post-revolution Russia (Stanford, CA: Stanford University
Press, 2011), 219ð20.

6. G . J. Barker-Benfield, Abigail and John Adam s: The Am ericanization of Sensibility (Chicago: University of Chicago Press,
2010), 499.

11. Donald R. Kinder and Allison Dale-Riddle, The End of Race? O bam a, 2008, and Racial Politics in Am erica (New Haven,
CT: Yale University Press, 2012), 47.

In  b ib lio g ra p h y  en tries, p u t th e first-listed  a u th o r s n a m e in  in v erted  o rd er (la st n a m e first), ex cep t fo r so m e n o n -E n g lish  n a m es
a n d  o th er ca ses ex p la in ed  in  16 .2 .2 .2 . N a m es o f a n y  a d d itio n a l a u th o rs sh o u ld  fo llo w  b u t sh o u ld  n o t b e in v erted .

B:  M urav, Harriet. M usic from  a Speeding Train: Jewish Literature in Post-revolution Russia. Stanford, CA: Stanford University
Press, 2011.

Barker-Benfield, G . J. Abigail and John Adam s: The Am ericanization of Sensibility. Chicago: University of Chicago Press, 2010.
Kinder, Donald R., and Allison Dale-Riddle. The End of Race? O bam a, 2008, and Racial Politics in Am erica. New Haven, CT:

Yale University Press, 2012.

17.1.1.1 EDITO R O R TRANSLATO R IN ADDITIO N TO  AN AUTHO R. If a  title p a g e lists a n  ed ito r o r a  tra n sla to r in  a d d itio n  to  a n  a u th o r, trea t
th e a u th o r s n a m e a s d escrib ed  a b o v e. A d d  th e ed ito r o r tra n sla to r s n a m e a fter th e b o o k s title. If th ere is a  tra n sla to r a s w ell a s a n
ed ito r, list th e n a m es in  th e sa m e o rd er a s o n  th e title p a g e o f th e o rig in a l. If th e a u th o r s n a m e a p p ea rs in  th e title, y o u  m a y  o m it it
fro m  th e n o te b u t n o t fro m  th e b ib lio g ra p h y  en try .
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In  n o tes, in sert th e a b b rev ia tio n  ed . (n ev er ed s., sin ce in  th is co n tex t it m ea n s ed ited  b y  ra th er th a n  ed ito r ) o r tra n s. b efo re
th e ed ito r s o r tra n sla to r s n a m e.

N:       6. Elizabeth I, Collected W orks, ed. Leah S. M arcus, Janel M ueller, and M ary Beth Rose (Chicago: University of Chicago
Press, 2000), 102ð4.

7. G eorg W ilhelm  Friedrich Hegel, The Science of Logic, ed. and trans. G eorge di G iovanni (Cam bridge: Cam bridge
University Press, 2010), 642ð43.

10. The No® Jitrik Reader: Selected Essays on Latin Am erican Literature, ed. Daniel Balderston, trans. Susan E. Benner
(Durham , NC: Duke University Press, 2005), 189.

In  b ib lio g ra p h y  en tries, in sert th e p h ra se E d ited  b y  o r T ra n sla ted  b y  b efo re th e ed ito r s o r tra n sla to r s n a m e.

B:  Elizabeth I. Collected W orks. Edited by Leah S. M arcus, Janel M ueller, and M ary Beth Rose. Chicago: University of Chicago
Press, 2000.

Hegel, G eorg W ilhelm  Friedrich. The Science of Logic. Edited and translated by G eorge di G iovanni. Cam bridge: Cam bridge
University Press, 2010.

Jitrik, No®. The No® Jitrik Reader: Selected Essays on Latin Am erican Literature. Edited by Daniel Balderston. Translated by
Susan E. Benner. Durham , NC: Duke University Press, 2005.

W h en  a  title p a g e id en tifies a n  ed ito r o r tra n sla to r w ith  a  co m p lica ted  d escrip tio n , su ch  a s E d ited  w ith  a n  In tro d u ctio n  a n d
N o tes b y  o r T ra n sla ted  w ith  a  F o rew o rd  b y ,  y o u  ca n  sim p lify  th is p h ra se to  ed ited  b y  o r tra n sla ted  b y  a n d  fo llo w  th e a b o v e
ex a m p les. In  g en era l, if a  fo rew o rd  o r a n  in tro d u ctio n  is w ritten  b y  so m eo n e o th er th a n  th e a u th o r, y o u  n eed  n o t m en tio n  th a t
p erso n  u n less y o u  cite th a t p a rt sp ecifica lly  (see 17 .1.8 ).

17.1.1.2 EDITO R O R TRANSLATO R IN PLACE O F AN AUTHO R. W h en  a n  ed ito r o r a  tra n sla to r is listed  o n  a  b o o k s title p a g e in stea d  o f a n
a u th o r, u se th a t p erso n s n a m e in  th e a u th o r s slo t. T rea t it a s y o u  w o u ld  a n  a u th o r s n a m e (see a b o v e), b u t a d d  th e a b b rev ia tio n  ed .
o r tra n s, fo llo w in g  th e n a m e. If th ere a re m u ltip le ed ito rs o r tra n sla to rs, u se ed s. o r tra n s. (sin g u la r a n d  p lu ra l) a n d  fo llo w  th e
p rin cip les fo r m u ltip le a u th o rs sh o w n  in  fig u re 16 .1.

N:       3. Seam us Heaney, trans., Beowulf: A New Verse Translation (New York: W . W . Norton, 2000), 55.
4. Anne-M aria M akhulu, Beth A. Buggenhagen, and Stephen Jackson, eds., Hard W ork, Hard Tim es: G lobal Volatility and

African Subjectivities (Berkeley: University of California Press, 2010), viiiðix.

B:  Heaney, Seam us, trans. Beowulf: A New Verse Translation. New York: W . W . Norton, 2000.
M akhulu, Anne-M aria, Beth A. Buggenhagen, and Stephen Jackson, eds. Hard W ork, Hard Tim es: G lobal Volatility and African

Subjectivities. Berkeley: University of California Press, 2010.

17.1.1.3 O RG ANIZATIO N AS AUTHO R. If a  p u b lica tio n  issu ed  b y  a n  o rg a n iza tio n , a sso cia tio n , co m m issio n , o r co rp o ra tio n  h a s n o  p erso n a l
a u th o r s n a m e o n  th e title p a g e, list th e o rg a n iza tio n  itself a s a u th o r, ev en  if it is a lso  g iv en  a s p u b lish er. F o r p u b lic d o cu m en ts, see
17 .9 .

N:       9. Am erican Bar Association, The 2010 Federal Rules Book (Chicago: Am erican Bar Association, 2010), 221.

B:  National Com m ission on Terrorist Attacks upon the United States. The 9/11 Com m ission Report. New York: W . W . Norton, 2004.

17.1.1.4 PSEUDO NYM . T rea t a  w id ely  reco g n ized  p seu d o n y m  a s if it w ere th e a u th o r s rea l n a m e. If th e n a m e listed  a s th e a u th o r s is
k n o w n  to  b e a  p seu d o n y m  b u t th e rea l n a m e is u n k n o w n , a d d  p seu d . in  b ra ck ets a fter th e p seu d o n y m .

N:       16. M ark Twain, The Prince and the Pauper: A Tale for Young People of All Ages (New York: Harper and Brothers, 1899), 34.

B:  Centinel [pseud.]. òLetters.ó In The Com plete Anti-Federalist, edited by Herbert J. Storing. Chicago: University of Chicago Press,
1981.

17.1.1.5 ANO NYM O US AUTHO R. If th e a u th o rsh ip  is k n o w n  o r g u essed  a t b u t o m itted  fro m  th e b o o k s title p a g e, in clu d e th e n a m e in
b ra ck ets (w ith  a  q u estio n  m a rk  if th ere is u n certa in ty ). If th e a u th o r o r ed ito r is u n k n o w n , a v o id  th e u se o f A n o n y m o u s in  p la ce o f a
n a m e, a n d  b eg in  th e n o te o r b ib lio g ra p h y  en try  w ith  th e title.

N:       22. [Ebenezer Cook?], Sotweed Redivivus, or The Planterõs Looking-G lass (Annapolis, 1730), 5ð6.
31. A True and Sincere Declaration of the Purpose and Ends of the Plantation Begun in Virginia, of the Degrees W hich It

Hath Received, and M eans by W hich It Hath Been Advanced (London, 1610), 17.

B:  [Cook, Ebenezer?]. Sotweed Redivivus, or The Planterõs Looking-G lass. Annapolis, 1730.
A True and Sincere Declaration of the Purpose and Ends of the Plantation Begun in Virginia, of the Degrees W hich It Hath

Received, and M eans by W hich It Hath Been Advanced. London, 1610.

17.1.2 Title

L ist co m p lete b o o k  titles a n d  su b titles. Ita licize b o th , a n d  sep a ra te th e title fro m  th e su b title w ith  a  co lo n . If th ere a re tw o  su b titles,
u se a  co lo n  b efo re th e first a n d  a  sem ico lo n  b efo re th e seco n d .
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N:       5. Daniel G oldm ark and Charlie Keil, Funny Pictures: Anim ation and Com edy in Studio-Era Hollywood (Berkeley: University of
California Press, 2011), 177ð78.

B:  Ahm ed, Leila. A Border Passage: From  Cairo to Am erica; A W om anõs Journey. New York: Farrar, Straus and G iroux, 1999.

C a p ita lize m o st titles a n d  su b titles h ea d lin e sty le; th a t is, ca p ita lize th e first letter o f th e first a n d  la st w o rd s o f th e title a n d
su b title a n d  a ll m a jo r w o rd s. F o r fo reig n -la n g u a g e titles, u se sen ten ce-sty le ca p ita liza tio n ; th a t is, ca p ita lize o n ly  th e first letter o f th e
first w o rd  o f th e title a n d  su b title a n d  a n y  p ro p er n o u n s a n d  p ro p er a d jectiv es th a t w o u ld  b e ca p ita lized  u n d er th e co n v en tio n s o f th e
o rig in a l la n g u a g e (in  so m e R o m a n ce la n g u a g es, p ro p er a d jectiv es a n d  so m e p ro p er n o u n s a re n o t ca p ita lized ). (S ee 2 2 .3 .1 fo r a  m o re
d eta iled  d iscu ssio n  o f th e tw o  sty les.)

(headline style) How to Do It: G uides to G ood Living for Renaissance Italians

(sentence style) De serm one am atorio apud latinos elegiarum  scriptores

P reserv e th e sp ellin g , h y p h en a tio n , a n d  p u n ctu a tio n  o f th e o rig in a l title, w ith  tw o  ex cep tio n s: ch a n g e w o rd s in  fu ll ca p ita ls
(ex cep t fo r in itia lism s o r a cro n y m s; see ch a p ter 2 4 ) to  u p p er- a n d  lo w erca se, a n d  ch a n g e a n  a m p ersa n d  (& ) to  a n d . S p ell o u t
n u m b ers o r g iv e th em  a s n u m era ls a cco rd in g  to  th e o rig in a l (T w elfth  C en tu ry  o r 12 th  C en tu ry ) u n less th ere is a  g o o d  rea so n  to  m a k e
th em  co n sisten t w ith  o th er titles in  th e list.

F o r titles o f ch a p ters a n d  o th er p a rts o f a  b o o k , see 17 .1.8 .

17.1.2.1 SPECIAL ELEM ENTS IN TITLES. S ev era l elem en ts in  titles req u ire sp ecia l ty p o g ra p h y

Џ D a tes. U se a  co m m a  to  set o ff d a tes a t th e en d  o f a  title o r su b title, ev en  if th ere is n o  p u n ctu a tio n  in  th e o rig in a l so u rce. B u t if th e
so u rce in tro d u ces th e d a tes w ith  a  p rep o sitio n  (fo r ex a m p le, fro m  19 2 0  to  19 4 5 ) o r a  co lo n , d o  n o t a d d  a  co m m a .

N:       5. Rom ain Hayes, Subhas Chandra Bose in Nazi G erm any: Politics, Intelligence, and Propaganda, 1941ð43 (New York:
Colum bia University Press, 2011), 151ð52.

B:  Sorenson, John L., and Carl L. Johannessen. W orld Trade and Biological Exchanges before 1492. Bloom ington, IN: iUniverse,
2009.

Џ T itles w ith in  titles. W h en  th e title o f a  w o rk  th a t w o u ld  n o rm a lly  b e ita licized  a p p ea rs w ith in  th e ita licized  title o f a n o th er, en clo se
th e q u o ted  title in  q u o ta tio n  m a rk s. If th e title-w ith in -a -title w o u ld  n o rm a lly  b e en clo sed  in  q u o ta tio n  m a rk s, k eep  th e q u o ta tio n
m a rk s.

N:       22. Elisabeth Ladenson, Dirt for Artõs Sake: Books on Trial from  òM adam e Bovaryó to òLolitaó (Ithaca, NY: Cornell University
Press, 2007), 17.

B:  M cHugh, Roland. Annotations to òFinnegans W ake.ó 2nd ed. Baltim ore: Johns Hopkins University Press, 1991.

H o w ev er, w h en  th e en tire m a in  title o f a  b o o k  co n sists o f a  q u o ta tio n  o r a  title w ith in  a  title, d o  n o t en clo se it in  q u o ta tio n  m a rk s.

N:       8. Sam  Swope, I Am  a Pencil: A Teacher, His Kids, and Their W orld of Stories (New York: Henry Holt, 2004), 108ð9.

B:  W ilde, O scar. The Picture of Dorian G ray: An Annotated, Uncensored Edition. Edited by Nicholas Frankel. Cam bridge, M A:
Harvard University Press, 2011.

Џ Ita licized  term s. W h en  a n  ita licized  title in clu d es term s n o rm a lly  ita licized  in  tex t, su ch  a s sp ecies n a m es o r n a m es o f sh ip s, set th e
term s in  ro m a n  ty p e.

N:       7. T. Hugh Pennington, W hen Food Kills: BSE, E. coli, and Disaster Science (New York: O xford University Press, 2003), 15.

B:  Lech, Raym ond B. The Tragic Fate of the U.S.S. Indianapolis: The U.S. Navyõs W orst Disaster at Sea. New York: Cooper
Square Press, 2001.

Џ Q u estio n  m a rk s a n d  ex cla m a tio n  p o in ts. W h en  a  title o r a  su b title en d s w ith  a  q u estio n  m a rk  o r a n  ex cla m a tio n  p o in t, n o  o th er
p u n ctu a tio n  n o rm a lly  fo llo w s. O n e ex cep tio n : if th e title w o u ld  n o rm a lly  b e fo llo w ed  b y  a  co m m a , a s in  a  sh o rten ed  n o te (see
16 .4 .1), k eep  th e co m m a . S ee a lso  2 1.12 .1.

N:       26. Jafari S.Allen, áVencerem os? The Erotics of Black Self-M aking in Cuba (Durham , NC: Duke University Press, 2011), 210ð
11.

27. Allen, áVencerem os?, 212.

B:  W olpert, Stanley. India and Pakistan: Continued Conflict or Cooperation? Berkeley: University of California Press, 2010.

17.1.2.2 O LDER TITLES. F o r titles o f w o rk s p u b lish ed  in  th e eig h teen th  cen tu ry  o r ea rlier, reta in  th e o rig in a l p u n ctu a tio n  a n d  sp ellin g .
A lso  reta in  th e o rig in a l ca p ita liza tio n , ev en  if it d o es n o t fo llo w  h ea d lin e sty le. W o rd s in  a ll ca p ita l letters, h o w ev er, sh o u ld  b e g iv en
in  u p p er- a n d  lo w erca se. If th e title is v ery  lo n g , y o u  m a y  sh o rten  it, b u t p ro v id e en o u g h  in fo rm a tio n  fo r rea d ers to  fin d  th e fu ll title
in  a  lib ra ry  o r p u b lish er s ca ta lo g . In d ica te o m issio n s in  su ch  titles b y  th ree ellip sis d o ts. If th e o m issio n  co m es a t th e en d  o f a  title in
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a  b ib lio g ra p h y  en try , u se a  p erio d  a n d  th ree ellip sis d o ts.

N:       19. John Ray, O bservations Topographical, M oral, and Physiological: M ade in a Journey Through part of the Low-Countries,
G erm any, Italy, and France: with A Catalogue of Plants not Native of Englandé  W hereunto is added A Brief Account of Francis
W illughby, Esq., his Voyage through a great part of Spain ([London], 1673), 15.

B:  Escalante, Bernardino. A Discourse of the Navigation which the Portugales doe m ake to the Realm es and Provinces of the East
Partes of the W orldeé . Translated by John Fram pton. London, 1579.

17.1.2.3 NO N-ENG LISH TITLES. U se sen ten ce-sty le ca p ita liza tio n  fo r n o n -E n g lish  titles, fo llo w in g  th e ca p ita liza tio n  p rin cip les fo r p ro p er
n o u n s w ith in  th e relev a n t la n g u a g e. If y o u  a re u n fa m ilia r w ith  th ese p rin cip les, co n su lt a  relia b le so u rce.

N:       3. Sylvain G ouguenheim , Aristote au M ont-Saint-M ichel: Les racines grecques de lõEurope chr®tienne (Paris: £ditions du
Seuil, 2008), 117.

6. Ljiljana Piletiĺ Stojanoviĺ, ed. G utfreund i ļeġki kubizam  (Belgrade: M uzej savrem ene um etnosti, 1971), 54ð55.

B:  Kelek, Necla. Die frem de Braut: Ein Bericht aus dem  Inneren des t¿rkischen Lebens in Deutschland. M unich: G oldm ann Verlag,
2006.

If y o u  a d d  th e E n g lish  tra n sla tio n  o f a  title, p la ce it a fter th e o rig in a l. E n clo se it in  b ra ck ets, w ith o u t ita lics o r q u o ta tio n  m a rk s,
a n d  ca p ita lize it sen ten ce sty le.

N:       7. Henryk W ereszycki, Koniec sojuszu trzech cesarzy [The end of the Three Em perorsõ League] (W arsaw: PW N, 1977), 5.

B:  Yu G uom ing. Zhongguo chuan m ei fa zhan qian yan tan suo [New perspectives on news and com m unication]. Beijing: Xin hua
chu ban she, 2011.

If y o u  n eed  to  cite b o th  th e o rig in a l a n d  a  tra n sla tio n , u se o n e o f th e fo llo w in g  fo rm s, d ep en d in g  o n  w h eth er y o u  w a n t to  fo cu s
rea d ers o n  th e o rig in a l o r th e tra n sla tio n .

B:  Furet, Franois. Le pass® dõune illusion. Paris: £ditions Robert Laffont, 1995. Translated by Deborah Furet as The Passing of an
Illusion (Chicago: University of Chicago Press, 1999).

or

Furet, Franois. The Passing of an Illusion. Translated by Deborah Furet. Chicago: University of Chicago Press, 1999. O riginally
published as Le pass® dõune illusion (Paris: Editions Robert Laffont, 1995).

17.1.3 Edition

S o m e w o rk s a re p u b lish ed  in  m o re th a n  o n e ed itio n . E a ch  ed itio n  d iffers in  co n ten t o r fo rm a t o r b o th . A lw a y s cite th e ed itio n  y o u
a ctu a lly  co n su lted  (u n less it is a  first ed itio n , w h ich  is u su a lly  n o t la b eled  a s su ch ).

17.1.3.1. REVISED EDITIO NS. W h en  a  b o o k  is reissu ed  w ith  sig n ifica n t co n ten t ch a n g es, it m a y  b e ca lled  a  rev ised  ed itio n  o r a  seco n d
(o r su b seq u en t) ed itio n . T h is in fo rm a tio n  u su a lly  a p p ea rs o n  th e b o o k s title p a g e a n d  is rep ea ted , a lo n g  w ith  th e d a te o f th e ed itio n ,
o n  th e co p y rig h t p a g e.

W h en  y o u  cite a n  ed itio n  o th er th a n  th e first, in clu d e th e n u m b er o r d escrip tio n  o f th e ed itio n  a fter th e title. A b b rev ia te su ch
w o rd in g  a s S eco n d  E d itio n , R ev ised  a n d  E n la rg ed  a s 2 n d  ed .; a b b rev ia te R ev ised  E d itio n  a s R ev . ed . In clu d e th e p u b lica tio n  d a te
o n ly  o f th e ed itio n  y o u  a re citin g , n o t o f a n y  p rev io u s ed itio n s (see 17 .1.6 ).

N:       1. Paul J. Bolt, Dam on V. Coletta, and Collins G . Shackelford Jr., eds., Am erican Defense Policy, 8th ed. (Baltim ore: Johns
Hopkins University Press, 2005), 157ð58.

B:  Foley, Douglas E. Learning Capitalist Culture: Deep in the Heart of Tejas. 2nd ed. Philadelphia: University of Pennsylvania
Press, 2010.

Levitt, Steven D., and Stephen J. Dubner. Freakonom ics: A Rogue Econom ist Explores the Hidden Side of Everything. Rev. ed.
New York: W illiam  M orrow, 2006.

17.1.3.2 REPRINT EDITIO NS. M a n y  b o o k s a re reissu ed  o r p u b lish ed  in  m o re th a n  o n e fo rm a t fo r ex a m p le, in  a  p a p erb a ck  ed itio n  (b y
th e o rig in a l p u b lish er o r a  d ifferen t p u b lish er) o r in  electro n ic fo rm  (see 17 .1.10 ). A lw a y s reco rd  th e fa cts o f p u b lica tio n  fo r th e
v ersio n  y o u  co n su lted . If th e ed itio n  y o u  co n su lted  w a s p u b lish ed  m o re th a n  a  y ea r o r tw o  a fter th e o rig in a l ed itio n  o r is a  m o d ern
p rin tin g  o f a  cla ssic w o rk , y o u  m a y  in clu d e th e p u b lica tio n  d a tes o f b o th  th e o rig in a l a n d  th e ed itio n  y o u  a re citin g  (see 17 .1.6 .3 ).

N:       23. Randall Jarrell, Pictures from  an Institution: A Com edy (1954; repr., Chicago: University of Chicago Press, 2010), 79ð80.

B:  Dickens, Charles. Pictures from  Italy. 1846. Reprint, Cam bridge: Cam bridge University Press, 2011.

17.1.4 Volume

If a  b o o k  is p a rt o f a  m u ltiv o lu m e w o rk , in clu d e th is in fo rm a tio n  in  y o u r cita tio n s.

10 9



17.1.4.1 SPECIFIC VO LUM E. T o  cite a  sp ecific v o lu m e th a t ca rries its o w n  title, list th e title fo r th e m u ltiv o lu m e w o rk  a s a  w h o le, fo llo w ed
b y  th e v o lu m e n u m b er a n d  title o f th e sp ecific v o lu m e. A b b rev ia te v o l. a n d  u se a ra b ic n u m b ers fo r v o lu m e n u m b ers.

N:       10. Ham id Naficy, A Social History of Iranian Cinem a, vol. 2, The Industrializing Years, 1941ð1978 (Durham , NC: Duke
University Press, 2011), 16.

B:  Naficy, Ham id. A Social History of Iranian Cinem a. Vol. 2, The Industrializing Years, 1941ð1978. Durham , NC: Duke University
Press, 2011.

If th e v o lu m es a re n o t in d iv id u a lly  titled , list ea ch  v o lu m e th a t y o u  cite in  th e b ib lio g ra p h y  (see a lso  17 .1.4 .2 ). In  a  n o te, p u t th e
sp ecific v o lu m e n u m b er (w ith o u t v o l.) im m ed ia tely  b efo re th e p a g e n u m b er, sep a ra ted  b y  a  co lo n  a n d  n o  in terv en in g  sp a ce.

N:       36. M uriel St. Clare Byrne, ed., The Lisle Letters (Chicago: University of Chicago Press, 1981), 4:243.

B:  Byrne, M uriel St. Clare, ed. The Lisle Letters. Vols. 1 and 4. Chicago: University of Chicago Press, 1981.

S o m e m u ltiv o lu m e w o rk s h a v e b o th  a  g en era l ed ito r a n d  in d iv id u a l ed ito rs o r a u th o rs fo r ea ch  v o lu m e. W h en  citin g  p a rts o f su ch
w o rk s, p u t in fo rm a tio n  a b o u t in d iv id u a l ed ito rs o r a u th o rs (see 17 .1.1) a fter th e titles fo r w h ich  th ey  a re resp o n sib le. T h e first
ex a m p le b elo w  a lso  sh o w s h o w  to  cite a  v o lu m e p u b lish ed  in  m o re th a n  o n e p h y sica l p a rt (v o l. 2 , b k . 3 ).

N:       40. Barbara E. M undy, òM esoam erican Cartography,ó in The History of Cartography, ed. J. Brian Harley and David
W oodward, vol. 2, bk. 3, Cartography in the Traditional African, Am erican, Arctic, Australian, and Pacific Societies, ed. David
W oodward and G . M alcolm  Lewis (Chicago: University of Chicago Press, 1998), 233.

B:  Donne, John. The Variorum  Edition of the Poetry of John Donne. Edited by G ary A. Stringer. Vol. 7, The Holy Sonnets, edited by
G ary A. Stringer and Paul A. Parrish. Bloom ington: Indiana University Press, 2005.

17.1.4.2 M ULTIVO LUM E W O RK AS A W HO LE. T o  cite a  m u ltiv o lu m e w o rk  a s a  w h o le, g iv e th e title, th e to ta l n u m b er o f v o lu m es, a n d , if th e
v o lu m es h a v e b een  p u b lish ed  o v er sev era l y ea rs, th e fu ll sp a n  o f p u b lica tio n  d a tes.

B:  Aristotle. Com plete W orks of Aristotle: The Revised O xford Translation. Edited by J. Barnes. 2 vols. Princeton, NJ: Princeton
University Press, 1983.

Tillich, Paul. System atic Theology. 3 vols. Chicago: University of Chicago Press, 1951ð63.

F o r w o rk s th a t in clu d e in d iv id u a l v o lu m e titles o r v o lu m e ed ito rs (see 17 .1.4 .1), it is u su a lly  b est to  cite th e v o lu m es in d iv id u a lly .

17.1.5 Series

If a  b o o k  b elo n g s to  a  series, y o u  m a y  ch o o se to  in clu d e in fo rm a tio n  a b o u t th e series to  h elp  rea d ers lo ca te o r ju d g e th e cred ib ility  o f
th e so u rce. P la ce th e series in fo rm a tio n  a fter th e title (a n d  a n y  v o lu m e o r ed itio n  n u m b er o r ed ito r s n a m e) a n d  b efo re th e fa cts o f
p u b lica tio n .

P u t th e series title in  ro m a n  ty p e w ith  h ea d lin e-sty le ca p ita liza tio n , o m ittin g  a n y  in itia l T h e. If th e v o lu m es in  th e series a re
n u m b ered , in clu d e th e n u m b er o f th e w o rk  cited  fo llo w in g  th e series title. T h e n a m e o f th e series ed ito r is o ften  o m itted , b u t y o u  m a y
in clu d e it a fter th e series title. If y o u  in clu d e b o th  a n  ed ito r a n d  a  v o lu m e n u m b er, th e n u m b er is p reced ed  b y  v o l.

N:       7. Blake M . Hausm an, Riding the Trail of Tears, Native Storiers: A Series of Am erican Narratives (Lincoln: University of
Nebraska Press, 2011), 25.

B:  Lunning, Frenchy, ed. Fanthropologies. M echadem ia 5. M inneapolis: University of M innesota Press, 2010.
Stein, G ertrude. Selections. Edited by Joan Retallack. Poets for the M illennium , edited by Pierre Joris and Jerom e Rothenberg,

vol. 6. Berkeley: University of California Press, 2008.

17.1.6 Facts of Publication

T h e fa cts o f p u b lica tio n  u su a lly  in clu d e th ree elem en ts: th e p la ce (city ) o f p u b lica tio n , th e p u b lish er s n a m e, a n d  th e d a te (y ea r) o f
p u b lica tio n . In  n o tes th ese elem en ts a re en clo sed  in  p a ren th eses; in  b ib lio g ra p h y  en tries th ey  a re n o t.

N:       1. M alcolm  G ladwell, The Tipping Point: How Little Things Can M ake a Big Difference (Boston: Little, Brown, 2000), 64ð65.

B:  G ladwell, M alcolm . The Tipping Point: How Little Things Can M ake a Big Difference. Boston: Little, Brown, 2000.

F o r b o o k s p u b lish ed  b efo re th e tw en tieth  cen tu ry , y o u  m a y  o m it th e p u b lish er s n a m e.

N:       32. Charles Darwin, The Descent of M an, and Selection in Relation to Sex (London, 1871), 1:2.

B:  Darwin, Charles. The Descent of M an, and Selection in Relation to Sex. 2 vols. London, 1871.

17.1.6.1 PLACE O F PUBLICATIO N. T h e p la ce o f p u b lica tio n  is th e city  w h ere th e b o o k  p u b lish er s m a in  ed ito ria l o ffices a re lo ca ted . If y o u
d o  n o t see it listed  o n  th e title p a g e, lo o k  fo r it o n  th e co p y rig h t p a g e in stea d . W h ere tw o  o r m o re cities a re g iv en  ( C h ica g o  a n d
L o n d o n ,  fo r ex a m p le), in clu d e o n ly  th e first.
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Los Angeles: G etty Publications
New York: Colum bia University Press

If th e city  o f p u b lica tio n  m ig h t b e u n k n o w n  to  rea d ers o r co n fu sed  w ith  a n o th er city  o f th e sa m e n a m e, a d d  th e a b b rev ia tio n  o f
th e sta te (see 2 4 .3 .1), p ro v in ce, o r (if n ecessa ry ) co u n try . W h en  th e p u b lish er s n a m e in clu d es th e sta te n a m e, n o  sta te a b b rev ia tio n
is n eed ed .

Cheshire, CT: G raphics Press
Harm ondsworth, UK: Penguin Books
Cam bridge, M A: M IT Press
Chapel Hill: University of North Carolina Press

U se cu rren t, co m m o n ly  u sed  E n g lish  n a m es fo r fo reig n  cities.

Belgrade (not Beograd)
M ilan (not M ilano)

W h en  th e p la ce o f p u b lica tio n  is n o t k n o w n , y o u  m a y  u se th e a b b rev ia tio n  n .p . in  a  n o te (o r N .p . in  a  b ib lio g ra p h y  en try ) b efo re
th e p u b lish er s n a m e. If th e p la ce ca n  b e su rm ised , in clu d e it w ith  a  q u estio n  m a rk , in  b ra ck ets.

(n.p.: W indsor, 1910)
[Lake Bluff, IL?]: Vliet and Edwards, 1920

17.1.6.2 PUBLISHER õS NAM E. G iv e th e p u b lish er s n a m e fo r ea ch  b o o k  ex a ctly  a s it a p p ea rs o n  th e title p a g e, ev en  if y o u  k n o w  th a t th e
n a m e h a s sin ce ch a n g ed  o r is p rin ted  d ifferen tly  in  d ifferen t b o o k s in  y o u r b ib lio g ra p h y .

Harcourt Brace and W orld
Harcourt Brace Jovanovich
Harcourt, Brace

Y o u  m a y , h o w ev er, o m it a n  in itia l T h e a n d  su ch  a b b rev ia tio n s a s In c., L td ., S .A ., C o ., &  C o ., a n d  P u b lish in g  C o . (a n d  th e sp elled -o u t
fo rm s o f su ch  co rp o ra te a b b rev ia tio n s).

University of Texas Press
in stea d  o f
The University of Texas Press

Houghton M ifflin
in stea d  o f
Houghton M ifflin Co.

Little, Brown
in stea d  o f
Little, Brown & Co.

F o r fo reig n  p u b lish ers, d o  n o t tra n sla te o r a b b rev ia te a n y  p a rt o f th e p u b lish er s n a m e, b u t g iv e th e city  n a m e in  its E n g lish  fo rm
(a s n o ted  in  17 .1.6 .1). W h en  th e p u b lish er is u n k n o w n , u se ju st th e p la ce (if k n o w n ) a n d  d a te o f p u b lica tio n .

17.1.6.3 DATE O F PUBLICATIO N. T h e p u b lica tio n  d a te fo r a  b o o k  co n sists o n ly  o f a  y ea r, n o t a  m o n th  o r d a y , a n d  is u su a lly  id en tica l to
th e co p y rig h t d a te. It g en era lly  a p p ea rs o n  th e co p y rig h t p a g e a n d  so m etim es o n  th e title p a g e.

R ev ised  ed itio n s a n d  rep rin ts m a y  in clu d e m o re th a n  o n e co p y rig h t d a te. In  th is ca se, th e m o st recen t in d ica tes th e p u b lica tio n
d a te fo r ex a m p le, 2 0 10  in  th e strin g   19 9 2 , 2 0 0 3 , 2 0 10 .  S ee 17 .1.3  fo r citin g  p u b lica tio n  d a tes in  su ch  w o rk s.

If y o u  ca n n o t d eterm in e th e p u b lica tio n  d a te o f a  p rin ted  w o rk , u se th e a b b rev ia tio n  n .d . in  p la ce o f th e y ea r. If n o  d a te is
p ro v id ed  b u t y o u  b eliev e y o u  k n o w  it, y o u  m a y  a d d  it in  b ra ck ets, w ith  a  q u estio n  m a rk  to  in d ica te u n certa in ty .

B:  Agnew, John. A Book of Virtues. Edinburgh, n.d.
M iller, Sam uel. Another Book of Virtues. Boston, [1750?].

If a  b o o k  is u n d er co n tra ct w ith  a  p u b lish er a n d  is a lrea d y  titled  b u t th e d a te o f p u b lica tio n  is n o t y et k n o w n , u se fo rth co m in g  in
p la ce o f th e d a te. T rea t a n y  b o o k  n o t y et u n d er co n tra ct a s a n  u n p u b lish ed  m a n u scrip t (see 17 .6 ).

N:       91. Jane Q . Author, Book Title (Place of Publication: Publisherõs Nam e, forthcom ing).

17.1.7 Page Numbers and Other Locators

P a g e n u m b ers a n d  o th er in fo rm a tio n  u sed  to  id en tify  th e lo ca tio n  o f a  cited  p a ssa g e o r elem en t g en era lly  a p p ea r in  n o tes b u t n o t in
b ib lio g ra p h ies. O n e ex cep tio n : if y o u  cite a  ch a p ter o r o th er sectio n  o f a  b o o k  in  a  b ib lio g ra p h y , g iv e th e p a g e ra n g e fo r th a t ch a p ter
o r sectio n  (see 17 .1.8  fo r ex a m p les).

F o r g u id elin es o n  ex p ressin g  a  sp a n  o f n u m b ers, see 2 3 .2 .4 .
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17.1.7.1 PAG E, CHAPTER, AND DIVISIO N NUM BERS. T h e lo ca to r is u su a lly  th e la st item  in  a  n o te. B efo re p a g e n u m b ers, th e w o rd  p a g e o r
th e a b b rev ia tio n  p . o r p p . is g en era lly  o m itted . U se a ra b ic n u m b ers ex cep t fo r p a g es n u m b ered  w ith  ro m a n  n u m era ls in  th e o rig in a l.

N:       14. Richard Arum  and Josipa Roksa, Academ ically Adrift: Lim ited Learning on College Cam puses (Chicago: University of
Chicago Press, 2011), 145ð46.

17 Jacqueline Jones, preface to the new edition of Labor of Love, Labor of Sorrow: Black W om en, W ork, and the Fam ily,
from  Slavery to the Present, rev. ed. (New York: Basic Books, 2010), xivðxv.

S o m etim es y o u  m a y  w a n t to  refer to  a  fu ll ch a p ter (a b b rev ia ted  ch a p .), p a rt (p t.), b o o k  (b k .), o r sectio n  (sec.) in stea d  o f a  sp a n  o f
p a g e n u m b ers.

N:       22. Srikant M . Datar, David A. G arvin, and Patrick G . Cullen, Rethinking the M BA: Business Education at a Crossroads
(Boston: Harvard Business Press, 2010), pt. 2.

S o m e b o o k s p rin ted  b efo re 18 0 0  d o  n o t ca rry  p a g e n u m b ers b u t a re d iv id ed  in to  sig n a tu res a n d  th en  in to  lea v es o r fo lio s, ea ch
w ith  a  fro n t sid e (recto , o r r) a n d  a  b a ck  sid e (v erso , o r v ). T o  cite su ch  p a g es, in clu d e th e relev a n t strin g  o f n u m b ers a n d  id en tifiers,
ru n  to g eth er w ith o u t sp a ces o r ita lics: fo r ex a m p le, G 6 v , 17 6 r, 2 3 2 r V , o r (if y o u  a re citin g  en tire fo lio s) fo l. 4 9 .

17.1.7.2 O THER TYPES O F LO CATO RS. S o m etim es y o u  w ill w a n t to  cite a  sp ecific n o te, a  fig u re o r ta b le, o r a  n u m b ered  lin e (a s in  so m e
w o rk s o f p o etry ).

Џ N o te n u m b ers. U se th e a b b rev ia tio n  n  (p lu ra l, n n ) to  cite n o tes. If th e n o te cited  is th e o n ly  fo o tn o te o n  its p a g e o r is a n
u n n u m b ered  fo o tn o te, a d d  n  a fter th e p a g e n u m b er (w ith  n o  in terv en in g  sp a ce o r p u n ctu a tio n ). If th ere a re o th er fo o tn o tes o r
en d n o tes o n  th e sa m e p a g e a s th e n o te cited , list th e p a g e n u m b er fo llo w ed  b y  n  o r (if tw o  o r m o re co n secu tiv e n o tes a re cited ) n n
a n d  th e n o te n u m b er(s).

N:       45. Anthony G rafton, The Footnote: A Curious History (Cam bridge, M A: Harvard University Press, 1997), 72n.
46. Dwight Bolinger, Language: The Loaded W eapon (London: Longm an, 1980), 192n23, 192n30, 199n14, 201nn16ð17

Џ Illu stra tio n  a n d  ta b le n u m b ers. U se th e a b b rev ia tio n  fig . fo r fig u re, b u t sp ell o u t ta b le, m a p , p la te, a n d  n a m es o f o th er ty p es o f
illu stra tio n s. G iv e th e p a g e n u m b er b efo re th e illu stra tio n  n u m b er.

N:       50. Richard Sobel, Public O pinion in U.S. Foreign Policy: The Controversy over Contra Aid (Boston: Rowm an and Littlefield,
1993), 87, table 5.3.

Џ L in e n u m b ers. F o r p o etry  a n d  o th er w o rk s b est id en tified  b y  lin e n u m b er, a v o id  th e a b b rev ia tio n s l. (lin e) a n d  ll. (lin es); th ey  a re
to o  ea sily  co n fu sed  w ith  th e n u m era ls 1 a n d  11. U se lin e o r lin es, o r u se n u m b ers a lo n e w h ere y o u  h a v e m a d e it clea r th a t y o u  a re
referrin g  to  lin es.

N:       44. O gden Nash, òSong for Ditherers,ó lines 1ð4.

17.1.8 Chapters and Other Parts of a Book

In  m o st ca ses y o u  sh o u ld  cite th e m a in  title o f a n y  b o o k  th a t o ffers a  sin g le, co n tin u o u s a rg u m en t o r n a rra tiv e, ev en  if y o u  a ctu a lly
u se o n ly  a  sectio n  o f it. B u t so m etim es y o u  w ill w a n t to  cite a n  in d ep en d en t essa y  o r ch a p ter if th a t is th e p a rt m o st relev a n t to  y o u r
resea rch . B y  d o in g  so , y o u  h elp  rea d ers see h o w  th e so u rce fits in to  y o u r p ro ject.

B:  Dem os, John. òReal Lives and O ther Fictions: Reconsidering W allace Stegnerõs Angle of Repose.ó In Novel History: Historians
and Novelists Confront Am ericaõs Past (and Each O ther), edited by M ark C. Carnes, 132ð45. New York: Sim on and
Schuster, 2001.

instead of

Carnes, M ark C., ed. Novel History: Historians and Novelists Confront Am ericaõs Past (and Each O ther). New York: Sim on and
Schuster, 2001.

17.1.8.1 PARTS O F SING LE-AUTHO R BO O KS. If y o u  cite a  ch a p ter o r o th er titled  p a rt o f a  sin g le-a u th o r b o o k , in clu d e th e title o f th e p a rt
first, in  ro m a n  ty p e a n d  en clo sed  in  q u o ta tio n  m a rk s. A fter th e d esig n a tio n  in , g iv e th e b o o k  title. In  a  b ib lio g ra p h y  en try , in clu d e th e
fu ll sp a n  o f p a g e n u m b ers fo r th a t p a rt fo llo w in g  th e b o o k  title; in  a  n o te, g iv e th e p a g e n u m b er(s) fo r a  sp ecific referen ce a s y o u
w o u ld  fo r a n y  o th er q u o ta tio n .

N:       1. Susan G reenhalgh, òStrengthening Chinaõs Party-State and Place in the W orld,ó in Cultivating G lobal Citizens: Population
in the Rise of China (Cam bridge, M A: Harvard University Press, 2010), 82.

B:  G reenhalgh, Susan. òStrengthening Chinaõs Party-State and Place in the W orld.ó In Cultivating G lobal Citizens: Population in the
Rise of China, 79ð114. Cam bridge, M A: Harvard University Press, 2010.

If y o u  cite a  p a rt w ith  a  g en eric title su ch  a s in tro d u ctio n , p refa ce, o r a fterw o rd , a d d  th a t term  b efo re th e title o f th e b o o k  in
ro m a n  ty p e w ith o u t q u o ta tio n  m a rk s. If th e p a rt is w ritten  b y  so m eo n e o th er th a n  th e m a in  a u th o r o f th e b o o k , g iv e th e p a rt a u th o r s
n a m e first a n d  th e b o o k  a u th o r s n a m e a fter th e title.
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N:       7. Alfred W . Crosby, preface to the new edition of Ecological Im perialism : The Biological Expansion of Europe, 900ð1900,
new ed. (New York: Cam bridge University Press, 2004), xv.

16. Craig Calhoun, foreword to M ulticultural Politics: Racism , Ethnicity, and M uslim s in Britain, by Tariq M odood
(M inneapolis: University of M innesota Press, 2005), xii.

If th e a u th o r o f th e g en eric p a rt is th e sa m e a s th e a u th o r o f th e b o o k , cite b o o k  a s a  w h o le in  th e b ib lio g ra p h y , n o t ju st th e p a rt.

B:  Crosby, Alfred W . Ecological Im perialism : The Biological Expansion of Europe, 900ð1900. New ed. New York: Cam bridge
University Press, 2004.

Calhoun, Craig. Foreword to M ulticultural Politics: Racism , Ethnicity, and M uslim s in Britain, by Tariq M odood, ix-xv.
M inneapolis: University of M innesota Press, 2005.

17.1.8.2 PARTS O F EDITED CO LLECTIO NS. If y o u  cite p a rt o f a n  ed ited  co llectio n  w ith  co n trib u tio n s b y  m u ltip le a u th o rs, list th e p a rt
a u th o r a n d  title (in  ro m a n  ty p e, en clo sed  in  q u o ta tio n  m a rk s) first. A fter th e d esig n a tio n  in , g iv e th e b o o k  title a n d  th e n a m e o f th e
ed ito r. In  a  b ib lio g ra p h y  en try , in clu d e th e fu ll sp a n  o f p a g e n u m b ers fo r th a t p a rt fo llo w in g  th e b o o k  title; in  a  n o te, g iv e th e p a g e
n u m b er(s) fo r a  sp ecific referen ce a s y o u  w o u ld  fo r a n y  o th er q u o ta tio n .

N:       3. Cam eron Binkley, òSaving Redwoods: Clubwom en and Conservation, 1900ð1925,ó in California W om en and Politics: From
the G old Rush to the G reat Depression, ed. Robert W . Cherny, M ary Ann Irwin, and Ann M arie W ilson (Lincoln: University of
Nebraska Press, 2011), 155.

B:  Binkley, Cam eron. òSaving Redwoods: Clubwom en and Conservation, 1900ð1925.ó In California W om en and Politics: From  the
G old Rush to the G reat Depression, edited by Robert W . Cherny, M ary Ann Irwin, and Ann M arie W ilson, 151ð74. Lincoln:
University of Nebraska Press, 2011.

If y o u  cite tw o  o r m o re co n trib u tio n s to  th e sa m e ed ited  co llectio n , y o u  m a y  u se o n e o f th e sp a ce-sa v in g  sh o rten ed  fo rm s
d iscu ssed  in  16 .4 .1. T h e first tim e y o u  cite a n y  p a rt fro m  th e b o o k  in  a  n o te, g iv e fu ll b ib lio g ra p h ica l in fo rm a tio n  a b o u t b o th  th e p a rt
a n d  th e b o o k  a s a  w h o le. T h erea fter, if y o u  cite a n o th er p a rt fro m  th e b o o k , p ro v id e th e fu ll a u th o r s n a m e a n d  title o f th e p a rt, b u t
g iv e th e in fo rm a tio n  a b o u t th e b o o k  in  sh o rten ed  fo rm . S u b seq u en t n o tes fo r in d iv id u a l p a rts fo llo w  o n e o f th e sh o rten ed  n o te fo rm s
(a u th o r-o n ly , sh o w n  h ere, o r a u th o r-title).

N:       4. Robert Bruegm ann, òBuilt Environm ent of the Chicago Region,ó in Chicago Neighborhoods and Suburbs: A Historical
G uide, ed. Ann Durkin Keating (Chicago: University of Chicago Press, 2008), 259.

12. Janice L. Reiff, òContested Spaces,ó in Keating, 55.
14. Bruegm ann, 299ð300.
15. Reiff, 57.

In  y o u r b ib lio g ra p h y , p ro v id e a  fu ll cita tio n  fo r th e w h o le b o o k  a n d  a  v a ria tio n  o n  th e sh o rten ed  n o te fo rm  fo r in d iv id u a l p a rts.

B:  Keating, Ann Durkin, ed. Chicago Neighborhoods and Suburbs: A Historical G uide. Chicago: University of Chicago Press, 2008.
Bruegm ann, Robert. òBuilt Environm ent of the Chicago Region.ó In Keating, 76ð314.
Reiff, Janice, L. òContested Spaces.ó In Keating, 55ð63.

17.1.8.3 W O RKS IN ANTHO LO G IES. C ite a  sh o rt sto ry , p o em , essa y , o r o th er w o rk  p u b lish ed  in  a n  a n th o lo g y  in  th e sa m e w a y  y o u  w o u ld  a
co n trib u tio n  to  a n  ed ited  co llectio n  w ith  m u ltip le a u th o rs. G iv e th e titles o f m o st w o rk s p u b lish ed  in  a n th o lo g ies in  ro m a n  ty p e,
en clo sed  in  q u o ta tio n  m a rk s. A n  ex cep tio n  is th e title o f a n  ex cerp t fro m  a  b o o k -len g th  p o em  o r p ro se w o rk , w h ich  sh o u ld  b e
ita licized  (see 2 2 .3 .2 ).

N:       2. Isabel Allende, òThe Spirits W ere W illing,ó in The O xford Book of Latin Am erican Essays, ed. Ilan Stavans (New York:
O xford University Press, 1997), 463ð64.

B:  W igglesworth, M ichael. Excerpt from  The Day of Doom . In The New Anthology of Am erican Poetry, vol. 1, Traditions and
Revolutions, Beginnings to 1900, edited by Steven G ould Axelrod, Cam ille Rom an, and Thom as Travisano, 68ð74. New
Brunswick, NJ: Rutgers University Press, 2003.

If th e o rig in a l p u b lica tio n  d a te o f a  w o rk  is im p o rta n t in  th e co n tex t o f y o u r p a p er, in clu d e it a fter th e title o f th e w o rk  a n d  b efo re
th e title o f th e a n th o lo g y  in  b o th  y o u r n o tes a n d  y o u r b ib lio g ra p h y .

N:       2. Isabel Allende, òThe Spirits W ere W illingó (1984), in The O xford Booké

B:  W igglesworth, M ichael. Excerpt from  The Day of Doom . 1662. In The New Anthologyé

17.1.9 Letters and Other Communications in Published Collections

T o  cite a  letter, m em o ra n d u m , o r o th er su ch  item  co llected  in  a  b o o k , g iv e th e n a m es o f th e sen d er a n d  recip ien t fo llo w ed  b y  th e d a te
o f th e co rresp o n d en ce. (F o r u n p u b lish ed  p erso n a l co m m u n ica tio n s, see 17 .6 .3 ; fo r u n p u b lish ed  letters in  m a n u scrip t co llectio n s, see
17 .6 .4 .) T h e w o rd  letter is u n n ecessa ry , b u t la b el o th er fo rm s, su ch  a s a  rep o rt o r m em o ra n d u m . G iv e th e title a n d  o th er d a ta  fo r th e
co llectio n  in  th e u su a l fo rm  fo r a n  ed ited  b o o k . S u b seq u en t n o tes to  th e sa m e item  ca n  b e sh o rten ed  to  th e n a m es o f th e sen d er a n d
recip ien t (p lu s a  d a te if n ecessa ry ).
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N:       1. Henry Jam es to Edith W harton, Novem ber 8, 1905, in Letters, ed. Leon Edel, vol. 4, 1895ð1916 (Cam bridge, M A: Belknap
Press of Harvard University Press, 1984), 373.

2. Jam es to W harton, 375.
5. EBW  to Harold Ross, m em orandum , M ay 2, 1946, in Letters of E. B. W hite, ed. Dorothy Lobrano G uth (New York: Harper

and Row, 1976), 273.

In  th e b ib lio g ra p h y , cite th e w h o le co llectio n .

B:  Jam es, Henry. Letters. Edited by Leon Edel. Vol. 4, 7895ð7976. Cam bridge, M A: Belknap Press of Harvard University Press,
1984.

W hite, E. B. Letters of E. B. W hite. Edited by Dorothy Lobrano G uth. New York: Harper and Row, 1976.

17.1.10 Electronic Books

E lectro n ic b o o k s a re cited  lik e th eir p rin ted  co u n terp a rts, a s d iscu ssed  th ro u g h o u t 17 .1. In  a d d itio n , y o u  w ill n eed  to  in clu d e
in fo rm a tio n  a b o u t th e fo rm a t y o u  co n su lted . If y o u  rea d  th e b o o k  o n lin e, in clu d e b o th  a n  a ccess d a te a n d  a  U R L . If a  reco m m en d ed
U R L  is listed  a lo n g  w ith  th e b o o k , u se th a t in stea d  o f th e o n e in  y o u r b ro w ser s a d d ress b a r. If y o u  co n su lted  th e b o o k  in  a  lib ra ry  o r
co m m ercia l d a ta b a se, y o u  m a y  g iv e th e n a m e o f th e d a ta b a se in stea d . If y o u  d o w n lo a d ed  th e b o o k  in  a  d ed ica ted  e-b o o k  fo rm a t,
sp ecify  th e fo rm a t a n d  d o  n o t in clu d e a n  a ccess d a te. S ee 15 .4 .1 fo r m o re d eta ils.

N:       1. G eorge Pattison, G od and Being: An Enquiry (O xford: O xford University Press, 2011), 103ð4, accessed Septem ber 2,
2012, http://dx.doi.O rg/10.1093/acprof:oso/9780199588688.001.0001.

2. Joseph P. Q uinlan, The Last Econom ic Superpower. The Retreat of G lobalization, the End of Am erican Dom inance, and
W hat W e Can Do about It (New York: M cG raw-Hill, 2010), 211, accessed Novem ber 1, 2011, ProQ uest Ebrary.

4. Erin Hogan, Spiral Jetta: A Road Trip through the Land Art of the Am erican W est (Chicago: University of Chicago Press,
2008), 86ð87, Adobe PDF eBook.

8. M alcolm  G ladwell, O utliers: The Story of Success (Boston: Little, Brown, 2008), 193, Kindle.

B:  Pattison, G eorge. G od and Being: An Enquiry. O xford: O xford University Press, 2011. Accessed Septem ber 2, 2012.
http://dx.doi.O rg/10.1093/acprof:oso/9780199588688.001.0001.

Q uinlan, Joseph P. The Last Econom ic Superpower: The Retreat of G lobalization, the End of Am erican Dom inance, and W hat
W e Can Do about It. New York: M cG raw-Hill, 2010. Accessed Novem ber 1, 2011. ProQ uest Ebrary.

Hogan, Erin. Spiral Jetta: A Road Trip through the Land Art of the Am erican W est. Chicago: University of Chicago Press, 2008.
Adobe PDF eBook.

G ladwell, M alcolm . O utliers: The Story of Success. Boston: Little, Brown, 2008. Kindle.

S o m e e-b o o k  fo rm a ts h a v e sta b le p a g e n u m b ers th a t a re th e sa m e fo r ev ery  rea d er (fo r ex a m p le, P D F -b a sed  e-b o o k s), b u t in
fo rm a ts th a t a llo w  in d iv id u a l rea d ers to  a d ju st ty p e size a n d  o th er settin g s, p a g e n u m b ers w ill v a ry  fro m  o n e p erso n s v ersio n  to
a n o th er s. In clu d in g  th e n a m e o f th e fo rm a t o r d a ta b a se y o u  u sed  w ill h elp  y o u r rea d ers d eterm in e w h eth er th e p a g e n u m b ers in
y o u r cita tio n s a re sta b le o r n o t. A n o th er o p tio n  if th e p a g e n u m b ers a re n o t sta b le is to  cite b y  ch a p ter o r a n o th er n u m b ered  d iv isio n
(see 17 .1.7 .1) o r, if th ese a re u n n u m b ered , b y  th e n a m e o f th e ch a p ter o r sectio n  (see 17 .1.1). T h e fo llo w in g  so u rce a lso  la ck s th e
o rig in a l fa cts o f p u b lica tio n .

N:       11. Fyodor Dostoevsky, Crim e and Punishm ent, trans. Constance G arnett (Project G utenberg, 2011), pt. 6, chap. 1,
accessed Septem ber 13, 2011, http://gutenberg.org/files/2554/2554-h/2554-h.htm .

17.2 Journal Articles
J o u rn a ls a re sch o la rly  o r p ro fessio n a l p erio d ica ls a v a ila b le p rim a rily  in  a ca d em ic lib ra ries a n d  b y  su b scrip tio n . T h ey  o ften  in clu d e
th e w o rd  jo u rn a l in  th eir title (J o u rn a l o f M o d ern  H isto ry ), b u t n o t a lw a y s (S ig n s). J o u rn a ls a re n o t th e sa m e a s m a g a zin es, w h ich
a re u su a lly  in ten d ed  fo r a  m o re g en era l rea d ersh ip . T h is d istin ctio n  is im p o rta n t b eca u se jo u rn a l a rticles a n d  m a g a zin e a rticles a re
cited  d ifferen tly  (see 17 .3 ). If y o u  a re u n su re w h eth er a  p erio d ica l is a  jo u rn a l o r a  m a g a zin e, see w h eth er its a rticles in clu d e cita tio n s;
if so , trea t it a s a  jo u rn a l.

M a n y  jo u rn a l a rticles a re a v a ila b le o n lin e, o ften  th ro u g h  y o u r sch o o l s lib ra ry  w eb site o r fro m  a  co m m ercia l d a ta b a se. T o  cite a n
a rticle th a t y o u  rea d  o n lin e, in clu d e b o th  a n  a ccess d a te a n d  a  U R L . If a  U R L  is listed  a lo n g  w ith  th e a rticle, u se th a t in stea d  o f th e
o n e in  y o u r b ro w ser s a d d ress b a r. If y o u  co n su lted  th e a rticle in  a  lib ra ry  o r co m m ercia l d a ta b a se, y o u  m a y  g iv e th e n a m e o f th e
d a ta b a se in stea d . S ee 15 .4 .1 fo r m o re d eta ils.

17.2.1 Authors Name

G iv e a u th o rs  n a m es ex a ctly  a s th ey  a p p ea r a t th e h ea d s o f th eir a rticles. N a m es in  th e n o tes a re listed  in  sta n d a rd  o rd er (first n a m e
first). In  th e b ib lio g ra p h y , th e n a m e o f th e first-listed  a u th o r is in v erted . F o r so m e sp ecia l ca ses, see 16 .2 .2 .2  a n d  17 .1.1.

17.2.2 Article Title

L ist co m p lete a rticle titles a n d  su b titles. U se ro m a n  ty p e, sep a ra te th e title fro m  th e su b title w ith  a  co lo n , a n d  en clo se b o th  in
q u o ta tio n  m a rk s. U se h ea d lin e-sty le ca p ita liza tio n  (see 2 2 .3 .3 ).

N:       12. Saskia E. W ieringa, òPortrait of a W om enõs M arriage: Navigating between Lesbophobia and Islam ophobia,ó Signs 36, no.
4 (Sum m er 2011): 785ð86, accessed February 15, 2012, http://dx.doi.org/10.1086/658500.
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B:  Saskia E. W ieringa. òPortrait of a W om enõs M arriage: Navigating between Lesbophobia and Islam ophobia.ó Signs 36, no. 4
(Sum m er 2011): 785ð93. Accessed February 15, 2012. http://dx.doi.org/10.1086/658500.

T erm s n o rm a lly  ita licized  in  tex t, su ch  a s sp ecies n a m es a n d  b o o k  titles, rem a in  ita licized  w ith in  a n  a rticle title; term s n o rm a lly
q u o ted  in  tex t a re en clo sed  in  sin g le q u o ta tio n  m a rk s b eca u se th e title itself is w ith in  d o u b le q u o ta tio n  m a rk s. D o  n o t a d d  eith er a
co lo n  o r a  p erio d  a fter a  title o r su b title th a t en d s in  a  q u estio n  m a rk  o r a n  ex cla m a tio n  p o in t. If th e title w o u ld  n o rm a lly  b e fo llo w ed
b y  a  co m m a , a s in  th e sh o rten ed  n o te ex a m p le b elo w  (see 16 .4 .1), u se b o th  m a rk s. S ee a lso  2 1.12 .1.

N:       23. Lisa A. Twom ey, òTaboo or Tolerable? Hem ingwayõs For W hom  the Bell Tolls in Postwar Spain,ó Hem ingway Review 30,
no. 2 (Spring 2011): 55.

25. Twom ey, òTaboo or Tolerable?,ó 56.

B:  Lewis, Judith. òòTis a M isfortune to Be a G reat Ladieõ: M aternal M ortality in the British Aristocracy, 1558ð1959.ó Journal of British
Studies 37, no. 1 (January 1998): 26ð53. Accessed August 29, 2011. http://www.jstor.org/stable/176034.

F o reig n -la n g u a g e titles sh o u ld  g en era lly  b e ca p ita lized  sen ten ce sty le (see 2 2 .3 .1) a cco rd in g  to  th e co n v en tio n s o f th e p a rticu la r
la n g u a g e. If y o u  a d d  a n  E n g lish  tra n sla tio n , en clo se it in  b ra ck ets, w ith o u t q u o ta tio n  m a rk s.

N:       22. Antonio Carre¶o-RodrĈguez, òM odernidad en la literatura gauchesca: Carnavalizaci·n y parodia en el Fausto de
Estanislao del Cam po,ó Hispania 92, no. 1 (M arch 2009): 13ð14, accessed Decem ber 8, 2011,
http://www.jstor.org/stable/40648253.

B:  Kern, W . òW aar verzam elde Pigafetta zijn M aleise woorden?ó [W here did Pigafetta collect his M alaysian words?] Tijdschrift voor
Indische taal-, land- en volkenkunde 78 (1938): 271ð73.

17.2.3 Journal Title

A fter th e a rticle title, list th e jo u rn a l title in  ita lics, w ith  h ea d lin e-sty le ca p ita liza tio n  (see 2 2 .3 .1). G iv e th e title ex a ctly  a s it a p p ea rs
o n  th e title p a g e o r o n  th e jo u rn a l w eb site; d o  n o t u se a b b rev ia tio n s, a lth o u g h  y o u  ca n  o m it a n  in itia l T h e. If th e o fficia l title is a n
in itia lism  su ch  a s P M L A , d o  n o t ex p a n d  it. F o r fo reig n -la n g u a g e jo u rn a ls, y o u  m a y  u se eith er h ea d lin e-sty le o r sen ten ce-sty le
ca p ita liza tio n , b u t reta in  a ll in itia l a rticles (D er S p ieg el).

17.2.4 Issue Information

M o st jo u rn a l cita tio n s in clu d e v o lu m e n u m b er, issu e n u m b er, m o n th  o r sea so n , a n d  y ea r. R ea d ers m a y  n o t n eed  a ll o f th ese
elem en ts to  lo ca te a n  a rticle, b u t in clu d in g  th em  a ll g u a rd s a g a in st a  p o ssib le erro r in  o n e o f th em .

17.2.4.1 VO LUM E AND ISSUE NUM BERS. T h e v o lu m e n u m b er fo llo w s th e jo u rn a l title w ith o u t in terv en in g  p u n ctu a tio n  a n d  is n o t
ita licized . U se a ra b ic n u m era ls ev en  if th e jo u rn a l itself u ses ro m a n  n u m era ls. If th ere is a n  issu e n u m b er, it fo llo w s th e v o lu m e
n u m b er, sep a ra ted  b y  a  co m m a  a n d  p reced ed  b y  n o .

N:       2. Cam pbell Brown, òConsequentialize This,ó Ethics 121, no. 4 (July 2011): 752, accessed August 29, 2011,
http://dx.doi.org/10.1086/660696.

B:  lonescu, Felicia. òRisky Hum an Capital and Alternative Bankruptcy Regim es for Student Loans.ó Journal of Hum an Capital 5, no.
2 (Sum m er 2011): 153ð206. Accessed O ctober 13, 2011. http://dx.doi.org/10.1086/661744.

W h en  a  jo u rn a l u ses issu e n u m b ers o n ly , w ith o u t v o lu m e n u m b ers, a  co m m a  fo llo w s th e jo u rn a l title.

B:  Beattie, J. M . òThe Pattern of Crim e in England, 1660ð1800.ó Past and Present, no. 62 (February 1974): 47ð95.

17.2.4.2 DATE O F PUBLICATIO N. T h e d a te o f p u b lica tio n  a p p ea rs in  p a ren th eses a fter th e v o lu m e n u m b er a n d  issu e in fo rm a tio n . F o llo w
th e p ra ctice o f th e jo u rn a l reg a rd in g  d a te in fo rm a tio n ; it m u st in clu d e th e y ea r a n d  m a y  in clu d e a  sea so n , a  m o n th , o r a n  ex a ct d a y .
C a p ita lize sea so n s in  jo u rn a l cita tio n s, ev en  th o u g h  th ey  a re n o t ca p ita lized  in  tex t.

N:       27. Susan G ubar, òIn the Chem o Colony,ó Critical Inquiry 37, no. 4 (Sum m er 2011): 652, accessed August 29, 2011,
http://dx.doi.org/10.1086/660986.

B:  Bartfeld, Judi, and M young Kim . òParticipation in the School Breakfast Program : New Evidence from  the ECLS-K.ó Social
Service Review 84, no. 4 (Decem ber 2010): 541ð62. Accessed O ctober 31, 2012. http://dx.doi.org/10.1086/657109.

If a n  a rticle h a s b een  a ccep ted  fo r p u b lica tio n  b u t h a s n o t y et a p p ea red , u se fo rth co m in g  in  p la ce o f th e d a te a n d  p a g e n u m b ers.
T rea t a n y  a rticle n o t y et a ccep ted  fo r p u b lica tio n  a s a n  u n p u b lish ed  m a n u scrip t (see 17 .6 ).

N:       4. M argaret M . Author, òArticle Title,ó Journal Nam e 98 (forthcom ing).

B:  Author, M argaret M . òArticle Title.ó Journal Nam e 98 (forthcom ing).

17.2.5 Page Numbers

If y o u  cite a  p a rticu la r p a ssa g e in  a  n o te, g iv e o n ly  th e sp ecific p a g e(s) cited . F o r a  b ib lio g ra p h y  en try  o r a  n o te th a t cites th e en tire
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a rticle, g iv e th e fu ll sp a n  o f p a g e n u m b ers fo r th e a rticle (see 2 3 .2 .4 ). B y  co n v en tio n , p a g e n u m b ers o f jo u rn a l a rticles fo llo w  co lo n s
ra th er th a n  co m m a s.

N:       4. Tim  Hitchcock, òBegging on the Streets of Eighteenth-Century London,ó Journal of British Studies 44, no. 3 (July 2005):
478, accessed January 11, 2012, http://dx.doi.org/10.1086/429704.

B:  G old, Ann G rodzins. òG rains of Truth: Shifting Hierarchies of Food and G race in Three Rajasthani Tales.ó History of Religions
38, no. 2 (Novem ber 1998): 150ð71. Accessed April 8, 2012. http://www.jstor.org/stable/3176672.

17.2.6 Special Issues and Supplements

A  jo u rn a l issu e d ev o ted  to  a  sin g le th em e is k n o w n  a s a  sp ecia l issu e. It ca rries a  n o rm a l v o lu m e a n d  issu e n u m b er. If a  sp ecia l issu e
h a s a  title a n d  a n  ed ito r o f its o w n , in clu d e b o th  in  th e cita tio n s. T h e title is g iv en  in  ro m a n  ty p e a n d  en clo sed  in  q u o ta tio n  m a rk s.

N:       67. G ertrud Koch, òCarnivore or Cham eleon: The Fate of Cinem a Studies,ó in òThe Fate of Disciplines,ó ed. Jam es Chandler
and Arnold I. Davidson, special issue, Critical Inquiry 35, no. 4 (Sum m er 2009): 921, accessed August 30, 2011,
http://dx.doi.org/10.1086/599582.

B:  Koch, G ertrud. òCarnivore or Cham eleon: The Fate of Cinem a Studies.ó In òThe Fate of Disciplines,ó edited by Jam es Chandler
and Arnold I. Davidson. Special issue, Critical Inquiry 35, no. 4 (Sum m er 2009): 918ð28. Accessed August 30, 2011.
http://dx.doi.org/10.1086/599582.

If y o u  n eed  to  cite th e issu e a s a  w h o le, o m it th e a rticle in fo rm a tio n .

B:  Chandler, Jam es, and Arnold I. Davidson, eds. òThe Fate of Disciplines.ó Special issue, Critical Inquiry 35, no. 4 (Sum m er 2009).

A  jo u rn a l su p p lem en t m a y  a lso  h a v e a  title a n d  a n  a u th o r o r ed ito r o f its o w n . U n lik e a  sp ecia l issu e, it is n u m b ered  sep a ra tely
fro m  th e reg u la r issu es o f th e jo u rn a l, o ften  w ith  S  a s p a rt o f its p a g e n u m b ers. U se a  co m m a  b etw een  th e v o lu m e n u m b er a n d  th e
su p p lem en t n u m b er.

N:       4. Ivar Ekeland, Jam es J. Heckm an, and Lars Nesheim , òIdentification and Estim ation of Hedonic M odels,ó in òPapers in
Honor of Sherwin Rosen,ó Journal of Political Econom y 112, S1 (February 2004): S72, accessed Decem ber 23, 2011,
http://dx.doi.org/10.1086/379947.

B:  Ekeland, Ivar, Jam es J. Heckm an, and Lars Nesheim . òIdentification and Estim ation of Hedonic M odels.ó In òPapers in Honor of
Sherwin Rosen,ó Journal of Political Econom y 112, S1 (February 2004): S60ðS109. Accessed Decem ber 23, 2011.
http://dx.doi.org/10.1086/379947.

17.3 M agazine Articles
A rticles in  m a g a zin es a re cited  m u ch  lik e jo u rn a l a rticles (see 17 .2 ), b u t d a tes a n d  p a g e n u m b ers a re trea ted  d ifferen tly .

C ite m a g a zin es b y  d a te o n ly , ev en  if th ey  a re n u m b ered  b y  v o lu m e a n d  issu e. D o  n o t en clo se th e d a te in  p a ren th eses. If y o u  cite a
sp ecific p a ssa g e in  a  n o te, in clu d e its p a g e n u m b er. B u t y o u  m a y  o m it th e a rticle s in clu siv e p a g e n u m b ers in  a  b ib lio g ra p h y  en try ,
sin ce m a g a zin e a rticles o ften  sp a n  m a n y  p a g es th a t in clu d e ex tra n eo u s m a teria l. If y o u  in clu d e p a g e n u m b ers, u se a  co m m a  ra th er
th a n  a  co lo n  to  sep a ra te th em  fro m  th e d a te o f issu e. A s w ith  jo u rn a ls, o m it a n  in itia l T h e fro m  th e m a g a zin e title (see 17 .2 .3 ).

N:       11. Jill Lepore, òDickens in Eden,ó New Yorker, August 29, 2011, 52.

B:  Lepore, Jill. òDickens in Eden.ó New Yorker, August 29, 2011.

If y o u  cite a  d ep a rtm en t o r co lu m n  th a t a p p ea rs reg u la rly , ca p ita lize it h ea d lin e sty le a n d  d o  n o t en clo se it in  q u o ta tio n  m a rk s.

N:       2. Barbara W allraff, W ord Court, Atlantic M onthly, June 2005, 128.

M a g a zin es co n su lted  o n lin e sh o u ld  in clu d e a n  a ccess d a te a n d  a  U R L  (see 15 .4 .1.3 ). T y p ica lly  th ere w ill b e n o  p a g e n u m b ers to
cite.

N:       7. Robin Black, òPresident O bam a: W hy Donõt You Read M ore W om en?,ó Salon, August 24, 2011, accessed O ctober 30,
2011, http://www.salon.com /books/writing/index.htm l?story=/books/feature/2011/08/24/obam a_sum m er_reading.

B:  Black, Robin. òPresident O bam a: W hy Donõt You Read M ore W om en?ó Salon, August 24, 2011. Accessed O ctober 30, 2011.
http://www.salon.com /books/writing/index.htm l?story=/books/feature/2011/08/24/obam a_sum m er_reading.

17.4 New spaper Articles

17.4.1 Name of Newspaper

F o r E n g lish -la n g u a g e n ew sp a p ers, o m it a n  in itia l T h e in  th e n a m e o f th e n ew sp a p er. If th e n a m e d o es n o t in clu d e a  city , a d d  it to  th e
o fficia l title, ex cep t fo r w ell-k n o w n  n a tio n a l p a p ers su ch  a s th e W a ll S treet J o u rn a l a n d  th e C h ristia n  S cien ce M o n ito r. If a  n a m e is
sh a red  b y  m a n y  cities o r is o b scu re, y o u  m a y  a d d  th e sta te o r p ro v in ce in  p a ren th eses (u su a lly  a b b rev ia ted ; see 2 4 .3 .1). F o r fo reig n

116



n ew sp a p ers, reta in  a n  in itia l a rticle if it is fo rm a lly  p a rt o f th e n a m e, a n d  a d d  city  n a m es a fter titles fo r cla rity , if n ecessa ry .

Chicago Tribune
Saint Paul (Alberta or AB) Journal
Le M onde
Tim es (London)

17.4.2 Citing Newspapers in Notes

In  m o st ca ses, cite a rticles a n d  o th er p ieces fro m  n ew sp a p ers o n ly  in  n o tes. In clu d e a  sp ecific a rticle in  y o u r b ib lio g ra p h y  o n ly  if it is
critica l to  y o u r a rg u m en t o r freq u en tly  cited  o r b o th .

F o llo w  th e g en era l p a ttern  fo r cita tio n  o f a rticles in  m a g a zin es (see 17 .3 ). O m it p a g e n u m b ers, ev en  fo r a  p rin ted  ed itio n , b eca u se
a  n ew sp a p er m a y  h a v e sev era l ed itio n s in  w h ich  item s m a y  a p p ea r o n  d ifferen t p a g es o r m a y  ev en  b e d ro p p ed . Y o u  m a y  cla rify  w h ich
ed itio n  y o u  co n su lted  b y  a d d in g  fin a l ed itio n , M id w est ed itio n , o r so m e su ch  id en tifier. A rticles rea d  o n lin e sh o u ld  in clu d e a n  a ccess
d a te a n d  a  U R L . F o r a rticles o b ta in ed  th ro u g h  a  co m m ercia l d a ta b a se, y o u  m a y  g iv e th e n a m e o f th e d a ta b a se in stea d . S ee 15 .4 .1 fo r
m o re d eta ils.

N:       4. Editorial, M ilwaukee Journal Sentinel, M arch 31, 2012.
5. Christopher O . W ard, letter to the editor, New York Tim es, August 28, 2011.
10. M el G ussow, obituary for Elizabeth Taylor, New York Tim es, M arch 24, 2011, New York edition.
13. Saif al-lslam  G addafi, interview by Sim on Denyer, W ashington Post, April 17, 2011, accessed Septem ber 3, 2011,

http://www.washingtonpost.com /world/an-interview-with-saif-al-islam -gaddafi-son-of-the-libyan-
leader/2011/04/17/AF4RXVwD_story.htm l.

18. Associated Press, òEx-IM F Chief Returns Hom e to France,ó USA Today, Septem ber 4, 2011, accessed Septem ber 4,
2011, http://www.usatoday.com /news/nation/story/2011-09-04/Ex-IM F-chief-returns-hom e-to-France/50254614/1.

22. Richard Sim on, òRedistricting Could Cost California Som e Clout in W ashington,ó Los Angeles Tim es, August 28, 2011,
accessed August 30, 2011, http://www.latim es.com /news/local/la-m e-california-congress-20110829,0,1873016.story

29. M ark Lepage, òArm ageddon, Apocalypse, the Rapture: People Have Been Predicting the End since the Beginning,ó
G azette (M ontreal), M ay 21, 2011, accessed Decem ber 20, 2012, LexisNexis Academ ic.

A rticles fro m  S u n d a y  m a g a zin e  su p p lem en ts o r o th er sp ecia l sectio n s sh o u ld  b e trea ted  a s y o u  w o u ld  m a g a zin e a rticles (see
17 .3 ).

17.4.3 Citing Newspapers in Text

O ften , y o u  w ill b e a b le to  cite a n  a rticle b y  w ea v in g  sev era l k ey  elem en ts in to  y o u r tex t. A t a  m in im u m , in clu d e th e n a m e a n d  d a te o f
th e p a p er a n d  th e a u th o r o f th e a rticle (if a n y ). S o m e o f th is in fo rm a tio n  ca n  a p p ea r in  p a ren th eses, ev en  if it d o es n o t fo llo w  th e
fo rm  fo r p a ren th etica l n o tes d escrib ed  in  16 .4 .3 .

In a New York Tim es article on the brawl in Beijing (August 19, 2011), Andrew Jacobs com pares the official responses with
those posted to social m edia networks.

or

In an article published in the New York Tim es on August 19, 2011, Andrew Jacobs com pares the official responses to the brawl
in Beijing with those posted to social m edia networks.

17.5 Additional Types of Published Sources
T h ere a re sev era l a d d itio n a l ty p es o f p u b lish ed  m a teria l th a t h a v e sp ecia l req u irem en ts fo r cita tio n s.

17.5.1 Classical, Medieval, and Early English Literary W orks

L itera ry  w o rk s p ro d u ced  in  cla ssica l G reece a n d  R o m e, m ed iev a l E u ro p e, a n d  R en a issa n ce E n g la n d  a re cited  d ifferen tly  fro m
m o d ern  litera ry  w o rk s. T h ese so u rces a re o ften  o rg a n ized  in to  n u m b ered  sectio n s (b o o k s, lin es, sta n za s, a n d  so  fo rth ) th a t a re
g en era lly  cited  in  p la ce o f p a g e n u m b ers. B eca u se su ch  w o rk s h a v e b een  p u b lish ed  in  so  m a n y  v ersio n s a n d  tra n sla tio n s o v er th e
cen tu ries, th e fa cts o f p u b lica tio n  fo r m o d ern  ed itio n s a re g en era lly  less im p o rta n t th a n  in  o th er ty p es o f cita tio n s.

F o r th is rea so n , cla ssica l, m ed iev a l, a n d  ea rly  E n g lish  litera ry  w o rk s sh o u ld  u su a lly  b e cited  o n ly  in  fo o tn o tes o r, fo r freq u en tly
cited  w o rk s, in  p a ren th etica l n o tes (see 16 .4 .3 ), a s in  th e first ex a m p le b elo w . In clu d e th e a u th o r s n a m e, th e title, a n d  th e sectio n
n u m b er (g iv en  in  a ra b ic n u m era ls). S ee b elo w  reg a rd in g  d ifferen ces in  p u n ctu a tio n , a b b rev ia tio n s, a n d  n u m b ers a m o n g  d ifferen t
ty p es o f w o rk s.

The eighty days of inactivity reported by Thucydides (8.44.4) for the Peloponnesian fleet at Rhodes, term inating before the end
of winter (8.60.2ð3), suggests é

N:       3. O vid, Am ores 1.7.27.
8. Beowulf, lines 2401ð7
11. Spenser, The Faerie Q ueene, bk. 2, canto 8, st. 14.

If y o u r p a p er is in  litera ry  stu d ies o r a n o th er field  co n cern ed  w ith  clo se a n a ly sis o f tex ts, o r if d ifferen ces in  tra n sla tio n s a re
relev a n t, in clu d e su ch  w o rk s in  y o u r b ib lio g ra p h y . F o llo w  th e ru les fo r o th er tra n sla ted  a n d  ed ited  b o o k s in  17 .1.1.1.
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N:       35. Propertius, Elegies, ed. and trans. G . P. G oold, Loeb Classical Library 18 (Cam bridge, M A: Harvard University Press,
1990), 45.

B:  Aristotle. Com plete W orks of Aristotle: The Revised O xford Translation. Edited by J. Barnes. 2 vols. Princeton, NJ: Princeton
University Press, 1983.

17.5.1.1 CLASSICAL W O RKS. In  a d d itio n  to  th e g en era l p rin cip les listed  a b o v e, th e fo llo w in g  ru les a p p ly  to  cita tio n s o f cla ssica l w o rk s.
U se n o  p u n ctu a tio n  b etw een  th e title o f a  w o rk  a n d  a  lin e o r sectio n  n u m b er. N u m erica l d iv isio n s a re sep a ra ted  b y  p erio d s

w ith o u t sp a ces. U se a ra b ic n u m era ls (a n d  lo w erca se letters, if n eed ed ) fo r sectio n  n u m b ers. P u t co m m a s b etw een  tw o  o r m o re
cita tio n s o f th e sa m e so u rce a n d  sem ico lo n s b etw een  cita tio n s o f d ifferen t so u rces.

N:       5. Aristophanes, Frogs 1019ð30.
6. Cicero, In Verrem  2.1.21, 2.3.120; Tacitus, G erm ania 10.2ð3.
10. Aristotle, M etaphysics 3.2.996b5ð8; Plato, Republic 360eð361b.

Y o u  ca n  a b b rev ia te th e n a m es o f a u th o rs, w o rk s, co llectio n s, a n d  so  fo rth . T h e m o st w id ely  a ccep ted  a b b rev ia tio n s a p p ea r in  th e
O x fo rd  C la ssica l D ictio n a ry . U se th ese a b b rev ia tio n s ra th er th a n  ib id . in  su cceed in g  referen ces to  th e sa m e w o rk . In  th e first
ex a m p le, th e a u th o r (T h u cy d id es) sta n d s in  fo r th e title so  n o  co m m a  is n eed ed .

N:       9. Thuc. 2.40.40ð3.
14. Pindar, Isthm . 7.43ð45.

17.5.1.2 M EDIEVAL W O RKS. T h e fo rm  fo r cla ssica l referen ces w o rk s eq u a lly  w ell fo r m ed iev a l w o rk s w ritten  in  la n g u a g es o th er th a n
E n g lish .

N:       27. Augustine, De civitate Dei 20.2.
31. Abelard, Epistle 17 to Heloµse (M igne, PL 180.375cð378a).

17.5.1.3 EARLY ENG LISH W O RKS. In  a d d itio n  to  th e g en era l p rin cip les listed  a b o v e, th e fo llo w in g  ru les a p p ly  to  cita tio n s o f ea rly  E n g lish
litera ry  w o rk s.

C ite p o em s a n d  p la y s b y  b o o k , ca n to , a n d  sta n za ; sta n za  a n d  lin e; a ct, scen e, a n d  lin e; o r sim ila r d iv isio n s.

N:       1. Chaucer, òW ife of Bathõs Prologue,ó Canterbury Tales, lines 105ð14.
3. M ilton, Paradise Lost, book 1, lines 83ð86.

Y o u  m a y  sh o rten  n u m b ered  d iv isio n s b y  o m ittin g  w o rd s su ch  a s a ct a n d  lin e, u sin g  a  sy stem  sim ila r to  th e o n e fo r cla ssica l
referen ces (see 17 .5 .1.1). B e su re to  ex p la in  y o u r sy stem  in  th e first n o te.

N:       3. M ilton, Paradise Lost 1.83ð86 (references are to book and line num bers).

If ed itio n s d iffer in  w o rd in g , lin e n u m b erin g , a n d  ev en  scen e d iv isio n co m m o n  in  w o rk s o f S h a k esp ea re in clu d e th e w o rk  in
y o u r b ib lio g ra p h y , w ith  ed itio n  sp ecified . If y o u  d o  n o t h a v e a  b ib lio g ra p h y , sp ecify  th e ed itio n  in  th e first n o te.

B:  Shakespeare, W illiam . Ham let. Edited by Ann Thom pson and Neil Taylor. Arden Shakespeare 3. London: Arden Shakespeare,
2006.

17.5.2 The Bible and Other Sacred W orks

C ite th e B ib le a n d  sa cred  w o rk s o f o th er relig io u s tra d itio n s in  fo o tn o tes, en d n o tes, o r p a ren th etica l n o tes (see 16 .4 .3 ). Y o u  d o  n o t
n eed  to  in clu d e th ese w o rk s in  y o u r b ib lio g ra p h y .

F o r cita tio n s fro m  th e B ib le, in clu d e th e a b b rev ia ted  n a m e o f th e b o o k , th e ch a p ter n u m b er, a n d  th e v erse n u m b er n ev er a  p a g e
n u m b er. D ep en d in g  o n  th e co n tex t, y o u  m a y  u se eith er tra d itio n a l o r sh o rter a b b rev ia tio n s fo r th e n a m es o f b o o k s (see 2 4 .6 );
co n su lt y o u r in stru cto r if y o u  a re u n su re w h ich  fo rm  is a p p ro p ria te. U se a ra b ic n u m era ls fo r ch a p ter a n d  v erse n u m b ers (w ith  a
co lo n  b etw een  th em ) a n d  fo r n u m b ered  b o o k s.

T ra d itio n a l a b b rev ia tio n s:

N:       4.1 Thess. 4:11, 5:2ð5, 5:14.

S h o rter a b b rev ia tio n s:

N:       5. 2 Sm  11:1ð17, 11:26ð27; 1 Chr 10:13ð14.

S in ce b o o k s a n d  n u m b erin g  d iffer a m o n g  v ersio n s o f th e scrip tu res, id en tify  th e v ersio n  y o u  a re u sin g  in  y o u r first cita tio n , w ith
eith er th e sp elled -o u t n a m e o r a n  a ccep ted  a b b rev ia tio n  (see 2 4 .6 .4 ).

N:       6. 2 Kings 11:8 (New Revised Standard Version).
7. 1 Cor. 6:1ð10 (NAB).

F o r cita tio n s fro m  th e sa cred  w o rk s o f o th er relig io u s tra d itio n s, a d a p t th e g en era l p a ttern  fo r b ib lica l cita tio n s a s a p p ro p ria te (see
2 4 .6 .5 ).
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17.5.3 Reference W orks

W ell-k n o w n  referen ce w o rk s, su ch  a s m a jo r d ictio n a ries a n d  en cy clo p ed ia s, sh o u ld  u su a lly  b e cited  o n ly  in  n o tes. Y o u  g en era lly  n eed
n o t in clu d e th em  in  y o u r b ib lio g ra p h y , a lth o u g h  y o u  m a y  ch o o se to  in clu d e a  sp ecific w o rk  th a t is critica l to  y o u r a rg u m en t o r
freq u en tly  cited . W ith in  th e n o te, y o u  m a y  o m it th e fa cts o f p u b lica tio n , b u t y o u  m u st sp ecify  th e ed itio n  (if n o t th e first, o r u n less n o
ed itio n  is sp ecified ). Item s co n su lted  o n lin e w ill req u ire a n  a ccess d a te a n d  a  U R L  (see 15 .4 .1.3 ). F o r a  w o rk  a rra n g ed  b y  k ey  term s
su ch  a s a  d ictio n a ry  o r en cy clo p ed ia , cite th e item  (n o t th e v o lu m e o r p a g e n u m b er) p reced ed  b y  s.v . (su b  v erb o , u n d er th e w o rd ;
p 1. s.v v .)

N:       1. O xford English Dictionary, 3rd ed., s.v. òm ondegreen,ó accessed February 1, 2012,
http://www.oed.com /view/Entry/251801.

2. Encyclopaedia Britannica, s.v. òSibelius, Jean,ó accessed April 13, 2011, http://
www.britannica.com /EBchecked/topic/542563/Jean-Sibelius.

F o r referen ce w o rk s th a t a re m o re sp ecia lized  o r less w ell k n o w n , in clu d e th e p u b lica tio n  d eta ils in  y o u r n o tes, a n d  list th e w o rk
in  y o u r b ib lio g ra p h y .

N:       4. M LA Style M anual and G uide to Scholarly Publishing, 3rd ed. (New York: M odern Language Association of Am erica,
2008), 6.8.2.

B:  Aulestia, G orka. Basque-English Dictionary. Reno: University of Nevada Press, 1989.

17.5.4 Reviews

R ev iew s o f b o o k s, p erfo rm a n ces, a n d  so  fo rth  m a y  a p p ea r in  a  v a riety  o f p erio d ica ls a n d  sh o u ld  u su a lly  b e cited  o n ly  in  a  n o te.
In clu d e a  sp ecific rev iew  in  y o u r b ib lio g ra p h y  o n ly  if it is critica l to  y o u r a rg u m en t o r freq u en tly  cited .

In clu d e th e n a m e o f th e rev iew er; th e w o rd s rev iew  o f, fo llo w ed  b y  th e n a m e o f th e w o rk  rev iew ed  a n d  its a u th o r (o r co m p o ser,
d irecto r, a n d  so  fo rth ); a n y  o th er p ertin en t in fo rm a tio n  (su ch  a s film  stu d io  o r lo ca tio n  o f a  p erfo rm a n ce); a n d , fin a lly , th e p erio d ica l
in  w h ich  th e rev iew  a p p ea red . If th e rev iew  w a s co n su lted  o n lin e, in clu d e a n  a ccess d a te a n d  U R L  (see 15 .4 .1.3 ).

N:       7. David M alitz, review of concert perform ance by Bob Dylan, M erriweather Post Pavilion, Colum bia, M D, W ashington Post,
August 17, 2011, accessed August 31, 2011, http:// www.washingtonpost.com /lifestyle/style/m usic-review-bob-dylan-at-
m erriweather-post-pavilion/2011/08/17/glQ Aeb1DM J_story.htm I.

15. A. O . Scott, review of The Debt, directed by John M adden, M iram ax Film s, New York Tim es, August 31, 2011.

B:  M okyr, Joel. Review of Natural Experim ents of History, edited by Jared Diam ond and Jam es A. Robinson. Am erican Historical
Review 116, no. 3 (June 2011): 752ð55. Accessed Decem ber 9, 2011. http://dx.doi.org/10.1086/ahr.116.3752.

17.5.5 Abstracts

Y o u  ca n  cite in fo rm a tio n  in  th e a b stra ct o f a  jo u rn a l a rticle, d isserta tio n , o r o th er w o rk  in  a  n o te. In clu d e th e fu ll cita tio n  o f th e w o rk
b ein g  a b stra cted  a n d  in sert th e w o rd  a b stra ct w ith in  th e cita tio n , fo llo w in g  th e title.

N:       13. Cam pbell Brown, òConsequentialize This,ó abstract, Ethics 121, no. 4 (July 2011):749.

In  y o u r b ib lio g ra p h y , cite th e fu ll a rticle o r o th er w o rk  a n d  n o t th e a b stra ct.

17.5.6 Pamphlets and Reports

C ite a  p a m p h let, co rp o ra te rep o rt, b ro ch u re, o r a n o th er freesta n d in g  p u b lica tio n  a s y o u  w o u ld  a  b o o k . If y o u  la ck  d a ta  fo r so m e o f
th e u su a l elem en ts, su ch  a s a u th o r a n d  p u b lish er, g iv e en o u g h  o th er in fo rm a tio n  to  id en tify  th e d o cu m en t. S u ch  so u rces sh o u ld
u su a lly  b e cited  o n ly  in  n o tes. In clu d e su ch  a n  item  in  y o u r b ib lio g ra p h y  o n ly  if it is critica l to  y o u r a rg u m en t o r freq u en tly  cited .
S o u rces co n su lted  o n lin e sh o u ld  in clu d e a n  a ccess d a te a n d  a  U R L  (see 15 .4 .1.3 ).

N:       34. Hazel V. Clark, M esopotam ia: Between Two Rivers (M esopotam ia, O H: End of the Com m ons G eneral Store, 1957).
35. TIAA-CREF Life Funds: 2011 Sem iannual Report (New York: TIAA-CREF Financial Services, 2011), 85ð94, accessed

O ctober 5, 2011, http://www.tiaa-cref.org/public/prospectuses/lifefunds_sem i_ar.pdf.

17.5.7 Microform Editions

W o rk s th a t y o u  h a v e co n su lted  in  m icro fo rm  ed itio n s sh o u ld  b e cited  a cco rd in g  to  ty p e (b o o k , n ew sp a p er a rticle, d isserta tio n , a n d  so
fo rth ). In  a d d itio n , sp ecify  th e fo rm  o f p u b lica tio n  (fich e, m icro film , a n d  so  fo rth ) a fter th e fa cts o f p u b lica tio n . In  a  n o te, in clu d e a
lo ca to r if p o ssib le. In  th e first ex a m p le b elo w , th e p a g e n u m b er (id en tified  w ith  th e a b b rev ia tio n  p . fo r cla rity ) a p p ea rs w ith in  th e
p rin ted  tex t o n  th e fich e; th e o th er n u m b ers in d ica te th e fich e a n d  fra m e, a n d  th e letter in d ica tes th e ro w .

N:       5. Beatrice Farwell, French Popular Lithographic Im agery, vol. 12, Lithography in Art and Com m erce (Chicago: University of
Chicago Press, 1995), text-fiche, p. 67, 3C12.

B:  Tauber, Abraham . òSpelling Reform  in the United States.ó PhD diss., Colum bia University, 1958. M icrofilm .

17.5.8 CD-ROMs or DVD-ROMs
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C ite w o rk s p u b lish ed  o n  C D - o r D V D -R O M  a s y o u  w o u ld  a n a lo g o u s p rin ted  w o rk s, m o st o ften  b o o k s.

N:       11. Com plete National G eographic: Every Issue since 1888 of òNational G eographicó M agazine, DVD-RO M  (W ashington,
DC: National G eographic, 2010), disc 2.

B:  O xford English Dictionary. 2nd ed. CD-RO M , version 4.0. New York: O xford University Press, 2009.

17.5.9 Online Collections

T h e n a m e o f a  w eb site su ch  a s P erseu s th a t is d ev o ted  en tirely  to  a  sp ecific su b ject a rea  o r to  a  co llectio n  o f sim ila r reso u rces m a y  b e
im p o rta n t en o u g h  to  m en tio n  in  y o u r cita tio n  o f a  sp ecific p u b lica tio n . In  th is w a y , su ch  a  reso u rce is sim ila r to  a  p h y sica l
m a n u scrip t co llectio n  (see 17 .6 .4 ). In  a d d itio n  to  th e p u b lica tio n  in fo rm a tio n , in clu d e th e n a m e o f th e co llectio n  a n d  a n  a ccess d a te
a n d  U R L  (see 15 .4 .1.3 ).

N:       1. Pliny the Elder, The Natural History, ed. John Bostock and H. T. Riley (1855), in the Perseus Digital Library, accessed M ay
15, 2011, http://www.perseus.tufts.edu/hopper/text?doc=:text:1999.02.0137.

In  th e b ib lio g ra p h y , if y o u  h a v e cited  m o re th a n  o n e so u rce fro m  th e co llectio n , y o u  m a y  a lso  cite th e co llectio n  a s a  w h o le (in
w h ich  ca se a n  a ccess d a te is u n n ecessa ry ).

B:  Perseus Digital Library. Edited by G regory R. Crane. http://www.perseus.tufts.edu/.

17.6 Unpublished Sources
S o u rces th a t h a v e n ev er b een  p u b lish ed  ca n  b e m o re d ifficu lt fo r rea d ers to  lo ca te th a n  p u b lish ed  o n es, b eca u se th ey  o ften  ex ist in
o n ly  o n e p la ce a n d  ty p ica lly  la ck  o fficia l p u b lica tio n  in fo rm a tio n . W h en  citin g  su ch  so u rces, it is esp ecia lly  im p o rta n t to  in clu d e a ll o f
th e in fo rm a tio n  listed  b elo w  to  g iv e rea d ers a s m u ch  h elp  a s p o ssib le.

T itles o f u n p u b lish ed  w o rk s a re g iv en  in  ro m a n  ty p e, en clo sed  in  q u o ta tio n  m a rk s, a n d  n o t ita licized . T h is fo rm a t d ifferen ce
d istin g u ish es th em  fro m  sim ila r b u t p u b lish ed  w o rk s. C a p ita lize E n g lish -la n g u a g e titles h ea d lin e sty le.

17.6.1 Theses and Dissertations

T h eses a n d  d isserta tio n s a re cited  m u ch  lik e b o o k s ex cep t fo r th e title, w h ich  is in  ro m a n  ty p e a n d  en clo sed  in  q u o ta tio n  m a rk s. A fter
th e a u th o r a n d  title, list th e k in d  o f th esis, th e a ca d em ic in stitu tio n , a n d  th e d a te. L ik e th e p u b lica tio n  d a ta  o f a  b o o k , th ese a re
en clo sed  in  p a ren th eses in  a  n o te b u t n o t in  a  b ib lio g ra p h y . A b b rev ia te d isserta tio n  a s d iss. T h e w o rd  u n p u b lish ed  is u n n ecessa ry . If
y o u v e co n su lted  th e d o cu m en t o n lin e, in clu d e a n  a ccess d a te a n d  a  U R L . If a  reco m m en d ed  U R L  is listed  a lo n g  w ith  th e d o cu m en t,
u se th a t in stea d  o f th e o n e in  y o u r b ro w ser s a d d ress b a r. If y o u  co n su lted  th e d o cu m en t in  a  lib ra ry  o r co m m ercia l d a ta b a se, y o u
m a y  g iv e th e n a m e o f th e d a ta b a se in stea d  o f th e U R L . S ee 15 .4 .1 fo r m o re d eta ils.

N:       1. Karen Leigh Culcasi, òCartographic Representations of Kurdistan in the Print M ediaó (m asterõs thesis, Syracuse University,
2003), 15.

3. Dana S. Levin, òLetõs Talk about Sex é  Education: Exploring Youth Perspectives, Im plicit M essages, and Unexam ined
Im plications of Sex Education in Schoolsó (PhD diss., University of M ichigan, 2010), 101ð2, accessed M arch 13, 2012,
http://hdl.handle.net/2027.42/75809.

4. Afrah Daaim ah Richm ond, òUnm asking the Boston Brahm in: Race and Liberalism  in the Long Struggle for Reform  at
Harvard and Radcliffe, 1945ð1990ó (PhD diss., New York University, 2011), 211ð12, accessed Septem ber 25, 2011, ProQ uest
Dissertations & Theses.

B:  Levin, Dana S. òLetõs Talk about Sex é  Education: Exploring Youth Perspectives, Im plicit M essages, and Unexam ined
Im plications of Sex Education in Schools.ó PhD diss., University of M ichigan, 2010. Accessed M arch 13, 2012.
http://hdl.handle.net/2027.42/75809.

17.6.2 Lectures and Papers Presented at Meetings

A fter th e a u th o r a n d  title o f th e sp eech  o r p a p er, list th e sp o n so rsh ip , lo ca tio n , a n d  d a te o f th e m eetin g  a t w h ich  it w a s g iv en . E n clo se
th is in fo rm a tio n  in  p a ren th eses in  a  n o te b u t n o t in  a  b ib lio g ra p h y . T h e w o rd  u n p u b lish ed  is u n n ecessa ry . If y o u  co n su lted  a  tex t o r
tra n scrip t o f th e lectu re o r p a p er o n lin e, in clu d e a n  a ccess d a te a n d  a  U R L  (see 15 .4 .1.3 ). If y o u  w a tch ed  o r listen ed  to  th e
p resen ta tio n  o n lin e, a d a p t th e ex a m p les h ere to  th e a d v ice a t 17 .8 .3 .5 .

N:       2. G regory R. Crane, òContextualizing Early M odern Religion in a Digital W orldó (lecture, Newberry Library, Chicago,
Septem ber 16, 2011).

7. Irineu de Carvalho Filho and Renato P. Colistete, òEducation Perform ance: W as It All Determ ined 100 Years Ago?
Evidence from  S«o Paulo, Braziló (paper presented at the 70th annual m eeting of the Econom ic History Association, Evanston,
IL, Septem ber 24ð26, 2010), 6ð7, accessed January 22, 2012, http://m pra.ub.uni-
m uenchen.de/24494/1/M PRA_paper_24494.pdf.

B:  Patem an, Carole. òParticipatory Dem ocracy Revisited.ó Presidential address, annual m eeting of the Am erican Political Science
Association, Seattle, Septem ber 1, 2011.

17.6.3 Interviews and Personal Communications
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U n p u b lish ed  in terv iew s (in clu d in g  th o se y o u  h a v e co n d u cted  y o u rself) sh o u ld  u su a lly  b e cited  o n ly  in  n o tes. In clu d e a  sp ecific
in terv iew  in  y o u r b ib lio g ra p h y  o n ly  if it is critica l to  y o u r a rg u m en t o r freq u en tly  cited . B eg in  th e n o te w ith  th e n a m es o f th e p erso n
in terv iew ed  a n d  th e in terv iew er; a lso  in clu d e th e p la ce a n d  d a te o f th e in terv iew  (if k n o w n ) a n d  th e lo ca tio n  o f a n y  ta p es o r
tra n scrip ts (if a v a ila b le). N o tice th e fo rm  fo r a  sh o rten ed  n o te, w h ich  d iffers fro m  th e u su a l p a ttern  (see 16 .4 .1). (F o r a n  ex a m p le o f a
p u b lish ed  in terv iew , see 17 .4 .2 . F o r b ro a d ca st in terv iew s, see 17 .8 .3 .3 .)

N:       7. David Shields, interview by author, Seattle, February 15, 2011.
14. Benjam in Spock, interview by M ilton J. E. Senn, Novem ber 20, 1974, interview 67A, transcript, Senn O ral History

Collection, National Library of M edicine, Bethesda, M D.
17. M acm illan, interview; Spock, interview.

If y o u  ca n n o t rev ea l th e n a m e o f th e p erso n  in terv iew ed , cite it in  a  fo rm  a p p ro p ria te to  th e co n tex t. E x p la in  th e a b sen ce o f a
n a m e ( A ll in terv iew s w ere co n fid en tia l; th e n a m es o f in terv iew ees a re w ith h eld  b y  m u tu a l a g reem en t ) in  a  n o te o r a  p refa ce.

N:       10. Interview with a health care worker, M arch 23, 2010.

C ite co n v ersa tio n s, letters, e-m a il o r tex t m essa g es, a n d  th e lik e o n ly  in  n o tes. T h e k ey  elem en ts a re th e n a m e o f th e o th er p erso n ,
th e ty p e o f co m m u n ica tio n , a n d  th e d a te o f th e co m m u n ica tio n . In  m a n y  ca ses, y o u  m a y  b e a b le to  u se a  p a ren th etica l n o te (see
16 .4 .3 ) o r in clu d e so m e o r a ll o f th is in fo rm a tio n  in  th e tex t. O m it e-m a il a d d resses. T o  cite p o stin g s to  so cia l n etw o rk in g  serv ices,
see 17 .7 .3 ; fo r d iscu ssio n  g ro u p s a n d  m a ilin g  lists, see 17 .7 .4 .

N:       2. M axine G reene, e-m ail m essage to author, April 23, 2012.

In a telephone conversation with the author on January 1, 2012, M ayan studies expert M elissa Ram irez confided thaté

17.6.4 Manuscript Collections

D o cu m en ts fro m  p h y sica l co llectio n s o f u n p u b lish ed  m a n u scrip ts in v o lv e m o re co m p lica ted  a n d  v a ried  elem en ts th a n  p u b lish ed
so u rces. In  y o u r cita tio n s, in clu d e a s m u ch  id en tify in g  in fo rm a tio n  a s y o u  ca n , fo rm a t th e elem en ts co n sisten tly , a n d  a d a p t th e
g en era l p a ttern s o u tlin ed  h ere a s n eed ed .

17.6.4.1 ELEM ENTS TO  INCLUDE AND THEIR O RDER. If p o ssib le, id en tify  th e a u th o r a n d  d a te o f ea ch  item , th e title o r ty p e o f d o cu m en t,
th e n a m e o f th e co llectio n , a n d  th e n a m e o f th e d ep o sito ry . In  a  n o te, b eg in  w ith  th e a u th o r s n a m e; if a  d o cu m en t h a s a  title b u t n o
a u th o r, o r th e title is m o re im p o rta n t th a n  th e a u th o r, list th e title first.

N:       5. G eorge Creel to Colonel House, Septem ber 25, 1918, Edward M . House Papers, Yale University Library, New Haven, CT.
23. Jam es O glethorpe to the Trustees, January 13, 1733, Phillipps Collection of Egm ont M anuscripts, 14200:13, University of

G eorgia Library, Athens (hereafter cited as Egm ont M SS).
24. Burton to M erriam , telegram , January 26, 1923, box 26, folder 17, Charles E. M erriam  Papers, University of Chicago

Library.
31. M inutes of the Com m ittee for Im proving the Condition of Free Blacks, Pennsylvania Abolition Society, 1790ð1803, Papers

of the Pennsylvania Society for the Abolition of Slavery, Historical Society of Pennsylvania, Philadelphia (hereafter cited as
M inutes, Pennsylvania Society).

44. M em orandum  by Alvin Johnson, 1937, file 36, Horace Kallen Papers, YIVO  Institute, New York.
45. Joseph Purcell, òA M ap of the Southern Indian District of North Am ericaó [ca. 1772], M S 228, Ayer Collection, Newberry

Library, Chicago.

F o r sh o rten ed  n o tes, a d a p t th e u su a l p a ttern  o f elem en ts (see 16 .4 .1) to  a cco m m o d a te th e a v a ila b le in fo rm a tio n  a n d  id en tify  th e
d o cu m en t u n a m b ig u o u sly .

N:       46. R. S. Baker to House, Novem ber 1, 1919, House Papers.
47. M inutes, April 15, 1795, Pennsylvania Society.

If y o u  cite o n ly  o n e d o cu m en t fro m  a  co llectio n  a n d  it is critica l to  y o u r a rg u m en t o r freq u en tly  cited  w ith in  y o u r p a p er, y o u  m a y
ch o o se to  in clu d e it in  y o u r b ib lio g ra p h y . B eg in  th e en try  w ith  th e a u th o r s n a m e; if a  d o cu m en t h a s a  title b u t n o  a u th o r, o r th e title
is m o re im p o rta n t th a n  th e a u th o r, list th e title first.

B:  Dinkel, Joseph. Description of Louis Agassiz written at the request of Elizabeth Cary Agassiz. Agassiz Papers. Houghton Library,
Harvard University, Cam bridge, M A.

If y o u  cite m u ltip le d o cu m en ts fro m  a  co llectio n , list th e co llectio n  a s a  w h o le in  y o u r b ib lio g ra p h y , u n d er th e n a m e o f th e
co llectio n , th e a u th o r(s) o f th e item s in  th e co llectio n , o r th e d ep o sito ry . F o r sim ila r ty p es o f u n p u b lish ed  m a teria l th a t h a v e n o t b een
p la ced  in  a rch iv es, rep la ce in fo rm a tio n  a b o u t th e co llectio n  w ith  su ch  w o rd in g  a s in  th e a u th o r s p o ssessio n  o r p riv a te co llectio n ,
a n d  d o  n o t m en tio n  th e lo ca tio n .

B:  Egm ont M anuscripts. Phillipps Collection. University of G eorgia Library, Athens.
House, Edward M ., Papers. Yale University Library, New Haven, CT.
Pennsylvania Society for the Abolition of Slavery. Papers. Historical Society of Pennsylvania, Philadelphia.
Strother, French, and Edward Lowry. Undated correspondence. Herbert Hoover Presidential Library, W est Branch, IA.
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W om enõs O rganization for National Prohibition Reform . Papers. Alice Belin du Pont files, Pierre S. du Pont Papers. Eleutherian
M ills Historical Library, W ilm ington, DE.

17.6.4.2 HO W  TO  FO RM AT THE ELEM ENTS. H ere a re so m e sp ecia l fo rm a ttin g  reco m m en d a tio n s fo r d o cu m en ts in  m a n u scrip t co llectio n s.

Џ S p ecific v ersu s g en eric titles. U se q u o ta tio n  m a rk s fo r sp ecific titles o f d o cu m en ts b u t n o t fo r g en eric term s su ch  a s rep o rt a n d
m in u tes. C a p ita lize g en eric n a m es o f th is k in d  o n ly  if th ey  a re p a rt o f a  fo rm a l h ea d in g  in  th e m a n u scrip t, n o t if th ey  a re m erely
d escrip tiv e.

Џ L o ca tin g  in fo rm a tio n . A lth o u g h  so m e m a n u scrip ts m a y  in clu d e p a g e n u m b ers th a t ca n  b e in clu d ed  in  n o tes, m a n y  w ill h a v e o th er
ty p es o f lo ca to rs, o r n o n e a t a ll. O ld er m a n u scrip ts a re u su a lly  n u m b ered  b y  sig n a tu res o n ly  o r b y  fo lio s (fo l., fo ls.) ra th er th a n  b y
p a g e. S o m e m a n u scrip t co llectio n s h a v e id en tify in g  series o r file n u m b ers th a t y o u  ca n  in clu d e in  a  cita tio n .

Џ P a p ers a n d  m a n u scrip ts. In  titles o f m a n u scrip t co llectio n s th e term s p a p ers a n d  m a n u scrip ts a re sy n o n y m o u s. B o th  a re
a ccep ta b le, a s a re th e a b b rev ia tio n s M S  a n d  M S S  (p lu ra l).

Џ L etters. T o  cite a  letter in  a  n o te, sta rt w ith  th e n a m e o f th e letter w riter, fo llo w ed  b y  to  a n d  th e n a m e o f th e recip ien t. Y o u  m a y
o m it first n a m es if th e id en tities o f th e sen d er a n d  th e recip ien t a re clea r fro m  th e tex t. O m it th e w o rd  letter, w h ich  is u n d ersto o d ,
b u t fo r o th er fo rm s o f co m m u n ica tio n , sp ecify  th e ty p e (teleg ra m , m em o ra n d u m ). F o r letters in  p u b lish ed  co llectio n s, see 17 .1.9 .

17.7 W ebsites, Blogs, Social Netw orks, and Discussion G roups
M a teria l p o sted  o r sh a red  o n  w eb sites, b lo g s, so cia l n etw o rk s, a n d  th e lik e m a y  la ck  o n e o r m o re o f th e sta n d a rd  fa cts o f p u b lica tio n
(a u th o r, title, p u b lish er, o r d a te). In  a d d itio n  to  a n  a ccess d a te a n d  a  U R L  (see 15 .4 .1.3 ), y o u  m u st in clu d e en o u g h  in fo rm a tio n  to
p o sitiv ely  id en tify  a n d  (if p o ssib le) lo ca te a  so u rce ev en  if th e U R L  ch a n g es o r b eco m es o b so lete.

17.7.1 W ebsites

F o r o rig in a l co n ten t fro m  o n lin e so u rces o th er th a n  b o o k s o r p erio d ica ls (see 15 .4 .1.2 ), in clu d e a s m u ch  o f th e fo llo w in g  a s y o u  ca n
d eterm in e: a u th o r, title o f th e p a g e (in  ro m a n  ty p e, en clo sed  in  q u o ta tio n  m a rk s), title o r o w n er o f th e site (u su a lly  in  ro m a n  ty p e;
see 2 2 .3 .2 .3 ), a n d  p u b lica tio n  o r rev isio n  d a te. A lso  in clu d e a n  a ccess d a te a n d  a  U R L  (see 15 .4 .1.3 ). N o rm a lly , y o u  ca n  lim it cita tio n s
o f w eb site co n ten t to  th e n o tes. In clu d e a  sp ecific item  in  y o u r b ib lio g ra p h y  o n ly  if it is critica l to  y o u r a rg u m en t o r freq u en tly  cited
o r b o th .

N:       8. Susannah Brooks, òLongtim e Library Director Reflects on a Career at the Crossroads,ó University of W isconsin-M adison
News, Septem ber 1, 2011, accessed M ay 14, 2012, http://www.news.wisc.edu/19704.

15. òPrivacy Policy,ó G oogle Privacy Center, last m odified O ctober 3, 2010, accessed M arch 3, 2011,
http://www.google.com /intl/en/privacypolicy.htm l.

18. òToy Safety,ó M cDonaldõs Canada, accessed Novem ber 30, 2011,
http://www.m cdonalds.ca/en/com m unity/toysafety.aspx.

23. òW ikipedia M anual of Style,ó W ikipedia, last m odified Septem ber 2, 2011, accessed Septem ber 3, 2011,
http://en.wikipedia.org/wiki/W ikipedia:M anual_of_Style.

In  a  b ib lio g ra p h y , w h ere th ere is n o  a u th o r, th e so u rce sh o u ld  b e listed  u n d er th e title o f th e w eb site o r th e n a m e o f its o w n er o r
sp o n so r.

B:  G oogle. òPrivacy Policy.ó G oogle Privacy Center. Last m odified O ctober 3, 2010. Accessed M arch 3, 2011.
http://www.google.com /intl/en/privacypolicy.htm l.

17.7.2 Blog Entries and Comments

B lo g  en tries a re cited  m u ch  lik e a rticles in  n ew sp a p ers (see 17 .4 ). In clu d e a s m u ch  o f th e fo llo w in g  a s y o u  ca n  d eterm in e: th e a u th o r
o f th e en try , a  title (in  q u o ta tio n  m a rk s), th e n a m e o f th e b lo g  (in  ita lics), a n d  th e d a te th e en try  w a s p o sted . A lso  in clu d e a n  a ccess
d a te a n d  a  U R L  (see 15 .4 .1.3 ). G iv e th e b lo g g er s n a m e ex a ctly  a s listed , ev en  if it is clea rly  a  p seu d o n y m ; if th e b lo g g er s rea l n a m e
ca n  b e ea sily  d eterm in ed , in clu d e it in  b ra ck ets. If th e title o f th e b lo g  d o es n o t m a k e th e g en re clea r, y o u  m a y  in d ica te b lo g  in
p a ren th eses. If th e b lo g  is p a rt o f a  la rg er p u b lica tio n , g iv e th e n a m e o f th e p u b lica tio n  a fter th e title o f th e b lo g . C ita tio n s o f b lo g
en tries ca n  u su a lly  b e lim ited  to  n o tes. In clu d e a  sp ecific en try  in  y o u r b ib lio g ra p h y  o n ly  if it is critica l to  y o u r a rg u m en t o r
freq u en tly  cited  o r b o th .

N:       5. G ary Becker, òIs Capitalism  in Crisis?,ó The Becker-Posner Blog, February 12, 2012, accessed February 16, 2012,
http://www.becker-posner-blog.com /2012/02/is-capitalism -in-crisis-becker.htm l.

7. The Subversive Copy Editor [Carol Fisher Saller], òStill Learning: Fun Language W ords,ó The Subversive Copy Editor
Blog, February 16, 2011, accessed February 28, 2011, http://www.subversivecopyeditor.com /blog/2011/02/still-learningfun-
language-words.htm l.

8. Dick Cavett, òFlying? Increasingly for the Birds,ó O pinionator (blog), New York Tim es, August 19, 2011, accessed O ctober
14, 2011, http://www.blogs.nytim es.com /2011/08/19/flying-increasingly-for-the-birds/

12. John M cW horter and Joshua Knobe, òBlack M artian Linguists,ó Bloggingheads. tv (video blog), August 26, 2011,
accessed Novem ber 7, 2011, http://bloggingheads.tv/diavlogs/38530?in=:00&out=:03.

B:  Becker, G ary. òIs Capitalism  in Crisis?ó The Becker-Posner Blog, February 12, 2012. Accessed February 16, 2012.
http://www.becker-posner-blog.com /2012/02/is-capitalism -in-crisis-becker.htm l.

T o  cite a  rea d er s co m m en t, fo llo w  th e b a sic p a ttern  fo r b lo g  en tries, b u t first id en tify  th e co m m en ter a n d  th e d a te a n d  tim e o f th e
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co m m en t. G iv e th e co m m en ter s n a m e ex a ctly  a s listed , ev en  if it is clea rly  a  p seu d o n y m . F o r co m m en ts to  b lo g  en tries a lrea d y  cited
in  th e n o tes, u se a  sh o rten ed  fo rm  (see 16 .4 .1).

N:       9. Rom an G il, com m ent, Septem ber 4, 2011 (2:14 p.m . ET), on òSecond Thoughts about the Debt Debacle,ó Daniel W .
Drezner (blog), Foreign Policy, Septem ber 1, 2011, accessed Decem ber 2, 2011,
http://www.foreignpolicy.com /posts/2011/09/01/second_thoughts_about_the_debt_debacle.

11. M r. Feel G ood, com m ent, February 14, 2012 (1:37 a.m .), on Becker, òIs Capitalism  in Crisis?ó

17.7.3 Social Networking Services

In fo rm a tio n  p o sted  o n  so cia l n etw o rk in g  serv ices sh o u ld  b e cited  o n ly  in  th e n o tes. L ist th e id en tity  o f th e p o ster (if k n o w n  a n d  n o t
m en tio n ed  in  th e tex t), th e n a m e o f th e serv ice, a n d  th e d a te a n d  tim e o f th e p o st. E n d  th e cita tio n  w ith  a n  a ccess d a te a n d  a  U R L
(see 15 .4 .1.3 ).

N:       11. Sarah Palin, Twitter post, August 25, 2011 (10:23 p.m .), accessed Septem ber 4, 2011, http://twitter.com /sarahpalinusa.
12. O bam a for Am erica, post to Barack O bam aõs Facebook page, Septem ber 4, 2011 (6:53 a.m .), accessed Septem ber 22,

2011, https://www.facebook.com /barackobam a.
13. Com m ent on Sarah Palinõs Facebook page, April 1, 2011 (3:21 p.m .), accessed Decem ber 8, 2011,

https://www.facebook.com /sarahpalin.

A s w ith  n ew sp a p er a rticles (see 17 .4 .3 ), y o u  m a y  ch o o se to  w ea v e su ch  in fo rm a tio n  in to  th e tex t ra th er th a n  citin g  it in  th e n o tes.
B e su re to  p reserv e en o u g h  in fo rm a tio n  to  a llo w  rea d ers to  id en tify  th e so u rce.

In a m essage posted to her Twitter site on August 25, 2011 (at 10:23 p.m .), Sarah Palin (@ SarahPalinUSA) noted thaté

17.7.4 Electronic Discussion Groups and Mailing Lists

T o  cite m a teria l fro m  a n  electro n ic d iscu ssio n  g ro u p  o r m a ilin g  list, in clu d e th e n a m e o f th e co rresp o n d en t, th e title o f th e fo ru m  o r
su b ject lin e o f th e e-m a il m essa g e (in  q u o ta tio n  m a rk s), th e n a m e o f th e fo ru m  o r list, a n d  th e d a te a n d  tim e o f th e m essa g e o r p o st.
O m it e-m a il a d d resses. G iv e th e co rresp o n d en t s n a m e ex a ctly  a s listed , ev en  if it is clea rly  a  p seu d o n y m . If th e m a teria l is a rch iv ed
o n lin e, in clu d e a n  a ccess d a te a n d  a  U R L . A s w ith  p erso n a l co m m u n ica tio n s (see 17 .6 .3 ), su ch  item s sh o u ld  b e cited  o n ly  in  a  n o te.

N:       17. Dodger Fan, post to òThe Atom ic Bom bing of Japan,ó Septem ber 1, 2011 (12:57:58 p.m . PDT), History forum ,
Am azon.com , accessed Septem ber 30, 2011, http://www.am azon.com /forum /history/.

18. Sharon Naylor, òRem oving a Thesis,ó e-m ail to Educ. & Behavior Science ALA Discussion List, August 23, 2011 (1:47:54
p.m . ET), accessed January 31, 2012, http://listserv.uncc.edu/archives/ebss-l.htm l.

A s w ith  n ew sp a p er a rticles (see 17 .4 .3 ), y o u  m a y  ch o o se to  w ea v e su ch  in fo rm a tio n  in to  th e tex t ra th er th a n  citin g  it in  th e n o tes.
B e su re to  p reserv e en o u g h  in fo rm a tio n  to  a llo w  rea d ers to  id en tify  th e so u rce.

Sharon Naylor, in her e-m ail of August 23, 2011, to the Educ. & Behavior Science ALA Discussion List
(http://listserv.uncc.edu/archives/ebss-l.htm l), pointed out that é

17.8 Sources in the Visual and Perform ing Arts
T h e v isu a l a n d  p erfo rm in g  a rts g en era te a  v a riety  o f so u rces, in clu d in g  a rtw o rk s, liv e p erfo rm a n ces, b ro a d ca sts, reco rd in g s in
v a rio u s m ed ia , a n d  tex ts. C itin g  so m e o f th ese so u rces ca n  b e d ifficu lt w h en  th ey  la ck  th e ty p es o f id en tify in g  in fo rm a tio n  co m m o n  to
p u b lish ed  so u rces. In clu d e a s m u ch  id en tify in g  in fo rm a tio n  a s y o u  ca n , fo rm a t th e elem en ts co n sisten tly , a n d  a d a p t th e g en era l
p a ttern s o u tlin ed  h ere a s n eed ed .

S o m e o f th e so u rces co v ered  in  th is sectio n , w h ere n o ted , ca n  b e cited  in  n o tes o n ly  o r b y  w ea v in g  th e k ey  elem en ts in to  y o u r tex t,
a lth o u g h  y o u  m a y  ch o o se to  in clu d e a  sp ecific item  in  y o u r b ib lio g ra p h y  th a t is critica l to  y o u r a rg u m en t o r freq u en tly  cited . If y o u r
p a p er is fo r a  co u rse in  th e a rts, m ed ia  stu d ies, o r a  sim ila r field , co n su lt y o u r in stru cto r.

17.8.1 Artworks and Graphics

17.8.1.1 PAINTING S, SCULPTURES, AND PHO TO G RAPHS. C ite p a in tin g s, scu lp tu res, p h o to g ra p h s, d ra w in g s, a n d  th e lik e o n ly  in  n o tes.
In clu d e th e n a m e o f th e a rtist, th e title o f th e a rtw o rk  (in  ita lics) a n d  d a te o f its crea tio n  (p reced ed  b y  ca . [circa ] if a p p ro x im a te), a n d
th e n a m e o f th e in stitu tio n  th a t h o u ses it (if a n y ), in clu d in g  lo ca tio n . Y o u  m a y  a lso  in clu d e th e m ed iu m , if relev a n t. F o r im a g es
co n su lted  o n lin e, in clu d e a n  a ccess d a te a n d  a  U R L .

N:       7. G eorgia O õKeeffe, The Cliff Chim neys, 1938, M ilwaukee Art M useum .
11. M ichelangelo, David, 1501ð4, G alleria dellõAccadem ia, Florence.
24. Ansel Adam s, North Dom e, Basket Dom e, M ount Hoffm an, Yosem ite, ca. 1935, Sm ithsonian Am erican Art M useum ,

W ashington, DC.
29. Erich Buchholz, Untitled, 1920, gouache on paper, M useum  of M odern Art, New York, accessed Decem ber 4, 2011,

http://www.m om a.org/collection/browse_results.php?object_id=38187.

In stea d  o f u sin g  a  n o te, y o u  ca n  so m etim es cite a rtw o rk s b y  w ea v in g  th e elem en ts in to  y o u r tex t. S o m e o f th e elem en ts ca n
a p p ea r in  p a ren th eses, ev en  if th ey  d o  n o t fo llo w  th e fo rm  fo r p a ren th etica l n o tes d escrib ed  in  16 .4 .3 .

O õKeeffe first dem onstrated this technique in The Cliff Chim neys (1938, M ilwaukee Art M useum ).
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If y o u  v iew ed  th e a rtw o rk  in  a  p u b lish ed  so u rce a n d  y o u r lo ca l g u id elin es req u ire y o u  to  id en tify  th is so u rce, g iv e th e p u b lica tio n
in fo rm a tio n  in  p la ce o f th e in stitu tio n a l n a m e a n d  lo ca tio n .

N:       7. G eorgia O õKeeffe, The Cliff Chim neys, 1938, in Barbara Buhler Lynes, Lesley Poling-Kem pes, and Frederick W . Turner,
G eorgia O õKeeffe and New M exico: A Sense of Place (Princeton, NJ: Princeton University Press, 2004), 25.

17.8.1.2 G RAPHIC ARTS. C ite g ra p h ic so u rces su ch  a s p rin t a d v ertisem en ts, m a p s, ca rto o n s, a n d  so  fo rth  o n ly  in  n o tes, a d a p tin g  th e
b a sic p a ttern s fo r a rtw o rk s a n d  g iv in g  a s m u ch  in fo rm a tio n  a s p o ssib le. G iv e a n y  title o r ca p tio n  in  ro m a n  ty p e, en clo sed  in
q u o ta tio n  m a rk s, a n d  id en tify  th e ty p e o f g ra p h ic, in  p a ren th eses, if it is u n clea r fro m  th e title. F o r item s co n su lted  o n lin e, in clu d e a n
a ccess d a te a n d  a  U R L .

N:       12. Toyota, òW e See beyond Carsó (advertisem ent), Architectural Digest, January 2010, 57.
15. òRepublic of Letters: 1700ð1750ó (interactive m ap), M apping the Republic of letters, accessed February 28, 2012,

https://republicofletters.stanford.edu/.
18. òDivide by Zeroó (Internet m em e), Yo Dawg Pics, accessed Decem ber 2, 2012, http://yodawgpics.com /yo-dawg-

pictures/divide-by-zero.

17.8.2 Live Performances

C ite liv e th ea trica l, m u sica l, o r d a n ce p erfo rm a n ces o n ly  in  n o tes. In clu d e th e title o f th e w o rk  p erfo rm ed , th e a u th o r, a n y  k ey
p erfo rm ers a n d  a n  in d ica tio n  o f th eir ro les, th e v en u e a n d  its lo ca tio n , a n d  th e d a te. Ita licize th e titles o f p la y s a n d  lo n g  m u sica l
co m p o sitio n s, b u t set th e titles o f sh o rter w o rk s in  ro m a n  ty p e, en clo sed  in  q u o ta tio n  m a rk s ex cep t fo r m u sica l w o rk s referred  to  b y
g en re (see 2 2 .3 .2 .3 ). If th e cita tio n  is fo cu sed  o n  a n  in d iv id u a l s p erfo rm a n ce, list th a t p erso n s n a m e b efo re th e title o f th e w o rk .

N:       14. Spider-M an: Turn O ff the Dark, by G len Berger and Julie Taym or, m usic and lyrics by Bono and The Edge, directed by
Julie Taym or, Foxwoods Theater, New York, Septem ber 10, 2011.

16. Sim one Dinnerstein, pianist, Interm ezzo in A, op. 118, no. 2, by Johannes Brahm s, Portland Center for the Perform ing
Arts, Portland, O R, January 15, 2012.

In stea d  o f u sin g  a  n o te, y o u  ca n  so m etim es cite liv e p erfo rm a n ces b y  w ea v in g  th e elem en ts in to  y o u r tex t. S o m e o f th e elem en ts
ca n  a p p ea r in  p a ren th eses, ev en  if th ey  d o  n o t fo llo w  th e fo rm  fo r p a ren th etica l n o tes d escrib ed  in  16 .4 .3 .

Sim one Dinnersteinõs perform ance of Brahm sõs Interm ezzo in A, op. 118, no. 2 (January 15, 2012, at Portland Center for the
Perform ing Arts), was anything but interm ediateé

T o  cite reco rd in g s a n d  b ro a d ca sts o f liv e p erfo rm a n ces, a d d  in fo rm a tio n  a b o u t th e m ed iu m . S ee 17 .8 .3 5  fo r sim ila r ty p es o f
ex a m p les.

N:       17. Artur Rubinstein, pianist, òSpinning Song,ó by Felix M endelssohn, Am bassador College, Pasadena, CA, January 15,
1975, on The Last Recital for Israel, BM G  Classics, 1992, VHS.

17.8.3 Movies, Television, Radio, and the Like

C ita tio n s o f m o v ies, telev isio n  sh o w s, ra d io  p ro g ra m s, a n d  th e lik e w ill v a ry  d ep en d in g  o n  th e ty p e o f so u rce. A t a  m in im u m , id en tify
th e title o f th e w o rk , th e d a te it w a s relea sed  o r b ro a d ca st o r o th erw ise m a d e a v a ila b le, a n d  th e n a m e o f th e stu d io  o r o th er en tity
resp o n sib le fo r p ro d u cin g  o r d istrib u tin g  o r b ro a d ca stin g  th e w o rk . If y o u  w a tch ed  a  v id eo  o r listen ed  to  a  reco rd in g , in clu d e
in fo rm a tio n  a b o u t th e m ed iu m . If y o u  co n su lted  th e so u rce o n lin e, in clu d e a n  a ccess d a te a n d  a  U R L  (see 15 .4 .1.3 ).

17.8.3.1 M O VIES. In  th e n o tes, list th e title o f th e m o v ie (in  ita lics) fo llo w ed  b y  th e n a m e o f th e d irecto r, th e n a m e o f th e co m p a n y  th a t
p ro d u ced  o r d istrib u ted  th e m o v ie, a n d  y ea r th e m o v ie w a s relea sed . Y o u  m a y  a lso  in clu d e in fo rm a tio n  a b o u t w riters, a cto rs,
p ro d u cers, a n d  so  fo rth  if it is relev a n t to  y o u r d iscu ssio n . U n less y o u  w a tch ed  th e m o v ie in  a  th ea ter, in clu d e in fo rm a tio n  a b o u t th e
m ed iu m .

N:       12. Crum b, directed by Terry Zwigoff (Superior Pictures, 1994), DVD (Sony Pictures, 2006).
14. Fast Tim es at Ridgem ont High, directed by Am y Heckerling, screenplay by Cam eron Crowe, featuring Jennifer Jason

Leigh and Sean Penn (Universal Pictures, 1982), DVD (2002).
15. High Art, directed by Lisa Cholodenko (O ctober Film s, 1998), accessed Septem ber 6, 2011, http://m ovies.netflix.com /.
18. A. E. W eed, At the Foot of the Flatiron (Am erican M utoscope and Biograph, 1903), 35m m  film , from  Library of Congress,

The Life of a City: Early Film s of New York, 1898ð1906, M PEG  video, 2:19, accessed February 4, 2011,
http://www.loc.gov/am m em /papr/nychom e.htm l.

In  th e b ib lio g ra p h y , y o u  ca n  list th e m o v ie eith er u n d er th e n a m e o f th e d irecto r (fo llo w ed  b y  d ir.) o r u n d er th e title.

B:  Crum b. Directed by Terry Zwigoff. Superior Pictures, 1994. DVD. Sony Pictures, 2006.

or

Zwigoff, Terry, dir. Crum b. Superior Pictures, 1994. DVD. Sony Pictures, 2006.

In fo rm a tio n  a b o u t a n cilla ry  m a teria l in clu d ed  w ith  th e m o v ie sh o u ld  b e w o v en  in to  th e tex t.
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In their audio com m entary, produced twenty years after the release of their film , Heckerling and Crowe agree thaté

17.8.3.2 TELEVISIO N AND RADIO  PRO G RAM S. T o  cite a  telev isio n  o r ra d io  p ro g ra m , in clu d e, a t a  m in im u m , th e title o f th e p ro g ra m , th e
n a m e o f th e ep iso d e o r seg m en t, th e d a te o n  w h ich  it w a s first a ired  o r m a d e a v a ila b le, a n d  th e en tity  th a t p ro d u ced  o r b ro a d ca st th e
w o rk . Y o u  m a y  a lso  in clu d e a n  ep iso d e n u m b er, th e n a m e o f th e d irecto r o r a u th o r o f th e ep iso d e o r seg m en t, a n d  (if relev a n t to  y o u r
d iscu ssio n ) th e n a m es o f k ey  p erfo rm ers. Ita licize th e titles o f p ro g ra m s, b u t set th e titles o f ep iso d es o r seg m en ts in  ro m a n  ty p e,
en clo sed  in  q u o ta tio n  m a rk s. If y o u  w a tch ed  o r listen ed  to  a  reco rd in g  in  a n y th in g  o th er th a n  its o rig in a l b ro a d ca st m ed iu m , in clu d e
in fo rm a tio n  a b o u t th e m ed iu m .

N:       2. òBum ps on the Road Back to W ork,ó Tam ara Keith, All Things Considered, aired Septem ber 5, 2011, on NPR.
16. M ad M en, season 1, episode 12, òNixon vs. Kennedy,ó directed by Alan Taylor, aired O ctober 11, 2007, on AM C, DVD

(Lions G ate Television, 2007), disc 4.
19.30 Rock, season 5, episode 22, òEverything Funny All the Tim e Always,ó directed by John Riggi, featuring Tina Fey, Tracy

M organ, Jane Krakowski, Jack M cBrayer, Scott Ad-sit, Judah Friedlander, and Alec Baldwin, aired April 28, 2011, on NBC,
accessed M arch 21, 2012, http://www.hulu.com /30-rock/.

In stea d  o f u sin g  a  n o te, y o u  ca n  o ften  cite su ch  p ro g ra m s b y  w ea v in g  th e k ey  elem en ts in to  y o u r tex t, esp ecia lly  if so m e o r a ll o f
th e a d d itio n a l elem en ts a re n o t a v a ila b le o r relev a n t to  th e cita tio n .

M ad M en uses history and flashback in òNixon vs. Kennedyó (AM C, O ctober 11, 2007), with a com bination of archival television
footage and é

In  th e b ib lio g ra p h y , ra d io  a n d  telev isio n  p ro g ra m s a re n o rm a lly  cited  b y  th e title o f th e p ro g ra m  o r series.

B:  M ad M en. Season 1, episode 12, òNixon vs. Kennedy.ó Directed by Alan Taylor. Aired O ctober 11, 2007, on AM C. DVD. Lions
G ate Television, 2007, disc 4.

17.8.3.3 INTERVIEW S. T o  cite in terv iew s o n  telev isio n , ra d io , a n d  th e lik e, trea t th e p erso n  in terv iew ed  a s th e a u th o r, a n d  id en tify  th e
in terv iew er in  th e co n tex t o f th e cita tio n . A lso  in clu d e th e p ro g ra m  o r p u b lica tio n  a n d  d a te o f th e in terv iew  (o r p u b lica tio n  o r a ir
d a te). In terv iew s a re n o rm a lly  cited  o n ly  in  th e n o tes. L ist th e in terv iew  in  y o u r b ib lio g ra p h y  o n ly  if it is critica l to  y o u r p a p er o r
freq u en tly  cited . F o r u n p u b lish ed  in terv iew s, see 17 .6 .3 .

N:       10. Condoleezza Rice, interview by Jim  Lehrer, PBS NewsHour, July 28, 2005, accessed July 7, 2012,
http://www.pbs.org/newshour/bb/politics/jan-june05/rice_3-4.htm l.

12. Laura Poitras, interview by Lorne M anly, òThe 9/11 Decade: A Cultural View ó (video), New York Tim es, Septem ber 2,
2011, accessed M arch 11, 2012, http://www.nytim es.com /interactive/2011/09/02/us/sept-11-reckoning/artists.htm l.

17.8.3.4 ADVERTISEM ENTS. C ite a d v ertisem en ts fro m  telev isio n , ra d io , a n d  th e lik e o n ly  in  n o tes o r b y  w ea v in g  th e elem en ts in to  y o u r
tex t.

N:       18. Doritos, òHealing Chips,ó advertisem ent aired on Fox Sports, February 6, 2011, 30 seconds.

A s w ith  telev isio n  sh o w s (17 .8 .3 .2 ), y o u  ca n  o ften  cite a d v ertisem en ts b y  w ea v in g  th e k ey  elem en ts in to  y o u r tex t ra th er th a n
u sin g  a  n o te, esp ecia lly  if so m e o r a ll o f th e a d d itio n a l elem en ts a re n o t a v a ila b le o r relev a n t to  th e cita tio n .

The Doritos ad òHealing Chips,ó which aired during Super Bowl XLV (Fox Sports, February 6, 2011)é

17.8.3.5 VIDEO S AND PO DCASTS. T o  cite a  v id eo  o r a  p o d ca st, in clu d e, a t a  m in im u m , th e n a m e a n d  d escrip tio n  o f th e item  p lu s a n
a ccess d a te a n d  a  U R L  (see 15 .4 .1.3 ). T h e ex a m p les a b o v e fo r m o v ies, telev isio n , a n d  ra d io  (17 .8 .3 .1 4 ) m a y  b e u sed  a s tem p la tes fo r
in clu d in g  a n y  a d d itio n a l in fo rm a tio n . G iv e th e crea to r s n a m e ex a ctly  a s listed , ev en  if it is clea rly  a  p seu d o n y m ; if th e crea to r s rea l
n a m e ca n  b e ea sily  d eterm in ed , in clu d e it in  b ra ck ets.

N:       13. Adele, òSom eone like Youó (m usic video), directed by Jake Nava, posted O ctober 1, 2011, accessed February 28, 2012,
http://www.m tv.com /videos/adele/693356/som eone-like-you.jhtm l.

18. Fred Donner, òHow Islam  Beganó (video of lecture, Alum ni W eekend 2011, University of Chicago, June 3, 2011),
accessed January 5, 2012, http://www.youtube.com /watch?v=5RFK5u5lkhA.

40. M ichael Shear, host, òThe Spat over President O bam aõs Upcom ing Jobs Speech,ó The Caucus (M P3 podcast), New
York Tim es, Septem ber 1, 2011, accessed Septem ber 6, 2011, http://www.nytim es.com /pages/podcasts/.

4. Lum inosity, òW om ens W ork_SPN ó (video), M arch 5, 2009, accessed April 22, 2011, http://www.viddler.com /v/lf6d7f1f.

C ita tio n s o f v id eo s a n d  p o d ca sts ca n  n o rm a lly  b e lim ited  to  th e n o tes o r, lik e cita tio n s o f n ew sp a p er a rticles, w o v en  in to  th e tex t
(see 17 .4 .3 ). If a  so u rce is critica l to  y o u r p a p er o r freq u en tly  cited , h o w ev er, y o u  m a y  in clu d e it in  y o u r b ib lio g ra p h y .

B.  Adele. òSom eone like Youó (m usic video). Directed by Jake Nava. Posted O ctober 1, 2011. Accessed February 28, 2012.
http://www.m tv.com /videos/adele/693356/som eone-like-you.jhtm l.

17.8.4 Sound Recordings

T o  cite a  reco rd in g , in clu d e a s m u ch  in fo rm a tio n  a s y o u  ca n  to  d istin g u ish  it fro m  sim ila r reco rd in g s, in clu d in g  th e d a te o f th e
reco rd in g , th e n a m e o f th e reco rd in g  co m p a n y , th e id en tify in g  n u m b er o f th e reco rd in g , th e co p y rig h t d a te (if d ifferen t fro m  th e y ea r

12 5



o f th e reco rd in g ), a n d  th e m ed iu m . T itles o f a lb u m s sh o u ld  b e in  ita lics; in d iv id u a l selectio n s sh o u ld  b e in  q u o ta tio n  m a rk s ex cep t
fo r m u sica l w o rk s referred  to  b y  g en re (see 2 2 .3 .2 .3 ). A b b rev ia te co m p a ct d isc a s C D . R eco rd in g s co n su lted  o n lin e sh o u ld  in clu d e a n
a ccess d a te a n d  a  U R L  (see 15 .4 .1.3 ).

N:       11. Billie Holiday, òIõm  a Fool to W ant You,ó by Joel Herron, Frank Sinatra, and Jack W olf, recorded February 20, 1958, with
Ray Ellis, on Lady in Satin, Colum bia CL1157, 33  rpm .

14. Ludwig van Beethoven, Piano Sonata no. 29 (òHam m erklavieró), Rudolf Serkin, recorded Decem ber 8ð10, 1969, and
Decem ber 14ð15, 1970, Sony Classics, 2005, M P3.

19. Richard Strauss, Don Q uixote, with Em anuel Feuerm ann (violoncello) and the Philadelphia O rchestra, conducted by
Eugene O rm andy, recorded February 24, 1940, Biddulph LAB 042, 1991, CD.

22. Pink Floyd, òAtom  Heart M other,ó recorded April 29, 1970, Fillm ore W est, San Francisco, stream ing audio, accessed July
7, 2011, http://www.wolfgangsvault.com /pink-floyd/concerts/fillm ore-west-april-29-1970.htm l.

In  th e b ib lio g ra p h y  y o u  ca n  list th e reco rd in g  u n d er th e n a m e o f th e co m p o ser o r th e p erfo rm er, d ep en d in g  o n  w h ich  is m o re
relev a n t to  y o u r d iscu ssio n .

B:  Rubinstein, Artur. The Chopin Collection. Recorded 1946, 1958ð67. RCA Victor/BM G  60822ð2-RG , 1991.11 CDs.
Shostakovich, Dm itri. Sym phony no. 5 / Sym phony no. 9. Conducted by Leonard Bernstein. Recorded with the New York

Philharm onic, O ctober 20, 1959 (no. 5), and O ctober 19, 1965 (no. 9). Sony SM K 61841, 1999. CD.

T rea t reco rd in g s o f d ra m a , p ro se o r p o etry  rea d in g s, lectu res, a n d  th e lik e a s y o u  w o u ld  m u sica l reco rd in g s.

N:       6. Dylan Thom as, Under M ilk W ood, perform ed by Dylan Thom as et al., recorded M ay 14, 1953, on Dylan Thom as: The
Caedm on Collection, Caedm on, 2002, 11 CDs, discs 9 and 10.

B:  Schlosser, Eric. Fast Food Nation: The Dark Side of the Am erican M eal. Read by Rick Adam -son. New York: Random  House,
RHCD 493, 2004. 8 CDs.

17.8.5 Texts in the Visual and Performing Arts

17.8.5.1 ART EXHIBITIO N CATALO G S. C ite a n  a rt ex h ib itio n  ca ta lo g  a s y o u  w o u ld  a  b o o k . In  th e b ib lio g ra p h y  en try  o n ly , in clu d e
in fo rm a tio n  a b o u t th e ex h ib itio n  fo llo w in g  th e p u b lica tio n  d a ta .

N:       6. Susan Dackerm an, ed., Prints and the Pursuit of Knowledge in Early M odern Europe (New Haven, CT: Yale University
Press, 2011), 43.

B:  Dackerm an, Susan, ed. Prints and the Pursuit of Knowledge in Early M odern Europe. New Haven, CT: Yale University Press,
2011. Published in conjunction with the exhibitions shown at the Harvard Art M useum s, Cam bridge, M A, and the Block
M useum  of Art, Northwestern University, Evanston, IL.

17.8.5.2 PLAYS. In  so m e ca ses y o u  ca n  cite w ell-k n o w n  E n g lish -la n g u a g e p la y s in  n o tes o n ly . (S ee a lso  17 .5 .1.) O m it p u b lica tio n  d a ta ,
a n d  cite p a ssa g es b y  a ct a n d  scen e (o r o th er d iv isio n ) in stea d  o f b y  p a g e n u m b er.

N:       22. Eugene O õNeill, Long Dayõs Journey into Night, act 2, scene 1.

If y o u r p a p er is in  litera ry  stu d ies o r a n o th er field  co n cern ed  w ith  clo se a n a ly sis o f tex ts, o r if y o u  a re citin g  a  tra n sla tio n  o r a n
o b scu re w o rk , cite ev ery  p la y  a s y o u  w o u ld  a  b o o k , a n d  in clu d e ea ch  in  y o u r b ib lio g ra p h y . C ite p a ssa g es eith er b y  d iv isio n  o r b y  p a g e,
a cco rd in g  to  y o u r lo ca l g u id elin es.

N:       25. Enid Bagnold, The Chalk G arden (New York: Random  House, 1956), 8ð9.

B:  Anouilh, Jean. Becket, or The Honor of G od. Translated by Lucienne Hill. New York: River-head Books, 1996.

17.8.5.3 M USICAL SCO RES. C ite a  p u b lish ed  m u sica l sco re a s y o u  w o u ld  a  b o o k .

N:       1. G iuseppe Verdi, G iovanna dõArco, dram m a lirico in four acts, libretto by Tem istocle Solera, ed. Alberto Rizzuti, 2 vols.,
W orks of G iuseppe Verdi, ser. 1, O peras (Chicago: University of Chicago Press; M ilan: G . Ricordi, 2008).

B:  M ozart, W olfgang Am adeus. Sonatas and Fantasies for the Piano. Prepared from  the autographs and earliest printed sources by
Nathan Broder. Rev. ed. Bryn M awr, PA: Theodore Presser, 1960.

C ite a n  u n p u b lish ed  sco re a s y o u  w o u ld  u n p u b lish ed  m a teria l in  a  m a n u scrip t co llectio n .

N:       2. Ralph Shapey, òPartita for Violin and Thirteen Players,ó score, 1966, Special Collections, Joseph Regenstein Library,
University of Chicago.

17.9 Public Docum ents
P u b lic d o cu m en ts in clu d e a  w id e a rra y  o f so u rces p ro d u ced  b y  g o v ern m en ts a t a ll lev els th ro u g h o u t th e w o rld . T h is sectio n  p resen ts
b a sic p rin cip les fo r so m e co m m o n  ty p es o f p u b lic d o cu m en ts a v a ila b le in  E n g lish ; if y o u  n eed  to  cite o th er ty p es, a d a p t th e clo sest
m o d el.
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S u ch  d o cu m en ts in v o lv e m o re co m p lica ted  a n d  v a ried  elem en ts th a n  m o st ty p es o f p u b lish ed  so u rces. In  y o u r cita tio n s, in clu d e
a s m u ch  id en tify in g  in fo rm a tio n  a s y o u  ca n , fo rm a t th e elem en ts co n sisten tly , a n d  a d a p t th e g en era l p a ttern s o u tlin ed  h ere a s
n eed ed .

T h e b u lk  o f th is sectio n  is co n cern ed  w ith  d o cu m en ts p u b lish ed  b y  U S  g o v ern m en ta l b o d ies a n d  a g en cies. F o r d o cu m en ts
p u b lish ed  b y  th e g o v ern m en ts o f C a n a d a  a n d  th e U n ited  K in g d o m  a n d  b y  in tern a tio n a l b o d ies, see 17 .9 .9 11. F o r u n p u b lish ed
g o v ern m en t d o cu m en ts, see 17 .9 .12 .

17.9.1 Elements to Include, Their Order, and How to Format Them

In  y o u r cita tio n s, in clu d e a s m a n y  o f th e fo llo w in g  elem en ts a s y o u  ca n :

Џ n a m e o f th e g o v ern m en t (co u n try , sta te, city , co u n ty , o r o th er d iv isio n ) a n d  g o v ern m en t b o d y  (leg isla tiv e b o d y , ex ecu tiv e
d ep a rtm en t, co u rt b u rea u , b o a rd , co m m issio n , o r co m m ittee) th a t issu ed  th e d o cu m en t

Џ title, if a n y , o f th e d o cu m en t o r co llectio n
Џ n a m e o f in d iv id u a l a u th o r, ed ito r, o r co m p iler, if g iv en
Џ rep o rt n u m b er o r o th er id en tify in g  in fo rm a tio n  (su ch  a s p la ce o f p u b lica tio n  a n d  p u b lish er, fo r certa in  freesta n d in g  p u b lica tio n s

o r fo r item s in  seco n d a ry  so u rces)
Џ d a te o f p u b lica tio n
Џ p a g e n u m b ers o r o th er lo ca to rs, if relev a n t
Џ a n  a ccess d a te a n d  eith er a  U R L  o r th e n a m e o f th e d a ta b a se, fo r so u rces co n su lted  o n lin e (see 15 .4 .1 a n d , fo r ex a m p les, 17 .9 .13 )

In  g en era l, list th e relev a n t elem en ts in  th e o rd er g iv en  a b o v e. C erta in  elem en ts m a y  b e left o u t o f th e n o tes b u t sh o u ld  b e
in clu d ed  in  th e b ib lio g ra p h y . O th er ty p es o f ex cep tio n s a re ex p la in ed  in  th e fo llo w in g  sectio n s o f 17 .9 .

N:       1. Select Com m ittee on Hom eland Security, Hom eland Security Act of 2002, 107th Cong., 2d sess., 2002, HR Rep. 107-609,
pt. 1, 11ð12.

B:  US Congress. House of Representatives. Select Com m ittee on Hom eland Security. Hom eland Security Act of 2002.107th Cong.,
2d sess., 2002. HR Rep. 107-609, pt. 1.

N o te th a t, b y  co n v en tio n , o rd in a ls in  p u b lic d o cu m en ts en d  in  d  in stea d  o f n d  (2 d  in stea d  o f 2 n d ).

17.9.2 Congressional Publications

F o r co n g ressio n a l p u b lica tio n s, b ib lio g ra p h y  en tries u su a lly  b eg in  w ith  th e d esig n a tio n  U S  C o n g ress, fo llo w ed  b y  S en a te o r H o u se o f
R ep resen ta tiv es (o r H o u se). (Y o u  m a y  a lso  sim p lify  th is to  U S  S en a te o r U S  H o u se.) In  n o tes, U S  is u su a lly  o m itted . O th er co m m o n
elem en ts in clu d e co m m ittee a n d  su b co m m ittee, if a n y ; title o f d o cu m en t; n u m b er o f th e C o n g ress a n d  sessio n  (a b b rev ia ted  C o n g .
a n d  sess. resp ectiv ely  in  th is p o sitio n ); d a te o f p u b lica tio n ; a n d  n u m b er a n d  d escrip tio n  o f th e d o cu m en t (fo r ex a m p le, H . D o c. 4 8 7 ),
if a v a ila b le.

17.9.2.1 DEBATES. S in ce 18 7 3 , co n g ressio n a l d eb a tes h a v e b een  p u b lish ed  b y  th e g o v ern m en t in  th e C o n g ressio n a l R eco rd  (in  n o tes,
o ften  a b b rev ia ted  a s C o n g . R ec.). W h en ev er p o ssib le, cite th e p erm a n en t v o lu m es, w h ich  o ften  reflect ch a n g es fro m  th e d a ily
ed itio n s o f th e R eco rd . (F o r cita tio n s o f th e d a ily  H o u se o r S en a te ed itio n , reta in  th e H  o r S  in  p a g e n u m b ers.)

N:       16. Cong. Rec., 110th Cong., 1st sess., 2008, vol. 153, pt. 8:11629ð30.

B:  US Congress. Congressional Record. 110th Cong., 1st sess., 2008. Vol. 153, pt. 8.

O cca sio n a lly  y o u  m a y  n eed  to  id en tify  a  sp ea k er in  a  d eb a te, th e su b ject, a n d  a  d a te in  a  n o te.

N:       4. Senator Kennedy of M assachusetts, speaking for the Joint Resolution on Nuclear W eapons Freeze and Reductions, on
M arch 10, 1982, to the Com m ittee on Foreign Relations, SJ Res. 163, 97th Cong., 1st sess., Cong. Rec. 128, pt. 3:3832ð34.

B efo re 18 7 4 , co n g ressio n a l d eb a tes w ere p u b lish ed  in  A n n a ls o f th e C o n g ress o f th e U n ited  S ta tes (a lso  k n o w n  b y  o th er n a m es
a n d  co v erin g  th e y ea rs 17 8 9 18 2 4 ), R eg ister o f D eb a tes (18 2 4 3 7 ), a n d  C o n g ressio n a l G lo b e (18 3 3 7 3 ). C ite th ese w o rk s sim ila rly  to
th e C o n g ressio n a l R eco rd .

17.9.2.2 REPO RTS AND DO CUM ENTS. W h en  y o u  cite rep o rts a n d  d o cu m en ts o f th e S en a te (a b b rev ia ted  S .) a n d  th e H o u se (H . o r H R ),
in clu d e b o th  th e C o n g ress a n d  sessio n  n u m b ers a n d , if p o ssib le, th e series n u m b er. N o tice th e fo rm  fo r a  sh o rten ed  n o te, w h ich
d iffers fro m  th e u su a l p a ttern  (see 16 .4 .1).

N:       9. Select Com m ittee on Hom eland Security, Hom eland Security Act of 2002, 107th Cong., 2d sess., 2002, HR Rep. 107-609,
pt. 1, 11ð12.

14. Declarations of a State of W ar with Japan, G erm any, and Italy, 77th Cong., 1st sess., 1941, S. Doc. 148, serial 10575, 2ð
5.

15. Select Com m ittee, Hom eland Security Act, 11.
22. Reorganization of the Federal Judiciary, 75th Cong., 1st sess., 1937, S. Rep. 711.

B:  US Congress. House. Expansion of National Em ergency with Respect to Protecting the Stabilization Efforts in Iraq. 112th Cong.,
1st sess., 2011. H. Doc. 112ð25.
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17.9.2.3 BILLS AND RESO LUTIO NS. C o n g ressio n a l b ills (p ro p o sed  la w s) a n d  reso lu tio n s a re p u b lish ed  in  p a m p h let fo rm . In  cita tio n s,
b ills a n d  reso lu tio n s o rig in a tin g  in  th e H o u se o f R ep resen ta tiv es a re a b b rev ia ted  H R  o r H . R es., a n d  th o se o rig in a tin g  in  th e S en a te
S . o r S . R es. In clu d e p u b lica tio n  d eta ils in  th e C o n g ressio n a l R eco rd  (if a v a ila b le). If a  b ill h a s b een  en a cted , cite it a s a  sta tu te (see
17 .9 .2 .5 ).

N:       16. No Taxpayer Funding for Abortion Act, H. Res. 237, 112th Cong., 1st sess., Congressional Record, vol. 157, daily ed.
(M ay 4, 2011): H3014.

B:  US Congress. House. No Taxpayer Funding for Abortion Act. H. Res. 237. 112th Cong., 1st sess. Congressional Record 157,
daily ed. (M ay 4, 2011): H3014ð37.

17.9.2.4 HEARING S. R eco rd s o f testim o n y  g iv en  b efo re co n g ressio n a l co m m ittees a re u su a lly  p u b lish ed  w ith  titles, w h ich  sh o u ld  b e
in clu d ed  in  cita tio n s (in  ita lics). T h e relev a n t co m m ittee is n o rm a lly  listed  a s p a rt o f th e title. N o tice th e fo rm  fo r a  sh o rten ed  n o te,
w h ich  d iffers fro m  th e u su a l p a ttern  (see 16 .4 .1).

N:       13. Hearing before the Select Com m ittee on Hom eland Security, HR 5005, Hom eland Security Act of 2002, day 3, 107th
Cong., 2d sess., July 17, 2002, 119ð20.

14. HR 5005, Hearing, 203.

B:  US Congress. Senate. Fam ine in Africa: Hearing before the Com m ittee on Foreign Relations. 99th Cong., 1st sess., January 17,
1985.

17.9.2.5 STATUTES. S ta tu tes, w h ich  a re b ills o r reso lu tio n s th a t h a v e b een  p a ssed  in to  la w , a re first p u b lish ed  sep a ra tely  a n d  th en
co llected  in  th e a n n u a l b o u n d  v o lu m es o f th e U n ited  S ta tes S ta tu tes a t L a rg e, w h ich  b eg a n  p u b lica tio n  in  18 7 4 . L a ter th ey  a re
in co rp o ra ted  in to  th e U n ited  S ta tes C o d e. C ite U S  S ta tu tes, th e U S  C o d e, o r b o th . S ectio n  n u m b ers in  th e C o d e a re p reced ed  b y  a
sectio n  sy m b o l ( ; u se  a n d  et seq . to  in d ica te m o re th a n  o n e sectio n ).

C ite sta tu tes in  n o tes o n ly ; y o u  d o  n o t n eed  to  in clu d e th em  in  y o u r b ib lio g ra p h y . N o tice th e fo rm  fo r a  sh o rten ed  n o te, w h ich
d iffers fro m  th e u su a l p a ttern  (see 16 .4 .1).

N:       18. Atom ic Energy Act of 1946, Public Law 585, 79th Cong., 2d sess. (August 1, 1946), 12, 19.
19. Fair Credit Reporting Act of 1970, US Code 15 (2000), ÄÄ 1681 et seq.
25. Hom eland Security Act of 2002, Public Law 107-296, US Statutes at Large 116 (2002): 2163ð64, codified at US Code 6

(2002), ÄÄ 101 et seq.
27. Hom eland Security Act, 2165.

B efo re 18 7 4 , la w s w ere p u b lish ed  in  th e sev en teen -v o lu m e S ta tu tes a t L a rg e o f th e U n ited  S ta tes o f A m erica , 17 8 9 18 7 3 . C ita tio n s o f
th is co llectio n  in clu d e th e v o lu m e n u m b er a n d  its p u b lica tio n  d a te.

17.9.3 Presidential Publications

P resid en tia l p ro cla m a tio n s, ex ecu tiv e o rd ers, v eto es, a d d resses, a n d  th e lik e a re p u b lish ed  in  th e W eek ly  C o m p ila tio n  o f P resid en tia l
D o cu m en ts a n d  in  P u b lic P a p ers o f th e P resid en ts o f th e U n ited  S ta tes. P ro cla m a tio n s a n d  ex ecu tiv e o rd ers a re a lso  ca rried  in  th e
d a ily  F ed era l R eg ister a n d  th en  p u b lish ed  in  title 3  o f th e C o d e o f F ed era l R eg u la tio n s. O n ce th ey  h a v e b een  p u b lish ed  in  th e C o d e,
u se th a t a s y o u r so u rce. P u t in d iv id u a l titles in  q u o ta tio n  m a rk s.

N:       2. Barack O bam a, Proclam ation 8621, òNational Slavery and Hum an Trafficking Prevention M onth, 2011,ó Federal Register
75, no. 250 (Decem ber 30, 2010): 82215.

21. W illiam  J. Clinton, Executive O rder 13067, òBlocking Sudanese G overnm ent Property and Prohibiting Transactions with
Sudan,ó Code of Federal Regulations, title 3 (1997 com p.): 230.

B:  US President. Proclam ation 8621. òNational Slavery and Hum an Trafficking Prevention M onth, 2011.ó Federal Register 75, no.
250 (Decem ber 30, 2010): 82215ð16.

T h e p u b lic p a p ers o f U S  p resid en ts a re co llected  in  tw o  m u ltiv o lu m e w o rk s: C o m p ila tio n  o f th e M essa g es a n d  P a p ers o f th e
P resid en ts, 17 8 9 18 9 7 , a n d , sta rtin g  w ith  th e H o o v er a d m in istra tio n , P u b lic P a p ers o f th e P resid en ts o f th e U n ited  S ta tes. (P a p ers
n o t co v ered  b y  eith er o f th ese w o rk s a re p u b lish ed  elsew h ere.) T o  cite item s in  th ese co llectio n s, fo llo w  th e reco m m en d a tio n s fo r
m u ltiv o lu m e b o o k s (see 17 .1.4 ).

17.9.4 Publications of Government Departments and Agencies

E x ecu tiv e d ep a rtm en ts, b u rea u s, a n d  a g en cies issu e rep o rts, b u lletin s, circu la rs, a n d  o th er m a teria ls. Ita licize th e title, a n d  in clu d e
th e n a m e o f a n y  id en tified  a u th o r(s) a fter th e title.

N:       30. US Departm ent of the Treasury, Report of the Secretary of the Treasury Transm itting a Report from  the Register of the
Treasury of the Com m erce and Navigation of the United States for the Year Ending the 30th of June, 1850, 31st Cong., 2d
sess., House Executive Docum ent 8 (W ashington, DC, 1850ð51).

B:  US Departm ent of the Interior. M inerals M anagem ent Service. Environm ental Division. O il-Spill Risk Analysis: G ulf of M exico
O uter Continental Shelf (O CS) Lease Sales, Central Planning Area and W estern Planning Area, 2007ð2012, and G ulfwide
O CS Program , 2007ð2046, by Zhen-G ang Ji, W alter R. Johnson, and Charles F. M arshall. Edited by Eileen M . Lear. M M S
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2007-040, June 2007.

17.9.5 US Constitution

T h e U S  C o n stitu tio n  sh o u ld  b e cited  o n ly  in  n o tes; y o u  n eed  n o t in clu d e it in  y o u r b ib lio g ra p h y . In clu d e th e a rticle o r a m en d m en t,
sectio n , a n d , if relev a n t, cla u se. U se a ra b ic n u m era ls a n d , if y o u  p refer, a b b rev ia tio n s fo r term s su ch  a s a m en d m en t a n d  sectio n .

N:       32. US Constitution, art. 2, sec. 1, cl. 3.
33. US Constitution, am end. 14, sec. 2.

In  m a n y  ca ses, y o u  ca n  u se a  p a ren th etica l n o te (see 16 .4 .3 ) o r ev en  in clu d e th e id en tify in g  in fo rm a tio n  in  y o u r tex t. S p ell o u t th e
p a rt d esig n a tio n s in  tex t. C a p ita lize th e n a m es o f sp ecific a m en d m en ts w h en  u sed  in  p la ce o f n u m b ers.

The US Constitution, in article 1, section 9, forbids suspension of the writ òunless when in Cases of Rebellion or Invasion the
public Safety m ay require it.ó

The First Am endm ent protects the right of free speech.

17.9.6 Treaties

T h e tex ts o f trea ties sig n ed  b efo re 19 5 0  a re p u b lish ed  in  U n ited  S ta tes S ta tu tes a t L a rg e; th e u n o fficia l cita tio n  is to  th e T rea ty  S eries
(T S ) o r th e E x ecu tiv e A g reem en t S eries (E A S ). T h o se sig n ed  in  19 5 0  o r la ter a p p ea r in  U n ited  S ta tes T rea ties a n d  O th er
In tern a tio n a l A g reem en ts (U S T , 19 5 0 ) o r T rea ties a n d  O th er In tern a tio n a l A cts S eries (T IA S , 19 4 5 ). T rea ties in v o lv in g  m o re th a n
tw o  n a tio n s m a y  b e fo u n d  in  th e U n ited  N a tio n s T rea ty  S eries (U N T S , 19 4 6 ) o r, fro m  19 2 0  to  19 4 6 , in  th e L ea g u e o f N a tio n s T rea ty
S eries (L N T S ).

Ita licize titles o f th e p u b lica tio n s m en tio n ed  a b o v e a n d  th eir a b b rev ia ted  fo rm s. U n less th ey  a re n a m ed  in  th e title o f th e trea ty ,
list th e p a rties su b ject to  th e a g reem en t, sep a ra ted  b y  h y p h en s. A n  ex a ct d a te in d ica tes th e d a te o f sig n in g  a n d  is th erefo re p refera b le
to  a  y ea r a lo n e, w h ich  m a y  d iffer fro m  th e y ea r th e trea ty  w a s p u b lish ed . N o tice th e fo rm  fo r a  sh o rten ed  n o te, w h ich  d iffers fro m  th e
u su a l p a ttern  (see 16 .4 .1).

N:       4. Treaty Banning Nuclear W eapon Tests in the Atm osphere, in O uter Space, and Under W ater, US-UK-USSR, August 5,
1963, UST 14, pt. 2, 1313.

15. Convention concerning M ilitary Service, Denm ark-Italy, July 15, 1954, TIAS 250, no. 3516, 45.
39. Nuclear Test Ban Treaty, 1317ð18.

B:  United States. Naval Arm am ent Lim itation Treaty with the British Em pire, France, Italy, and Japan. February 6, 1922. US
Statutes at Large 43, pt. 2.

17.9.7 Legal Cases

C ita tio n s o f leg a l ca ses g en era lly  ta k e th e sa m e fo rm  fo r co u rts a t a ll lev els. In  n o tes, g iv e th e fu ll ca se n a m e (in clu d in g  th e
a b b rev ia tio n  v .) in  ita lics. In clu d e th e v o lu m e n u m b er (a ra b ic), n a m e o f th e rep o rter (a b b rev ia ted ; see b elo w ), o rd in a l series n u m b er
(if a p p lica b le), o p en in g  p a g e n u m b er o f th e d ecisio n , a b b rev ia ted  n a m e o f th e co u rt a n d  d a te (to g eth er in  p a ren th eses), a n d  o th er
relev a n t in fo rm a tio n , su ch  a s th e n a m e o f th e sta te o r lo ca l co u rt (if n o t id en tified  b y  th e series title). A ctu a l p a g es cited  fo llo w  th e
o p en in g  p a g e n u m b er, sep a ra ted  b y  a  co m m a .

C ite sta tu tes in  n o tes o n ly ; y o u  d o  n o t n eed  to  in clu d e th em  in  y o u r b ib lio g ra p h y .

N:       18. United States v. Christm as, 222 F.3d 141, 145 (4th Cir. 2000).
21. Profit Sharing Plan v. M Bank Dallas, N.A., 683 F. Supp. 592 (ND Tex. 1988).

A  sh o rten ed  n o te m a y  co n sist o f th e ca se n a m e a n d , if n eed ed , a  p a g e n u m b er.

N:       35. Christm as, 146.

T h e o n e elem en t th a t d ep en d s o n  th e lev el o f th e co u rt is th e n a m e o f th e rep o rter. T h e m o st co m m o n  o n es a re a s fo llo w s.

Џ U S  S u p rem e C o u rt. F o r S u p rem e C o u rt d ecisio n s, cite U n ited  S ta tes S u p rem e C o u rt R ep o rts (a b b rev ia ted  U S ) o r, if n o t y et
p u b lish ed  th ere, S u p rem e C o u rt R ep o rter (a b b rev ia ted  S . C t.).

N:       21. AT&T Corp. v. Iowa Utilities Bd., 525 US 366 (1999).
39. Brendlin v. California, 127 S. Ct. 2400 (2007).

Џ L o w er fed era l co u rts. F o r lo w er fed era l-co u rt d ecisio n s, cite F ed era l R ep o rter (F .) o r F ed era l S u p p lem en t (F . S u p p .).

N:       3. United States v. Dennis, 183 F. 201 (2d Cir. 1950).
15. Eaton v. IBM  Corp., 925 F. Supp. 487 (SD Tex. 1996).

Џ S ta te a n d  lo ca l co u rts. F o r sta te a n d  lo ca l co u rt d ecisio n s, cite o fficia l sta te rep o rters w h en ev er p o ssib le. If y o u  u se a  co m m ercia l
rep o rter, cite it a s in  th e seco n d  ex a m p le b elo w . If th e rep o rter d o es n o t id en tify  th e co u rt s n a m e, in clu d e it b efo re th e d a te,
w ith in  th e p a ren th eses.
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N:       6. W illiam s v. Davis, 27 Cal. 2d 746 (1946).
8. Bivens v. M obley, 724 So. 2d 458, 465 (M iss. Ct. App. 1998).

17.9.8 State and Local Government Documents

C ite sta te a n d  lo ca l g o v ern m en t d o cu m en ts a s y o u  w o u ld  fed era l d o cu m en ts. U se ro m a n  ty p e (n o  q u o ta tio n  m a rk s) fo r sta te la w s a n d
m u n icip a l o rd in a n ces; u se ita lics fo r co d es (co m p ila tio n s) a n d  th e titles o f freesta n d in g  p u b lica tio n s.

N:       39. Illinois Institute for Environm ental Q uality (IIEQ ), Review and Synopsis of Public Participation regarding Sulfur Dioxide
and Particulate Em issions, by Sidney M . M arder, IIEQ  Docum ent no. 77/21 (Chicago, 1977), 44ð45.

42. M etham phetam ine Control and Com m unity Protection Act, Illinois Com piled Statutes, ch. 720, no. 646, sec. 10 (2005).
44. Pageõs O hio Revised Code Annotated, title 35, sec. 3599.01 (2011).
47. New M exico Constitution, art. 4, sec. 7.

B:  Illinois Institute for Environm ental Q uality (IIEQ ). Review and Synopsis of Public Participation regarding Sulfur Dioxide and
Particulate Em issions, by Sidney M . M arder. IIEQ  Docum ent 77/21. Chicago, 1977.

17.9.9 Canadian Government Documents

C ite C a n a d ia n  g o v ern m en t d o cu m en ts sim ila rly  to  U S  p u b lic d o cu m en ts. E n d  cita tio n s w ith  th e w o rd  C a n a d a  (in  p a ren th eses) u n less
it is o b v io u s fro m  th e co n tex t.

C a n a d ia n  sta tu tes a re first p u b lish ed  in  th e a n n u a l S ta tu tes o f C a n a d a , a fter w h ich  th ey  a p p ea r in  th e R ev ised  S ta tu tes o f C a n a d a ,
a  co n so lid a tio n  p u b lish ed  ev ery  fifteen  o r tw en ty  y ea rs. W h erev er p o ssib le, u se th e la tter so u rce a n d  id en tify  th e sta tu te b y  title,
rep o rter, y ea r o f co m p ila tio n , ch a p ter, a n d  sectio n .

N:       4. Canada W ildlife Act, Revised Statutes of Canada 1985, chap. W -9, sec. 1.
5. Assisted Hum an Reproduction Act, Statutes of Canada 2004, chap. 2, sec. 2.

C a n a d ia n  S u p rem e C o u rt ca ses sin ce 18 7 6  a re p u b lish ed  in  S u p rem e C o u rt R ep o rts (S C R ); ca ses a fter 19 7 4  sh o u ld  in clu d e th e
v o lu m e n u m b er o f th e rep o rter. F ed era l co u rt ca ses a re p u b lish ed  in  F ed era l C o u rts R ep o rts (F C , 19 7 1 ) o r E x ch eq u er C o u rt R ep o rts
(E x . C R , 18 7 5 19 7 1). C a ses n o t fo u n d  in  a n y  o f th ese so u rces m a y  b e fo u n d  in  D o m in io n  L a w  R ep o rts (D L R ). In clu d e th e n a m e o f th e
ca se (in  ita lics), fo llo w ed  b y  th e d a te (in  p a ren th eses), th e v o lu m e n u m b er (if a n y ), th e a b b rev ia ted  n a m e o f th e rep o rter, a n d  th e
o p en in g  p a g e o f th e d ecisio n .

N:       10. Robertson v. Thom son Corp., (2006) 2 SCR 363 (Canada).
11. Boldy v. Royal Bank of Canada, (2008) FC 99.

17.9.10 British Government Documents

C ite B ritish  g o v ern m en t d o cu m en ts sim ila rly  to  U S  p u b lic d o cu m en ts. E n d  cita tio n s w ith  th e p h ra se U n ited  K in g d o m  (in
p a ren th eses) u n less it is o b v io u s fro m  th e co n tex t.

A cts o f P a rlia m en t sh o u ld  u su a lly  b e cited  o n ly  in  a  n o te. In clu d e a  sp ecific a ct in  y o u r b ib lio g ra p h y  o n ly  if it is critica l to  y o u r
a rg u m en t o r freq u en tly  cited . Id en tify  a cts b y  title, d a te, a n d  ch a p ter n u m b er (a ra b ic n u m era l fo r n a tio n a l n u m b er, lo w erca se ro m a n
fo r lo ca l). A cts fro m  b efo re 19 6 3  a re cited  b y  reg n a l y ea r a n d  m o n a rch s n a m e (a b b rev ia ted ) a n d  o rd in a l (a ra b ic n u m era l).

N:       8. Act of Settlem ent, 1701, 12 & 13 W ill. 3, chap. 2.
15. Consolidated Fund Act, 1963, chap. 1 (United Kingdom ).
16. M anchester Corporation Act, 1967, chap. xl.

M o st B ritish  leg a l ca ses ca n  b e fo u n d  in  th e a p p lica b le rep o rt in  th e L a w  R ep o rts, a m o n g  th ese th e A p p ea l C a ses (A C ), Q u een s
(K in g s) B en ch  (Q B , K B ), C h a n cery  (C h .), F a m ily  (F a m .), a n d  P ro b a te (P .) rep o rts. U n til recen tly , th e co u rts o f h ig h est a p p ea l in  th e
U n ited  K in g d o m  (ex cep t fo r crim in a l ca ses in  S co tla n d ) h a d  b een  th e H o u se o f L o rd s (H L ) a n d  th e J u d icia l C o m m ittee o f th e P riv y
C o u n cil (P C ). In  2 0 0 5 , th e S u p rem e C o u rt o f th e U n ited  K in g d o m  (U K S C ) w a s esta b lish ed .

In clu d e th e n a m e o f th e ca se, in  ita lics (ca ses in v o lv in g  th e C ro w n  refer to  R ex  o r R eg in a ); th e d a te, in  p a ren th eses; th e v o lu m e
n u m b er (if a n y ) a n d  a b b rev ia ted  n a m e o f th e rep o rter; a n d  th e o p en in g  p a g e o f th e d ecisio n . If th e co u rt is n o t a p p a ren t fro m  th e
n a m e o f th e rep o rter, o r if th e ju risd ictio n  is n o t clea r fro m  co n tex t, in clu d e eith er o r b o th , a s n ecessa ry , in  p a ren th eses.

N:       10. Regina v. Dudley and Stephens, (1884) 14 Q BD 273 (DC).
11. Regal (Hastings) Ltd. v. G ulliver and O rs, (1967) 2 AC 134 (HL) (Eng.).
12. NM L Capital Lim ited (Appellant) v. Republic of Argentina (Respondent), (2011) UKSC 31.

17.9.11 Publications of International Bodies

D o cu m en ts p u b lish ed  b y  in tern a tio n a l b o d ies su ch  a s th e U n ited  N a tio n s ca n  b e cited  m u ch  lik e b o o k s. Id en tify  th e a u th o rizin g  b o d y
(a n d  a n y  a u th o r o r ed ito r), th e to p ic o r title o f th e d o cu m en t, th e p u b lish er o r p la ce o f p u b lica tio n  (o r b o th ), a n d  th e d a te, fo llo w ed
b y  a  p a g e referen ce in  th e n o tes. A lso  in clu d e a n y  series o r o th er id en tify in g  p u b lica tio n  in fo rm a tio n .

N:       1. League of Arab States and United Nations, The Third Arab Report on the M illennium  Developm ent G oals 2010 and the
Im pact of the G lobal Econom ic Crises (Beirut: Econom ic and Social Com m ission for W estern Asia, 2010), 82.

B:  United Nations G eneral Assem bly. Report of the G overning Council / G lobal M inisterial Environm ent Forum  on the W ork of Its
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Eleventh Special Session. O fficial Records, 65th sess., supplem ent no. 25, A/65/25. New York: UN, 2010.

17.9.12 Unpublished Government Documents

If y o u  cite u n p u b lish ed  g o v ern m en t d o cu m en ts, fo llo w  th e p a ttern s g iv en  fo r u n p u b lish ed  m a n u scrip ts in  17 .6 .4 .
M o st u n p u b lish ed  d o cu m en ts o f th e U S  g o v ern m en t a re h o u sed  in  th e N a tio n a l A rch iv es a n d  R eco rd s A d m in istra tio n  (N A R A ) in

W a sh in g to n , D C , o r in  o n e o f its b ra n ch es. C ite th em  a ll, in clu d in g  film s, p h o to g ra p h s, a n d  so u n d  reco rd in g s a s w ell a s w ritten
m a teria ls, b y  reco rd  g ro u p  (R G ) n u m b er.

T h e co m p a ra b le in stitu tio n  fo r u n p u b lish ed  C a n a d ia n  g o v ern m en t d o cu m en ts is th e L ib ra ry  a n d  A rch iv es C a n a d a  (L A C ) in
O tta w a , O n ta rio . T h e U n ited  K in g d o m  h a s a  n u m b er o f d ep o sito ries o f u n p u b lish ed  g o v ern m en t d o cu m en ts, m o st n o ta b ly  th e
N a tio n a l A rch iv es (N A ) a n d  th e B ritish  L ib ra ry  (B L ), b o th  in  L o n d o n .

17.9.13 Online Public Documents

T o  cite o n lin e p u b lic d o cu m en ts, fo llo w  th e relev a n t ex a m p les p resen ted  elsew h ere in  17 .9 . In  a d d itio n , in clu d e th e d a te y o u  a ccessed
th e m a teria l a n d  a  U R L . F o r item s o b ta in ed  th ro u g h  a  co m m ercia l d a ta b a se, y o u  m a y  g iv e th e n a m e o f th e d a ta b a se in stea d . S ee
15 .4 .1 fo r m o re d eta ils. N o te th a t d a ta b a ses fo r leg a l ca ses m a y  m a rk  p a g e (screen ) d iv isio n s w ith  a n  a sterisk . T h ese sh o u ld  b e
reta in ed  in  sp ecific referen ces (see a lso  17 .9 .7 ).

N:       1. Select Com m ittee on Hom eland Security, Hom eland Security Act of 2002, 107th Cong., 2d sess., 2002, HR Rep. 107-609,
pt. 1, 11ð12, accessed Septem ber 8, 2011, http:// www.gpo.gov/fdsys/pkg/CRPT-107hrpt609/pdf/CRPT-107hrpt609-pt1.pdf.

12. United Nations Security Council, Resolution 2002, July 29, 2011, accessed O ctober 10, 2011,
http://www.un.org/Docs/sc/unsc_resolutions11.htm .

17. M cNam ee v. Departm ent of the Treasury, 488 F.3d 100, *3 (2d Cir. 2007), accessed Septem ber 25, 2011, LexisNexis
Academ ic.

B:  US Congress. House of Representatives. Select Com m ittee on Hom eland Security. Hom eland Security Act of 2002.107th Cong.,
2d sess., 2002. HR Rep. 107-609, pt. 1. Accessed Septem ber 8, 2011. http://www.gpo.gov/fdsys/pkg/CRPT-
107hrpt609/pdf/CRPT-107hrpt609-pt1.pdf.

17.10 O ne Source Q uoted in Another
R esp o n sib le resea rch ers a v o id  rep ea tin g  q u o ta tio n s th a t th ey  h a v e n o t a ctu a lly  seen  in  th e o rig in a l. If o n e so u rce in clu d es a  u sefu l
q u o ta tio n  fro m  a n o th er so u rce, rea d ers ex p ect y o u  to  o b ta in  th e o rig in a l to  v erify  n o t o n ly  th a t th e q u o ta tio n  is a ccu ra te b u t a lso  th a t
it fa irly  rep resen ts w h a t th e o rig in a l m ea n t.

If th e o rig in a l so u rce is u n a v a ila b le, h o w ev er, cite it a s q u o ted  in  th e seco n d a ry  so u rce in  y o u r n o te. F o r th e b ib lio g ra p h y  en try ,
a d a p t th e q u o ted  in  fo rm a t a s n eed ed .

N:       8. Louis Zukofsky, òSincerity and O bjectification,ó Poetry 37 (February 1931): 269, quoted in Bonnie Costello, M arianne
M oore: Im aginary Possessions (Cam bridge, M A: Harvard University Press, 1981), 78.

B:  Zukofsky, Louis. òSincerity and O bjectification.ó Poetry 37 (February 1931): 269. Q uoted in Bonnie Costello, M arianne M oore:
Im aginary Possessions. Cam bridge, M A: Harvard University Press, 1981.

T h e sa m e situ a tio n  m a y  a rise w ith  a  q u o ta tio n  y o u  fin d  in  a  seco n d a ry  so u rce d ra w n  fro m  a  p rim a ry  so u rce (see 3 .1.1). O ften  y o u
w ill n o t b e a b le to  co n su lt th e p rim a ry  so u rce, esp ecia lly  if it is in  a n  u n p u b lish ed  m a n u scrip t co llectio n . In  th is ca se, fo llo w  th e
p rin cip les o u tlin ed  a b o v e.

13 1



18     Author-Date Style: The Basic Form

18 .1   B a sic P a ttern s

18.1.1   O rder of Elem ents
18.1.2   Punctuation
18.1.3   Capitalization
18.1.4   Italicsand Q uotation M arks
18.1.5   Num bers
18.1.6   Abbreviations
18.1.7   Indentation

18 .2    R eferen ce L ists

18.2.1   Arrangem ent of Entries
18.2.2   Sources That M ay Be O m itted

18 .3    P a ren th etica l C ita tio n s

18.3.1   Placem ent in Text
18.3.2   Special Elem ents and Form at Issues
18.3.3   Footnotes and Parenthetical Citations

A  cita tio n  sty le u sed  w id ely  in  m o st so cia l scien ces a n d  in  th e n a tu ra l a n d  p h y sica l scien ces is th e a u th o r-d a te sty le, so  ca lled  b eca u se
th e a u th o r s n a m e a n d  th e d a te o f p u b lica tio n  a re th e critica l elem en ts fo r id en tify in g  so u rces. T h is ch a p ter p resen ts a n  o v erv iew  o f
th e b a sic p a ttern  fo r cita tio n s in  a u th o r-d a te sty le, in clu d in g  b o th  referen ce list en tries a n d  p a ren th etica l cita tio n s. E x a m p les o f
p a ren th etica l cita tio n s a re id en tified  w ith  a  P ; ex a m p les o f referen ce list en tries a re id en tified  w ith  a n  R .

In  a u th o r-d a te sty le, y o u  sig n a l th a t y o u  h a v e u sed  a  so u rce b y  p la cin g  a  p a ren th etica l cita tio n  (in clu d in g  a u th o r, d a te, a n d
relev a n t p a g e n u m b ers) n ex t to  y o u r referen ce to  th a t so u rce:

According to one scholar, òThe railroads had m ade Chicago the m ost im portant m eeting place between East and W estó (Cronon
1991, 92ð93).

A t th e en d  o f th e p a p er, y o u  list a ll so u rces in  a  referen ce list. T h a t list n o rm a lly  in clu d es ev ery  so u rce y o u  cited  in  a  p a ren th etica l
cita tio n  a n d  so m etim es o th ers y o u  co n su lted  b u t d id  n o t cite. S in ce p a ren th etica l cita tio n s d o  n o t in clu d e co m p lete b ib lio g ra p h ica l
in fo rm a tio n  fo r a  so u rce, y o u  m u st in clu d e th a t in fo rm a tio n  in  y o u r referen ce list. A ll referen ce list en tries h a v e th e sa m e g en era l
fo rm :

R: Cronon, W illiam . 1991. Natureõs M etropolis: Chicago and the G reat W est. New York: W . W . Norton.

R ea d ers ex p ect y o u  to  fo llo w  th e ru les fo r co rrect cita tio n s ex a ctly . T h ese ru les co v er n o t o n ly  w h a t d a ta  y o u  m u st in clu d e a n d
th eir o rd er b u t a lso  p u n ctu a tio n , ca p ita liza tio n , ita licizin g , a n d  so  o n . T o  g et y o u r cita tio n s rig h t, y o u  m u st p a y  clo se a tten tio n  to
m a n y  m in u te d eta ils th a t few  resea rch ers ca n  ea sily  rem em b er. C h a p ter 19  p ro v id es a  rea d y  referen ce g u id e to  th o se d eta ils.

18.1 Basic Patterns
A lth o u g h  so u rces a n d  th eir cita tio n s co m e in  a lm o st en d less v a riety , y o u  a re lik ely  to  u se o n ly  a  few  k in d s. W h ile y o u  m a y  n eed  to
lo o k  u p  d eta ils to  cite so m e u n u su a l so u rces, y o u  ca n  ea sily  lea rn  th e b a sic p a ttern s fo r th e few  k in d s y o u  w ill u se m o st o ften . Y o u  ca n
th en  crea te tem p la tes th a t w ill h elp  y o u  reco rd  b ib lio g ra p h ica l d a ta  q u ick ly  a n d  relia b ly  a s y o u  rea d .

T h e rest o f th is sectio n  d escrib es th e b a sic p a ttern s, a n d  fig u re 18 .1 p ro v id es tem p la tes fo r sev era l co m m o n  ty p es o f so u rces.
C h a p ter 19  in clu d es ex a m p les o f a  w id e ra n g e o f so u rces, in clu d in g  ex cep tio n s to  th e p a ttern s d iscu ssed  h ere.

18.1.1 Order of Elements

T h e o rd er o f elem en ts in  referen ce list en tries fo llo w s th e sa m e g en era l p a ttern  fo r a ll ty p es o f so u rces: a u th o r, d a te (y ea r) o f
p u b lica tio n , title, o th er fa cts o f p u b lica tio n . P a ren th etica l cita tio n s in clu d e o n ly  th e first tw o  o f th ese elem en ts. If th ey  cite sp ecific
p a ssa g es, th ey  a lso  in clu d e p a g e n u m b ers o r o th er lo ca tin g  in fo rm a tio n ; referen ce list en tries d o  n o t, th o u g h  th ey  d o  in clu d e a  fu ll
sp a n  o f p a g e n u m b ers fo r a  so u rce th a t is p a rt o f a  la rg er w h o le, su ch  a s a n  a rticle o r a  ch a p ter.

18.1.2 Punctuation

In  referen ce list en tries, sep a ra te m o st elem en ts w ith  p erio d s; in  p a ren th etica l cita tio n s, d o  n o t u se a  p u n ctu a tio n  m a rk  b etw een  th e
a u th o r a n d  th e d a te, b u t sep a ra te th e d a te fro m  a  p a g e n u m b er w ith  a  co m m a .
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18.1.3 Capitalization

C a p ita lize m o st titles h ea d lin e sty le, b u t ca p ita lize titles in  fo reig n  la n g u a g es sen ten ce sty le. (S ee 2 2 .3 .1 fo r b o th  sty les.) C a p ita lize
p ro p er n o u n s in  th e u su a l w a y  (see ch a p ter 2 2 ). In  so m e field s, y o u  m a y  b e req u ired  to  u se sen ten ce sty le fo r m o st titles ex cep t fo r
titles o f jo u rn a ls, m a g a zin es, a n d  n ew sp a p ers; ch eck  y o u r lo ca l g u id elin es.

Figure 18.1. Tem plates for reference list entries and parenthetical citations

The following tem plates show what elem ents should be included in what order when citing several com m on types of sources in
reference lists (R) and parenthetical citations (P). They also show punctuation, capitalization of titles, and when to use italics or
quotation m arks. G ray shading shows abbreviations (or their spelled-out versions) and other term s as they would actually appear in
a citation. XX stands in for page num bers actually cited, YY for a full span of page num bers for an article or a chapter.

Books

1. Single Author or Editor

R:  Authorõs Last Nam e, Authorõs First Nam e. Year of Publication. Title of Book: Subtitle of Book. Place of Publication: Publisherõs Nam e.
G la d w ell, M a lco lm . 2 0 0 0 . The Tipping Point: How Little Things an M ake a Big Difference. B o sto n : L ittle, B ro w n .

P:  (Authorõs Last Nam e Year of Publication, XXðXX)
(G la d w ell 2 0 0 0 , 6 4 6 5 )

For a book with an editor instead of an author, adapt the pattern as follows:

R:  Editorõs Last Nam e, Editorõs First Nam e, ed. Year of Publication é
G reen b erg , J o el, ed . 2 0 0 8  

P:  (Editorõs Last Nam e Year of Publication, XXðXX)
(G reen b erg  2 0 0 8 , 7 5 8 0 )

2. M ultiple Authors

For a book with two authors, use the following pattern:

R:  Author #1õs Last Nam e, Author #1õs First Nam e, and Author #2õs First and Last Nam es. Year of Publication. Title of Book: Subtitle of Book. Place of
Publication Publisherõs Nam e.

M o rey , P eter, a n d  A m in a  Y a q in . 2 0 11. Fram ing M uslim s: Stereotyping and Representation after 9 /11. C a m b rid g e, M A : H a rv a rd  U n iv ersity  P ress.

P:  (Author #1õs Last Nam e and Author #2õs Last Nam e Year of Publication, XXðXX)
(M o rey  a n d  Y a q in  2 0 11, 5 2 )

For a book with three authors, adapt the pattern as follows:

R:  Author #1õs Last Nam e, Author #1õs First Nam e, Author #2õs First and Last Nam es and Author #3õs First and Last Nam es. Year of Publication é
S o ss, J o e, R ich a rd  C . F o rd in g , a n d  S a n fo rd  F . S ch ra m . 2 0 11 

P:  (Author #1õs Last Nam e, Author #2õs Last Nam e, and Author #3õs Last Nam e Yea of Publication, XXðXX)
(S o ss, F o rd in g , a n d  S ch ra m  2 0 11, 13 5 3 6 )

For a book with four or m ore authors, adapt the parenthetical citation pattern only as follows:

P:  (Author #1õs Last Nam e et al. Year of Publication, XXðXX)
(B ern stein  et a l. 2 0 10 , 114 15 )

3. Author(s) Plus Editor or Translator

For a book with an author plus an editor, use the following pattern:

R:  Authorõs Last Nam e, Authorõs First Nam e. Year of Publication. Title of Book: Subtitle of Book. Edited by Editorõs First and Last Nam es. Place of Publication:
Publisherõs Nam e.

A u sten , J a n e. 2 0 11. Persuasion: An Annotated Edition. E d ited  b y  R o b ert M o rriso n . C a m b rid g e, M A : B elk n a p  P ress o f H a rv a rd  U n iv ersity  P ress.

P:  (Authorõs Last Nam e Year of Publication, XXðXX)
(A u sten  2 0 11, 3 11 12 )

If a book has a translator instead of an editor, substitute the phrase Translated by and the translatorõs nam e for the editor data in the reference list entry.

4. Edition Num ber
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R:  Authorõs Last Nam e, Authorõs First Nam e. Year of Publication. Title of Book: Subtitle of Book. Edition Num ber ed. Place of Publication: Publisherõs Nam e.
V a n  M a a n en , J o h n . 2 0 11. Tales of the Field: O n W riting Ethnography. 2 n d  ed . C h ica g o : U n iv ersity  o f C h ica g o  P ress.

P:  (Authorõs Last Nam e Year of Publication, XXðXX)
(V a n  M a a n en  2 0 11, 8 4 )

5. Single Chapter in an Edited Book

R:  Chapter Authorõs Last Nam e, Chapter Authorõs First Nam e. Year of Publication. òTitle of Chapter: Subtitle of Chapter.ó In Title of Book: Subtitle of Book, edited
by Editorõs First and Last Nam es, YYðYY. Place of Publication: Publisherõs Nam e.

R a m irez, A n g eles. 2 0 10 . M u slim  W o m en  in  th e S p a n ish  P ress: T h e P ersisten ce o f S u b a ltern  Im a g es.  In  M uslim  W om en in W ar and Crisis: Representation and
Reality, ed ited  b y  F a eg h eh  S h ira zi, 2 2 7 14 . A u stin : U n iv ersity  o f T ex a s P ress.

P:  (Chapter Authorõs Last Nam e Year of Publication, XXðXX)
(R a m irez 2 0 10 , 2 3 1)

Journal Articles

6. Journal Article in Print

R:  Authorõs Last Nam e, Authorõs First Nam e. Year of Publication. òTitle of Article: Subtitle of Article.ó Title of Journal Volum e Num ber, Issue Num ber (Additional
Date Inform ation): YYðYY.

B o g ren , A lex a n d ra . 2 0 11. G en d er a n d  A lco h o l: T h e S w ed ish  P ress D eb a te.  Journal of G ender Studies 2 0 , n o . 2  (J u n e): 15 5 6 9 .

P:  (Authorõs Last Nam e Year of Publication, XXðXX)
(B o g ren  2 0 11, 15 6 )

For an article with m ultiple authors, follow the relevant pattern for authorsõ nam es in tem plate 2.

7. Journal Article O nline

For a journal article consulted online, include an access date and a URL. For articles that include a DO I, form  the URL by appending
the DO I to http://dx.doi.org/ rather than using the URL in your address bar. The DO I for the Kiser article in the exam ple below is
10.1086/658052.

R:  Authorõs Last Nam e, Authorõs First Nam e. Year of Publication. òTitle of Article: Subtitle of Article.ó Title of Journal Volum e Num ber, Issue Num ber (Additional
Date Inform ation): YYðYY. Accessed Date of Access. URL.

K iser, L isa  J . 2 0 11. S ilen cin g  th e L a m b s: E co n o m ics, E th ics, a n d  A n im a l L ife in  M ed iev a l F ra n cisca n  H a g io g ra p h y .  M odern Philology 10 8 , n o . 3  (F eb ru a ry ):
3 2 3 4 2 . A ccessed  S ep tem b er 18 , 2 0 11. h ttp ://d x .d o i.o rg /10 .10 8 6 /6 5 8 0 5 2 .

P:  (Authorõs Last Nam e Year of Publication, xx)
(K iser 2 0 11, 3 4 0 )

See 15.4.1 for m ore details.

18.1.4 Italics and Quotation Marks

T itles o f la rg er en tities (b o o k s, jo u rn a ls) a re p rin ted  in  ita lics; titles o f sm a ller en tities (ch a p ters, a rticles) a re p rin ted  in  ro m a n  ty p e
a n d  en clo sed  in  q u o ta tio n  m a rk s. T itles o f u n p u b lish ed  w o rk s (su ch  a s d isserta tio n s) a re p rin ted  in  ro m a n  ty p e a n d  en clo sed  in
q u o ta tio n  m a rk s, ev en  if th ey  a re b o o k  len g th . S ee a lso  2 2 .3 .2 .

18.1.5 Numbers

In  titles, a n y  n u m b ers a re sp elled  o u t o r g iv en  in  n u m era ls ex a ctly  a s th ey  a re in  th e o rig in a l. P a g e n u m b ers th a t a re in  ro m a n
n u m era ls in  th e o rig in a l a re p resen ted  in  lo w erca se ro m a n  n u m era ls. A ll o th er n u m b ers (su ch  a s ch a p ter n u m b ers o r fig u re
n u m b ers) a re g iv en  in  a ra b ic n u m era ls, ev en  if th ey  a re in  ro m a n  n u m era ls o r sp elled  o u t in  th e o rig in a l.

18.1.6 Abbreviations

A b b rev ia te term s su ch  a s ed ito r a n d  tra n sla to r (ed . a n d  tra n s.) w h en  th ey  co m e a fter a  n a m e, b u t sp ell th em  o u t w h en  th ey  in tro d u ce
it (E d ited  b y ). T h e p lu ra l is u su a lly  fo rm ed  b y  a d d in g  s (ed s.) u n less th e a b b rev ia tio n  en d s in  a n  s (u se tra n s. fo r b o th  sin g u la r a n d
p lu ra l). T erm s su ch  a s v o lu m e, ed itio n , a n d  n u m b er (v o l., ed ., a n d  n o .) a re a lw a y s a b b rev ia ted .

18.1.7 Indentation

R eferen ce list en tries h a v e a  h a n g in g  in d en ta tio n : th e first lin e is flu sh  left a n d  a ll fo llo w in g  lin es a re in d en ted  th e sa m e a m o u n t a s
th e first lin e o f a  p a ra g ra p h . P a ren th etica l cita tio n s a re p la ced  w ith in  th e tex t a n d  a re n o t in d en ted .
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18.2 Reference Lists
In  p a p ers th a t u se a u th o r-d a te sty le, th e referen ce list p resen ts fu ll b ib lio g ra p h ica l in fo rm a tio n  fo r a ll th e so u rces cited  in
p a ren th etica l cita tio n s (o th er th a n  a  few  sp ecia l ty p es o f so u rces; see 18 .2 .2 ). Y o u  m a y  a lso  in clu d e w o rk s th a t w ere im p o rta n t to
y o u r th in k in g  b u t th a t y o u  d id  n o t sp ecifica lly  m en tio n  in  th e tex t. In  a d d itio n  to  p ro v id in g  b ib lio g ra p h ica l in fo rm a tio n , referen ce
lists sh o w  rea d ers th e ex ten t o f y o u r resea rch  a n d  its rela tio n sh ip  to  p rio r w o rk , a n d  th ey  h elp  rea d ers u se y o u r so u rces in  th eir o w n
resea rch . If y o u  u se th e a u th o r-d a te cita tio n  sty le, y o u  m u st in clu d e a  referen ce list in  y o u r p a p er.

L a b el th e list R eferen ces. S ee fig u re A .16  in  th e a p p en d ix  fo r a  sa m p le p a g e o f a  referen ce list.

18.2.1 Arrangement of Entries

18.2.1.1 ALPHABETICAL AND CHRO NO LO G ICAL BY AUTHO R. A  referen ce list is n o rm a lly  a  sin g le list o f a ll so u rces a rra n g ed  a lp h a b etica lly
b y  th e la st n a m e o f th e a u th o r, ed ito r, o r w h o ev er is first in  ea ch  en try . (F o r a lp h a b etizin g  fo reig n  n a m es, co m p o u n d  n a m es, a n d
o th er sp ecia l ca ses, see 18 .2 .1.2 .) M o st w o rd  p ro cesso rs p ro v id e a n  a lp h a b etica l so rtin g  fu n ctio n ; if y o u  u se it, first m a k e su re ea ch
en try  is fo llo w ed  b y  a  h a rd  retu rn . If y o u  a re w ritin g  a  th esis o r d isserta tio n , y o u r d ep a rtm en t o r u n iv ersity  m a y  sp ecify  th a t y o u
sh o u ld  a lp h a b etize th e en tries letter b y  letter o r w o rd  b y  w o rd ; see 16 .5 8 6 1 o f T h e C h ica g o  M a n u a l o f S ty le, 16 th  ed itio n  (2 0 10 ), fo r
a n  ex p la n a tio n  o f th ese tw o  sy stem s.

If y o u r referen ce list in clu d es tw o  o r m o re w o rk s w ritten , ed ited , o r tra n sla ted  b y  th e sa m e in d iv id u a l, a rra n g e th e en tries
ch ro n o lo g ica lly  b y  p u b lica tio n  d a te. F o r a ll en tries a fter th e first, rep la ce th e in d iv id u a l s n a m e w ith  a  lo n g  d a sh , ca lled  a  3 -em  d a sh
(see 2 1.7 .3 ). F o r ed ited  o r tra n sla ted  w o rk s, p u t a  co m m a  a n d  th e a p p ro p ria te d esig n a tio n  (ed ., tra n s., a n d  so  o n ) a fter th e d a sh . L ist
a ll su ch  w o rk s b efo re a n y  th a t th e in d iv id u a l co a u th o red  o r co ed ited . N o te th a t it is b est to  m a k e a ll th ese a d ju stm en ts m a n u a lly

a fter y o u  h a v e so rted  y o u r co m p lete referen ce list a lp h a b etica lly  b y  n a m e.

R:  G ates, Henry Louis, Jr. 1988. The Signifying M onkey: A Theory of African-Am erican Literary Criticism . New York: O xford
University Press.

_______, ed. 2002. The Classic Slave Narratives. New York: Penguin Putnam .
_______. 2004. Am erica behind the Color Line: Dialogues with African Am ericans. New York: W arner Books.
_______. 2010. Tradition and the Black Atlantic: Critical Theory in the African Diaspora. New York: BasicCivitas.
_______. 2011. Black in Latin Am erica. New York: New York University Press.
G ates, Henry Louis, Jr., and Cornel W est. 2000. The African-Am erican Century: How Black Am ericans Have Shaped O ur

Country. New York: Free Press.

T h e sa m e p rin cip les a p p ly  to  w o rk s b y  a  sin g le g ro u p  o f a u th o rs n a m ed  in  th e sa m e o rd er.

R:  M arty, M artin E., and R. Scott Appleby. 1992. The G lory and the Power: The Fundam entalist Challenge to the M odern W orld.
Boston: Beacon Press.

_______, eds. 2004. Accounting for Fundam entalism s. Chicago: University of Chicago Press.
M arty, M artin E., and M icah M arty. 1998. W hen True Sim plicity Is G ained: Finding Spiritual Clarity in a Com plex W orld. G rand

Rapids, M l: W illiam  B. Eerdm ans.

If y o u r referen ce list in clu d es m o re th a n  o n e w o rk  p u b lish ed  in  th e sa m e y ea r b y  a n  a u th o r o r g ro u p  o f a u th o rs n a m ed  in  th e
sa m e o rd er, a rra n g e th e en tries a lp h a b etica lly  b y  title (ig n o rin g  a rticles su ch  a s a  o r th e). A d d  th e letters a , b , c, a n d  so  fo rth  to  th e
y ea r, set in  ro m a n  ty p e w ith o u t a n  in terv en in g  sp a ce. Y o u r p a ren th etica l cita tio n s to  th ese w o rk s sh o u ld  in clu d e th e letters (see
18 .3 .2 ).

R:  Fogel, Robert W illiam . 2004a. The Escape from  Hunger and Prem ature Death, 1700ð2100: Europe, Am erica, and the Third
W orld. New York: Cam bridge University Press.

_______. 2004b. òTechnophysio Evolution and the M easurem ent of Econom ic G rowth.ó Journal of Evolutionary Econom ics 14, no.
2: 217ð21.

If a  b o o k  o r jo u rn a l a rticle d o es n o t h a v e a n  a u th o r o r ed ito r (o r o th er n a m ed  co m p iler, su ch  a s a  tra n sla to r), p u t th e title first in
y o u r referen ce list en try  a n d  a lp h a b etize b a sed  o n  it, ig n o rin g  a rticles su ch  a s a  o r th e.

R:  Account of the O perations of the G reat Trigonom etrical Survey of India. 1870ð1910. 22 vols. Dehra Dun: Survey of India.
òThe G reat Trigonom etrical Survey of India.ó 1863. Calcutta Review 38:26-62.
òState and Prospects of Asia.ó 1839. Q uarterly Review 63, no. 126 (M arch): 369ð402.

F o r m a g a zin e a n d  n ew sp a p er a rticles w ith o u t a u th o rs, u se th e title o f th e m a g a zin e o r n ew sp a p er in  p la ce o f th e a u th o r (see 19 .3
a n d  19 .4 ). F o r o th er ty p es o f so u rces, see th e relev a n t sectio n  in  ch a p ter 19  fo r g u id a n ce; if n o t sta ted  o th erw ise, u se a  title in  th is
p o sitio n .

18.2.1.2 SPECIAL TYPES O F NAM ES. S o m e a u th o rs  n a m es co n sist o f m o re th a n  a  rea d ily  id en tifia b le first n a m e  a n d  la st n a m e.  In
m a n y  ca ses y o u  ca n  d eterm in e th e co rrect o rd er b y  co n su ltin g  y o u r lib ra ry s ca ta lo g . F o r h isto rica l n a m es, a  g o o d  so u rce is M erria m -
W eb ster s B io g ra p h ica l D ictio n a ry . T h is sectio n  o u tlin es so m e g en era l p rin cip les fo r a lp h a b etizin g  su ch  n a m es in  y o u r referen ce list.
In  sh o rten ed  o r p a ren th etica l n o tes, u se th e la st n a m e ex a ctly  a s in v erted  (sh o w n  b elo w  in  b o ld fa ce). If y o u r p a p er in v o lv es m a n y
n a m es fro m  a  p a rticu la r fo reig n  la n g u a g e, fo llo w  th e co n v en tio n s fo r th a t la n g u a g e.

Џ C o m p o u n d  n a m es. A lp h a b etize co m p o u n d  la st n a m es, in clu d in g  h y p h en a ted  n a m es, b y  th e first p a rt o f th e co m p o u n d . If a  w o m a n
u ses b o th  h er o w n  fa m ily  n a m e a n d  h er h u sb a n d s b u t d o es n o t h y p h en a te th em , g en era lly  a lp h a b etize b y  th e seco n d  su rn a m e.
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W h ile m a n y  fo reig n  la n g u a g es h a v e p red icta b le p a ttern s fo r co m p o u n d  n a m es (see b elo w ), o th ers su ch  a s F ren ch  a n d  G erm a n
d o  n o t.

Kessler-Harris, Alice
Hine, Darlene Clark
 
M ies van der Rohe, Ludwig
Teilhard de Chardin, Pierre

Џ N a m es w ith  p a rticles. D ep en d in g  o n  th e la n g u a g e, p a rticles su ch  a s d e, d i, D ,  a n d  v a n  m a y  o r m a y  n o t b e co n sid ered  th e first p a rt
o f a  la st n a m e fo r a lp h a b etizin g . C o n su lt o n e o f th e reso u rces n o ted  a b o v e if y o u  a re u n su re a b o u t a  p a rticu la r n a m e. N o te th a t
p a rticles m a y  b e eith er lo w erca sed  o r ca p ita lized , a n d  so m e a re fo llo w ed  b y  a n  a p o stro p h e.

de G aulle, Charles
di Leonardo, M icaela
Van Rensselaer, Stephen
 
Beauvoir, Sim one de
Kooning, W illem  de
M edici, Lorenzo deõ

Џ N a m es b eg in n in g  w ith  M a c,  S a in t,  o r  O .  N a m es th a t b eg in  w ith  M a c, S a in t, o r O  ca n  h a v e m a n y  v a ria tio n s in  a b b rev ia tio n s
(M c, S t.), sp ellin g  (S a in te, S a n ), ca p ita liza tio n  (M a cm illa n , M cA llister), a n d  h y p h en a tio n  o r a p o stro p h es (O N eill o r O d ell; S a in t-
G a u d en s o r S t. D en is). A lp h a b etize a ll su ch  n a m es b a sed  o n  th e letters a ctu a lly  p resen t; d o  n o t g ro u p  th em  b eca u se th ey  a re
sim ila r.

Џ S p a n ish  n a m es. M a n y  S p a n ish  la st n a m es a re co m p o u n d  n a m es co n sistin g  o f a n  in d iv id u a l s p a tern a l a n d  m a tern a l fa m ily  n a m es,
so m etim es jo in ed  b y  th e co n ju n ctio n  y . A lp h a b etize su ch  n a m es u n d er th e first p a rt.

O rtega y G asset, Jos®
Sanchez M endoza, Juana

Џ A ra b ic n a m es. A lp h a b etize A ra b ic la st n a m es th a t b eg in  w ith  th e p a rticle a l- o r el- ( th e ) u n d er th e elem en t fo llo w in g  th e p a rticle.
N a m es th a t b eg in  w ith  A b u , A b d , a n d  Ib n , lik e E n g lish  n a m es b eg in n in g  w ith  M a c o r S a in t, sh o u ld  b e a lp h a b etized  u n d er th ese
term s.

Hakim , Tawfiq al-
Jam al, M uham m ad Ham id al-
 
Abu Zafar Nadvi, Syed
Ibn Saud, Aziz

Џ C h in ese a n d  J a p a n ese n a m es. If a n  a u th o r w ith  a  C h in ese o r J a p a n ese n a m e fo llo w s tra d itio n a l u sa g e (fa m ily  n a m e fo llo w ed  b y
g iv en  n a m e), d o  n o t in v ert th e n a m e o r in sert a  co m m a  b etw een  th e first  a n d  la st  n a m es. If th e a u th o r fo llo w s W estern ized
u sa g e (g iv en  n a m e fo llo w ed  b y  fa m ily  n a m e), trea t th e n a m e a s y o u  w o u ld  a n  E n g lish  n a m e.

Traditional usage W esternized usage

Chao W u-chi Tsou, Tang
Yoshida Shigeru Kurosaw a, Noriaki

18.2.1.3 CATEG O RIZED LISTING S. B eca u se rea d ers fo llo w in g  a  p a ren th etica l cita tio n  w ill h a v e o n ly  a n  a u th o r a n d  a  d a te to  h elp  th em
id en tify  th e relev a n t referen ce list en try , o rg a n ize th e list a s d escrib ed  a b o v e ex cep t in  ra re ca ses. U n d er th e fo llo w in g  circu m sta n ces,
y o u  m a y  co n sid er d iv id in g  th e list in to  sep a ra te ca teg o ries:

Џ If y o u  h a v e m o re th a n  th ree o r fo u r en tries fo r a  sp ecia l ty p e o f so u rce, su ch  a s m a n u scrip ts, a rch iv a l co llectio n s, reco rd in g s, a n d
so  o n , list th em  sep a ra tely  fro m  th e rest o f y o u r en tries.

Џ If it is critica l to  d istin g u ish  p rim a ry  so u rces fro m  seco n d a ry  a n d  tertia ry  o n es, list th e en tries in  sep a ra te sectio n s.

If y o u  ca teg o rize so u rces, in tro d u ce ea ch  sep a ra te sectio n  w ith  a  su b h ea d in g  a n d , if n ecessa ry , a  h ea d n o te. O rd er th e en tries w ith in
ea ch  sectio n  a cco rd in g  to  th e p rin cip les g iv en  a b o v e, a n d  d o  n o t list a  so u rce in  m o re th a n  o n e sectio n  u n less it clea rly  co u ld  b e
ca teg o rized  in  tw o  o r m o re w a y s.

18.2.2 Sources That May Be Omitted

B y  co n v en tio n , y o u  m a y  o m it th e fo llo w in g  ty p es o f so u rces fro m  a  referen ce list:

Џ cla ssica l, m ed iev a l, a n d  ea rly  E n g lish  litera ry  w o rk s (19 .5 .1) a n d  (in  so m e ca ses) w ell-k n o w n  E n g lish -la n g u a g e p la y s (19 .8 .5 .2 )
Џ th e B ib le a n d  o th er sa cred  w o rk s (19 .5 .2 )
Џ w ell-k n o w n  referen ce w o rk s, su ch  a s m a jo r d ictio n a ries a n d  en cy clo p ed ia s (19 .5 .3 )
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Џ a n o n y m o u s u n p u b lish ed  in terv iew s a n d  p erso n a l co m m u n ica tio n s (19 .6 .3 ), in d iv id u a l b lo g  en tries a n d  co m m en ts (19 .7 .2 ), a n d
p o stin g s to  so cia l n etw o rk s (19 .7 .3 ) o r electro n ic d iscu ssio n  g ro u p s o r m a ilin g  lists (19 .7 .4 )

Џ so m e so u rces in  th e v isu a l a n d  p erfo rm in g  a rts, in clu d in g  a rtw o rk s (19 .8 .1) a n d  liv e p erfo rm a n ces (19 .8 .2 )
Џ th e U S  C o n stitu tio n  (19 .9 .5 ) a n d  so m e o th er p u b lic d o cu m en ts (19 .9 )

Y o u  m a y  ch o o se to  in clu d e in  y o u r referen ce list a  sp ecific w o rk  fro m  o n e o f th ese ca teg o ries th a t is critica l to  y o u r a rg u m en t o r
freq u en tly  cited .

18.3 Parenthetical Citations
P a ren th etica l cita tio n s in clu d e en o u g h  in fo rm a tio n  fo r rea d ers to  fin d  th e fu ll cita tio n  in  y o u r referen ce list u su a lly  th e a u th o r s
n a m e, th e d a te o f p u b lica tio n , a n d  (if y o u  a re citin g  a  sp ecific p a ssa g e), a  p a g e n u m b er o r o th er lo ca tin g  in fo rm a tio n . T h e n a m e a n d
d a te m u st m a tch  th o se in  th e relev a n t referen ce list en try  ex a ctly . (N o te th a t b o th  th e elem en ts a n d  th e p u n ctu a tio n  in  p a ren th etica l
cita tio n s a re slig h tly  d ifferen t fro m  th o se u sed  in  b ib lio g ra p h y -sty le p a ren th etica l n o tes, w h ich  a re d escrib ed  in  16 .4 .3 ; d o  n o t
co n fu se o r co m b in e th e tw o  sty les.)

18.3.1 Placement in Text

W h en ev er y o u  refer to  o r o th erw ise u se m a teria l fro m  a  so u rce, y o u  m u st in sert in to  y o u r tex t a  p a ren th etica l cita tio n  w ith  b a sic
id en tify in g  in fo rm a tio n  a b o u t th a t so u rce. N o rm a lly , th e p a ren th etica l cita tio n  sh o u ld  b e p la ced  a t th e en d  o f th e sen ten ce o r cla u se
co n ta in in g  th e q u o ta tio n  o r o th er m a teria l. B u t if th e a u th o r s n a m e is m en tio n ed  in  th e tex t, p u t th e rest o f th e cita tio n  (in
p a ren th eses) im m ed ia tely  a fter th e a u th o r s n a m e. T h e clo sin g  p a ren th esis p reced es a  co m m a , p erio d , o r o th er p u n ctu a tio n  m a rk
w h en  th e q u o ta tio n  is ru n  in to  th e tex t. S ee a lso  2 5 .2 .

òW hat on introspection seem s to happen im m ediately and without effort is often a com plex sym phony of processes that take tim e to
com pleteó (LeDoux 2003, 116).

W hile one school claim s that òm aterial culture m ay be the m ost objective source of inform ation we have concerning Am ericaõs pastó
(Deetz 1996, 259), others disagree.

The color blue becam e m ore prom inent in the eighteenth century (Pastoureau 2001, 124).

According to G ould (2007, 428), the song òspreads a deadpan Liverpudlian irony over the m ost clich®d sentim ent in all of popular
m usic.ó

W ith  a  b lo ck  q u o ta tio n , h o w ev er, th e p a ren th etica l cita tio n  fo llo w s th e term in a l p u n ctu a tio n  m a rk .

He concludes with the following observation:

The new society that I sought to depict and that I wish to judge is only being born. Tim e has not yet fixed its form ; the great
revolution that created it still endures, and in what is happening in our day it is alm ost im possible to discern what will pass away
with the revolution itself and what will rem ain after it. (Tocqueville 2000, 673)

S ee fig u re A .11 fo r a  sa m p le p a g e o f tex t w ith  p a ren th etica l cita tio n s.

18.3.2 Special Elements and Format Issues

T h e b a sic p a ttern  fo r p a ren th etica l cita tio n s is d escrib ed  in  18 .1, a n d  tem p la tes fo r sev era l co m m o n  ty p es o f so u rces a p p ea r in  fig u re
18 .1. T h is sectio n  co v ers sp ecia l elem en ts th a t m a y  n eed  to  b e in clu d ed  a n d  sp ecia l fo rm a t issu es th a t m a y  a rise in  p a ren th etica l
cita tio n s o f a ll ty p es.

In  th e fo llo w in g  situ a tio n s, trea t th e n a m e o f a n  ed ito r, tra n sla to r, o r o th er co m p iler o f a  w o rk  a s y o u  w o u ld  a n  a u th o r s n a m e,
u n less o th erw ise sp ecified .

18.3.2.1 AUTHO RS W ITH SAM E LAST NAM E. If y o u  cite w o rk s b y  m o re th a n  o n e a u th o r w ith  th e sa m e la st n a m e, a d d  th e a u th o r s first
in itia l to  ea ch  p a ren th etica l cita tio n , ev en  if th e d a tes a re d ifferen t. If th e in itia ls a re th e sa m e, sp ell o u t th e first n a m es.

(J. Sm ith 2011, 140)
(T. Sm ith 2008, 25ð26)
 
(Howard Bloom  2005, 15)
(Harold Bloom  2010, 270)

18.3.2.2 W O RKS W ITH SAM E AUTHO R AND DATE. If y o u  cite m o re th a n  o n e w o rk  p u b lish ed  in  th e sa m e y ea r b y  a n  a u th o r o r g ro u p  o f
a u th o rs n a m ed  in  th e sa m e o rd er, a rra n g e th e en tries a lp h a b etica lly  b y  title in  y o u r referen ce list a n d  a d d  th e letters a , b , c, a n d  so
fo rth  to  th e y ea r (see 18 .2 .1.1). U se th e sa m e d esig n a tio n s in  y o u r p a ren th etica l cita tio n s (letters set in  ro m a n  ty p e, w ith o u t a n
in terv en in g  sp a ce a fter th e d a te).

(Davis 2009a, 74)
(Davis 2009b, 59ð60)

18.3.2.3 NO  AUTHO R. If y o u  cite a  b o o k  o r jo u rn a l a rticle w ith o u t a n  a u th o r, u se th e title in  p la ce o f th e a u th o r in  y o u r referen ce list (see
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18 .2 .1). In  p a ren th etica l cita tio n s, u se a  sh o rten ed  title co m p o sed  o f u p  to  fo u r d istin ctiv e w o rd s fro m  th e fu ll title, a n d  p rin t th e title
in  ita lics o r ro m a n  a s in  th e referen ce list.

(Account of O perations 1870ð1910)
(òG reat Trigonom etrical Surveyó 1863, 26)

F o r m a g a zin e a n d  n ew sp a p er a rticles w ith o u t a u th o rs, u se th e title o f th e m a g a zin e o r n ew sp a p er in  p la ce o f th e a u th o r in  b o th
lo ca tio n s (see 19 .3  a n d  19 .4 ). F o r o th er ty p es o f so u rces, see th e relev a n t sectio n  in  ch a p ter 19  fo r g u id a n ce; if n o t sta ted  o th erw ise,
u se a  sh o rten ed  title in  th is p o sitio n .

18.3.2.4 NO  DATE. If y o u  cite a  p u b lish ed  w o rk  w ith o u t a  d a te, u se th e d esig n a tio n  n .d . ( n o  d a te ) in  p la ce o f th e d a te in  b o th  y o u r
referen ce list a n d  p a ren th etica l cita tio n s. U se ro m a n  ty p e a n d  lo w erca se letters.

(Sm ith n.d., 5)

F o r o th er ty p es o f so u rces, see th e relev a n t sectio n  in  ch a p ter 19  fo r g u id a n ce.

18.3.2.5 M O RE THAN O NE W O RK CITED. If y o u  cite sev era l so u rces to  m a k e a  sin g le p o in t, g ro u p  th em  in to  a  sin g le p a ren th etica l cita tio n .
L ist th em  a lp h a b etica lly , ch ro n o lo g ica lly , o r in  o rd er o f im p o rta n ce (d ep en d in g  o n  th e co n tex t), a n d  sep a ra te th em  w ith  sem ico lo n s.

Several theorists disagreed strongly with this position (Arm strong and M alacinski 2003; Pickett and W hite 2009; Beigl 2010).

18.3.3 Footnotes and Parenthetical Citations

If y o u  w ish  to  m a k e su b sta n tiv e co m m en ts o n  th e tex t, u se fo o tn o tes in stea d  o f p a ren th etica l cita tio n s. S ee 16 .3 .2 16 .3 .4  fo r n o te
p la cem en t, n u m b erin g , a n d  fo rm a t. T o  cite a  so u rce w ith in  a  fo o tn o te, u se th e n o rm a l p a ren th etica l cita tio n  fo rm .

N:      10. As M ichael Pollan (2007, 374) observed, òW e donõt know the m ost basic things about m ushroom s.ó
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19     Author-D ate Style: Citing Specific Types of Sources

19 .1   B o o k s

19.1.1   Authorõs Nam e
19.1.2   Date of Publication
19.1.3   Title
19.1.4   Edition
19.1.5   Volum e
19.1.6   Series
19.1.7   Facts of Publication
19.1.8   Page Num bers and O ther Locators
19.1.9   Chapters and O ther Parts of a Book
19.1.10 Electronic Books

19 .2    J o u rn a l A rticles

19.2.1   Authorõs Nam e
19.2.2   Date of Publication
19.2.3   Article Title
19.2.4   Journal Title
19.2.5   Issue Inform ation
19.2.6   Page Num bers
19.2.7   Special Issues and Supplem ents

19 .3    M a g a zin e A rticles

19 .4    N ew sp a p er A rticles

19.4.1   Nam e of Newspaper
19.4.2   Citing Newspapers in Reference Lists and Parentheses
19.4.3   Citing Newspapers in Text

19 .5    A d d itio n a l T y p es o f P u b lish ed  S o u rces

19.5.1   Classical, M edieval, and Early English Literary W orks
19.5.2   The Bible and O ther Sacred W orks
19.5.3   Reference W orks
19.5.4   Reviews
19.5.5   Abstracts
19.5.6   Pam phlets and Reports
19.5.7   M icroform  Editions
19.5.8   CD-RO M s or DVD-RO M s
19.5.9   O nline Collections

19 .6    U n p u b lish ed  S o u rces

19.6.1   Theses and Dissertations
19.6.2   Lectures and Papers Presented at M eetings
19.6.3   Interviews and Personal Com m unications
19.6.4   M anuscript Collections

19 .7    W eb sites, B lo g s, S o cia l N etw o rk s, a n d  D iscu ssio n  G ro u p s
19.7.1   W ebsites
19.7.2   Blog Entries and Com m ents
19.7.3   Social Networking Services
19.7.4   Electronic Discussion G roups and M ailing Lists

19 .8    S o u rces in  th e V isu a l a n d  P erfo rm in g  A rts

19.8.1   Artworks and G raphics
19.8.2   Live Perform ances
19.8.3   M ovies, Television, Radio, and the Like
19.8.4   Sound Recordings
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19.8.5   Texts in the Visual and Perform ing Arts

19 .9    P u b lic D o cu m en ts

19.9.1   Elem ents to Include, Their O rder, and How to Form at Them
19.9.2   Congressional Publications
19.9.3   Presidential Publications
19.9.4   Publications of G overnm ent Departm ents and Agencies
19.9.5   US Constitution
19.9.6   Treaties
19.9.7   Legal Cases
19.9.8   State and Local G overnm ent Docum ents
19.9.9   Canadian G overnm ent Docum ents
19.9.10 British G overnm ent Docum ents
19.9.11 Publications of International Bodies
19.9.12 Unpublished G overnm ent Docum ents
19.9.13 O nline Public Docum ents

19 .10  O n e S o u rce Q u o ted  in  A n o th er

C h a p ter 18  p resen ts a n  o v erv iew  o f th e b a sic p a ttern  fo r cita tio n s in  th e a u th o r-d a te sty le, in clu d in g  b o th  referen ce list en tries a n d
p a ren th etica l cita tio n s. If y o u  a re n o t fa m ilia r w ith  th is cita tio n  sty le, rea d  th a t ch a p ter b efo re co n su ltin g  th is o n e.

T h is ch a p ter p ro v id es d eta iled  in fo rm a tio n  o n  th e fo rm  o f referen ce list en tries (a n d , to  a  lesser ex ten t, p a ren th etica l cita tio n s)
fo r a  w id e ra n g e o f so u rces. It sta rts w ith  th e m o st co m m o n ly  cited  so u rces b o o k s a n d  jo u rn a l a rticles b efo re a d d ressin g  a  w id e
v a riety  o f o th er so u rces. T h e sectio n s o n  b o o k s (19 .1) a n d  jo u rn a l a rticles (19 .2 ) d iscu ss v a ria tio n s in  su ch  elem en ts a s a u th o rs
n a m es a n d  titles o f w o rk s in  g rea ter d ep th  th a n  sectio n s o n  less co m m o n  so u rces.

E x a m p les o f electro n ic v ersio n s o f m o st ty p es o f so u rces a re in clu d ed  a lo n g sid e o th er ty p es o f ex a m p les. E lectro n ic b o o k s a re
d iscu ssed  a t 19 .1.10 . W eb sites, b lo g s, a n d  so cia l-n etw o rk in g  serv ices a re d iscu ssed  in  19 .7 .

M o st sectio n s in clu d e g u id elin es a n d  ex a m p les fo r referen ce list en tries (id en tified  w ith  a n  R ). S in ce m o st p a ren th etica l cita tio n s
fo llo w  th e b a sic p a ttern  d escrib ed  in  ch a p ter 18 , th ey  a re d iscu ssed  h ere (P ) o n ly  fo r cla rifica tio n  o r if u n u su a l elem en ts m ig h t ca u se
co n fu sio n  in  p rep a rin g  a  p a ren th etica l cita tio n  (fo r ex a m p le, w h en  a  w o rk  h a s n o  a u th o r).

If y o u  ca n n o t fin d  a n  ex a m p le in  th is ch a p ter, co n su lt ch a p ter 15  o f T h e C h ica g o  M a n u a l o f S ty le, 16 th  ed itio n  (2 0 10 ). Y o u  m a y
a lso  crea te y o u r o w n  sty le, a d a p ted  fro m  th e p rin cip les a n d  ex a m p les g iv en  h ere. M o st in stru cto rs, d ep a rtm en ts, a n d  u n iv ersities
a ccep t su ch  a d a p ta tio n s, a s lo n g  a s y o u  u se th em  co n sisten tly .

19.1 Books
C ita tio n s o f b o o k s m a y  in clu d e a  w id e ra n g e o f elem en ts. M a n y  o f th e v a ria tio n s in  elem en ts d iscu ssed  in  th is sectio n  a re a lso
relev a n t to  o th er ty p es o f so u rces.

19.1.1 Authors Name

In  y o u r referen ce list, g iv e th e n a m e o f ea ch  a u th o r (a n d  ed ito r, tra n sla to r, o r o th er co n trib u to r) ex a ctly  a s it a p p ea rs o n  th e title
p a g e, a n d  in  th e sa m e o rd er. If a  n a m e in clu d es m o re th a n  o n e in itia l, u se sp a ces b etw een  th em  (see 2 4 .2 .1). P u t th e first-listed
a u th o r s n a m e in  in v erted  o rd er (la st n a m e first), ex cep t fo r so m e n o n -E n g lish  n a m es a n d  o th er ca ses ex p la in ed  in  18 .2 .1.2 . N a m es
o f a n y  a d d itio n a l a u th o rs sh o u ld  fo llo w  b u t sh o u ld  n o t b e in v erted .

R:  M urav, Harriet. 2011. M usic from  a Speeding Train: Jewish Literature in Post-revolution Russia. Stanford, CA: Stanford
University Press.

Barker-Benfield, G . J. 2010. Abigail and John Adam s: The Am ericanization of Sensibility. Chicago: University of Chicago Press.
Kinder, Donald R., and Allison Dale-Riddle. 2012. The End of Race? O bam a, 2008, and Racial Politics in Am erica. New Haven,

CT: Yale University Press.

In  p a ren th etica l cita tio n s, u se o n ly  th e a u th o r s la st n a m e, ex a ctly  a s g iv en  in  th e referen ce list. F o r w o rk s w ith  th ree o r m o re
a u th o rs, see fig u re 18 .1.

P:  (M urav 2011, 219ð20)
(Barker-Benfield 2010, 499)
(Kinder and Dale-Riddle 2010, 47)

19.1.1.1 EDITO R O R TRANSLATO R IN ADDITIO N TO  AN AUTHO R. If a  title p a g e lists a n  ed ito r o r a  tra n sla to r in  a d d itio n  to  a n  a u th o r, trea t
th e a u th o r s n a m e a s d escrib ed  a b o v e. A d d  th e ed ito r o r tra n sla to r s n a m e a fter th e b o o k s title. If th ere is a  tra n sla to r a s w ell a s a n
ed ito r, list th e n a m es in  th e sa m e o rd er a s o n  th e title p a g e o f th e o rig in a l.

In  referen ce list en tries, in sert th e p h ra se E d ited  b y  o r T ra n sla ted  b y  b efo re th e ed ito r s o r tra n sla to r s n a m e.

R:  Elizabeth I. 2000. Collected W orks. Edited by Leah S. M arcus, Janel M ueller, and M ary Beth Rose. Chicago: University of
Chicago Press.
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Hegel, G eorg W ilhelm  Friedrich. 2010. The Science of Logic. Edited and translated by G eorge di G iovanni. Cam bridge:
Cam bridge University Press.

Jitrik, No®. 2005. The No® Jitrik Reader. Selected Essays on Latin Am erican Literature. Edited by Daniel Balderston. Translated
by Susan E. Benner. Durham , NC: Duke University Press.

W h en  a  title p a g e id en tifies a n  ed ito r o r tra n sla to r w ith  a  co m p lica ted  d escrip tio n , su ch  a s E d ited  w ith  a n  In tro d u ctio n  a n d
N o tes b y  o r T ra n sla ted  w ith  a  F o rew o rd  b y ,  y o u  ca n  sim p lify  th is p h ra se to  ed ited  b y  o r tra n sla ted  b y  a n d  fo llo w  th e a b o v e
ex a m p les. In  g en era l, if a  fo rew o rd  o r a n  in tro d u ctio n  is w ritten  b y  so m eo n e o th er th a n  th e a u th o r, y o u  n eed  n o t m en tio n  th a t
p erso n  u n less y o u  cite th a t p a rt sp ecifica lly  (see 19 .1.9 ).

In  p a ren th etica l cita tio n s, d o  n o t in clu d e th e n a m e o f a n  ed ito r o r tra n sla to r if th e w o rk  a p p ea rs in  y o u r referen ce list u n d er th e
a u th o r s n a m e.

P:  (Elizabeth I 2000, 102ð4)
(Hegel 2010, 642ð43)
(Jitrik, 189)

19.1.1.2 EDITO R O R TRANSLATO R IN PLACE O F AN AUTHO R. W h en  a n  ed ito r o r a  tra n sla to r is listed  o n  a  b o o k s title p a g e in stea d  o f a n
a u th o r, u se th a t p erso n s n a m e in  th e a u th o r s slo t. T rea t it a s y o u  w o u ld  a n  a u th o r s n a m e (see a b o v e), b u t in  th e referen ce list, a d d
th e a b b rev ia tio n  ed . o r tra n s. fo llo w in g  th e n a m e. If th ere a re m u ltip le ed ito rs o r tra n sla to rs, u se ed s. o r tra n s. (sin g u la r a n d  p lu ra l)
a n d  fo llo w  th e p rin cip les fo r m u ltip le a u th o rs sh o w n  in  fig u re 18 .1.

R:  Heaney, Seam us, trans. 2000. Beowulf: A New Verse Translation. New York: W . W . Norton.
M akhulu, Anne-M aria, Beth A. Buggenhagen, and Stephen Jackson, eds. 2010. Hard W ork, Hard Tim es: G lobal Volatility and

African Subjectivities. Berkeley: University of California Press.

P:  (Heaney 2000, 55)
(M akhulu, Buggenhagen, and Jackson 2010, viiiðix)

19.1.1.3 O RG ANIZATIO N AS AUTHO R. If a  p u b lica tio n  issu ed  b y  a n  o rg a n iza tio n , a sso cia tio n , co m m issio n , o r co rp o ra tio n  h a s n o  p erso n a l
a u th o r s n a m e o n  th e title p a g e, list th e o rg a n iza tio n  itself a s a u th o r, ev en  if it is a lso  g iv en  a s p u b lish er. F o r p u b lic d o cu m en ts, see
19 .9 .

R:  Am erican Bar Association. 2010. The 2010 Federal Rules Book. Chicago: Am erican Bar Association.

P:  (Am erican Bar Association 2010, 221)

19.1.1.4 PSEUDO NYM . T rea t a  w id ely  reco g n ized  p seu d o n y m  a s if it w ere th e a u th o r s rea l n a m e. If th e n a m e listed  a s th e a u th o r s is
k n o w n  to  b e a  p seu d o n y m  b u t th e rea l n a m e is u n k n o w n , a d d  p seu d . in  b ra ck ets a fter th e p seu d o n y m  in  a  referen ce list en try ,
th o u g h  n o t in  a  p a ren th etica l cita tio n .

R:  Twain, M ark. 1899. The Prince and the Pauper: A Tale for Young People of All Ages. New York: Harper and Brothers.
Centinel [pseud.]. 1981. òLetters.ó In The Com plete Anti-Federalist, edited by Herbert J. Storing. Chicago: University of Chicago

Press.

P:  (Twain 1899, 34)
(Centinel 1981, 2)

19.1.1.5 ANO NYM O US AUTHO R. If th e a u th o rsh ip  is k n o w n  o r g u essed  a t b u t o m itted  fro m  th e b o o k s title p a g e, in clu d e th e n a m e in
b ra ck ets (w ith  a  q u estio n  m a rk  if th ere is u n certa in ty ). If th e a u th o r o r ed ito r is u n k n o w n , a v o id  th e u se o f A n o n y m o u s in  p la ce o f a
n a m e a n d  b eg in  th e referen ce list en try  w ith  th e title. In  p a ren th etica l cita tio n s, u se a  sh o rten ed  title (see 18 .3 .2 ).

R:  [Cook, Ebenezer?]. 1730. Sofweed Redivivus, or The Planterõs Looking-G lass. Annapolis.
A True and Sincere Declaration of the Purpose and Ends of the Plantation Begun in Virginia, of the Degrees W hich It Hath

Received, and M eans by W hich It Hath Been Advanced. 1610. London.

P:  ([Ebenezer Cook?] 1730, 5ð6)
(True and Sincere Declaration 1610, 17)

19.1.2 Date of Publication

T h e p u b lica tio n  d a te fo r a  b o o k  co n sists o n ly  o f a  y ea r, n o t a  m o n th  o r d a y , a n d  is u su a lly  id en tica l to  th e co p y rig h t d a te. It g en era lly
a p p ea rs o n  th e co p y rig h t p a g e a n d  so m etim es o n  th e title p a g e.

In  a  referen ce list en try , set o ff th e d a te a s its o w n  elem en t w ith  p erio d s. In  a  p a ren th etica l cita tio n , p u t it a fter th e a u th o r s n a m e
w ith o u t in terv en in g  p u n ctu a tio n .

R:  Franz®n, Johan. 2011. Red Star over Iraq: Iraqi Com m unism  before Saddam . New York: Colum bia University Press.

P:  (Franz®n 2011, 186)

R ev ised  ed itio n s a n d  rep rin ts m a y  in clu d e m o re th a n  o n e co p y rig h t d a te. In  th is ca se, th e m o st recen t in d ica tes th e p u b lica tio n
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d a te fo r ex a m p le, 2 0 10  in  th e strin g   19 9 2 , 2 0 0 3 , 2 0 10 .  S ee 19 .1.4  fo r citin g  p u b lica tio n  d a tes in  su ch  w o rk s.
If y o u  ca n n o t d eterm in e th e p u b lica tio n  d a te o f a  p rin ted  w o rk , u se th e a b b rev ia tio n  n .d . in  p la ce o f th e y ea r. If n o  d a te is

p ro v id ed  b u t y o u  b eliev e y o u  k n o w  it, y o u  m a y  a d d  it in  b ra ck ets, w ith  a  q u estio n  m a rk  to  in d ica te u n certa in ty .

R:  Agnew, John. n.d. A Book of Virtues. Edinburgh.
M iller, Sam uel. [1750?]. Another Book of Virtues. Boston.

P:  (Agnew n.d., 5)
(M iller [1750?], 5)

If a  b o o k  is u n d er co n tra ct w ith  a  p u b lish er a n d  is a lrea d y  titled  b u t th e d a te o f p u b lica tio n  is n o t y et k n o w n , u se fo rth co m in g  in
p la ce o f th e d a te. T o  a v o id  co n fu sio n , in clu d e a  co m m a  a fter th e a u th o r s n a m e in  a  p a ren th etica l cita tio n  o f th is ty p e. T rea t a n y  b o o k
n o t y et u n d er co n tra ct a s a n  u n p u b lish ed  m a n u scrip t (see 19 .6 ).

R:  Author, Jane Q . Forthcom ing. Book Title. Place of Publication: Publisherõs Nam e.
P:  (Author, forthcom ing, 16)

19.1.3 Title

L ist co m p lete b o o k  titles a n d  su b titles in  referen ce list en tries. Ita licize b o th , a n d  sep a ra te th e title fro m  th e su b title w ith  a  co lo n . If
th ere a re tw o  su b titles, u se a  co lo n  b efo re th e first a n d  a  sem ico lo n  b efo re th e seco n d .

R:  G oldm ark, Daniel, and Charlie Keil. 2011. Funny Pictures: Anim ation and Com edy in Studio-Era Hollywood. Berkeley: University
of California Press.

Ahm ed, Leila. 1999. A Border Passage: From  Cairo to Am erica; A W om anõs Journey. New York: Farrar, Straus and G iroux,
1999.

C a p ita lize a ll titles a n d  su b titles h ea d lin e sty le; th a t is, ca p ita lize th e first letter o f th e first a n d  la st w o rd s o f th e title a n d  su b title
a n d  a ll m a jo r w o rd s. F o r fo reig n -la n g u a g e titles, u se sen ten ce-sty le ca p ita liza tio n ; th a t is, ca p ita lize o n ly  th e first letter o f th e first
w o rd  o f th e title a n d  su b title a n d  a n y  p ro p er n o u n s a n d  p ro p er a d jectiv es th a t w o u ld  b e ca p ita lized  u n d er th e co n v en tio n s o f th e
o rig in a l la n g u a g e (in  so m e R o m a n ce la n g u a g es, p ro p er a d jectiv es a n d  so m e p ro p er n o u n s a re n o t ca p ita lized ). (S ee 2 2 .3 .1 fo r a  m o re
d eta iled  d iscu ssio n  o f th e tw o  sty les.)

(headline style) How to Do It: G uides to G ood Living for Renaissance Italians

(sentence style) De serm one am atorio apud latinos elegiarum  scriptores

P reserv e th e sp ellin g , h y p h en a tio n , a n d  p u n ctu a tio n  o f th e o rig in a l title, w ith  tw o  ex cep tio n s: ch a n g e w o rd s in  fu ll ca p ita ls
(ex cep t fo r in itia lism s o r a cro n y m s; see ch a p ter 2 4 ) to  u p p er- a n d  lo w erca se, a n d  ch a n g e a n  a m p ersa n d  (& ) to  a n d . S p ell o u t
n u m b ers o r g iv e th em  a s n u m era ls a cco rd in g  to  th e o rig in a l (tw elfth  cen tu ry  o r 12 th  cen tu ry ) u n less th ere is a  g o o d  rea so n  to  m a k e
th em  co n sisten t w ith  o th er titles in  th e list.

F o r titles o f ch a p ters a n d  o th er p a rts o f a  b o o k , see 19 .1.9 .

19.1.3.1 SPECIAL ELEM ENTS IN TITLES. S ev era l elem en ts in  titles req u ire sp ecia l ty p o g ra p h y .

Џ D a tes. U se a  co m m a  to  set o ff d a tes a t th e en d  o f a  title o r su b title, ev en  if th ere is n o  p u n ctu a tio n  in  th e o rig in a l so u rce. B u t if th e
so u rce in tro d u ces th e d a tes w ith  a  p rep o sitio n  (fo r ex a m p le, fro m  19 2 0  to  19 4 5 ) o r a  co lo n , d o  n o t a d d  a  co m m a .

R:  Hayes, Rom ain. 2011. Subhas Chandra Bose in Nazi G erm any: Politics, Intelligence, and Propaganda, 1941ð43. New York:
Colum bia University Press.

Sorenson, John L., and Carl L. Johannessen. 2009. W orld Trade and Biological Exchanges before 1492. Bloom ington, IN:
iUniverse.

Џ T itles w ith in  titles. W h en  th e title o f a  w o rk  th a t w o u ld  n o rm a lly  b e ita licized  a p p ea rs w ith in  th e ita licized  title o f a n o th er, en clo se
th e q u o ted  title in  q u o ta tio n  m a rk s. If th e title-w ith in -a -title w o u ld  n o rm a lly  b e en clo sed  in  q u o ta tio n  m a rk s, k eep  th e q u o ta tio n
m a rk s.

R:  Ladenson, Elisabeth. 2007. Dirt for Artõs Sake: Books on Trial from  òM adam e Bovaryó to òLolita.ó Ithaca, NY: Cornell University
Press.

M cHugh, Roland. 1991. Annotations to òFinnegans W ake.ó 2nd ed. Baltim ore: Johns Hopkins University Press.

H o w ev er, w h en  th e en tire m a in  title o f a  b o o k  co n sists o f a  q u o ta tio n  o r a  title w ith in  a  title, d o  n o t en clo se it in  q u o ta tio n  m a rk s.

R:  Swope, Sam . 2004. I Am  a Pencil: A Teacher, His Kids, and Their W orld of Stories. New York: Henry Holt.
W ilde, O scar. 2011. The Picture of Dorian G ray: An Annotated, Uncensored Edition. Edited by Nicholas Frankel. Cam bridge,

M A: Harvard University Press.

Џ Ita licized  term s. W h en  a n  ita licized  title in clu d es term s n o rm a lly  ita licized  in  tex t, su ch  a s sp ecies n a m es o r n a m es o f sh ip s, set th e
term s in  ro m a n  ty p e.
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R:  Pennington, T. Hugh. 2003. W hen Food Kills: BSE, E. coli, and Disaster Science. New York: O xford University Press.
Lech, Raym ond B. 2001. The Tragic Fate of the U.S.S. Indianapolis: The U.S. Navyõs W orst Disaster at Sea. New York: Cooper

Square Press.

Џ Q u estio n  m a rk s a n d  ex cla m a tio n  p o in ts. W h en  a  title o r a  su b title en d s w ith  a  q u estio n  m a rk  o r a n  ex cla m a tio n  p o in t, n o  o th er
p u n ctu a tio n  n o rm a lly  fo llo w s (b u t see 2 1.12 .1).

R:  Allen, Jafari S. 2011. iVencerem os? The Erotics of Black Self-M aking in Cuba. Durham , NC: Duke University Press.
W olpert, Stanley. 2010. India and Pakistan: Continued Conflict or Cooperation? Berkeley: University of California Press.

19.1.3.2 O LDER TITLES. F o r titles o f w o rk s p u b lish ed  in  th e eig h teen th  cen tu ry  o r ea rlier, reta in  th e o rig in a l p u n ctu a tio n  a n d  sp ellin g .
A lso  reta in  th e o rig in a l ca p ita liza tio n , ev en  if it d o es n o t fo llo w  h ea d lin e sty le. W o rd s in  a ll ca p ita l letters, h o w ev er, sh o u ld  b e g iv en
in  u p p er- a n d  lo w erca se. If th e title is v ery  lo n g , y o u  m a y  sh o rten  it, b u t p ro v id e en o u g h  in fo rm a tio n  fo r rea d ers to  fin d  th e fu ll title
in  a  lib ra ry  o r p u b lish er s ca ta lo g . In d ica te o m issio n s in  su ch  titles b y  th ree ellip sis d o ts. If th e o m issio n  co m es a t th e en d  o f a  title,
u se a  p erio d  a n d  th ree ellip sis d o ts.

R:  Ray, John. 1673. O bservations Topographical, M oral, and Physiological: M ade in a Journey Through part of the Low-Countries,
G erm any, Italy, and France: with A Catalogue of Plants not Native of England é  W hereunto is added A Brief Account of
Francis W illughby, Esq., his Voyage through a great part of Spain. [London].

Escalante, Bernardino. 1579. A Discourse of the Navigation which the Portugales doe m ake to the Realm es and Provinces of
the East Partes of the W orlde.é  Translated by John Fram pton. London.

19.1.3.3 NO N-ENG LISH TITLES. U se sen ten ce-sty le ca p ita liza tio n  fo r n o n -E n g lish  titles, fo llo w in g  th e ca p ita liza tio n  p rin cip les fo r p ro p er
n o u n s w ith in  th e relev a n t la n g u a g e. If y o u  a re u n fa m ilia r w ith  th ese p rin cip les, co n su lt a  relia b le so u rce.

R:  G ouguenheim , Sylvain. 2008. Aristote au M ont-Saint-M ichel: Les racines grecques de IõEurope chr®tienne. Paris: £ditions du
Seuil.

Piletiĺ Stojanoviĺ, Ljiljana, ed. 1971. G utfreund i eġki kubizam . Belgrade: M uzej savrem ene um etnosti.
Kelek, Necla. 2006. Die frem de Braut: Ein Bericht aus dem  Inneren des t¿rkischen Lebens in Deutschland. M unich: G oldm ann

Verlag.

If y o u  a d d  th e E n g lish  tra n sla tio n  o f a  title, p la ce it a fter th e o rig in a l. E n clo se it in  b ra ck ets, w ith o u t ita lics o r q u o ta tio n  m a rk s,
a n d  ca p ita lize it sen ten ce sty le.

R:  W ereszycki, Henryk. 1977. Koniec sojuszu trzech cesarzy [The end of the Three Em perorsõ League]. W arsaw: PW N.
Yu G uom ing. 2011. Zhongguo chuan m ei fa zhan qian yan tan suo [New perspectives on news and com m unication]. Beijing: Xin

hua chu ban she.

If y o u  n eed  to  cite b o th  th e o rig in a l a n d  a  tra n sla tio n , u se o n e o f th e fo llo w in g  fo rm s, d ep en d in g  o n  w h eth er y o u  w a n t to  fo cu s
rea d ers o n  th e o rig in a l o r th e tra n sla tio n .

R:  Furet, Francois. 1995. Le pass® dõune illusion. Paris: £ditions Robert Laffont. Translated by Deborah Furet as The Passing of an
Illusion (Chicago: University of Chicago Press, 1999).

or
 

Furet, Franois. 1999. The Passing of an Illusion. Translated by Deborah Furet. Chicago: University of Chicago Press. O riginally
published as Le pass® dõune illusion (Paris: Editions Robert Laffont, 1995).

19.1.4 Edition

S o m e w o rk s a re p u b lish ed  in  m o re th a n  o n e ed itio n . E a ch  ed itio n  d iffers in  co n ten t o r fo rm a t o r b o th . A lw a y s cite th e ed itio n  y o u
a ctu a lly  co n su lted  (u n less it is a  first ed itio n , w h ich  is u su a lly  n o t la b eled  a s su ch ).

19.1.4.1 REVISED EDITIO NS. W h en  a  b o o k  is reissu ed  w ith  sig n ifica n t co n ten t ch a n g es, it m a y  b e ca lled  a  rev ised  ed itio n  o r a  seco n d
(o r su b seq u en t) ed itio n . T h is in fo rm a tio n  u su a lly  a p p ea rs o n  th e b o o k s title p a g e a n d  is rep ea ted , a lo n g  w ith  th e d a te o f th e ed itio n ,
o n  th e co p y rig h t p a g e.

W h en  y o u  cite a n  ed itio n  o th er th a n  th e first, in clu d e th e n u m b er o r d escrip tio n  o f th e ed itio n  a fter th e title. A b b rev ia te su ch
w o rd in g  a s S eco n d  E d itio n , R ev ised  a n d  E n la rg ed  a s 2 n d  ed .; a b b rev ia te R ev ised  E d itio n  a s R ev . ed . In clu d e th e p u b lica tio n  d a te
o n ly  o f th e ed itio n  y o u  a re citin g , n o t o f a n y  p rev io u s ed itio n s (see 19 .1.2 ).

R:  Foley, Douglas E. 2010. Learning Capitalist Culture: Deep in the Heart of Tejas. 2nd ed. Philadelphia: University of Pennsylvania
Press.

Levitt, Steven D., and Stephen J. Dubner. 2006. Freakonom ics: A Rogue Econom ist Explores the Hidden Side of Everything.
Rev. ed. New York: W illiam  M orrow.

19.1.4.2 REPRINT EDITIO NS. M a n y  b o o k s a re reissu ed  o r p u b lish ed  in  m o re th a n  o n e fo rm a t fo r ex a m p le, in  a  p a p erb a ck  ed itio n  (b y
th e o rig in a l p u b lish er o r a  d ifferen t p u b lish er) o r in  electro n ic fo rm  (see 19 .1.10 ). A lw a y s reco rd  th e fa cts o f p u b lica tio n  fo r th e
v ersio n  y o u  co n su lted . If th e ed itio n  y o u  co n su lted  w a s p u b lish ed  m o re th a n  a  y ea r o r tw o  a fter th e o rig in a l ed itio n , y o u  m a y  in clu d e
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th e d a te o f th e o rig in a l (see 19 .1.2 ) in  p a ren th eses in  th e referen ce list en try .

R:  Jarrell, Randall. 2010. Pictures from  an Institution: A Com edy. Chicago: University of Chicago Press. (O rig. pub. 1954.)

P:  (Jarrell 2010, 79ð80)

If th e rep rin t is a  m o d ern  p rin tin g  o f a  cla ssic w o rk , y o u  sh o u ld  still cite th e rep rin t ed itio n , b u t if th e o rig in a l p u b lica tio n  d a te is
im p o rta n t in  th e co n tex t o f y o u r p a p er, in clu d e it in  b ra ck ets b efo re th e rep rin t d a te in  b o th  y o u r referen ce list a n d  y o u r
p a ren th etica l cita tio n s.

R:  Dickens, Charles. 2011. Pictures from  Italy. Cam bridge: Cam bridge University Press. (O rig. pub. 1846.)

P:  (Dickens 2011, 10)

or

R:  Dickens, Charles. [1846] 2011. Pictures from  Italy. Cam bridge: Cam bridge University Press.

P:  (Dickens [1846] 2011, 10)

19.1.5 Volume

If a  b o o k  is p a rt o f a  m u ltiv o lu m e w o rk , in clu d e th is in fo rm a tio n  in  y o u r cita tio n s.

19.1.5.1 SPECIFIC VO LUM E. T o  cite a  sp ecific v o lu m e th a t ca rries its o w n  title, list th e title fo r th e m u ltiv o lu m e w o rk  a s a  w h o le, fo llo w ed
b y  th e v o lu m e n u m b er a n d  title o f th e sp ecific v o lu m e. A b b rev ia te v o l. a n d  u se a ra b ic n u m b ers fo r v o lu m e n u m b ers.

R:  Naficy, Ham id. 2011. A Social History of Iranian Cinem a. Vol. 2, The Industrializing Years, 1941ð1978. Durham , NC: Duke
University Press.

If th e v o lu m es a re n o t in d iv id u a lly  titled , list ea ch  v o lu m e th a t y o u  cite in  th e referen ce list (see a lso  19 .1.5 .2 ). In  a  p a ren th etica l
cita tio n , p u t th e sp ecific v o lu m e n u m b er im m ed ia tely  b efo re th e p a g e n u m b er, sep a ra ted  b y  a  co lo n  a n d  n o  in terv en in g  sp a ce.

R:  Byrne, M uriel St. Clare, ed. 1981. The Lisle Letters. Vols. 1 and 4. Chicago: University of Chicago Press.

P:  (Byrne 1981, 4:243)

S o m e m u ltiv o lu m e w o rk s h a v e b o th  a  g en era l ed ito r a n d  in d iv id u a l ed ito rs o r a u th o rs fo r ea ch  v o lu m e. W h en  citin g  p a rts o f su ch
w o rk s, p u t in fo rm a tio n  a b o u t in d iv id u a l ed ito rs o r a u th o rs (see 19 .1.1) a fter th e titles fo r w h ich  th ey  a re resp o n sib le. T h is ex a m p le
a lso  sh o w s h o w  to  cite a  v o lu m e p u b lish ed  in  m o re th a n  o n e p h y sica l p a rt (v o l. 2 , b k . 3 ). In  a  p a ren th etica l cita tio n , list o n ly  th e
a u th o r o f th e p a rt cited .

R:  M undy, Barbara E. 1998. òM esoam erican Cartography.ó In The History of Cartography, edited by J. Brian Harley and David
W oodward, vol. 2, bk. 3, Cartography in the Traditional African, Am erican, Arctic, Australian, and Pacific Societies, edited by
David W oodward and G . M alcolm  Lewis, 183ð256. Chicago: University of Chicago Press.

P:  (M undy 1998, 233)

19.1.5.2 M ULTIVO LUM E W O RK AS A W HO LE. T o  cite a  m u ltiv o lu m e w o rk  a s a  w h o le, g iv e th e title a n d  th e to ta l n u m b er o f v o lu m es. If th e
v o lu m es h a v e b een  p u b lish ed  o v er sev era l y ea rs, list th e fu ll sp a n  o f p u b lica tio n  d a tes in  b o th  y o u r referen ce list a n d  y o u r
p a ren th etica l cita tio n s.

R:  Aristotle. 1983. Com plete W orks of Aristotle: The Revised O xford Translation. Edited by J. Barnes. 2 vols. Princeton, NJ:
Princeton University Press.

Tillich, Paul. 1951ð63. System atic Theology. 3 vols. Chicago: University of Chicago Press.

P:  (Tillich 1951ð63, 2:41)

F o r w o rk s th a t in clu d e in d iv id u a l v o lu m e titles o r v o lu m e ed ito rs (see 19 .1.5 .1), it is u su a lly  b est to  cite ea ch  v o lu m e in  th e referen ce
list in d iv id u a lly .

19.1.6 Series

If a  b o o k  b elo n g s to  a  series, y o u  m a y  ch o o se to  in clu d e in fo rm a tio n  a b o u t th e series to  h elp  rea d ers lo ca te o r ju d g e th e cred ib ility  o f
th e so u rce. P la ce th e series in fo rm a tio n  a fter th e title (a n d  a n y  v o lu m e o r ed itio n  n u m b er o r ed ito r s n a m e) a n d  b efo re th e fa cts o f
p u b lica tio n .

P u t th e series title in  ro m a n  ty p e w ith  h ea d lin e-sty le ca p ita liza tio n , o m ittin g  a n y  in itia l T h e. If th e v o lu m es in  th e series a re
n u m b ered , in clu d e th e n u m b er o f th e w o rk  cited  fo llo w in g  th e series title. T h e n a m e o f th e series ed ito r is o ften  o m itted , b u t y o u  m a y
in clu d e it a fter th e series title. If y o u  in clu d e b o th  a n  ed ito r a n d  a  v o lu m e n u m b er, th e n u m b er is p reced ed  b y  v o l.

R:  Hausm an, Blake M . 2011. Riding the Trail of Tears. Native Storiers: A Series of Am erican Narratives. Lincoln: University of
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Nebraska Press.
Lunning, Frenchy, ed. 2010. Fanthropologies. M echadem ia 5. M inneapolis: University of M innesota Press.
Stein, G ertrude. 2008. Selections. Edited by Joan Retallack. Poets for the M illennium , edited by Pierre Joris and Jerom e

Rothenberg, vol. 6. Berkeley: University of California Press.

19.1.7 Facts of Publication

T h e fa cts o f p u b lica tio n  u su a lly  in clu d e tw o  elem en ts: th e p la ce (city ) o f p u b lica tio n  a n d  th e p u b lish er s n a m e. (A  th ird  fa ct o f
p u b lica tio n , th e d a te, a p p ea rs a s a  sep a ra te elem en t fo llo w in g  th e a u th o r s n a m e in  th is cita tio n  sty le; see 19 .1.2 .)

R:  G ladwell, M alcolm . 2000. The Tipping Point: How Little Things Can M ake a Big Difference. Boston: Little, Brown.

F o r b o o k s p u b lish ed  b efo re th e tw en tieth  cen tu ry , o r fo r w h ich  th e in fo rm a tio n  d o es n o t a p p ea r w ith in  th e w o rk , y o u  m a y  o m it
th e p u b lish er s n a m e.

R:  Darwin, Charles. 1871. The Descent of M an, and Selection in Relation to Sex. 2 vols. London.

19.1.7.1 PLACE O F PUBLICATIO N. T h e p la ce o f p u b lica tio n  is th e city  w h ere th e b o o k  p u b lish er s m a in  ed ito ria l o ffices a re lo ca ted . If y o u
d o  n o t see it listed  o n  th e title p a g e, lo o k  fo r it o n  th e co p y rig h t p a g e in stea d . W h ere tw o  o r m o re cities a re g iv en  ( C h ica g o  a n d
L o n d o n ,  fo r ex a m p le), in clu d e o n ly  th e first.

Los Angeles: G etty Publications
New York: Colum bia University Press

If th e city  o f p u b lica tio n  m ig h t b e u n k n o w n  to  rea d ers o r co n fu sed  w ith  a n o th er city  o f th e sa m e n a m e, a d d  th e a b b rev ia tio n  o f
th e sta te (see 2 4 .3 .1), p ro v in ce, o r (if n ecessa ry ) co u n try . W h en  th e p u b lish er s n a m e in clu d es th e sta te n a m e, n o  sta te a b b rev ia tio n
is n eed ed .

Cheshire, CT: G raphics Press
Harm ondsworth, UK: Penguin Books
Cam bridge, M A: M IT Press
Chapel Hill: University of North Carolina Press

U se cu rren t, co m m o n ly  u sed  E n g lish  n a m es fo r fo reig n  cities.

Belgrade (not Beograd)
M ilan (not M ilano)

W h en  th e p la ce o f p u b lica tio n  is n o t k n o w n , y o u  m a y  u se th e a b b rev ia tio n  N .p . b efo re th e p u b lish er s n a m e. If th e p la ce ca n  b e
su rm ised , in clu d e it w ith  a  q u estio n  m a rk , in  b ra ck ets.

N.p.: W indsor.
[Lake Bluff, IL?]: Vliet and Edwards.

19.1.7.2 PUBLISHER õS NAM E. G iv e th e p u b lish er s n a m e fo r ea ch  b o o k  ex a ctly  a s it a p p ea rs o n  th e title p a g e, ev en  if y o u  k n o w  th a t th e
n a m e h a s sin ce ch a n g ed  o r is p rin ted  d ifferen tly  in  d ifferen t b o o k s in  y o u r referen ce list.

Harcourt Brace and W orld
Harcourt Brace Jovanovich
Harcourt, Brace

Y o u  m a y , h o w ev er, o m it a n  in itia l T h e a n d  su ch  a b b rev ia tio n s a s In c., L td , S .A ., C o ., &  C o ., a n d  P u b lish in g  C o . (a n d  th e sp elled -o u t
fo rm s o f su ch  co rp o ra te a b b rev ia tio n s).

University of Texas Press 
in stea d  o f
The University of Texas Press

Houghton M ifflin 
in stea d  o f
Houghton M ifflin Co.

Little, Brown 
in stea d  o f
Little, Brown & Co.

F o r fo reig n  p u b lish ers, d o  n o t tra n sla te o r a b b rev ia te a n y  p a rt o f th e p u b lish er s n a m e, b u t g iv e th e city  n a m e in  its E n g lish  fo rm
(a s n o ted  in  19 .1.7 .1). W h en  th e p u b lish er is u n k n o w n , u se ju st th e p la ce (if k n o w n ).

19.1.8 Page Numbers and Other Locators
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P a g e n u m b ers a n d  o th er in fo rm a tio n  u sed  to  id en tify  th e lo ca tio n  o f a  cited  p a ssa g e o r elem en t g en era lly  a p p ea r in  p a ren th etica l
cita tio n s b u t n o t in  referen ce lists. O n e ex cep tio n : if y o u  cite a  ch a p ter o r o th er sectio n  o f a  b o o k  in  a  referen ce list, g iv e th e p a g e
ra n g e fo r th a t ch a p ter o r sectio n  (see 19 .1.9  fo r ex a m p les).

F o r g u id elin es fo r ex p ressin g  a  sp a n  o f n u m b ers, see 2 3 .2 .4 .

19.1.8.1 PAG E, CHAPTER, AND DIVISIO N NUM BERS. T h e lo ca to r is u su a lly  th e la st item  in  a  p a ren th etica l cita tio n . B efo re p a g e n u m b ers,
th e w o rd  p a g e o r th e a b b rev ia tio n  p . o r p p . is g en era lly  o m itted . U se a ra b ic n u m b ers ex cep t fo r p a g es n u m b ered  w ith  ro m a n
n u m era ls in  th e o rig in a l.

P:  (Arum  and Roksa 2011, 145ð46)
(Jones 2010, xivðxv)

S o m etim es y o u  m a y  w a n t to  refer to  a  fu ll ch a p ter (a b b rev ia ted  ch a p .), p a rt (p t.), b o o k  (b k .), o r sectio n  (sec.) in stea d  o f a  sp a n  o f
p a g e n u m b ers.

P:  (Datar, G arvin, and Cullen 2010, pt. 2)

S o m e b o o k s p rin ted  b efo re 18 0 0  d o  n o t ca rry  p a g e n u m b ers b u t a re d iv id ed  in to  sig n a tu res a n d  th en  in to  lea v es o r fo lio s, ea ch
w ith  a  fro n t sid e (recto , o r r) a n d  a  b a ck  sid e (v erso , o r v ). T o  cite su ch  p a g es, in clu d e th e relev a n t strin g  o f n u m b ers a n d  id en tifiers,
ru n  to g eth er w ith o u t sp a ces o r ita lics: fo r ex a m p le, G 6 v , 17 6 r, 2 3 2 r v , o r (if y o u  a re citin g  en tire fo lio s) fo l. 4 9 .

19.1.8.2 O THER TYPES O F LO CATO RS. S o m etim es y o u  w ill w a n t to  cite a  sp ecific n o te, a  fig u re o r ta b le, o r a  n u m b ered  lin e (a s in  so m e
w o rk s o f p o etry ).

Џ N o te n u m b ers. U se th e a b b rev ia tio n  n  (p lu ra l n n ) to  cite n o tes. If th e n o te cited  is th e o n ly  fo o tn o te o n  its p a g e o r is a n
u n n u m b ered  fo o tn o te, a d d  n  a fter th e p a g e n u m b er (w ith  n o  in terv en in g  sp a ce o r p u n ctu a tio n ). If th ere a re o th er fo o tn o tes o r
en d n o tes o n  th e sa m e p a g e a s th e n o te cited , list th e p a g e n u m b er fo llo w ed  b y  n  o r (if tw o  o r m o re co n secu tiv e n o tes a re cited ) n n
a n d  th e n o te n u m b er(s).

P:  (G rafton 1997, 72n)
(Bolinger 1980, 192n23, 192n30, 199n14, 201nn16ð17)

Џ Illu stra tio n  a n d  ta b le n u m b ers. U se th e a b b rev ia tio n  fig . fo r fig u re, b u t sp ell o u t ta b le, m a p , p la te, a n d  n a m es o f o th er ty p es o f
illu stra tio n s. G iv e th e p a g e n u m b er b efo re th e illu stra tio n  n u m b er.

P:  (Sobel 1993, 87, table 5.3)

Џ L in e n u m b ers. F o r p o etry  a n d  o th er w o rk s b est id en tified  b y  lin e n u m b er, a v o id  th e a b b rev ia tio n s l. (lin e) a n d  ll. (lin es); th ey  a re
to o  ea sily  co n fu sed  w ith  th e n u m era ls I a n d  II. U se lin e o r lin es, o r u se n u m b ers a lo n e w h ere y o u  h a v e m a d e it clea r th a t y o u  a re
referrin g  to  lin es.

P:  (Nash 1945, lines 1ð4)

19.1.9 Chapters and Other Parts of a Book

In  m o st ca ses, y o u  sh o u ld  cite th e m a in  title o f a n y  b o o k  th a t o ffers a  sin g le, co n tin u o u s a rg u m en t o r n a rra tiv e, ev en  if y o u  a ctu a lly
u se o n ly  a  sectio n  o f it. B u t so m etim es y o u  w ill w a n t to  cite a n  in d ep en d en t essa y  o r ch a p ter if th a t is th e p a rt m o st relev a n t to  y o u r
resea rch . B y  d o in g  so , y o u  h elp  rea d ers see h o w  th e so u rce fits in to  y o u r p ro ject.

R:  Dem os, John. 2001. òReal Lives and O ther Fictions: Reconsidering W allace Stegnerõs Angle of Repose.ó In Novel History:
Historians and Novelists Confront Am ericaõs Past (and Each O ther), edited by M ark C. Carnes, 132ð45. New York: Sim on
and Schuster.

P:  (Dem os 2001, 137)

instead of

R:  Carnes, M ark C., ed. 2001. Novel History: Historians and Novelists Confront Am ericaõs Past (and Each O ther). New York: Sim on
and Schuster.

P:  (Carnes 2001, 137)

19.1.9.1 PARTS O F SING LE-AUTHO R BO O KS. If y o u  cite a  ch a p ter o r o th er titled  p a rt o f a  sin g le-a u th o r b o o k , th e referen ce list sh o u ld
in clu d e th e title o f th e p a rt first, in  ro m a n  ty p e a n d  en clo sed  in  q u o ta tio n  m a rk s. A fter th e d esig n a tio n  In , g iv e th e b o o k  title,
fo llo w ed  b y  th e fu ll sp a n  o f p a g e n u m b ers fo r th a t p a rt.

R:  G reenhalgh, Susan. 2010. òStrengthening Chinaõs Party-State and Place in the W orld.ó In Cultivating G lobal Citizens: Population
in the Rise of China, 79ð114. Cam bridge, M A: Harvard University Press.

S o m e b o o k s a ttrib u ted  to  a  sin g le a u th o r in clu d e a  sep a ra tely  a u th o red  p a rt w ith  a  g en eric title su ch  a s p refa ce o r a fterw o rd . T o
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cite su ch  a  p a rt, a d d  th a t term  b efo re th e title o f th e b o o k  in  ro m a n  ty p e w ith o u t q u o ta tio n  m a rk s, a n d  ca p ita lize th e first w o rd  o n ly .
P a ren th etica l cita tio n s m en tio n  o n ly  th e p a rt a u th o r s n a m e.

R:  Calhoun, Craig. 2005. Foreword to M ulticultural Politics: Racism , Ethnicity, and M uslim s in Britain, by Tariq M odood, ixðxv.
M inneapolis: University of M innesota Press.

P:  (Calhoun 2005, xii)

If th e a u th o r o f th e g en eric p a rt is th e sa m e a s th e a u th o r o f th e b o o k , h o w ev er, cite th e b o o k  a s a  w h o le in  th e referen ce list, n o t ju st
th e p a rt.

19.1.9.2 PARTS O F EDITED CO LLECTIO NS. In  a  referen ce list, if y o u  cite p a rt o f a n  ed ited  co llectio n  w ith  co n trib u tio n s b y  m u ltip le
a u th o rs, first list th e p a rt a u th o r, th e d a te, a n d  th e p a rt title (in  ro m a n  ty p e, en clo sed  in  q u o ta tio n  m a rk s). A fter th e d esig n a tio n  In ,
g iv e th e b o o k  title, th e n a m e o f th e ed ito r, a n d  th e fu ll sp a n  o f p a g e n u m b ers fo r th a t p a rt. P a ren th etica l cita tio n s m en tio n  o n ly  th e
p a rt a u th o r s n a m e.

R:  Binkley, Cam eron. 2011. òSaving Redwoods: Clubwom en and Conservation, 1900ð1925.ó In California W om en and Politics:
From  the G old Rush to the G reat Depression, edited by Robert W . Cherny, M ary Ann Irwin, and Ann M arie W ilson, 151ð74.
Lincoln: University of Nebraska Press.

P:  (Binkley 2011, 155)

If y o u  cite tw o  o r m o re co n trib u tio n s to  th e sa m e ed ited  co llectio n , y o u  m a y  u se a  sp a ce-sa v in g  sh o rten ed  fo rm . In  y o u r referen ce
list, p ro v id e a  fu ll cita tio n  fo r th e w h o le b o o k  a n d  sh o rten ed  cita tio n s fo r ea ch  in d iv id u a l p a rt. F o r th e la tter, p ro v id e th e fu ll a u th o r s
n a m e, th e p u b lica tio n  d a te, a n d  th e fu ll title o f th e p a rt; a fter th e d esig n a tio n  In , a d d  th e sh o rten ed  n a m e o f th e b o o k s ed ito r, th e
p u b lica tio n  d a te, a n d  th e fu ll sp a n  o f p a g e n u m b ers fo r th a t p a rt.

R:  Keating, Ann Durkin, ed. 2008. Chicago Neighborhoods and Suburbs: A Historical G uide. Chicago: University of Chicago Press.
Bruegm ann, Robert. 2008. òBuilt Environm ent of the Chicago Region.ó In Keating 2008, 76ð314.
Reiff, Janice, L. 2008. òContested Spaces.ó In Keating 2008, 55ð63.

If y o u  u se th is fo rm , y o u r p a ren th etica l cita tio n s sh o u ld  refer to  th e p a rts o n ly , n o t to  th e b o o k  a s a  w h o le.

P:  (Bruegm ann 2008, 299ð300)
n o t
(Keating 2008, 299ð300)

(Reiff 2008, 57)
n o t
(Keating 2008, 57)

19.1.9.3 W O RKS IN ANTHO LO G IES. C ite a  sh o rt sto ry , p o em , essa y , o r o th er w o rk  p u b lish ed  in  a n  a n th o lo g y  in  th e sa m e w a y  y o u  w o u ld  a
co n trib u tio n  to  a n  ed ited  co llectio n  w ith  m u ltip le a u th o rs. G iv e th e titles o f m o st w o rk s p u b lish ed  in  a n th o lo g ies in  ro m a n  ty p e,
en clo sed  in  q u o ta tio n  m a rk s. A n  ex cep tio n  is th e title o f a n  ex cerp t fro m  a  b o o k -len g th  p o em  o r p ro se w o rk , w h ich  sh o u ld  b e
ita licized  (see 2 2 .3 .2 ).

R:  Allende, Isabel. 1997. òThe Spirits W ere W illing.ó In The O xford Book of Latin Am erican Essays, edited by IIan Stavans, 461ð67.
New York: O xford University Press.

W igglesworth, M ichael. 2003. Excerpt from  The Day of Doom . In The New Anthology of Am erican Poetry, vol. 1, Traditions and
Revolutions, Beginnings to 1900, edited by Steven G ould Axelrod, Cam ille Rom an, and Thom as Travisano, 68ð74. New
Brunswick, NJ: Rutgers University Press.

P:  (Allende 1997, 463ð64)
(W igglesworth 2003, 68)

If th e o rig in a l p u b lica tio n  d a te o f a  w o rk  is im p o rta n t in  th e co n tex t o f y o u r p a p er, in clu d e it in  b ra ck ets b efo re th e a n th o lo g y s
p u b lica tio n  d a te in  b o th  y o u r referen ce list a n d  y o u r p a ren th etica l cita tio n s.

R:  W igglesworth, M ichael. [1662] 2003. Excerpt from  é

P:  (W igglesworth [1662] 2003, 68)

19.1.10 Electronic Books

E lectro n ic b o o k s a re cited  lik e th eir p rin ted  co u n terp a rts, a s d iscu ssed  th ro u g h o u t 19 .1. In  a d d itio n , y o u  w ill n eed  to  in clu d e
in fo rm a tio n  a b o u t th e fo rm a t y o u  co n su lted . If y o u  rea d  th e b o o k  o n lin e, in clu d e b o th  a n  a ccess d a te a n d  a  U R L . If a  reco m m en d ed
U R L  is listed  a lo n g  w ith  th e b o o k , u se th a t in stea d  o f th e o n e in  y o u r b ro w ser s a d d ress b a r. If y o u  co n su lted  th e b o o k  in  a  lib ra ry  o r
co m m ercia l d a ta b a se, y o u  m a y  g iv e th e n a m e o f th e d a ta b a se in stea d . If y o u  d o w n lo a d ed  th e b o o k  in  a  d ed ica ted  e-b o o k  fo rm a t,
sp ecify  th e fo rm a t a n d  d o  n o t in clu d e a n  a ccess d a te. S ee 15 .4 .1 fo r m o re d eta ils.
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R:  Pattison, G eorge. 2011. G od and Being: An Enquiry. O xford: O xford University Press. Accessed Septem ber 2, 2012.
http://dx.doi.O rg/10.1093/acprof:oso/9780199588688.001.0001.

Q uinlan, Joseph P. 2010. The Last Econom ic Superpower: The Retreat of G lobalization, the End of Am erican Dom inance, and
W hat W e Can Do about It. New York: M cG raw-Hill. Accessed Novem ber 1, 2011. ProQ uest Ebrary.

Hogan, Erin. 2008. Spiral Jetta: A Road Trip through the Land Art of the Am erican W est. Chicago: University of Chicago Press.
Adobe PDF eBook.

G ladwell, M alcolm . 2008. O utliers: The Story of Success. Boston: Little, Brown. Kindle.

P:  (Pattison 2011, 103ð4)
(G ladwell 2008, 193)

S o m e e-b o o k  fo rm a ts h a v e sta b le p a g e n u m b ers th a t a re th e sa m e fo r ev ery  rea d er (fo r ex a m p le, P D F -b a sed  e-b o o k s), b u t in
fo rm a ts th a t a llo w  in d iv id u a l rea d ers to  a d ju st ty p e size a n d  o th er settin g s, p a g e n u m b ers w ill v a ry  fro m  o n e p erso n s v ersio n  to
a n o th er s. In clu d in g  th e n a m e o f th e fo rm a t o r d a ta b a se y o u  u sed  w ill h elp  y o u r rea d ers d eterm in e w h eth er th e p a g e n u m b ers in
y o u r cita tio n s a re sta b le o r n o t. A n o th er o p tio n  if th e p a g e n u m b ers a re n o t sta b le is to  cite b y  ch a p ter o r a n o th er n u m b ered  d iv isio n
(see 19 .1.8 .1) o r, if th ese a re u n n u m b ered , b y  th e n a m e o f th e ch a p ter o r sectio n  (see 19 .1.9 ). T h e fo llo w in g  so u rce a lso  la ck s th e
o rig in a l fa cts o f p u b lica tio n .

R:  Dostoevsky, Fyodor. 2011. Crim e and Punishm ent. Translated by Constance G arnett. Project G utenberg. Accessed Septem ber
13, 2011. http://gutenberg.org/files/2554/2554-h/2554-h.htm .

P:  (Dostoevsky 2011, pt. 6, chap. 1)

19.2 Journal Articles
J o u rn a ls a re sch o la rly  o r p ro fessio n a l p erio d ica ls a v a ila b le p rim a rily  in  a ca d em ic lib ra ries a n d  b y  su b scrip tio n . T h ey  o ften  in clu d e
th e w o rd  jo u rn a l in  th eir title (J o u rn a l o f M o d ern  H isto ry ), b u t n o t a lw a y s (S ig n s). J o u rn a ls a re n o t th e sa m e a s m a g a zin es, w h ich
a re u su a lly  in ten d ed  fo r a  m o re g en era l rea d ersh ip . T h is d istin ctio n  is im p o rta n t b eca u se jo u rn a l a rticles a n d  m a g a zin e a rticles a re
cited  d ifferen tly  (see 19 .3 ). If y o u  a re u n su re w h eth er a  p erio d ica l is a  jo u rn a l o r a  m a g a zin e, see w h eth er its a rticles in clu d e
cita tio n s; if so , trea t it a s a  jo u rn a l.

M a n y  jo u rn a l a rticles a re a v a ila b le o n lin e, o ften  th ro u g h  y o u r sch o o l s lib ra ry  w eb site o r fro m  a  co m m ercia l d a ta b a se. T o  cite a n
a rticle th a t y o u  rea d  o n lin e, in clu d e b o th  a n  a ccess d a te a n d  a  U R L . If a  U R L  is listed  a lo n g  w ith  th e a rticle, u se th a t in stea d  o f th e
o n e in  y o u r b ro w ser s a d d ress b a r. If y o u  co n su lted  th e a rticle in  a  lib ra ry  o r co m m ercia l d a ta b a se, y o u  m a y  g iv e th e n a m e o f th e
d a ta b a se in stea d . S ee 15 .4 .1 fo r m o re d eta ils.

19.2.1 Authors Name

G iv e a u th o rs  n a m es ex a ctly  a s th ey  a p p ea r a t th e h ea d s o f th eir a rticles. U se la st n a m es in  p a ren th etica l cita tio n s. In  th e referen ce
list, th e n a m e o f th e first-listed  a u th o r is in v erted . F o r so m e sp ecia l ca ses, see 18 .2 .1.2  a n d  19 .1.1.

19.2.2 Date of Publication

T h e m a in  d a te o f p u b lica tio n  fo r a  jo u rn a l a rticle co n sists o n ly  o f a  y ea r. In  a  referen ce list en try , set it o ff a s its o w n  elem en t w ith
p erio d s fo llo w in g  th e a u th o r s n a m e. In  a  p a ren th etica l cita tio n , p u t it a fter th e a u th o r s n a m e w ith o u t in terv en in g  p u n ctu a tio n .

R:  G ubar, Susan. 2011. òIn the Chem o Colony.ó Critical Inquiry 37, no. 4 (Sum m er): 652ð71. Accessed August 29, 2011.
http://dx.doi.org/10.1086/660986.

Bartfeld, Judi, and M young Kim . 2010. òParticipation in the School Breakfast Program : New Evidence from  the ECLS-K.óSocial
Service Review 84, no. 4 (Decem ber): 541ð62. Accessed O ctober 31, 2012. http://dx.doi.org/10.1086/657109.

P:  (G ubar 2011, 652)
(Bartfeld and Kim  2010, 550ð51)

N o tice th a t a d d itio n a l d a te in fo rm a tio n  a p p ea rs in  p a ren th eses la ter in  a  referen ce list en try , a fter th e v o lu m e n u m b er a n d  issu e
in fo rm a tio n  (see 19 .2 .5 ).

If a n  a rticle h a s b een  a ccep ted  fo r p u b lica tio n  b u t h a s n o t y et a p p ea red , u se fo rth co m in g  in  p la ce o f th e d a te (a n d  p a g e n u m b ers).
T o  a v o id  co n fu sio n , in clu d e a  co m m a  a fter th e a u th o r s n a m e in  a  p a ren th etica l cita tio n  o f th is ty p e. T rea t a n y  a rticle n o t y et
a ccep ted  fo r p u b lica tio n  a s a n  u n p u b lish ed  m a n u scrip t (see 19 .6 ).

R:  Author, M argaret M . Forthcom ing. òArticle Title.ó Journal Nam e 98.
P:  (Author, forthcom ing)

19.2.3 Article Title

L ist co m p lete a rticle titles a n d  su b titles. U se ro m a n  ty p e, sep a ra te th e title fro m  th e su b title w ith  a  co lo n , a n d  en clo se b o th  in
q u o ta tio n  m a rk s. U se h ea d lin e-sty le ca p ita liza tio n  (see 2 2 .3 .1).

R:  Saskia E. W ieringa. 2011. òPortrait of a W om enõs M arriage: Navigating between Lesbophobia and Islam ophobia.ó Signs 36, no.
4 (Sum m er): 785ð93. Accessed February 15, 2012. http://dx.doi.org/10.1086/658500.

T erm s n o rm a lly  ita licized  in  tex t, su ch  a s sp ecies n a m es a n d  b o o k  titles, rem a in  ita licized  w ith in  a n  a rticle title; term s n o rm a lly
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q u o ted  in  tex t a re en clo sed  in  sin g le q u o ta tio n  m a rk s b eca u se th e title itself is w ith in  d o u b le q u o ta tio n  m a rk s. D o  n o t a d d  eith er a
co lo n  o r a  p erio d  a fter a  title o r su b title th a t en d s in  a  q u estio n  m a rk  o r a n  ex cla m a tio n  p o in t. B u t see 2 1.12 .1.

R:  Twom ey, Lisa A. 2011. òTaboo or Tolerable? Hem ingwayõs For W hom  the Bell Tolls in Postwar Spain.ó Hem ingway Review 30,
no. 2 (Spring): 54ð72.

Lewis, Judith. 1998. òòTis a M isfortune to Be a G reat Ladieõ: M aternal M ortality in the British Aristocracy, 1558ð1959.ó Journal of
British Studies 37, no 1 (January): 26ð40. Accessed August 29, 2011. http://www.jstor.org/stable/176034.

F o reig n -la n g u a g e titles sh o u ld  g en era lly  b e ca p ita lized  sen ten ce sty le (see 2 2 .3 .1) a cco rd in g  to  th e co n v en tio n s o f th e p a rticu la r
la n g u a g e. If y o u  a d d  a n  E n g lish  tra n sla tio n , en clo se it in  b ra ck ets, w ith o u t q u o ta tio n  m a rk s.

R:  Carre¶o-Rodr²guez, Antonio. 2009. òM odernidad en la literatura gauchesca: Carnavalizaci·n y parodia en el Fausto de
Estanislao del Cam po.ó Hispania 92, no. 1 (M arch): 12ð24. Accessed Decem ber 8, 2011.
http://www.jstor.org/stable/40648253.

Kern, W . 1938. òW aar verzam elde Pigafetta zijn M aleise woorden?ó [W here did Pigafetta collect his M alaysian words?]
Tijdschrift voor Indische taal-, land- en volken-kunde 78:271ð73.

19.2.4 Journal Title

A fter th e a rticle title, list th e jo u rn a l title in  ita lics, w ith  h ea d lin e-sty le ca p ita liza tio n  (see 2 2 .3 .1). G iv e th e title ex a ctly  a s it a p p ea rs
o n  th e title p a g e o r o n  th e jo u rn a l w eb site; d o  n o t u se a b b rev ia tio n s, a lth o u g h  y o u  ca n  o m it a n  in itia l T h e. If th e o fficia l title is a n
in itia lism  su ch  a s P M L A , d o  n o t ex p a n d  it. F o r fo reig n -la n g u a g e jo u rn a ls, y o u  m a y  u se eith er h ea d lin e-sty le o r sen ten ce-sty le
ca p ita liza tio n , b u t reta in  a ll in itia l a rticles (D er S p ieg el).

19.2.5 Issue Information

In  a d d itio n  to  a  d a te o f p u b lica tio n , m o st referen ce list en tries in clu d e v o lu m e n u m b er, issu e n u m b er, a n d  m o n th  o r sea so n . R ea d ers
m a y  n o t n eed  a ll o f th ese elem en ts to  lo ca te a n  a rticle, b u t in clu d in g  th em  a ll g u a rd s a g a in st a  p o ssib le erro r in  o n e o f th em .

T h e v o lu m e n u m b er fo llo w s th e jo u rn a l title w ith o u t in terv en in g  p u n ctu a tio n  a n d  is n o t ita licized . U se a ra b ic n u m era ls ev en  if
th e jo u rn a l itself u ses ro m a n  n u m era ls. If th ere is a n  issu e n u m b er, it fo llo w s th e v o lu m e n u m b er, sep a ra ted  b y  a  co m m a  a n d
p reced ed  b y  n o .

In clu d e a d d itio n a l d a te in fo rm a tio n  b ey o n d  th e y ea r o f p u b lica tio n  (see 19 .2 .2 ) in  p a ren th eses a fter th e v o lu m e a n d  issu e
n u m b er. F o llo w  th e p ra ctice o f th e jo u rn a l reg a rd in g  su ch  in fo rm a tio n ; it m a y  in clu d e a  sea so n , a  m o n th , o r a n  ex a ct d a y . C a p ita lize
sea so n s in  jo u rn a l cita tio n s, ev en  th o u g h  th ey  a re n o t ca p ita lized  in  tex t.

R:  Brown, Cam pbell. 2011. òConsequentialize This.ó Ethics 121, no. 4 (July): 749ð71. Accessed August 29, 2011.
http://dx.doi.org/10.1086/660696.

lonescu, Felicia. 2011. òRisky Hum an Capital and Alternative Bankruptcy Regim es for Student Loans.ó Journal of Hum an
Capitals 5, no. 2 (Sum m er): 153ð206. Accessed O ctober 13, 2011. http://dx.doi.org/10.1086/661744.

W h en  a  jo u rn a l u ses issu e n u m b ers o n ly , w ith o u t v o lu m e n u m b ers, a  co m m a  fo llo w s th e jo u rn a l title.

R:  Beattie, J. M . 1974. òThe Pattern of Crim e in England, 1660ð1800.ó Past and Present, no. 62 (February): 47ð95.

19.2.6 Page Numbers

F o r a  referen ce list en try , g iv e th e fu ll sp a n  o f p a g e n u m b ers fo r th e a rticle (see 2 3 .2 .4 ). B y  co n v en tio n , p a g e n u m b ers o f jo u rn a l
a rticles in  referen ce lists fo llo w  co lo n s ra th er th a n  co m m a s.

R:  Hitchcock, Tim . 2005. òBegging on the Streets of Eighteenth-Century London.ó Journal of British Studies 44, no. 3 (July): 478ð
98. Accessed January 11, 2012. http://dx.doi.org/10.1086/429704.

G old, Ann G rodzins. 1998. òG rains of Truth: Shifting Hierarchies of Food and G race in Three Rajasthani Tales.ó History of
Religions 38, no. 2 (Novem ber): 150ð71. Accessed April 8, 2012. http://www.jstor.org/stable/3176672.

If y o u  cite a  p a rticu la r p a ssa g e in  a  p a ren th etica l cita tio n , g iv e o n ly  th e sp ecific p a g e(s) cited , p reced ed  b y  a  co m m a  (n o t a  co lo n ).

P:  (Hitchcock 2005, 478)
(G old 1998, 152ð53)

19.2.7 Special Issues and Supplements

A  jo u rn a l issu e d ev o ted  to  a  sin g le th em e is k n o w n  a s a  sp ecia l issu e. It ca rries a  n o rm a l v o lu m e a n d  issu e n u m b er. If a  sp ecia l issu e
h a s a  title a n d  a n  ed ito r o f its o w n , in clu d e b o th  in  a  referen ce list en try . T h e title is g iv en  in  ro m a n  ty p e a n d  en clo sed  in  q u o ta tio n
m a rk s. In  a  p a ren th etica l cita tio n , g iv e o n ly  th e a u th o r o f th e p a rt cited .

R:  Koch, G ertrud. 2009. òCarnivore or Cham eleon: The Fate of Cinem a Studies.ó In òThe Fate of Disciplines,ó edited by Jam es
Chandler and Arnold I. Davidson. Special issue, Critical Inquiry 35, no. 4 (Sum m er): 918ð28. Accessed August 30, 2011.
http://dx.doi.org/10.1086/599582.

P:  (Koch 2009, 920)

If y o u  n eed  to  cite th e issu e a s a  w h o le, o m it th e a rticle in fo rm a tio n .
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R:  Chandler, Jam es, and Arnold I. Davidson, eds. 2009. òThe Fate of Disciplines.ó Special issue, Critical Inquiry 35, no. 4
(Sum m er).

A  jo u rn a l su p p lem en t m a y  a lso  h a v e a  title a n d  a n  a u th o r o r ed ito r o f its o w n . U n lik e a  sp ecia l issu e, it is n u m b ered  sep a ra tely
fro m  th e reg u la r issu es o f th e jo u rn a l, o ften  w ith  S  a s p a rt o f its p a g e n u m b ers. U se a  co m m a  b etw een  th e v o lu m e n u m b er a n d  th e
su p p lem en t n u m b er.

R:  Ekeland, Ivar, Jam es J. Heckm an, and Lars Nesheim . 2004. òIdentification and Estim ation of Hedonic M odels.ó In òPapers in
Honor of Sherwin Rosen,ó Journal of Political Econom y 112, S1 (February): S60ðS109. Accessed Decem ber 23, 2011.
http://dx.doi.org/10.1086/379947.

19.3 M agazine Articles
A rticles in  m a g a zin es a re cited  m u ch  lik e jo u rn a l a rticles (see 19 .2 ), b u t d a tes a n d  p a g e n u m b ers a re trea ted  d ifferen tly .

C ite m a g a zin es b y  d a te o n ly , ev en  if th ey  a re n u m b ered  b y  v o lu m e a n d  issu e. In  referen ce list en tries, p u t th e y ea r in  th e u su a l
p o sitio n  a n d  a n y  a d d itio n a l d a te in fo rm a tio n  (su ch  a s m o n th  o r ex a ct d a y ) a fter th e m a g a zin e title (b u t n o t in  p a ren th eses). If y o u
cite a  sp ecific p a ssa g e in  a  p a ren th etica l cita tio n , in clu d e its p a g e n u m b er. B u t y o u  m a y  o m it th e a rticle s in clu siv e p a g e n u m b ers in  a
referen ce list en try , sin ce m a g a zin e a rticles o ften  sp a n  m a n y  p a g es th a t in clu d e ex tra n eo u s m a teria l. (If y o u  d o  in clu d e p a g e
n u m b ers, u se a  co m m a  ra th er th a n  a  co lo n  to  sep a ra te th em  fro m  th e d a te o f issu e.) A s w ith  jo u rn a ls, o m it a n  in itia l T h e fro m  th e
m a g a zin e title (see 19 .2 .4 ).

R:  Lepore, Jill. 2011. òDickens in Eden.ó New Yorker, August 29.

P:  (Lepore 2011, 52)

If y o u  cite a  d ep a rtm en t o r co lu m n  th a t a p p ea rs reg u la rly , ca p ita lize it h ea d lin e sty le a n d  d o  n o t en clo se it in  q u o ta tio n  m a rk s.

R:  W alraff, Barbara. 2005. W ord Court. Atlantic M onthly, June.

P:  (W alraff 2005, 128)

M a g a zin es co n su lted  o n lin e sh o u ld  in clu d e a n  a ccess d a te a n d  a  U R L  in  th e referen ce list en try  (see a lso  15 .4 .1.3 ). T y p ica lly  th ere
w ill b e n o  p a g e n u m b ers to  cite.

R:  Black, Robin. 2011. òPresident O bam a: W hy Donõt You Read M ore W om en?ó Salon, August 24. Accessed O ctober30, 2011.
http://www.salon.com /books/writing/index.htm I? story=/books/feature/2011/08/24/obam a_sum m er_reading.

P:  (Black 2011)

19.4 New spaper Articles

19.4.1 Name of Newspaper

F o r E n g lish -la n g u a g e n ew sp a p ers, o m it a n  in itia l T h e in  th e n a m e o f th e n ew sp a p er. If th e n a m e d o es n o t in clu d e a  city , a d d  it to  th e
o fficia l title, ex cep t fo r w ell-k n o w n  n a tio n a l p a p ers su ch  a s th e W a ll S treet J o u rn a l a n d  th e C h ristia n  S cien ce M o n ito r. If a  n a m e is
sh a red  b y  m a n y  cities o r is o b scu re, y o u  m a y  a d d  th e sta te o r p ro v in ce in  p a ren th eses (u su a lly  a b b rev ia ted ; see 2 4 .3 .1). F o r fo reig n
n ew sp a p ers, reta in  a n  in itia l a rticle if it is fo rm a lly  p a rt o f th e n a m e, a n d  a d d  city  n a m es a fter titles fo r cla rity , if n ecessa ry .

Chicago Tribune
Saint Paul (Alberta or AB) Journal
Le M onde
Tim es (London)

19.4.2 Citing Newspapers in Reference Lists and Parentheses

In  y o u r referen ce list, cite a rticles a n d  o th er p ieces fro m  n ew sp a p ers g en era lly  a s y o u  w o u ld  a rticles in  m a g a zin es (see 19 .3 ). F o r a n
u n sig n ed  a rticle, u se th e n a m e o f th e n ew sp a p er in  p la ce o f th e a u th o r. B eca u se a  n ew sp a p er m a y  h a v e sev era l ed itio n s w ith  slig h tly
d ifferen t co n ten ts, y o u  m a y  cla rify  w h ich  ed itio n  y o u  co n su lted  b y  a d d in g  fin a l ed itio n , M id w est ed itio n , o r so m e su ch  id en tifier.
A rticles rea d  o n lin e sh o u ld  in clu d e a n  a ccess d a te a n d  a  U R L . F o r a rticles o b ta in ed  th ro u g h  a  co m m ercia l d a ta b a se, y o u  m a y  g iv e th e
n a m e o f th e d a ta b a se in stea d . S ee 15 .4 .1 fo r m o re d eta ils.

R:   M ilwaukee Journal Sentinel. 2012. Editorial. M arch 31.
W ard, Christopher O . 2011. Letter to the editor. New York Tim es, August 28.
G ussow, M el. 2011. O bituary for Elizabeth Taylor. New York Tim es, M arch 24. New York edition.
G addafi, Saif al-lslam . 2011. Interview by Sim on Denyer. W ashington Post, April 17. Accessed Septem ber 3, 2011.

http://www.washingtonpost.com /world/an-interview-with-saif-al-islam -gaddafi-son-of-the-libyan-
leader/2011/04/17/AF4RXVwD_story.htm l.

Associated Press. 2011. òEx-IM F Chief Returns Hom e to France.ó USA Today, Septem ber 4. Accessed Septem ber 4, 2011.
http://www.usatoday.com /news/nation/story/2011-09-04/Ex-IM F-chief-returns-hom e-to-France/50254614/1.

Sim on, Richard. 2011. òRedistricting Could Cost California Som e Clout in W ashington.ó Los Angeles Tim es, August 28.

15 0



Accessed August 30, 2011. http://www.latim es.com /news/local/la-m e-california-congress-20110829, 0,1873016.story
Lepage, M ark. 2011. òArm ageddon, Apocalypse, the Rapture: People Have Been Predicting the End since the Beginning.ó

G azette (M ontreal), M ay 21. Accessed Decem ber 20, 2012. LexisNexis Academ ic.

O m it p a g e n u m b ers in  p a ren th etica l cita tio n s b eca u se th e item  m a y  a p p ea r o n  d ifferen t p a g es o r m a y  ev en  b e d ro p p ed  in
d ifferen t ed itio n s o f th e n ew sp a p er.

P:  (M ilwaukee Journal Sentinel 2012)
(W ard 2011)
(G addafi 2011)
(Associated Press 2004)

A rticles fro m  S u n d a y  m a g a zin e  su p p lem en ts o r o th er sp ecia l sectio n s sh o u ld  b e trea ted  a s y o u  w o u ld  m a g a zin e a rticles (see
19 .3 ).

19.4.3 Citing Newspapers in Text

In stea d  o f u sin g  a  sta n d a rd  p a ren th etica l cita tio n , y o u  ca n  in clu d e so m e o f th e elem en ts o f th e cita tio n  in  y o u r tex t. Y o u  sh o u ld  still
g iv e a  fu ll cita tio n  to  th e a rticle in  y o u r referen ce list.

In a New York Tim es article on the brawl in Beijing (August 19, 2011), Andrew Jacobs com pares the official responses with those
posted to social m edia networks.

or

In an article published in the New York Tim es on August 19, 2011, Andrew Jacobs com pares the official responses to the brawl in
Beijing with those posted to social m edia networks.

19.5 Additional Types of Published Sources
T h ere a re sev era l a d d itio n a l ty p es o f p u b lish ed  m a teria l th a t h a v e sp ecia l req u irem en ts fo r cita tio n s.

19.5.1 Classical, Medieval, and Early English Literary W orks

L itera ry  w o rk s p ro d u ced  in  cla ssica l G reece a n d  R o m e, m ed iev a l E u ro p e, a n d  R en a issa n ce E n g la n d  a re cited  d ifferen tly  fro m
m o d ern  litera ry  w o rk s. T h ese so u rces a re o ften  o rg a n ized  in to  n u m b ered  sectio n s (b o o k s, lin es, sta n za s, a n d  so  fo rth ) th a t a re
g en era lly  cited  in  p la ce o f p a g e n u m b ers. B eca u se su ch  w o rk s h a v e b een  p u b lish ed  in  so  m a n y  v ersio n s a n d  tra n sla tio n s o v er th e
cen tu ries, th e d a te a n d  o th er fa cts o f p u b lica tio n  fo r m o d ern  ed itio n s a re g en era lly  less im p o rta n t th a n  in  o th er ty p es o f cita tio n s.

F o r th is rea so n , cla ssica l, m ed iev a l, a n d  ea rly  E n g lish  litera ry  w o rk s sh o u ld  u su a lly  b e cited  o n ly  in  p a ren th etica l cita tio n s. If th e
a u th o r s n a m e a n d  th e title a re n o t a lrea d y  m en tio n ed  in  th e su rro u n d in g  tex t, in clu d e th em  a lo n g  w ith  th e sectio n  n u m b er u p o n
first referen ce. If su b seq u en t cita tio n s clea rly  refer to  th e sa m e w o rk , list o n ly  th e sectio n  n u m b er. S ee b elo w  reg a rd in g  d ifferen ces in
p u n ctu a tio n , a b b rev ia tio n s, a n d  n u m b ers a m o n g  d ifferen t ty p es o f w o rk s.

The eighty days of inactivity for the Peloponnesian fleet at Rhodes (Thucydides, The History of the Peloponnesian W ar 8.44.4),
term inating before the end of winter (8.60.2ð3), suggests é

or

The eighty days of inactivity reported by Thucydides for the Peloponnesian fleet at Rhodes (The History of the Peloponnesian W ar
8.44.4), term inating before the end of winter (8.60.2ð3), suggests é

If y o u r p a p er is in  litera ry  stu d ies o r a n o th er field  co n cern ed  w ith  clo se a n a ly sis o f tex ts, o r if d ifferen ces in  tra n sla tio n s a re
relev a n t, in clu d e su ch  w o rk s in  y o u r referen ce list. F o llo w  th e ru les fo r o th er tra n sla ted  a n d  ed ited  b o o k s in  19 .1.1.1.

R:  Propertius. 1990. Elegies. Edited and translated by G . P. G oold. Loeb Classical Library 18. Cam bridge, M A: Harvard University
Press.

Aristotle. 1983. Com plete W orks of Aristotle: The Revised O xford Translation. Edited by J. Barnes. 2 vols. Princeton, NJ:
Princeton University Press.

19.5.1.1 CLASSICAL W O RKS. In  a d d itio n  to  th e g en era l p rin cip les listed  a b o v e, th e fo llo w in g  ru les a p p ly  to  cita tio n s o f cla ssica l w o rk s.
U se n o  p u n ctu a tio n  b etw een  th e title o f a  w o rk  a n d  a  lin e o r sectio n  n u m b er. N u m erica l d iv isio n s a re sep a ra ted  b y  p erio d s

w ith o u t sp a ces. U se a ra b ic n u m era ls (a n d  lo w erca se letters, if n eed ed ) fo r sectio n  n u m b ers. P u t co m m a s b etw een  tw o  o r m o re
cita tio n s o f th e sa m e so u rce a n d  sem ico lo n s b etw een  cita tio n s o f d ifferen t so u rces.

P:  (Aristophanes, Frogs 1019ð30)
(Cicero, In Verrem  2.1.21, 2.3.120; Tacitus, G erm ania 10.2ð3)
(Aristotle, M efaphysics 3.2.996b5ð8; Plato, Republic 36oe-361b)

Y o u  ca n  a b b rev ia te th e n a m es o f a u th o rs, w o rk s, co llectio n s, a n d  so  fo rth . T h e m o st w id ely  a ccep ted  a b b rev ia tio n s a p p ea r in  th e
O x fo rd  C la ssica l D ictio n a ry . U se th ese a b b rev ia tio n s ra th er th a n  ib id . in  su cceed in g  referen ces to  th e sa m e w o rk . In  th e first
ex a m p le, th e a u th o r (T h u cy d id es) sta n d s in  fo r th e title so  n o  co m m a  is n eed ed .
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P:  (Thuc. 2.40.2ð3)
(Pindar, Isthm . 7.43ð45)

19.5.1.2 M EDIEVAL W O RKS. T h e fo rm  fo r cla ssica l referen ces w o rk s eq u a lly  w ell fo r m ed iev a l w o rk s w ritten  in  la n g u a g es o th er th a n
E n g lish .

P:  (Augustine, De civitate Dei 20.2)
(Abelard, Epistle 17 to Heloµse, in M igne, PL 180.375cð378a)

19.5.1.3 EARLY ENG LISH W O RKS. In  a d d itio n  to  th e g en era l p rin cip les listed  a b o v e, th e fo llo w in g  ru les a p p ly  to  cita tio n s o f ea rly  E n g lish
litera ry  w o rk s.

C ite p o em s a n d  p la y s b y  b o o k , ca n to , a n d  sta n za ; sta n za  a n d  lin e; a ct, scen e, a n d  lin e; o r sim ila r d iv isio n s. S ep a ra te th e elem en ts
w ith  co m m a s fo r cla rity .

P:  (Chaucer, òW ife of Bathõs Prologue,ó Canterbury Tales, lines 105ð14)
(M ilton, Paradise Lost, book 1, lines 83ð86)

Y o u  m a y  sh o rten  n u m b ered  d iv isio n s b y  o m ittin g  w o rd s su ch  a s a ct a n d  lin e, u sin g  a  sy stem  sim ila r to  th e o n e fo r cla ssica l
referen ces (see a b o v e). B e su re to  ex p la in  y o u r sy stem  in  a  fo o tn o te ( R eferen ces a re to  b o o k  a n d  lin e n u m b ers ).

P:  (M ilton, Paradise Lost 1.83ð86)

If ed itio n s d iffer in  w o rd in g , lin e n u m b erin g , a n d  ev en  scen e d iv isio n co m m o n  in  w o rk s o f S h a k esp ea re in clu d e th e w o rk  in
y o u r referen ce list, w ith  ed itio n  sp ecified .

R:  Shakespeare, W illiam . 2006. Ham let. Edited by Ann Thom pson and Neil Taylor. Arden Shakespeare 3. London: Arden
Shakespeare.

19.5.2 The Bible and Other Sacred W orks

C ite th e B ib le a n d  sa cred  w o rk s o f o th er relig io u s tra d itio n s in  p a ren th etica l cita tio n s. Y o u  d o  n o t n eed  to  in clu d e th em  in  y o u r
referen ce list.

F o r cita tio n s fro m  th e B ib le, in clu d e th e a b b rev ia ted  n a m e o f th e b o o k , th e ch a p ter n u m b er, a n d  th e v erse n u m b er n ev er a  p a g e
n u m b er. D ep en d in g  o n  th e co n tex t, y o u  m a y  u se eith er tra d itio n a l o r sh o rter a b b rev ia tio n s fo r th e n a m es o f b o o k s (see 2 4 .6 );
co n su lt y o u r in stru cto r if y o u  a re u n su re w h ich  fo rm  is a p p ro p ria te. U se a ra b ic n u m era ls fo r ch a p ter a n d  v erse n u m b ers (w ith  a
co lo n  b etw een  th em ) a n d  fo r n u m b ered  b o o k s.

T ra d itio n a l a b b rev ia tio n s:

P:  (1 Thess. 4:11, 5:2ð5, 5:14)

S h o rter a b b rev ia tio n s:

P:  (2 Sm  11:1ð17, 11:26ð27; 1 Chr 10:13ð14)

S in ce b o o k s a n d  n u m b erin g  d iffer a m o n g  v ersio n s o f th e scrip tu res, id en tify  th e v ersio n  y o u  a re u sin g  in  b ra ck ets in  y o u r first
cita tio n , eith er w ith  th e sp elled -o u t n a m e o r a n  a ccep ted  a b b rev ia tio n  (see 2 4 .6 .4 ).

P:  (2 Kings 11:8 [New Revised Standard Version])
(1 Cor. 6:1ð10 [NAB])

F o r cita tio n s fro m  th e sa cred  w o rk s o f o th er relig io u s tra d itio n s, a d a p t th e g en era l p a ttern  fo r b ib lica l cita tio n s a s a p p ro p ria te (see
2 4 .6 .5 ).

19.5.3 Reference W orks

W ell-k n o w n  referen ce w o rk s, su ch  a s m a jo r d ictio n a ries a n d  en cy clo p ed ia s, sh o u ld  u su a lly  b e cited  o n ly  in  p a ren th etica l cita tio n s.
Y o u  g en era lly  n eed  n o t in clu d e th em  in  y o u r referen ce list, a lth o u g h  y o u  m a y  ch o o se to  in clu d e a  sp ecific w o rk  th a t is critica l to  y o u r
a rg u m en t o r freq u en tly  cited . O m it th e d a te, b u t sp ecify  th e ed itio n  (if n o t th e first, o r u n less n o  ed itio n  is sp ecified ). A rticles
co n su lted  o n lin e w ill req u ire a n  a ccess d a te a n d  a  U R L  (see 15 .4 .1.3 ). F o r a  w o rk  a rra n g ed  b y  k ey  term s su ch  a s a  d ictio n a ry  o r
en cy clo p ed ia , cite th e item  (n o t th e v o lu m e o r p a g e n u m b er) p reced ed  b y  s.v . (su b  v erb o , u n d er th e w o rd ; p l. s.v v .)

P:  (O xford English Dictionary, 3rd ed., s.v. òm ondegreenó [accessed February 1, 2012, http:// www.oed.com /view/Entry/251801])
(Encyclopaedia Britannica, s.v. òSibelius, Jeanó [accessed April 13, 2011,

http://www.britannica.com /EBchecked/topic/542563/Jean-Sibelius])

T rea t referen ce w o rk s th a t a re m o re sp ecia lized  o r less w ell k n o w n  a s y o u  w o u ld  a  b o o k  (see 19 .1).

R:  M LA Style M anual and G uide to Scholarly Publishing. 2008. 3rd ed. New York: M odern Language Association of Am erica.
Aulestia, G orka. 1989. Basque-English Dictionary. Reno: University of Nevada Press.

P:  (M LA Style M anual 2008, 6.8.2)
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(Aulestia 1989, 509)

19.5.4 Reviews

R ev iew s o f b o o k s, p erfo rm a n ces, a n d  so  fo rth  m a y  a p p ea r in  a  v a riety  o f p erio d ica ls. In  y o u r referen ce list, in clu d e th e n a m e o f th e
rev iew er; th e w o rd s rev iew  o f, fo llo w ed  b y  th e n a m e o f th e w o rk  rev iew ed  a n d  its a u th o r (o r co m p o ser, d irecto r, a n d  so  fo rth ); a n y
o th er p ertin en t in fo rm a tio n  (su ch  a s film  stu d io  o r lo ca tio n  o f a  p erfo rm a n ce); a n d , fin a lly , th e p erio d ica l in  w h ich  th e rev iew
a p p ea red . If th e rev iew  w a s co n su lted  o n lin e, in clu d e a n  a ccess d a te a n d  U R L  (see 15 .4 .1.3 ).

R:  M alitz, David. 2011. Review of concert perform ance by Bob Dylan. M erriweather Post Pavilion, Colum bia, M D. W ashington Post,
August 17. Accessed August 31, 2011. http://www.washingtonpost.com /lifestyle/style/m usic-review-bob-dylan-at-
m erriweather-post-pavilion/2011/08/17/glQ AebiDM J_story.htm l.

Scott, A. O . 2011. Review of The Debt, directed by John M adden. M iram ax Film s. New York Tim es, August 31.
M okyr, Joel. 2011. Review of Natural Experim ents of History, edited by Jared Diam ond and Jam es A. Robinson. Am erican

Historical Review 116, no. 3 (June 2011): 752ð55. Accessed Decem ber 9, 2011. http://dx.doi.org/10.1086/ahr.116.3.752.

19.5.5 Abstracts

Y o u  ca n  cite in fo rm a tio n  in  th e a b stra ct o f a  jo u rn a l a rticle, d isserta tio n , o r o th er w o rk  in  a  p a ren th etica l cita tio n . In  th e referen ce
list, in clu d e th e fu ll cita tio n  o f th e w o rk  b ein g  a b stra cted . In  th e p a ren th etica l cita tio n , in sert th e w o rd  a b stra ct, set o ff b y  co m m a s,
a fter th e y ea r o f p u b lica tio n  a n d  b efo re a n y  p a g e n u m b er.

R:  Brown, Cam pbell. 2011. òConsequentialize This.ó Ethics 121, no. 4 (July 2011): 749ð71.

P:  (Brown 2011, abstract, 749)

19.5.6 Pamphlets and Reports

C ite a  p a m p h let, co rp o ra te rep o rt, b ro ch u re, o r a n o th er freesta n d in g  p u b lica tio n  a s y o u  w o u ld  a  b o o k . If y o u  la ck  d a ta  fo r so m e o f
th e u su a l elem en ts, su ch  a s a u th o r a n d  p u b lish er, g iv e en o u g h  o th er in fo rm a tio n  to  id en tify  th e d o cu m en t. S o u rces co n su lted  o n lin e
sh o u ld  in clu d e a n  a ccess d a te a n d  a  U R L  (see 15 .4 .1.3 ).

R:  Clark, Hazel V. 1957. M esopotam ia: Between Two Rivers. M esopotam ia, O H: End of the Com m ons G eneral Store.
TIAA-CREF. 2011. TIAA-CREF Life Funds: 2011 Sem iannual Report. New York: TIAA-CREF Financial Services. Accessed

O ctober 5, 2011. http://www.tiaa-cref.org/public/prospectuses/lifefunds_sem i_ar.pdf.

19.5.7 Microform Editions

In  y o u r referen ce list, cite w o rk s th a t y o u  h a v e co n su lted  in  m icro fo rm  ed itio n s a cco rd in g  to  ty p e (b o o k , n ew sp a p er a rticle,
d isserta tio n , a n d  so  fo rth ). In  a d d itio n , sp ecify  th e fo rm  o f p u b lica tio n  (fich e, m icro film , a n d  so  fo rth ) a fter th e fa cts o f p u b lica tio n .

R:  Farwell, Beatrice. 1995. French Popular Lithographic Im agery. Vol. 12, Lithography in Art and Com m erce. Chicago: University of
Chicago Press. Text-fiche.

Tauber, Abraham . 1958. òSpelling Reform  in the United States.ó PhD diss., Colum bia University. M icrofilm .

In  a  p a ren th etica l cita tio n , in clu d e a  lo ca to r if p o ssib le. In  th e fo llo w in g  ex a m p le, th e p a g e n u m b er (id en tified  w ith  th e
a b b rev ia tio n  p . fo r cla rity ) a p p ea rs w ith in  th e p rin ted  tex t o n  th e fich e; th e o th er n u m b ers in d ica te th e fich e a n d  fra m e, a n d  th e letter
in d ica tes th e ro w .

P:  (Farwell 1995, p. 67, 3C12)

19.5.8 CD-ROMs or DVD-ROMs

C ite w o rk s issu ed  o n  C D - o r D V D -R O M  a s y o u  w o u ld  a n a lo g o u s p rin ted  w o rk s, m o st o ften  b o o k s.

R:  Com plete National G eographic: Every Issue since 1888 of òNational G eographicó M agazine. 2010. 7 DVD-RO M s. W ashington,
DC: National G eographic.

O xford English Dictionary. 2009. 2nd ed. CD-RO M , version 4.0. New York: O xford University Press.

19.5.9 Online Collections

T h e n a m e o f a  w eb site su ch  a s P erseu s th a t is d ev o ted  en tirely  to  a  sp ecific su b ject a rea  o r to  a  co llectio n  o f sim ila r reso u rces m a y  b e
im p o rta n t en o u g h  to  m en tio n  in  y o u r cita tio n  to  a  sp ecific p u b lica tio n . In  th is w a y , su ch  a  reso u rce is sim ila r to  a  p h y sica l
m a n u scrip t co llectio n  (see 19 .6 .4 ). In  a d d itio n  to  th e p u b lica tio n  in fo rm a tio n , in clu d e th e n a m e o f th e co llectio n  a n d  a n  a ccess d a te
a n d  U R L  (see 15 .4 .1.3 ).

R:  Pliny the Elder. 1855. The Natural History. Edited by John Bostock and H. T. Riley. In the Perseus Digital Library. Accessed M ay
15, 2011. http://www.perseus.tufts.edu/hopper/text?doc=:text:1999.02.0137.

P:  (Pliny the Elder 1855)

If y o u  h a v e cited  m o re th a n  o n e so u rce fro m  th e co llectio n , y o u  m a y  a lso  cite th e co llectio n  a s a  w h o le (in  w h ich  ca se a n  a ccess
d a te is u n n ecessa ry ).
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R:  Perseus Digital Library. Edited by G regory R. Crane. http://www.perseus.tufts.edu/

19.6 Unpublished Sources
S o u rces th a t h a v e n ev er b een  p u b lish ed  ca n  b e m o re d ifficu lt fo r rea d ers to  lo ca te th a n  p u b lish ed  o n es, b eca u se th ey  o ften  ex ist in
o n ly  o n e p la ce a n d  ty p ica lly  la ck  o fficia l p u b lica tio n  in fo rm a tio n . W h en  citin g  su ch  so u rces in  y o u r referen ce list, it is esp ecia lly
im p o rta n t to  in clu d e a ll o f th e in fo rm a tio n  listed  b elo w  to  g iv e rea d ers a s m u ch  h elp  a s p o ssib le.

T itles o f u n p u b lish ed  w o rk s a re g iv en  in  ro m a n  ty p e, en clo sed  in  q u o ta tio n  m a rk s, a n d  n o t ita licized . T h is fo rm a t d ifferen ce
d istin g u ish es th em  fro m  sim ila r b u t p u b lish ed  w o rk s. C a p ita lize E n g lish -la n g u a g e titles h ea d lin e sty le.

19.6.1 Theses and Dissertations

T h eses a n d  d isserta tio n s a re cited  m u ch  lik e b o o k s ex cep t fo r th e title, w h ich  is in  ro m a n  ty p e a n d  en clo sed  in  q u o ta tio n  m a rk s. A fter
th e a u th o r, d a te, a n d  title, list th e k in d  o f th esis a n d  th e a ca d em ic in stitu tio n . A b b rev ia te d isserta tio n  a s d iss. T h e w o rd  u n p u b lish ed
is u n n ecessa ry . If y o u v e co n su lted  th e d o cu m en t o n lin e, in clu d e a n  a ccess d a te a n d  a  U R L . If a  reco m m en d ed  U R L  is listed  a lo n g
w ith  th e d o cu m en t, u se th a t in stea d  o f th e o n e in  y o u r b ro w ser s a d d ress b a r. If y o u  co n su lted  th e d o cu m en t in  a  lib ra ry  o r
co m m ercia l d a ta b a se, y o u  m a y  g iv e th e n a m e o f th e d a ta b a se in stea d  o f th e U R L . S ee 15 .4 .1 fo r m o re d eta ils.

R:  Culcasi, Karen Leigh. 2003. òCartographic Representations of Kurdistan in the Print M edia.ó M asterõs thesis, Syracuse
University.

Levin, Dana S. 2010. òLetõs Talk about Sex é  Education: Exploring Youth Perspectives, Im plicit M essages, and Unexam ined
Im plications of Sex Education in Schools.ó PhD diss., University of M ichigan. Accessed M arch 13, 2012.
http://hdl.handle.net/2027.42/75809.

Richm ond, Afrah Daaim ah. 2011. òUnm asking the Boston Brahm in: Race and Liberalism  in the Long Struggle for Reform  at
Harvard and Radcliffe, 1945ð1990.ó PhD diss., New York University. Accessed Septem ber 25, 2011. ProQ uest Dissertations
& Theses.

19.6.2 Lectures and Papers Presented at Meetings

A fter th e a u th o r, d a te, a n d  title o f th e sp eech  o r p a p er, list th e sp o n so rsh ip , lo ca tio n , a n d  (if a v a ila b le) sp ecific d a y  o f th e m eetin g  a t
w h ich  it w a s g iv en . T h e w o rd  u n p u b lish ed  is u n n ecessa ry . If y o u  co n su lted  a  tex t o r tra n scrip t o f th e lectu re o r p a p er o n lin e, in clu d e
a n  a ccess d a te a n d  a  U R L  (see 15 .4 .1.3 ). If y o u  w a tch ed  o r listen ed  to  th e p resen ta tio n  o n lin e, a d a p t th e ex a m p les h ere to  th e a d v ice
a t 19 .8 .3 .5 .

R:  Crane, G regory R. 2011. òContextualizing Early M odern Religion in a Digital W orld.ó Lecture, Newberry Library, Chicago,
Septem ber 16.

Carvalho Filho, Irineu de, and Renato P. Colistete. 2010. òEducation Perform ance: W as It All Determ ined 100 Years Ago?
Evidence from  S«o Paulo, Brazil.ó Paper presented at the 70th annual m eeting of the Econom ic History Association,
Evanston, IL, Septem ber 24ð26. Accessed January 22, 2012. http://m pra.ub.uni-
m uenchen.de/24494/1/M PRA_paper_24494.pdf.

Patem an, Carole. 2011. òParticipatory Dem ocracy Revisited.ó Presidential address, annual m eeting of the Am erican Political
Science Association, Seattle, Septem ber 1.

19.6.3 Interviews and Personal Communications

T o  cite a n  u n p u b lish ed  in terv iew  (in clu d in g  o n e y o u  h a v e co n d u cted  y o u rself), b eg in  a  referen ce list en try  w ith  th e n a m e o f th e
p erso n  in terv iew ed , fo llo w ed  b y  th e d a te a n d  th e n a m e o f th e in terv iew er. A lso  in clu d e th e p la ce a n d  sp ecific d a y  o f th e in terv iew  (if
k n o w n ) a n d  th e lo ca tio n  o f a n y  ta p es o r tra n scrip ts (if a v a ila b le). (F o r a n  ex a m p le o f a  p u b lish ed  in terv iew , see 19 .4 .2 . F o r b ro a d ca st
in terv iew s, see 19 .8 .3 .3 .)

R:  Shields, David. 2011. Interview by author. Seattle. February 15.
Spock, Benjam in. 1974. Interview by M ilton J. E. Senn. Novem ber 20. Interview 67A, transcript, Senn O ral History Collection,

National Library of M edicine, Bethesda, M D.

In  p a ren th etica l cita tio n s, u se th e n a m e o f th e p erso n  in terv iew ed , n o t th a t o f th e in terv iew er.

P:  (Shields 2011)
(Spock 1974)

If y o u  ca n n o t rev ea l th e n a m e o f th e p erso n  in terv iew ed , u se o n ly  a  p a ren th etica l cita tio n  o r w ea v e th e in fo rm a tio n  in to  th e tex t;
y o u  d o  n o t n eed  to  in clu d e th e in terv iew  in  y o u r referen ce list. E x p la in  th e a b sen ce o f a  n a m e ( A ll in terv iew s w ere co n fid en tia l; th e
n a m es o f in terv iew ees a re w ith h eld  b y  m u tu a l a g reem en t ) in  a  fo o tn o te o r a  p refa ce.

P:  (interview with a health care worker, M arch 23, 2010)

C ite co n v ersa tio n s, letters, e-m a il o r tex t m essa g es, a n d  th e lik e o n ly  in  p a ren th etica l cita tio n s. T h e k ey  elem en ts, w h ich  sh o u ld
b e sep a ra ted  w ith  co m m a s, a re th e n a m e o f th e o th er p erso n , th e d a te, a n d  th e ty p e o f co m m u n ica tio n . In  m a n y  ca ses y o u  m a y  b e
a b le to  in clu d e so m e o r a ll o f th is in fo rm a tio n  in  th e tex t. O m it e-m a il a d d resses. T o  cite p o stin g s to  so cia l n etw o rk in g  serv ices, see
19 .7 .3 ; fo r d iscu ssio n  g ro u p s a n d  m a ilin g  lists, see 19 .7 .4 .

P:  (M axine G reene, April 23, 2012, e-m ail m essage to author)
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In a telephone conversation with the author on January 1, 2012, M ayan studies expert M elissa Ram irez confided that é

19.6.4 Manuscript Collections

D o cu m en ts fro m  p h y sica l co llectio n s o f u n p u b lish ed  m a n u scrip ts in v o lv e m o re co m p lica ted  a n d  v a ried  elem en ts th a n  p u b lish ed
so u rces. In  y o u r cita tio n s, in clu d e a s m u ch  id en tify in g  in fo rm a tio n  a s y o u  ca n , fo rm a t th e elem en ts co n sisten tly , a n d  a d a p t th e
g en era l p a ttern s o u tlin ed  h ere a s n eed ed .

19.6.4.1 ELEM ENTS TO  INCLUDE AND THEIR O RDER. If y o u  cite m u ltip le d o cu m en ts fro m  a  co llectio n , list th e co llectio n  a s a  w h o le in  y o u r
referen ce list, u n d er th e n a m e o f th e co llectio n , th e a u th o r(s) o f th e item s in  th e co llectio n , o r th e d ep o sito ry . F o r sim ila r ty p es o f
u n p u b lish ed  m a teria l th a t h a v e n o t b een  p la ced  in  a rch iv es, rep la ce in fo rm a tio n  a b o u t th e co llectio n  w ith  su ch  w o rd in g  a s in  th e
a u th o r s p o ssessio n  o r p riv a te co llectio n ,  a n d  d o  n o t m en tio n  th e lo ca tio n . D o  n o t in clu d e a  d a te, sin ce m o st co llectio n s co n ta in
item s fro m  v a rio u s d a tes.

R:  Egm ont M anuscripts. Phillipps Collection. University of G eorgia Library, Athens.
House, Edward M ., Papers. Yale University Library, New Haven, CT.
Pennsylvania Society for the Abolition of Slavery. Papers. Historical Society of Pennsylvania, Philadelphia.
Strother, French, and Edward Lowry. Undated correspondence. Herbert Hoover Presidential Library, W est Branch, IA.
W om enõs O rganization for National Prohibition Reform . Papers. Alice Belin du Pont files, Pierre S. du Pont Papers. Eleutherian

M ills Historical Library, W ilm ington, DE.

T o  cite a n  in d iv id u a l d o cu m en t fro m  su ch  a  co llectio n  in  y o u r tex t, id en tify  th e a u th o r a n d  d a te, th e title o r ty p e o f d o cu m en t, a n d
th e n a m e o f th e co llectio n  o r th e d ep o sito ry  u sed  in  th e referen ce list en try . S ep a ra te th e elem en ts w ith  co m m a s. In  m a n y  ca ses y o u
m a y  b e a b le to  in clu d e so m e o r a ll o f th is in fo rm a tio n  in  th e tex t.

P:  (Jam es O glethorpe to the trustees, January 13, 1733, Egm ont M anuscripts)
In his letter of January 13, 1733, to the trustees (Egm ont M anuscripts), Jam es O glethorpe declared é

If y o u  cite o n ly  o n e d o cu m en t fro m  a  co llectio n , list it in d iv id u a lly  in  y o u r referen ce list, a n d  fo llo w  th e u su a l p a ttern  fo r
p a ren th etica l cita tio n s.

R:  Dinkel, Joseph. 1869. Description of Louis Agassiz written at the request of Elizabeth Cary Agassiz. Agassiz Papers. Houghton
Library, Harvard University, Cam bridge, M A.

P:  (Dinkel 1869)

19.6.4.2 HO W  TO  FO RM AT THE ELEM ENTS. H ere a re so m e sp ecia l fo rm a ttin g  rec o m m en d a tio n s fo r d o cu m en ts in  m a n u scrip t co llectio n s.

Џ S p ecific v ersu s g en eric titles. U se q u o ta tio n  m a rk s fo r sp ecific titles o f d o cu m en ts b u t n o t fo r g en eric term s su ch  a s rep o rt a n d
m in u tes. C a p ita lize g en eric n a m es o f th is k in d  o n ly  if th ey  a re p a rt o f a  fo rm a l h ea d in g  in  th e m a n u scrip t, n o t if th ey  a re m erely
d escrip tiv e.

Џ L o ca tin g  in fo rm a tio n . A lth o u g h  so m e m a n u scrip ts m a y  in clu d e p a g e n u m b ers th a t ca n  b e in clu d ed  in  p a ren th etica l cita tio n s,
m a n y  w ill h a v e o th er ty p es o f lo ca to rs, o r n o n e a t a ll. O ld er m a n u scrip ts a re u su a lly  n u m b ered  b y  sig n a tu res o n ly  o r b y  fo lio s (fo l.,
fo ls.) ra th er th a n  b y  p a g e. S o m e m a n u scrip t co llectio n s h a v e id en tify in g  series o r file n u m b ers th a t y o u  ca n  in clu d e in  a  cita tio n .

Џ P a p ers a n d  m a n u scrip ts. In  titles o f m a n u scrip t co llectio n s th e term s p a p ers a n d  m a n u scrip ts a re sy n o n y m o u s. B o th  a re
a ccep ta b le, a s a re th e a b b rev ia tio n s M S  a n d  M S S  (p lu ra l).

Џ L etters. T o  cite a  letter in  a  p a ren th etica l cita tio n , sta rt w ith  th e n a m e o f th e letter w riter, fo llo w ed  b y  to  a n d  th e n a m e o f th e
recip ien t. O m it th e w o rd  letter, w h ich  is u n d ersto o d , b u t fo r o th er fo rm s o f co m m u n ica tio n , sp ecify  th e ty p e (teleg ra m ,
m em o ra n d u m ).

19.7 W ebsites, Blogs, Social Netw orks, and Discussion G roups
M a teria l p o sted  o r sh a red  o n  w eb sites, b lo g s, so cia l n etw o rk s, a n d  th e lik e m a y  la ck  o n e o r m o re o f th e sta n d a rd  fa cts o f p u b lica tio n
(a u th o r, d a te, title, o r p u b lish er). In  a d d itio n  to  a n  a ccess d a te a n d  a  U R L  (see 15 .4 .1.3 ), y o u  m u st in clu d e en o u g h  in fo rm a tio n  to
p o sitiv ely  id en tify  a n d  (if p o ssib le) lo ca te a  so u rce ev en  if th e U R L  ch a n g es o r b eco m es o b so lete.

19.7.1 W ebsites

F o r o rig in a l co n ten t fro m  o n lin e so u rces o th er th a n  b o o k s o r p erio d ica ls (see 15 .4 .1.2 ), in clu d e in  y o u r referen ce list a s m u ch  o f th e
fo llo w in g  a s y o u  ca n  d eterm in e: a u th o r, p u b lica tio n  o r rev isio n  d a te, title o f th e p a g e (in  ro m a n  ty p e, en clo sed  in  q u o ta tio n  m a rk s),
a n d  title o r o w n er o f th e site (u su a lly  in  ro m a n  ty p e; see 2 2 .3 .2 .3 ). A lso  in clu d e a n  a ccess d a te a n d  a  U R L  (see 15 .4 .1.3 ). If th ere is n o
a u th o r, th e so u rce sh o u ld  b e listed  u n d er th e title o f th e w eb site o r th e n a m e o f its o w n er o r sp o n so r. If th ere is n o  d a te, u se th e
a ccess d a te.

R:  Brooks, Susannah. 2011. òLongtim e Library Director Reflects on a Career at the Crossroads.ó University of W isconsin-M adison
News, Septem ber 1. Accessed M ay 14, 2012. http://www.news.wisc.edu/19704.

G oogle. 2010. òPrivacy Policy.ó G oogle Privacy Center. Last m odified O ctober 3. Accessed M arch 3, 2011.
http://www.google.com /intl/en/privacypolicy.htm l.

M cDonaldõs Corporation. 2011. òToy Safety.ó M cDonaldõs Canada. Accessed Novem ber 30, 2011.
http://www.m cdonalds.ca/en/com m unity/toysafety.aspx.
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W ikipedia. 2011. òW ikipedia M anual of Style.ó Last m odified Septem ber 2. Accessed Septem ber 3, 2011.
http://en.wikipedia.0rg/wiki/W ikipedia:M anual_0f_Style.

P:  (Brooks 2011)
(M cDonaldõs Corporation 2011)

19.7.2 Blog Entries and Comments

B lo g  en tries a re cited  m u ch  lik e a rticles in  n ew sp a p ers (see 19 .4 ). In  y o u r referen ce list, in clu d e a s m u ch  o f th e fo llo w in g  a s y o u  ca n
d eterm in e: th e a u th o r o f th e en try , th e d a te, a  title (in  q u o ta tio n  m a rk s), th e n a m e o f th e b lo g  (in  ita lics), a n d  th e sp ecific d a y  th e
en try  w a s p o sted . A lso  in clu d e a n  a ccess d a te a n d  a  U R L  (see 15 .4 .1.3 ). G iv e th e b lo g g er s n a m e ex a ctly  a s listed , ev en  if it is clea rly  a
p seu d o n y m ; if th e b lo g g er s rea l n a m e ca n  b e ea sily  d eterm in ed , in clu d e it in  b ra ck ets. If th e title o f th e b lo g  d o es n o t m a k e th e g en re
clea r, y o u  m a y  in d ica te b lo g  in  p a ren th eses. If th e b lo g  is p a rt o f a  la rg er p u b lica tio n , g iv e th e n a m e o f th e p u b lica tio n  a fter th e title
o f th e b lo g .

R:  Becker, G ary. 2012. òIs Capitalism  in Crisis?ó The Becker-Posner Blog, February12. Accessed February 16, 2012.
http://www.becker-posner-blog.com /2012/02/is-capitalism -incrisis-becker.htm l.

Subversive Copy Editor, The [Carol Fisher Sailer]. 2011. òStill Learning: Fun Language W ords.ó The Subversive Copy Editor
Blog, February 16. Accessed February 28, 2011. http://www.subversivecopyeditor.com /blog/2011/02/still-learningfun-
language-words.htm l.

Cavett, Dick. 2011. òFlying? Increasingly for the Birds.ó O pinionator (blog). New York Tim es, August 19. Accessed O ctober 14,
2011. http://www.blogs.nytim es.com /2011/08/19/flying-increasingly-for-the-birds/

M cW horter, John, and Joshua Knobe. 2011. òBlack M artian Linguists.ó Bloggingheads.tv (video blog), August 26. Accessed
Novem ber 7, 2011. http://bloggingheads.tv/ diavlogs/38530?in=:00&out=:03.

P:  (Cavett 2011)
(M cW horter and Knobe 2011)

C ite in d iv id u a l rea d ers  co m m en ts o n ly  in  p a ren th etica l cita tio n s. Id en tify  th e co m m en ter a n d  th e d a te a n d  tim e o f th e co m m en t,
fo llo w ed  b y  th e relev a n t in fo rm a tio n  fro m  th e referen ce list (u su a lly  a n  a u th o r-d a te cita tio n  fo r th e b lo g  en try ). G iv e th e
co m m en ter s n a m e ex a ctly  a s listed , ev en  if it is clea rly  a  p seu d o n y m . Y o u  m a y  b e a b le to  in clu d e so m e o r a ll o f th is in fo rm a tio n  in
th e tex t, a s lo n g  a s y o u  h a v e m a d e it clea r w h a t th e co m m en t refers to .

P:  (M r. Feel G ood, February 14, 2012 [1:37 a.m .], com m ent on Becker 2012 )
According to a com m ent by M r. Feel G ood on February 14, 2012 (1:37 a.m .),é

19.7.3 Social Networking Services

In fo rm a tio n  p o sted  o n  so cia l n etw o rk in g  serv ices sh o u ld  b e cited  o n ly  in  p a ren th etica l cita tio n s. L ist th e id en tity  o f th e p o ster (if n o t
m en tio n ed  in  th e tex t), th e n a m e o f th e serv ice, a n d  th e d a te a n d  tim e o f th e p o st. A lso  in clu d e a n  a ccess d a te a n d  a  U R L  (see
15 .4 .1.3 ).

P:  (Sarah Palin, Twitter post, August 25, 2011 [10:23 p.m .], accessed Septem ber 4, 2011, http://twitter.com /sarahpalinusa)
(O bam a for Am erica, Septem ber 4, 2011 [6:53 a.m .], accessed Septem ber 22, 2011, https://www.facebook.com /barackobam a)

A s w ith  n ew sp a p er a rticles (see 19 .4 .3 ), y o u  m a y  ch o o se to  w ea v e su ch  in fo rm a tio n  in to  th e tex t. B e su re to  p reserv e en o u g h
in fo rm a tio n  to  a llo w  rea d ers to  id en tify  th e so u rce.

In a m essage posted to her Twitter site on August 25, 2011 (at 10:23 p.m .), Sarah Palin (@ SarahPalinUSA) noted that é

If y o u  cite sev era l m essa g es fro m  a  p a rticu la r serv ice, y o u  m a y  in clu d e th e site a s a  w h o le in  y o u r referen ce list. F o r th e d a te, u se
th e d a te y o u  la st a ccessed  th e site.

R:  O bam a, Barack. 2011. Facebook page. Run by O bam a for Am erica. Accessed Septem ber 22, 2011.
https://www.facebook.com /barackobam a.

19.7.4 Electronic Discussion Groups and Mailing Lists

M a teria l p o sted  o r sen t to  a n  electro n ic d iscu ssio n  g ro u p  o r m a ilin g  list sh o u ld  n o rm a lly  b e cited  o n ly  in  p a ren th etica l cita tio n s. L ist
th e n a m e o f th e co rresp o n d en t, th e title o f th e g ro u p  o r su b ject lin e o f th e e-m a il m essa g e (in  q u o ta tio n  m a rk s), th e n a m e o f th e
fo ru m  o r list, a n d  th e d a te a n d  tim e o f th e m essa g e o r p o st. O m it e-m a il a d d resses. G iv e th e co rresp o n d en t s n a m e ex a ctly  a s listed ,
ev en  if it is clea rly  a  p seu d o n y m . If th e m a teria l is a rch iv ed  o n lin e, in clu d e a n  a ccess d a te a n d  a  U R L  (see 15 .4 .1.3 ).

P:  (Dodger Fan, post to òThe Atom ic Bom bing of Japan,ó Septem ber 1, 2011 [12:57:58 p.m . PDT], History forum , Am azon.com ,
accessed Septem ber 30, 2011, http:// www.am azon.com /forum /history/)

A s w ith  n ew sp a p er a rticles (see 19 .4 .3 ), y o u  m a y  ch o o se to  w ea v e m u ch  o f th is in fo rm a tio n  in to  th e tex t. B e su re to  p reserv e
en o u g h  in fo rm a tio n  to  a llo w  rea d ers to  id en tify  th e so u rce.

Sharon Naylor, in her e-m ail of August 23, 2011, to the Educ. & Behavior Science ALA Discussion List
(http://listserv.uncc.edu/archives/ebss-l.htm l), pointed out that é
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If y o u  cite sev era l item s fro m  a  p a rticu la r g ro u p  o r list, y o u  m a y  ch o o se to  in clu d e th e fo ru m  a s a  w h o le in  y o u r referen ce list. F o r
th e d a te, u se th e d a te y o u  la st a ccessed  th e site.

R:  Am azon.com . 2011. òThe Atom ic Bom bing of Japan.ó History forum . Accessed Septem ber 1, 2011.
http://www.am azon.com /forum /history.

19.8 Sources in the Visual and Perform ing Arts
T h e v isu a l a n d  p erfo rm in g  a rts g en era te a  v a riety  o f so u rces, in clu d in g  a rtw o rk s, liv e p erfo rm a n ces, b ro a d ca sts, reco rd in g s in
v a rio u s m ed ia , a n d  tex ts. C itin g  so m e o f th ese so u rces ca n  b e d ifficu lt w h en  th ey  la ck  th e ty p es o f id en tify in g  in fo rm a tio n  co m m o n  to
p u b lish ed  so u rces. In clu d e a s m u ch  id en tify in g  in fo rm a tio n  a s y o u  ca n , fo rm a t th e elem en ts co n sisten tly , a n d  a d a p t th e g en era l
p a ttern s o u tlin ed  h ere a s n eed ed .

S o m e o f th e so u rces co v ered  in  th is sectio n , w h ere n o ted , ca n  b e cited  in  p a ren th etica l cita tio n s o n ly  o r b y  w ea v in g  th e k ey
elem en ts in to  y o u r tex t, a lth o u g h  y o u  m a y  ch o o se to  in clu d e a  sp ecific item  in  y o u r referen ce list th a t is critica l to  y o u r a rg u m en t o r
freq u en tly  cited . If y o u r p a p er is fo r a  co u rse in  th e a rts, m ed ia  stu d ies, o r a  sim ila r field , co n su lt y o u r in stru cto r.

19.8.1 Artworks and Graphics

19.8.1.1 PAINTING S, SCULPTURES, AND PHO TO G RAPHS. C ite p a in tin g s, scu lp tu res, p h o to g ra p h s, d ra w in g s, a n d  th e lik e o n ly  in
p a ren th etica l cita tio n s. In clu d e th e n a m e o f th e a rtist, th e title o f th e a rtw o rk  (in  ita lics) a n d  d a te o f its crea tio n  (p reced ed  b y  ca .
[circa ] if a p p ro x im a te), a n d  th e n a m e o f th e in stitu tio n  th a t h o u ses it (if a n y ), in clu d in g  lo ca tio n . S ep a ra te th e elem en ts w ith
co m m a s. Y o u  m a y  a lso  in clu d e th e m ed iu m , if relev a n t.

P:  (G eorgia O õKeeffe, The Cliff Chim neys, 1938, M ilwaukee Art M useum )
(M ichelangelo, David, 1501ð4, G alleria dell Accadem ia, Florence)
(Ansel Adam s, North Dom e, Basket Dom e, M ount Hoffm an, Yosem ite, ca. 1935, Sm ithsonian Am erican Art M useum ,

W ashington, DC)
(Erich Buchholz, Untitled, 1920, gouache on paper, M useum  of M odern Art, New York)

In stea d  o f u sin g  a  p a ren th etica l cita tio n , y o u  ca n  so m etim es cite a rtw o rk s b y  w ea v in g  th e elem en ts in to  y o u r tex t.

O õKeeffe first dem onstrated this technique in The Cliff Chim neys (1938, M ilwaukee Art M useum ).

If y o u  v iew ed  th e a rtw o rk  in  a  p u b lish ed  so u rce o r o n lin e a n d  y o u r lo ca l g u id elin es req u ire y o u  to  id en tify  th is so u rce, in clu d e th e
so u rce in  y o u r referen ce list. F o r im a g es co n su lted  o n lin e, in clu d e a n  a ccess d a te a n d  a  U R L . In  y o u r p a ren th etica l cita tio n , if th e
so u rce is d ifferen t fro m  th e a rtist, g iv e th e u su a l a u th o r-d a te cita tio n  in  p la ce o f th e in stitu tio n a l n a m e a n d  lo ca tio n .

R:  Buchholz, Erich. 1920. Untitled. G ouache on paper. M useum  of M odern Art, New York. Accessed Decem ber 4, 2011.
http://www.m om a.org/collection/browse_results.php?object_id=38187.

Lynes, Barbara Buhler, Lesley Poling-Kem pes, and Frederick W . Turner. 2004. G eorgia O õKeeffe and New M exico: A Sense of
Place. Princeton, NJ: Princeton University Press.

P:  (Buchholz 1920)
(G eorgia O õKeeffe, The Cliff Chim neys, 1938, in Lynes, Poling-Kem pes, and Turner 2004, 25)

19.8.1.2 G RAPHIC ARTS. C ite g ra p h ic so u rces su ch  a s p rin t a d v ertisem en ts, m a p s, ca rto o n s, a n d  so  fo rth  o n ly  in  p a ren th etica l cita tio n s,
a d a p tin g  th e b a sic p a ttern s fo r a rtw o rk s a n d  g iv in g  a s m u ch  in fo rm a tio n  a s p o ssib le. G iv e a n y  title o r ca p tio n  in  ro m a n  ty p e,
en clo sed  in  q u o ta tio n  m a rk s, a n d  id en tify  th e ty p e o f g ra p h ic if it is u n clea r fro m  th e title. F o r item s co n su lted  o n lin e, in clu d e a n
a ccess d a te a n d  a  U R L .

P:  (Toyota, òW e See beyond Cars,ó advertisem ent, Architectural Digest, January 2010, 57)
(òRepublic of Letters: 1700ð1750,ó interactive m ap, M apping the Republic of Letters, accessed February 28, 2012,

https://republicofletters.stanford.edu/)
(òDivide by Zero,ó Internet m em e, Yo Dawg Pics, accessed Decem ber 2, 2012, http:// yodawgpics.com /yo-dawg-pictures/divide-

by-zero)

A n y  in fo rm a tio n  in clu d ed  in  th e tex t n eed  n o t b e rep ea ted  in  th e p a ren th etica l cita tio n .

O ne such m em e is known as òDivide by Zeroó (Yo Dawg Pics, accessed Decem ber 2, 2012, http://yodawgpics.com /yo-dawg-
pictures/divide-by-zero).

19.8.2 Live Performances

C ite liv e th ea trica l, m u sica l, o r d a n ce p erfo rm a n ces o n ly  in  p a ren th etica l cita tio n s. In clu d e th e title o f th e w o rk  p erfo rm ed , th e
a u th o r, a n y  k ey  p erfo rm ers a n d  a n  in d ica tio n  o f th eir ro les, th e v en u e a n d  its lo ca tio n , a n d  th e d a te. Ita licize th e titles o f p la y s a n d
lo n g  m u sica l co m p o sitio n s, b u t set th e titles o f sh o rter w o rk s in  ro m a n  ty p e, en clo sed  in  q u o ta tio n  m a rk s ex cep t fo r m u sica l w o rk s
referred  to  b y  g en re (see 2 2 .3 .2 .3 .). If th e cita tio n  is fo cu sed  o n  a n  in d iv id u a l s p erfo rm a n ce, list th a t p erso n s n a m e b efo re th e title
o f th e w o rk . S ep a ra te th e elem en ts w ith  co m m a s.

P:  (Spider-M an: Turn O ff the Dark, by G len Berger and Julie Taym or, m usic and lyrics by Bono and The Edge, directed by Julie
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Taym or, Foxwoods Theater, New York, Septem ber 10, 2011)
(Sim one Dinnerstein, pianist, Interm ezzo in A, op. 118, no. 2, by Johannes Brahm s, Portland Center for the Perform ing Arts,

Portland, O R, January 15, 2012.)

In stea d  o f u sin g  a  p a ren th etica l cita tio n , y o u  ca n  so m etim es cite liv e p erfo rm a n ces b y  w ea v in g  th e elem en ts in to  y o u r tex t.

Sim one Dinnersteinõs perform ance of Brahm sõs Interm ezzo in A, op. 118, no. 2 (January 15, 2012, at Portland Center for the
Perform ing Arts), was anything but interm ediate é

If y o u  v iew ed  o r listen ed  to  a  liv e p erfo rm a n ce in  a  reco rd ed  m ed iu m , cite th e reco rd in g  in  y o u r referen ce list. S ee 19 .8 .3 5  fo r
sim ila r ty p es o f ex a m p les.

R:  Rubinstein, Artur, pianist. 1975. òSpinning Song,ó by Felix M endelssohn. Am bassador College, Pasadena, CA, January 15. O n
The Last Recital for Israel. BM G  Classics, 1992. VHS.

19.8.3 Movies, Television, Radio, and the Like

C ita tio n s o f m o v ies, telev isio n  sh o w s, ra d io  p ro g ra m s, a n d  th e lik e w ill v a ry  d ep en d in g  o n  th e ty p e o f so u rce. A t a  m in im u m , id en tify
th e title o f th e w o rk , th e d a te it w a s relea sed  o r b ro a d ca st o r o th erw ise m a d e a v a ila b le, a n d  th e n a m e o f th e stu d io  o r o th er en tity
resp o n sib le fo r p ro d u cin g  o r d istrib u tin g  o r b ro a d ca stin g  th e w o rk . If y o u  w a tch ed  a  v id eo  o r listen ed  to  a  reco rd in g , in clu d e
in fo rm a tio n  a b o u t th e m ed iu m . If y o u  co n su lted  th e so u rce o n lin e, in clu d e a n  a ccess d a te a n d  a  U R L  (see 15 .4 .1.3 ).

19.8.3.1 M O VIES. In  th e referen ce list, cite a  m o v ie u n d er th e n a m e o f th e d irecto r (fo llo w ed  b y  d ir.). A fter th e d a te, g iv e th e title o f th e
m o v ie (in  ita lics), fo llo w ed  b y  th e n a m e o f th e co m p a n y  th a t p ro d u ced  o r d istrib u ted  it. Y o u  m a y  a lso  in clu d e in fo rm a tio n  a b o u t
w riters, a cto rs, p ro d u cers, a n d  so  fo rth  if it is relev a n t to  y o u r d iscu ssio n . U n less y o u  w a tch ed  th e m o v ie in  a  th ea ter, in clu d e
in fo rm a tio n  a b o u t th e m ed iu m .

R:  Zwigoff, Terry, dir. 1994. Crum b. Superior Pictures. DVD, Sony Pictures, 2006.
Heckerling, Am y, dir. 1982. Fast Tim es at Ridgem ont High. Screenplay by Cam eron Crowe. Featuring Jennifer Jason Leigh and

Sean Penn. Universal Pictures. DVD, 2002.
Cholodenko, Lisa, dir. 1998. High Art. O ctober Film s. Accessed Septem ber 6, 2011. http://m ovies.netflix.com /.
W eed, A. E. 1903. At the Foot of the Flatiron. Am erican M utoscope and Biograph. 35 m m  film . Library of Congress, The Life of a

City: Early Film s of New York, 1898ð1906. M PEG  video, 2:19. Accessed February 4, 2011.
http://www.loc.gov/am m em /papr/nychom e.htm l.

P:  (Cholodenko 1998)

In fo rm a tio n  a b o u t a n cilla ry  m a teria l in clu d ed  w ith  th e m o v ie sh o u ld  b e w o v en  in to  th e tex t, w ith  th e p a ren th etica l referen ce
referrin g  to  th e m o v ie a s a  w h o le.

In their audio com m entary, produced twenty years after the release of their film , Heckerling and Crowe agree that é  (Heckerling
1982).

19.8.3.2 TELEVISIO N AND RADIO  PRO G RAM S. T o  cite a  telev isio n  o r ra d io  p ro g ra m , in clu d e, a t a  m in im u m , th e title o f th e p ro g ra m , th e
n a m e o f th e ep iso d e o r seg m en t, th e d a te o n  w h ich  it w a s first a ired  o r m a d e a v a ila b le, a n d  th e en tity  th a t p ro d u ced  o r b ro a d ca st th e
w o rk . Y o u  m a y  a lso  in clu d e a n  ep iso d e n u m b er, th e n a m e o f th e d irecto r o r a u th o r o f th e ep iso d e o r seg m en t, a n d  (if relev a n t to  y o u r
d iscu ssio n ) th e n a m es o f k ey  p erfo rm ers. Ita licize th e titles o f p ro g ra m s, b u t set th e titles o f ep iso d es o r seg m en ts in  ro m a n  ty p e,
en clo sed  in  q u o ta tio n  m a rk s. If y o u  w a tch ed  o r listen ed  to  a  reco rd in g  in  a n y th in g  o th er th a n  its o rig in a l b ro a d ca st m ed iu m , in clu d e
in fo rm a tio n  a b o u t th e m ed iu m .

R:  All Things Considered. 2011. òBum ps on the Road Back to W ork,ó by Tam ara Keith. Aired Septem ber 5 on NPR.
M ad M en. 2007. òNixon vs. Kennedy,ó directed by Alan Taylor. Season 1, episode 12. Aired O ctober 11 on AM C. DVD, Lions

G ate Television.
30 Rock. 2011. òEverything Funny All the Tim e Always,ó directed by John Riggi. Featuring Tina Fey, Tracy M organ, Jane

Krakowski, Jack M cBrayer, Scott Adsit, Judah Fried-lander, and Alec Baldwin. Season 5, episode 22. Aired April 28 on NBC.
Accessed M arch 21, 2012. http://www.hulu.com /30-rock/.

P:  (30 Rock 2011)

In stea d  o f u sin g  a  p a ren th etica l cita tio n , y o u  ca n  o ften  cite su ch  p ro g ra m s b y  w ea v in g  th e k ey  elem en ts in to  y o u r tex t, esp ecia lly
if so m e o r a ll o f th e a d d itio n a l elem en ts a re n o t a v a ila b le o r relev a n t to  th e cita tio n .

M ad M en uses history and flashback in òNixon vs. Kennedyó (AM C, O ctober 11, 2007), with a com bination of archival television
footage and é

19.8.3.3 INTERVIEW S. T o  cite in terv iew s o n  telev isio n , ra d io , a n d  th e lik e, trea t th e p erso n  in terv iew ed  a s th e a u th o r, a n d  id en tify  th e
in terv iew er in  th e co n tex t o f th e cita tio n . A lso  in clu d e th e p ro g ra m  o r p u b lica tio n  a n d  d a te o f th e in terv iew  (o r p u b lica tio n  o r a ir
d a te). F o r u n p u b lish ed  in terv iew s, see 19 .6 .3 .

R:  Rice, Condoleezza. 2005. Interview by Jim  Lehrer. PBS NewsHour, July 28. Accessed July 7, 2012.
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http://www.pbs.org/newshour/bb/politics/jan-june05/rice_3ð4.htm l.
Poitras, Laura. 2011. Interview by Lorne M anly. òThe 9/11 Decade: A Cultural View ó (video). New York Tim es, Septem ber 2.

Accessed M arch 11, 2012. http://www.nytim es.com /interactive/2011/09/02/us/sept-11-reckoning/artists.htm l.

P:  (Rice 2005)

19.8.3.4 ADVERTISEM ENTS. C ite a d v ertisem en ts fro m  telev isio n , ra d io , a n d  th e lik e o n ly  in  p a ren th etica l cita tio n s o r b y  w ea v in g  th e
elem en ts in to  y o u r tex t, o r b o th .

P:  (Doritos, òHealing Chips,ó advertisem ent aired on Fox Sports, February 6, 2011, 30 seconds, accessed Septem ber 7, 2011,
http://www.foxsports.com /m /video/36896580/doritos-healing-chips.htm )

A s w ith  telev isio n  sh o w s (19 .8 .3 .2 ), y o u  ca n  o ften  cite a d v ertisem en ts b y  w ea v in g  th e k ey  elem en ts in to  y o u r tex t, esp ecia lly  if
so m e o r a ll o f th e a d d itio n a l elem en ts a re n o t a v a ila b le o r relev a n t to  th e cita tio n .

The Doritos ad òHealing Chips,ó which aired during Super Bowl XLV (Fox Sports, February 6, 2011) é

19.8.3.5 VIDEO S AND PO DCASTS. T o  cite a  v id eo  o r a  p o d ca st, in clu d e, a t a  m in i m u m , th e n a m e a n d  d escrip tio n  o f th e item  p lu s a n
a ccess d a te a n d  a  U R L  (see 15 .4 .1.3 ). T h e ex a m p les a b o v e fo r m o v ies, telev isio n , a n d  ra d io  (19 .8 .3 .1 4 ) m a y  b e u sed  a s tem p la tes fo r
in clu d in g  a n y  a d d itio n a l in fo r m a tio n . G iv e th e crea to r s n a m e ex a ctly  a s listed , ev en  if it is clea rly  a  p seu d o n y m ; if th e crea to r s rea l
n a m e ca n  b e ea sily  d eterm in ed , in clu d e it in  b ra ck ets.

R:  Adele. òSom eone like Youó (m usic video). Directed by Jake Nava. Posted O ctober 1, 2011. Accessed February 28, 2012.
http://www.m tv.com /videos/adele/693356/som eone-like-you.jhtm l.

Donner, Fred. òHow Islam  Beganó (video). Lecture, Alum ni W eekend 2011, University of Chicago, June 3, 2011. Accessed
January 5, 2012. http://www.youtube.com /watch?v=5RFK5u5lkhA.

Shear, M ichael, host. òThe Spat over President O bam aõs Upcom ing Jobs Speech.ó The Caucus (M P3 podcast). New York
Tim es, Septem ber 1, 2011. Accessed Septem ber 6, 2011. http://www.nytim es.com /pages/podcasts/.

Lum inosity. òW om ens W ork_SPN ó (video). M arch 5, 2009. Accessed April 22, 2011. http://www.viddler.com /v/lf6d7f1f.

If relev a n t, y o u  m a y  in clu d e th e tim e a t w h ich  th e cited  m a teria l a p p ea rs in  th e file in  y o u r p a ren th etica l cita tio n .

P:  (Adele 2011, 2:37)

19.8.4 Sound Recordings

T o  cite a  reco rd in g , in clu d e a s m u ch  in fo rm a tio n  a s y o u  ca n  to  d istin g u ish  it fro m  sim ila r reco rd in g s, in clu d in g  th e d a te o f th e
reco rd in g , th e n a m e o f th e reco rd in g  co m p a n y , th e id en tify in g  n u m b er o f th e reco rd in g , th e co p y rig h t d a te (if d ifferen t fro m  th e y ea r
o f th e reco rd in g ), a n d  th e m ed iu m . L ist th e reco rd in g  u n d er th e n a m e o f th e co m p o ser o r th e p erfo rm er, d ep en d in g  o n  w h ich  is
m o re relev a n t to  y o u r d iscu ssio n . T itles o f a lb u m s sh o u ld  b e in  ita lics; in d iv id u a l selectio n s sh o u ld  b e in  q u o ta tio n  m a rk s ex cep t fo r
m u sica l w o rk s referred  to  b y  g en re (see 2 2 .3 .2 .3 ). A b b rev ia te co m p a ct d isc a s C D . R eco rd in g s co n su lted  o n lin e sh o u ld  in clu d e a n
a ccess d a te a n d  a  U R L  (see 15 .4 .1.3 ). In  g en era l, cite b y  y ea r o f reco rd in g , b u t y o u  m a y  rep ea t d a tes to  a v o id  a n y  co n fu sio n .

R:  Holiday, Billie. 1958. òIõm  a Fool to W ant You,ó by Joel Herron, Frank Sinatra, and Jack W olf. Recorded February 20 with Ray
Ellis. O n Lady in Satin. Colum bia CL 1157. 33  rpm .

Beethoven, Ludwig van. 1969 and 1970. Piano Sonata no. 29 (òHam m erklavieró). Rudolf Serkin, piano. Recorded Decem ber 8ð
10, 1969, and Decem ber 14ð15, 1970. Sony Classics, 2005. M P3.

Strauss, Richard. 1940. Don Q uixote. W ith Em anuel Feuerm ann (violoncello) and the Philadelphia O rchestra, conducted by
Eugene O rm andy. Recorded February 24. Biddulph LAB 042, 1991. CD.

Pink Floyd. 1970. òAtom  Heart M other.ó Recorded April 29 at Fillm ore W est, San Francisco. Stream ing audio. Accessed July 7,
2011. http://www.wolfgangsvault.com /pink-floyd/concerts/fillm ore-west-april-29-1970.htm I.

Rubinstein, Artur. 1946 and 1958ð67. The Chopin Collection. RCA Victor/BM G  60822ð2-RG , 1991. 11 CDs.
Shostakovich, Dm itri. 1959 and 1965. Sym phony no. 5/Sym phony no. 9. Conducted by Leonard Bernstein. Recorded with the

New York Philharm onic, O ctober 20, 1959 (no. 5), and O ctober 19, 1965 (no. 9). Sony SM K 61841, 1999. CD.

P:  (Holiday 1958)
(Shostakovich 1959 and 1965)

T rea t reco rd in g s o f d ra m a , p ro se o r p o etry  rea d in g s, lectu res, a n d  th e lik e a s y o u  w o u ld  m u sica l reco rd in g s.

R:  Thom as, Dylan. 1953. Under M ilk W ood. Perform ed by Dylan Thom as et al. Recorded M ay 14. O n Dylan Thom as: The
Caedm on Collection, discs 9 and 10. Caedm on, 2002. 11 CDs.

Schlosser, Eric. 2004. Fast Food Nation: The Dark Side of the Am erican M eal. Read by Rick Adam son. New York: Random
House, RHCD 493. 8 CDs.

19.8.5 Texts in the Visual and Performing Arts

19.8.5.1 ART EXHIBITIO N CATALO G S. C ite a n  a rt ex h ib itio n  ca ta lo g  a s y o u  w o u ld  a  b o o k . In  y o u r referen ce list, in clu d e in fo rm a tio n  a b o u t
th e ex h ib itio n  fo llo w in g  th e p u b lica tio n  d a ta .
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R:  Dackerm an, Susan, ed. 2011. Prints and the Pursuit of Knowledge in Early M odern Europe. New Haven, CT: Yale University
Press. Published in conjunction with the exhibitions shown at the Harvard Art M useum s, Cam bridge, M A, and the Block
M useum  of Art, Northwestern University, Evanston, IL.

19.8.5.2 PLAYS. In  so m e ca ses y o u  ca n  cite w ell-k n o w n  E n g lish -la n g u a g e p la y s in  p a ren th etica l cita tio n s o n ly . (S ee a lso  19 .5 .1.)
S ep a ra te th e elem en ts w ith  co m m a s. O m it p u b lica tio n  d a ta , a n d  cite p a ssa g es b y  a ct a n d  scen e (o r o th er d iv isio n ) in stea d  o f b y  p a g e
n u m b er.

P:  (Eugene O õNeill, Long Dayõs Journey into Night, act 2, scene 1)

If y o u r p a p er is in  litera ry  stu d ies o r a n o th er field  co n cern ed  w ith  clo se a n a ly sis o f tex ts, o r if y o u  a re citin g  a  tra n sla tio n  o r a n
o b scu re w o rk , cite ev ery  p la y  a s y o u  w o u ld  a  b o o k , a n d  in clu d e ea ch  in  y o u r referen ce list. C ite p a ssa g es eith er b y  d iv isio n  o r b y  p a g e,
a cco rd in g  to  y o u r lo ca l g u id elin es.

R:  Bagnold, Enid. 1956. The Chalk G arden. New York: Random  House.
Anouilh, Jean. 1996. Becket, or The Honor of G od. Trans. Lucienne Hill. New York: River-head Books.

P:  (Bagnold 1956, 8ð9)
(Anouilh 1996, act 1, scene 1)

19.8.5.3 M USICAL SCO RES. C ite a  p u b lish ed  m u sica l sco re a s y o u  w o u ld  a  b o o k .

R:  Verdi, G iuseppe. 2008. G iovanna dõArco, dram m a lirico in four acts. Libretto by Tem istocle Solera. Edited by Alberto Rizzuti. 2
vols. W orks of G iuseppe Verdi, ser. 1, O peras. Chicago: University of Chicago Press; M ilan: G . Ricordi.

M ozart, W olfgang Am adeus. 1960. Sonatas and Fantasies for the Piano. Prepared from  the autographs and earliest printed
sources by Nathan Broder. Rev. ed. Bryn M awr, PA: Theodore Presser.

C ite a n  u n p u b lish ed  sco re a s y o u  w o u ld  u n p u b lish ed  m a teria l in  a  m a n u scrip t co llectio n .

R:  Shapey, Ralph. 1966. òPartita for Violin and Thirteen Players.ó Score. Special Collections, Joseph Regenstein Library. University
of Chicago.

19.9 Public Docum ents
P u b lic d o cu m en ts in clu d e a  w id e a rra y  o f so u rces p ro d u ced  b y  g o v ern m en ts a t a ll lev els th ro u g h o u t th e w o rld . T h is sectio n  p resen ts
b a sic p rin cip les fo r so m e co m m o n  ty p es o f p u b lic d o cu m en ts a v a ila b le in  E n g lish ; if y o u  n eed  to  cite o th er ty p es, a d a p t th e clo sest
m o d el.

S u ch  d o cu m en ts in v o lv e m o re co m p lica ted  a n d  v a ried  elem en ts th a n  m o st ty p es o f p u b lish ed  so u rces. In  y o u r cita tio n s, in clu d e
a s m u ch  id en tify in g  in fo rm a tio n  a s y o u  ca n , fo rm a t th e elem en ts co n sisten tly , a n d  a d a p t th e g en era l p a ttern s o u tlin ed  h ere a s
n eed ed .

T h e b u lk  o f th is sectio n  is co n cern ed  w ith  d o cu m en ts p u b lish ed  b y  U S  g o v ern m en ta l b o d ies a n d  a g en cies. F o r d o cu m en ts
p u b lish ed  b y  th e g o v ern m en ts o f C a n a d a  a n d  th e U n ited  K in g d o m  a n d  b y  in tern a tio n a l b o d ies, see 19 .9 .9 11. F o r u n p u b lish ed
g o v ern m en t d o cu m en ts g en era lly , see 19 .9 .12 .

19.9.1 Elements to Include, Their Order, and How to Format Them

In  y o u r referen ce list, in clu d e a s m a n y  o f th e fo llo w in g  elem en ts a s y o u  ca n :

Џ n a m e o f th e g o v ern m en t (co u n try , sta te, city , co u n ty , o r o th er d iv isio n ) a n d  g o v ern m en t b o d y  (leg isla tiv e b o d y , ex ecu tiv e
d ep a rtm en t, co u rt b u rea u , b o a rd , co m m issio n , o r co m m ittee) th a t issu ed  th e d o cu m en t

Џ d a te o f p u b lica tio n
Џ title, if a n y , o f th e d o cu m en t o r co llectio n
Џ n a m e o f in d iv id u a l a u th o r, ed ito r, o r co m p iler, if g iv en
Џ rep o rt n u m b er o r o th er id en tify in g  in fo rm a tio n  (su ch  a s p la ce o f p u b lica tio n  a n d  p u b lish er, fo r certa in  freesta n d in g  p u b lica tio n s

o r fo r item s in  seco n d a ry  so u rces)
Џ p a g e n u m b ers o r o th er lo ca to rs, if relev a n t
Џ a n  a ccess d a te a n d  eith er a  U R L  o r th e n a m e o f th e d a ta b a se, fo r so u rces co n su lted  o n lin e (see 15 .4 .1 a n d , fo r ex a m p les, 19 .9 .13 )

In  g en era l, list th e relev a n t elem en ts in  th e o rd er g iv en  a b o v e. E x cep tio n s fo r certa in  ty p es o f d o cu m en ts a re ex p la in ed  in  th e
fo llo w in g  sectio n s o f 19 .9 .

R:  US Congress. House of Representatives. Select Com m ittee on Hom eland Security. 2002. Hom eland Security Act of 2002.107th
Cong., 2d sess. HR Rep. 107-609, pt. 1.

F o r p a ren th etica l cita tio n s, trea t th e in fo rm a tio n  listed  b efo re th e d a te in  y o u r referen ce list a s th e a u th o r. If th is in fo rm a tio n  is
len g th y , y o u  m a y  sh o rten  it, a s lo n g  a s y o u  d o  so  lo g ica lly  a n d  co n sisten tly  in  y o u r cita tio n s. In  m a n y  ca ses y o u  m a y  b e a b le to
in clu d e so m e o r a ll o f th is in fo rm a tio n  in  th e tex t in stea d  o f a  p a ren th etica l cita tio n .

P:  (US House 2002, 81ð82)
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é  as the Select Com m ittee decreed in its report accom panying the Hom eland Security Act of 2002 (81ð82).

N o te th a t, b y  co n v en tio n , o rd in a ls in  p u b lic d o cu m en ts en d  in  d  in stea d  o f n d  (2 d  in stea d  o f 2 d ).

19.9.2 Congressional Publications

F o r co n g ressio n a l p u b lica tio n s, referen ce list en tries u su a lly  b eg in  w ith  th e d esig n a tio n  U S  C o n g ress, fo llo w ed  b y  S en a te o r H o u se o f
R ep resen ta tiv es (o r H o u se). (Y o u  m a y  a lso  sim p lify  th is to  U S  S en a te o r U S  H o u se.) O th er co m m o n  elem en ts in clu d e co m m ittee a n d
su b co m m ittee, if a n y ; d a te o f p u b lica tio n ; title o f d o cu m en t; n u m b er o f th e C o n g ress a n d  sessio n  (a b b rev ia ted  C o n g . a n d  sess.
resp ectiv ely  in  th is p o sitio n ); a n d  n u m b er a n d  d escrip tio n  o f th e d o cu m en t (fo r ex a m p le, H . D o c. 4 8 7 ), if a v a ila b le.

19.9.2.1 DEBATES. S in ce 18 7 3 , co n g ressio n a l d eb a tes h a v e b een  p u b lish ed  b y  th e g o v ern m en t in  th e C o n g ressio n a l R eco rd . W h en ev er
p o ssib le, cite th e p er m a n en t v o lu m es, w h ich  o ften  reflect ch a n g es fro m  th e d a ily  ed itio n s o f th e R eco rd . B eg in  p a ren th etica l
cita tio n s w ith  th e a b b rev ia tio n  C o n g . R ec, a n d  id en tify  th e v o lu m e a n d  p a rt n u m b ers a s w ell a s th e p a g e n u m b ers. (F o r cita tio n s o f
th e d a ily  H o u se o r S en a te ed itio n , reta in  th e H  o r S  in  p a g e n u m b ers.)

R:  US Congress. Congressional Record. 2008. 110th Cong., 1st sess. Vol. 153, pt. 8.

P:  (Cong. Rec. 2008, 153, pt. 8:11629ð30)

If y o u  n eed  to  id en tify  a  sp ea k er a n d  th e su b ject in  a  d eb a te, d o  so  in  tex t, a n d  in clu d e a  p a ren th etica l cita tio n  fo r th e p u b lica tio n
o n ly .

Senator Kennedy of M assachusetts spoke for the Joint Resolution on Nuclear W eapons Freeze and Reductions (Cong. Rec.
1982, 128, pt. 3:3832ð34).

B efo re 18 7 4 , co n g ressio n a l d eb a tes w ere p u b lish ed  in  A n n a ls o f th e C o n g ress o f th e U n ited  S ta tes (a lso  k n o w n  b y  o th er n a m es
a n d  co v erin g  th e y ea rs 17 8 9 18 2 4 ), R eg ister o f D eb a tes (18 2 4 3 7 ), a n d  C o n g ressio n a l G lo b e (18 3 3 7 3 ). C ite th ese w o rk s sim ila rly  to
th e C o n g ressio n a l R eco rd .

19.9.2.2 REPO RTS AND DO CUM ENTS. W h en  y o u  cite rep o rts a n d  d o cu m en ts o f th e S en a te (a b b rev ia ted  S .) a n d  th e H o u se (H . o r H R ),
in clu d e b o th  th e C o n g ress a n d  sessio n  n u m b ers a n d , if p o ssib le, th e series n u m b er.

R:  US Congress. House. 2011. Expansion of National Em ergency with Respect to Protecting the Stabilization Efforts in Iraq. 112th
Cong., 1st sess. H. Doc. 112ð25.

P:  (US House 2011, 1ð2)

19.9.2.3 BILLS AND RESO LUTIO NS. C o n g ressio n a l b ills (p ro p o sed  la w s) a n d  reso lu tio n s a re p u b lish ed  in  p a m p h let fo rm . In  cita tio n s,
b ills a n d  reso lu tio n s o rig in a tin g  in  th e H o u se o f R ep resen ta tiv es a re a b b rev ia ted  H R  o r H . R es. a n d  th o se o rig in a tin g  in  th e S en a te,
S . o r S . R es. In clu d e p u b lica tio n  d eta ils in  th e C o n g ressio n a l R eco rd  (if a v a ila b le). If a  b ill h a s b een  en a cted , cite it a s a  sta tu te (see
19 .9 .2 .5 ).

R:  US Congress. House. 2011. No Taxpayer Funding for Abortion Act. H. Res. 237. 112th Cong., 1st sess. Congressional Record
157, daily ed. (M ay 4): H3014ð37.

P:  (US House 2011, H 3014)

19.9.2.4 HEARING S. R eco rd s o f testim o n y  g iv en  b efo re co n g ressio n a l co m m ittees a re u su a lly  p u b lish ed  w ith  fo rm a l titles, w h ich  sh o u ld
b e in clu d ed  in  referen ce list en tries (in  ita lics). T h e relev a n t co m m ittee is n o rm a lly  listed  a s p a rt o f th e title.

R:  US Congress. House. 2002. Hearing before the Select Com m ittee on Hom eland Security. HR 5005, Hom eland Security Act of
2002, day 3.107th Cong., 2d sess., July 17.

P:  (US House 2002, 119ð20)

19.9.2.5 STATUTES. S ta tu tes, w h ich  a re b ills o r reso lu tio n s th a t h a v e b een  p a ssed  in to  la w , a re first p u b lish ed  sep a ra tely  a n d  th en
co llected  in  th e a n n u a l b o u n d  v o lu m es o f th e U n ited  S ta tes S ta tu tes a t L a rg e, w h ich  b eg a n  p u b lica tio n  in  18 7 4 . L a ter th ey  a re
in co rp o ra ted  in to  th e U n ited  S ta tes C o d e. C ite U S  S ta tu tes, th e U S  C o d e, o r b o th . S ectio n  n u m b ers in  th e C o d e a re p reced ed  b y  a
sectio n  sy m b o l ( ; u se  a n d  et seq . to  in d ica te m o re th a n  o n e sectio n ).

In  a  p a ren th etica l cita tio n , in d ica te th e y ea r th e a ct w a s p a ssed ; in  y o u r referen ce list, a lso  in clu d e th e p u b lica tio n  d a te o f th e
sta tu to ry  co m p ila tio n , w h ich  m a y  d iffer fro m  th e y ea r o f p a ssa g e.

R:  Atom ic Energy Act of 1946. Public Law 585. 79th Cong., 2d sess. August 1.
Fair Credit Reporting Act of 1970. US Code 15 (2000), ÄÄ 1681 et seq.
Hom eland Security Act of 2002. Public Law 107-296. US Statutes at Large 116 (2002): 2135ð321. Codified at US Code 6

(2002), ÄÄ 101 et seq.

P:  (Atom ic Energy Act of 1946, 12, 19)
(Fair Credit Reporting Act of 1970)
(Hom eland Security Act of 2002, 2163ð64)
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B efo re 18 7 4 , la w s w ere p u b lish ed  in  th e sev en teen -v o lu m e S ta tu tes a t L a rg e o f th e U n ited  S ta tes o f A m erica , 17 8 9 18 7 3 . C ita tio n s o f
th is co llectio n  in clu d e th e v o lu m e n u m b er a n d  its p u b lica tio n  d a te.

19.9.3 Presidential Publications

P resid en tia l p ro cla m a tio n s, ex ecu tiv e o rd ers, v eto es, a d d resses, a n d  th e lik e a re p u b lish ed  in  th e W eek ly  C o m p ila tio n  o f P resid en tia l
D o cu m en ts a n d  in  P u b lic P a p ers o f th e P resid en ts o f th e U n ited  S ta tes. P ro cla m a tio n s a n d  ex ecu tiv e o rd ers a re a lso  ca rried  in  th e
d a ily  F ed era l R eg ister a n d  th en  p u b lish ed  in  title 3  o f th e C o d e o f F ed era l R eg u la tio n s. O n ce th ey  h a v e b een  p u b lish ed  in  th e C o d e,
u se th a t a s y o u r so u rce. P u t in d iv id u a l titles in  q u o ta tio n  m a rk s.

R:  US President. 2010. Proclam ation 8621. òNational Slavery and Hum an Trafficking Prevention M onth, 2011.ó Federal Register
75, no. 250 (Decem ber 30): 82215ð16.

US President. 1997. Executive O rder 13067. òBlocking Sudanese G overnm ent Property and Prohibiting Transactions with
Sudan.ó Code of Federal Regulations, title 3 (1997 com p.): 230ð31.

P:  (US President 2010)
(US President 1997)

T h e p u b lic p a p ers o f U S  p resid en ts a re co llected  in  tw o  m u ltiv o lu m e w o rk s: C o m p ila tio n  o f th e M essa g es a n d  P a p ers o f th e
P resid en ts, 17 8 9 18 9 7 , a n d , sta rtin g  w ith  th e H o o v er a d m in istra tio n , P u b lic P a p ers o f th e P resid en ts o f th e U n ited  S ta tes. (P a p ers
n o t co v ered  b y  eith er o f th ese w o rk s a re p u b lish ed  elsew h ere.) T o  cite item s in  th ese co llectio n s, fo llo w  th e reco m m en d a tio n s fo r
m u ltiv o lu m e b o o k s (see 19 .1.5 ).

19.9.4 Publications of Government Departments and Agencies

E x ecu tiv e d ep a rtm en ts, b u rea u s, a n d  a g en cies issu e rep o rts, b u lletin s, circu la rs, a n d  o th er m a teria ls. Ita licize th e title, a n d  in clu d e
th e n a m e o f a n y  id en tified  a u th o r(s) a fter th e title.

R:  US Departm ent of the Treasury. 1850ð51. Report of the Secretary of the Treasury Transm itting a Report from  the Register of the
Treasury of the Com m erce and Navigation of the United States for the Year Ending the 30th of June, 1850. 31st Cong., 2d
sess. House Executive Docum ent 8. W ashington, DC.

US Departm ent of the Interior. M inerals M anagem ent Service. Environm ental Division. 2007. O il-Spill Risk Analysis: G ulf of
M exico O uter Continental Shelf (O CS) Lease Sales, Central Planning Area and W estern Planning Area, 2007ð2012, and
G ulfwide O CS Program , 2007ð2046, by Zhen-G ang Ji, W alter R. Johnson, and Charles F. M arshall. Edited by Eileen M .
Lear. M M S 2007-040, June.

P:  (US Departm ent of the Treasury 1850ð51, 15ð16)
(US Departm ent of the Interior 2007, 23)

19.9.5 US Constitution

T h e U S  C o n stitu tio n  sh o u ld  b e cited  o n ly  in  p a ren th etica l cita tio n s; y o u  n eed  n o t in clu d e it in  y o u r referen ce list. In clu d e th e a rticle
o r a m en d m en t, sectio n , a n d , if relev a n t, cla u se. U se a ra b ic n u m era ls a n d , if y o u  p refer, a b b rev ia tio n s fo r term s su ch  a s a m en d m en t
a n d  sectio n .

P:  (US Constitution, art. 2, sec. 1, cl. 3)
(US Constitution, am end. 14, sec. 2)

In  m a n y  ca ses, y o u  ca n  in clu d e th e id en tify in g  in fo rm a tio n  in  y o u r tex t, b u t sp ell o u t th e p a rt d esig n a tio n s. C a p ita lize th e n a m es
o f sp ecific a m en d m en ts w h en  u sed  in  p la ce o f n u m b ers.

The US Constitution, in article 1, section 9, forbids suspension of the writ òunless when in Cases of Rebellion or Invasion the
public Safety m ay require it.ó
 
The First Am endm ent protects the right of free speech.

19.9.6 Treaties

T h e tex ts o f trea ties sig n ed  b efo re 19 5 0  a re p u b lish ed  in  U n ited  S ta tes S ta tu tes a t L a rg e; th e u n o fficia l cita tio n  is to  th e T rea ty  S eries
(T S ) o r th e E x ecu tiv e A g reem en t S eries (E A S ). T h o se sig n ed  in  19 5 0  o r la ter a p p ea r in  U n ited  S ta tes T rea ties a n d  O th er
In tern a tio n a l A g reem en ts (U S T , 19 5 0 ) o r T rea ties a n d  O th er In tern a tio n a l A cts S eries (T IA S , 19 4 5 ). T rea ties in v o lv in g  m o re th a n
tw o  n a tio n s m a y  b e fo u n d  in  th e U n ited  N a tio n s T rea ty  S eries (U N T S , 19 4 6 ) o r, fro m  19 2 0  to  19 4 6 , in  th e L ea g u e o f N a tio n s T rea ty
S eries (L N T S ).

Ita licize titles o f th e p u b lica tio n s m en tio n ed  a b o v e a n d  th eir a b b rev ia ted  fo rm s. U n less th ey  a re n a m ed  in  th e title o f th e trea ty ,
list th e p a rties su b ject to  th e a g reem en t, sep a ra ted  b y  h y p h en s. A n  ex a ct d a te in d ica tes th e d a te o f sig n in g  a n d  m a y  b e in clu d ed  in
a d d itio n  to  th e y ea r th e trea ty  w a s p u b lish ed .

R:  US Departm ent of State. 1963. Treaty Banning Nuclear W eapon Tests in the Atm osphere, in O uter Space, and Under W ater.
US-UK-USSR. August 5. UST 14, pt. 2.

United States. 1922. Naval Arm am ent Lim itation Treaty with the British Em pire, France, Italy, and Japan. February 6. US
Statutes at Large 43, pt. 2.
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P:  (US Departm ent of State 1963, 1313)
(United States 1922)

19.9.7 Legal Cases

C ita tio n s o f leg a l ca ses g en era lly  ta k e th e sa m e fo rm  fo r co u rts a t a ll lev els. In  y o u r referen ce list, ita licize th e fu ll ca se n a m e
(in clu d in g  th e a b b rev ia tio n  v .). In clu d e th e v o lu m e n u m b er (a ra b ic), n a m e o f th e rep o rter (a b b rev ia ted ; see b elo w ), o rd in a l series
n u m b er (if a p p lica b le), o p en in g  p a g e n u m b er o f th e d ecisio n , a b b rev ia ted  n a m e o f th e co u rt a n d  d a te (to g eth er in  p a ren th eses), a n d
o th er relev a n t in fo rm a tio n , su ch  a s th e n a m e o f th e sta te o r lo ca l co u rt (if n o t id en tified  b y  th e rep o rter title).

R:  United States v. Christm as. 222 F.3d 141 (4th Cir. 2000).
Profit Sharing Plan v. M bank Dallas, N.A. 683 F. Supp. 592 (N.D. Tex. 1988).

T h e o n e elem en t th a t d ep en d s o n  th e lev el o f th e co u rt is th e n a m e o f th e rep o rter. T h e m o st co m m o n  o n es a re a s fo llo w s.

Џ U S  S u p rem e C o u rt. F o r S u p rem e C o u rt d ecisio n s, cite U n ited  S ta tes S u p rem e C o u rt R ep o rts (a b b rev ia ted  U S ) o r, if n o t y et
p u b lish ed  th ere, S u p rem e C o u rt R ep o rter (a b b rev ia ted  S . C t.).

R:  AT&T Corp. v. Iowa Utilities Bd. 525 US 366 (1999).
Brendlin v. California. 127 S. Ct. 2400 (2007).

Џ L o w er fed era l co u rts. F o r lo w er fed era l-co u rt d ecisio n s, cite F ed era l R ep o rter (F .) o r F ed era l S u p p lem en t (F . S u p p .).

R:  United States v. Dennis. 183 F. 201 (2d Cir. 1950).
Eaton v. IBM  Corp. 925 F. Supp. 487 (S.D. Tex. 1996).

Џ S ta te a n d  lo ca l co u rts. F o r sta te a n d  lo ca l co u rt d ecisio n s, cite o fficia l sta te rep o rters w h en ev er p o ssib le. If y o u  u se a  co m m ercia l
rep o rter, cite it a s in  th e seco n d  ex a m p le b elo w . If th e rep o rter d o es n o t id en tify  th e co u rt s n a m e, in clu d e it b efo re th e d a te,
w ith in  p a ren th eses.

R:  W illiam s v. Davis. 27 Cal. 2d 746 (1946).
Bivens v. M obley. 724 So. 2d 458 (M iss. Ct. App. 1998).

T o  cite a  leg a l ca se in  y o u r tex t, g iv e th e n a m e o f th e ca se a n d  th e d a te (if citin g  sp ecific la n g u a g e, p ro v id e th e p a g e n u m b er a s
w ell). In  m a n y  in sta n ces y o u  m a y  b e a b le to  in clu d e eith er o r b o th  elem en ts in  th e tex t.

P:  (United States v. Christm as 2000)
é  this principle was best exem plified by United States v. Christm as (2000).

19.9.8 State and Local Government Documents

C ite sta te a n d  lo ca l g o v ern m en t d o cu m en ts a s y o u  w o u ld  fed era l d o cu m en ts. U se ro m a n  ty p e (n o  q u o ta tio n  m a rk s) fo r sta te la w s a n d
m u n icip a l o rd in a n ces; u se ita lics fo r co d es (co m p ila tio n s) a n d  th e titles o f free sta n d in g  p u b lica tio n s. S ta te co n stitu tio n s a re cited
o n ly  in  p a ren th etica l cita tio n s o r in  th e tex t (see a lso  19 .9 .5 ).

R:  Illinois Institute for Environm ental Q uality (IIEQ ). 1977. Review and Synopsis of Public Participation regarding Sulfur Dioxide and
Particulate Em issions. By Sidney M . M arder. IIEQ  Docum ent 77/21. Chicago.

M etham phetam ine Control and Com m unity Protection Act. 2005. Illinois Com piled Statutes, ch. 720, no. 646 (2005).
Pageõs O hio Revised Code Annotated. 2011. Title 35, Elections.

P:  (IIEQ  1977, 44ð45)
(M etham phetam ine Control and Com m unity Protection Act 2005, sec. 10)
(Pageõs O hio Revised Code Annotated 2011, sec. 3599.01)
(New M exico Constitution, art. 4, sec. 7.)

19.9.9 Canadian Government Documents

C ite C a n a d ia n  g o v ern m en t d o cu m en ts sim ila rly  to  U S  p u b lic d o cu m en ts. E n d  cita tio n s w ith  th e w o rd  C a n a d a  (in  p a ren th eses) u n less
it is o b v io u s fro m  th e co n tex t.

C a n a d ia n  sta tu tes a re first p u b lish ed  in  th e a n n u a l S ta tu tes o f C a n a d a , a fter w h ich  th ey  a p p ea r in  th e R ev ised  S ta tu tes o f C a n a d a ,
a  co n so lid a tio n  p u b lish ed  ev ery  fifteen  o r tw en ty  y ea rs. W h erev er p o ssib le, u se th e la tter so u rce a n d  id en tify  th e sta tu te b y  title,
rep o rter, y ea r o f co m p ila tio n , ch a p ter, a n d  sectio n .

R:  Canada W ildlife Act. Revised Statutes of Canada 1985, chap. W -9, sec. 1.
Assisted Hum an Reproduction Act. Statutes of Canada 2004, chap. 2, sec. 2.

P:  (Canada W ildlife Act 1985)

C a n a d ia n  S u p rem e C o u rt ca ses sin ce 18 7 6  a re p u b lish ed  in  S u p rem e C o u rt R ep o rts (S C R ); ca ses a fter 19 7 4  sh o u ld  in clu d e th e
v o lu m e n u m b er o f th e rep o rter. F ed era l co u rt ca ses a re p u b lish ed  in  F ed era l C o u rts R ep o rts (F C , 19 7 1 ) o r E x ch eq u er C o u rt R ep o rts
(E x . C R , 18 7 5 19 7 1). C a ses n o t fo u n d  in  a n y  o f th ese so u rces m a y  b e fo u n d  in  D o m in io n  L a w  R ep o rts (D L R ). In clu d e th e n a m e o f th e
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ca se (in  ita lics), fo llo w ed  b y  th e d a te (in  p a ren th eses), th e v o lu m e n u m b er (if a n y ), th e a b b rev ia ted  n a m e o f th e rep o rter, a n d  th e
o p en in g  p a g e o f th e d ecisio n .

R:  Robertson v. Thom son Corp. (2006) 2 SCR 363 (Canada).
Boldy v. Royal Bank of Canada. (2008) FC 99.

19.9.10 British Government Documents

C ite B ritish  g o v ern m en t d o cu m en ts sim ila rly  to  U S  p u b lic d o cu m en ts. E n d  cita tio n s w ith  th e p h ra se U n ited  K in g d o m  (in
p a ren th eses o r b ra ck ets) u n less it is o b v io u s fro m  th e co n tex t.

A cts o f P a rlia m en t sh o u ld  u su a lly  b e cited  o n ly  in  p a ren th etica l cita tio n s o r in  th e tex t. In clu d e a  sp ecific a ct in  y o u r referen ce list
o n ly  if it is critica l to  y o u r a rg u m en t o r freq u en tly  cited . Id en tify  a cts b y  title, d a te, a n d  ch a p ter n u m b er (a ra b ic n u m era l fo r n a tio n a l
n u m b er, lo w erca se ro m a n  fo r lo ca l). A cts fro m  b efo re 19 6 3  a re cited  b y  reg n a l y ea r a n d  m o n a rch s n a m e (a b b rev ia ted ) a n d  o rd in a l
(a ra b ic n u m era l).

P:  (Act of Settlem ent 1701, 12 & 13 W ill. 3, c. 2)
(Consolidated Fund Act 1963, chap. 1 [United Kingdom ])
(M anchester Corporation Act 1967, chap. xl)

M o st B ritish  leg a l ca ses ca n  b e fo u n d  in  th e a p p lica b le rep o rt in  th e L a w  R ep o rts, a m o n g  th ese th e A p p ea l C a ses (A C ), Q u een s
(K in g s) B en ch  (Q B , K B ), C h a n cery  (C h .), F a m ily  (F a m .), a n d  P ro b a te (P .) rep o rts. U n til recen tly , th e co u rts o f h ig h est a p p ea l in  th e
U n ited  K in g d o m  (ex cep t fo r crim in a l ca ses in  S co tla n d ) h a d  b een  th e H o u se o f L o rd s (H L ) a n d  th e J u d icia l C o m m ittee o f th e P riv y
C o u n cil (P C ). In  2 0 0 5 , th e S u p rem e C o u rt o f th e U n ited  K in g d o m  (U K S C ) w a s esta b lish ed .

In clu d e th e n a m e o f th e ca se, in  ita lics (ca ses in v o lv in g  th e C ro w n  refer to  R ex  o r R eg in a ); th e d a te, in  p a ren th eses; th e v o lu m e
n u m b er (if a n y ) a n d  a b b rev ia ted  n a m e o f th e rep o rter; a n d  th e o p en in g  p a g e o f th e d ecisio n . If th e co u rt is n o t a p p a ren t fro m  th e
n a m e o f th e rep o rter, o r if th e ju risd ictio n  is n o t clea r fro m  co n tex t, in clu d e eith er o r b o th , a s n ecessa ry , in  p a ren th eses.

R:  Regina v. Dudley and Stephens. (1884) 14 Q BD 273 (DC).
Regal (Hastings) Ltd. v. G ulliver and O rs. (1967) 2 AC 134 (HL) (Eng.).
NM L Capital Lim ited (Appellant) v. Republic of Argentina (Respondent). (2011) UKSC 31.

19.9.11 Publications of International Bodies

D o cu m en ts p u b lish ed  b y  in tern a tio n a l b o d ies su ch  a s th e U n ited  N a tio n s ca n  b e cited  m u ch  lik e b o o k s. Id en tify  th e a u th o rizin g  b o d y
(a n d  a n y  a u th o r o r ed ito r), th e d a te, th e to p ic o r title o f th e d o cu m en t, a n d  th e p u b lish er o r p la ce o f p u b lica tio n  (o r b o th ). A lso
in clu d e a n y  series o r o th er id en tify in g  p u b lica tio n  in fo rm a tio n .

R:  League of Arab States and United Nations. 2010. The Third Arab Report on the M illennium  Developm ent G oals 2010 and the
Im pact of the G lobal Econom ic Crises. Beirut: Econom ic and Social Com m ission for W estern Asia.

United Nations G eneral Assem bly. 2010. Report of the G overning Council/ G lobal M inisterial Environm ent Forum  on the W ork of
Its Eleventh Special Session. O fficial Records, 65th sess., supplem ent no. 25, A/65/25. New York: UN.

P:  (League of Arab States and United Nations 2010, 82)
(UN G eneral Assem bly 2010)

19.9.12 Unpublished Government Documents

If y o u  cite u n p u b lish ed  g o v ern m en t d o cu m en ts, fo llo w  th e p a ttern s g iv en  fo r u n p u b lish ed  m a n u scrip ts in  19 .6 .4 .
M o st u n p u b lish ed  d o cu m en ts o f th e U S  g o v ern m en t a re h o u sed  in  th e N a tio n a l A rch iv es a n d  R eco rd s A d m in istra tio n  (N A R A ) in

W a sh in g to n , D C , o r in  o n e o f its b ra n ch es. C ite th em  a ll, in clu d in g  film s, p h o to g ra p h s, a n d  so u n d  reco rd in g s a s w ell a s w ritten
m a teria ls, b y  reco rd  g ro u p  (R G ) n u m b er.

T h e co m p a ra b le in stitu tio n  fo r u n p u b lish ed  C a n a d ia n  g o v ern m en t d o cu m en ts is th e L ib ra ry  a n d  A rch iv es C a n a d a  (L A C ) in
O tta w a , O n ta rio . T h e U n ited  K in g d o m  h a s a  n u m b er o f d ep o sito ries o f u n p u b lish ed  g o v ern m en t d o cu m en ts, m o st n o ta b ly  th e
N a tio n a l A rch iv es (N A ) a n d  th e B ritish  L ib ra ry  (B L ), b o th  in  L o n d o n .

19.9.13 Online Public Documents

T o  cite o n lin e p u b lic d o cu m en ts, fo llo w  th e relev a n t ex a m p les p resen ted  elsew h ere in  19 .9 . In  a d d itio n , in clu d e th e d a te y o u  a ccessed
th e m a teria l a n d  a  U R L . F o r item s o b ta in ed  th ro u g h  a  co m m ercia l d a ta b a se, y o u  m a y  g iv e th e n a m e o f th e d a ta b a se in stea d . S ee
15 .4 .1 fo r m o re d eta ils. N o te th a t d a ta b a ses fo r leg a l ca ses m a y  m a rk  p a g e (screen ) d iv isio n s w ith  a n  a sterisk . T h ese sh o u ld  b e
reta in ed  in  sp ecific referen ces (see a lso  19 .9 .7 ).

R:  US Congress. House of Representatives. Select Com m ittee on Hom eland Security. 2002. Hom eland Security Act of 2002. 107th
Cong., 2d sess. HR Rep. 107-609, pt. 1. Accessed Septem ber 8, 2011. http://www.gpo.gov/fdsys/pkg/CRPT-
107hrpt609/pdf/CRPT-107hrpt609-pt1.pdf.

United Nations Security Council. 2011. Resolution 2002. July 29. Accessed O ctober 10, 2011.
http://www.un.org/Docs/sc/unsc_resolutions11.htm .

M cNam ee v. Departm ent of the Treasury. 488 F.3d 100, *3 (2d Cir. 2007). Accessed Septem ber 25, 2011. LexisNexis
Academ ic.
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19.10 O ne Source Q uoted in Another
R esp o n sib le resea rch ers a v o id  rep ea tin g  q u o ta tio n s th a t th ey  h a v e n o t a ctu a lly  seen  in  th e o rig in a l. If o n e so u rce in clu d es a  u sefu l
q u o ta tio n  fro m  a n o th er so u rce, rea d ers ex p ect y o u  to  o b ta in  th e o rig in a l to  v erify  n o t o n ly  th a t th e q u o ta tio n  is a ccu ra te b u t a lso  th a t
it fa irly  rep resen ts w h a t th e o rig in a l m ea n t.

If th e o rig in a l so u rce is u n a v a ila b le, h o w ev er, cite it a s q u o ted  in  th e seco n d a ry  so u rce in  y o u r referen ce list. In  a  p a ren th etica l
cita tio n , g iv e o n ly  th e n a m e o f th e o rig in a l a u th o r.

R:  Zukofsky, Louis. 1931. òSincerity and O bjectification.ó Poetry 37 (February): 269. Q uoted in Bonnie Costello, M arianne M oore:
Im aginary Possessions (Cam bridge, M A: Harvard University Press, 1981).

P:  (Zukofsky 1931, 269)

T h e sa m e situ a tio n  m a y  a rise w ith  a  q u o ta tio n  y o u  fin d  in  a  seco n d a ry  so u rce d ra w n  fro m  a  p rim a ry  so u rce (see 3 .1.1). O ften , y o u
w ill n o t b e a b le to  co n su lt th e p rim a ry  so u rce, esp ecia lly  if it is in  a n  u n p u b lish ed  m a n u scrip t co llectio n . In  th is ca se, fo llo w  th e
p rin cip les o u tlin ed  a b o v e.
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20     Spelling

2 0 .1   P lu ra ls

20.1.1   G eneral Rule
20.1.2   Special Cases

2 0 .2    P o ssessiv es

20.2.1   G eneral Rule
20.2.2   Special Cases

2 0 .3    C o m p o u n d s a n d  W o rd s F o rm ed  w ith  P refix es

20.3.1   Com pounds Used as Adjectives
20.3.2   Com pounds Used as Both Nouns and Adjectives
20.3.3   W ords Form ed with Prefixes

2 0 .4    L in e B rea k s

20.4.1   Breaks within W ords
20.4.2   Breaks over Spaces and Punctuation

M o d el y o u r sp ellin g  o n  A m erica n  u sa g e a n d  b e co n sisten t, ex cep t in  q u o ta tio n s, w h ere y o u  sh o u ld  u su a lly  fo llo w  th e o rig in a l sp ellin g
ex a ctly  (see ch a p ter 2 5 ). W h en  in  d o u b t, co n su lt a  d ictio n a ry . B e a w a re, h o w ev er, th a t d ictio n a ries o ften  d iffer o n  h o w  to  sp ell th e
sa m e w o rd  a n d  th a t so m e a re m o re a ccu ra te a n d  u p -to -d a te th a n  o th ers.

T h e m o st relia b le a u th o rity  fo r sp ellin g  is W eb ster s T h ird  N ew  In tern a tio n a l D ictio n a ry  o r its a b rid g m en t, th e elev en th  ed itio n
o f M erria m -W eb ster s C o lleg ia te D ictio n a ry . B o th  a re a v a ila b le o n lin e a n d  in  b o o k  a n d  C D -R O M  fo rm a ts. F o r th e n a m es o f p eo p le
a n d  p la ces, co n su lt W eb ster s o r th e sep a ra te p u b lica tio n s M erria m -W eb ster s B io g ra p h ica l D ictio n a ry  a n d  M erria m -W eb ster s
G eo g ra p h ica l D ictio n a ry .

W h ere W eb ster s o ffers a  ch o ice b etw een  sp ellin g s, u se th e fo llo w in g  p rin cip les to  select o n e: w h ere v a ria n ts a re sep a ra ted  b y  o r,
ch o o se eith er o n e a n d  u se it co n sisten tly ; w h ere v a ria n ts a re sep a ra ted  b y  a lso , u se th e first. If th e p referred  sp ellin g  in  W eb ster s
d iffers fro m  th e co n v en tio n a l o n e in  y o u r d iscip lin e, fo llo w  th e sp ellin g  o f th e d iscip lin e. F o r sty le g u id es in  v a rio u s d iscip lin es, see
th e b ib lio g ra p h y .

T h e sp ell-ch eck in g  fea tu re in  m o st w o rd  p ro cesso rs ca n  ca tch  certa in  sp ellin g  erro rs b u t n o t o th ers. It w ill n o rm a lly  fa il to
reco g n ize, fo r ex a m p le, th a t y o u  ty p ed  a n d  w h en  y o u  m ea n t a n , o r q u ite in stea d  o f q u iet. It w ill p ro b a b ly  n o t h elp  w ith  p ro p er n o u n s
o r fo reig n  term s, a n d  it m a y  lea d  y o u  to  m a k e g lo b a l sp ellin g  ch a n g es th a t in  so m e ca ses a re in a ccu ra te. A  sp ell-ch eck er is n o t a
su b stitu te fo r a  g o o d  d ictio n a ry  a n d  ca refu l p ro o frea d in g .

T h is ch a p ter o ffers g en era l g u id elin es fo r sp ellin g s n o t fo u n d  in  m o st d ictio n a ries. If y o u  a re w ritin g  a  th esis o r d isserta tio n , y o u r
d ep a rtm en t o r u n iv ersity  m a y  h a v e sp ecific req u irem en ts fo r sp ellin g  (in clu d in g  u se o f p a rticu la r d ictio n a ries). T h o se req u irem en ts
a re u su a lly  a v a ila b le fro m  th e o ffice o f th eses a n d  d isserta tio n s. If y o u  a re w ritin g  a  cla ss p a p er, y o u r in stru cto r m a y  a lso  a sk  y o u  to
fo llo w  certa in  p rin cip les o f sp ellin g . R ev iew  th ese req u irem en ts b efo re y o u  p rep a re y o u r p a p er. T h ey  ta k e p reced en ce o v er th e
g u id elin es su g g ested  h ere.

20.1 Plurals

20.1.1 General Rule

F o r m o st co m m o n  n o u n s, fo rm  th e p lu ra l b y  a d d in g s s (o r es fo r w o rd s en d in g  in  ch , j, s, sh , x , o r z). M o st d ictio n a ries g iv e p lu ra l
fo rm s o n ly  fo r w o rd s th a t d o  n o t fo llo w  th e g en era l ru le.

T h e g en era l ru le a p p lies to  th e n a m es o f p erso n s a n d  to  o th er p ro p er n o u n s, in clu d in g  N a tiv e A m erica n  trib es. If su ch  a  n o u n
en d s in  y , d o  n o t ch a n g e th e y  to  ie, a s req u ired  fo r co m m o n  n o u n s. (D o  n o t co n fu se p lu ra l fo rm s w ith  p o ssessiv es, w h ich  a re
d escrib ed  in  2 0 .2 .)

the Costellos
the Frys (not the Fries)
the Rodriguezes
the two G erm anys
the Hopis of Arizona (not the Hopi)

20.1.2 Special Cases

20.1.2.1 CO M PO UND W O RDS. F o r co m p o u n d  w o rd s co n sistin g  o f tw o  n o u n s, m a k e th e la st n o u n  p lu ra l (u su a lly  b y  a d d in g  s o r es).
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bookkeepers
district attorneys
actor-singers

W h en  a  p rep o sitio n a l p h ra se o r a d jectiv e fo llo w s, m a k e th e m a in  n o u n  p lu ra l.

sisters-in-law
attorneys general
m en-of-war

20.1.2.2 LETTERS AND NUM ERALS. In  m o st ca ses, fo rm  th e p lu ra ls o f ca p ita l letters a n d  n u m era ls b y  a d d in g  s a lo n e (n o t s).

three As, one B, and two Cs
the 1950s
767s

W ith  lo w erca se letters, h o w ev er, w h ere a n  s w ith o u t a n  a p o stro p h e ca n  seem  to  crea te a  d ifferen t w o rd  (is) o r a n  a b b rev ia tio n
(m s), a d d  a n  a p o stro p h e. T h e a p o stro p h e a n d  s a re ro m a n  ev en  if th e letter is ita lic (see 2 2 .2 .2 ).

xõs and yõs

20.1.2.3 ABBREVIATIO NS. F o rm  p lu ra ls o f a b b rev ia tio n s w ith o u t in tern a l p erio d s b y  a d d in g  s a lo n e. If th e sin g u la r fo rm  o f th e
a b b rev ia tio n  en d s in  a  p erio d , p u t th e s b efo re th e p erio d . (S ee 2 4 .1.3  o n  th e p u n ctu a tio n  o f a b b rev ia tio n s. F o r a ca d em ic d eg rees, see
2 4 .2 .3 .)

URLs
DVDs
PhDs
 
vols.
eds.

A  few  a b b rev ia tio n s h a v e irreg u la r p lu ra ls (see a lso  2 4 .7 ).

pp. (plural of p., page)
nn. (plural of n., note)

If y o u  a re w ritin g  in  th e scien ces a n d  u sin g  a b b rev ia tio n s fo r u n its o f m ea su re (see 2 4 .5 ), u se th e sa m e a b b rev ia tio n  fo r b o th  th e
sin g u la r a n d  th e p lu ra l.

6 kg
37 m 2

20.1.2.4 TERM S IN ITALICS AND Q UO TATIO N M ARKS. F o rm  th e p lu ra l o f a  term  in  ita lics b y  a d d in g  s a lo n e (n o t s) in  ro m a n  ty p e. F o rm  th e
p lu ra l o f a  term  in  q u o ta tio n  m a rk s b y  a d d in g  s; b etter y et, rep h ra se th e sen ten ce.

two Chicago Tribunes

é  included m any òTo be continuedsó

or, better,

é  included òTo be continuedó m any tim es

20.2 Possessives

20.2.1 General Rule

F o rm  th e p o ssessiv e o f m o st sin g u la r co m m o n  a n d  p ro p er n o u n s, in clu d in g  th o se th a t en d  in  s, x , o r z, b y  a d d in g  a n  a p o stro p h e a n d
s. T h is ru le a lso  a p p lies to  letters a n d  n u m era ls u sed  a s sin g u la r n o u n s, a n d  to  a b b rev ia tio n s. It a lso  a p p lies to  p ro p er n a m es en d in g
in  s (w h eth er o r n o t th e s is p ro n o u n ced ), a s in  th e la st th ree ex a m p les. (D o  n o t co n fu se p o ssessiv es w ith  p lu ra l fo rm s, w h ich  a re
d escrib ed  in  2 0 .1.) F o r sp ecia l ca ses, see 2 0 .2 .2 .

an argum entõs effects
the horseõs m outh
2009õs econom ic outlook
the phalanxõs advance
the waltzõs tem po
JFKõs speech
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Russõs suggestion
Descartesõs Discourse on M ethod
Aristophanesõs plays

In a n im a te n o u n s ex cep t fo r referen ces to  tim e ra rely  ta k e th e p o ssessiv e fo rm .

a dayõs length 
b u t n o t
the houseõs door

F o rm  th e p o ssessiv e o f m o st p lu ra l co m m o n  a n d  p ro p er n o u n s b y  a d d in g  o n ly  a n  a p o stro p h e. F o r sp ecia l ca ses, see 2 0 .2 .2 .

politiciansõ votes
n o t
politiciansõs votes

the Rodriguezesõ house 
n o t
the Rodriguezesõs house

F o r irreg u la r p lu ra ls th a t d o  n o t en d  in  s, a d d  s a fter th e a p o stro p h e.

the m iceõs nest
childrenõs literature

20.2.2 Special Cases

20.2.2.1 SING ULAR NO UNS ENDING  IN S. F o rm  th e p o ssessiv e o f th e fo llo w in g  ty p es o f n o u n s w ith  o n ly  a n  a p o stro p h e:

Џ n o u n s th a t n a m e a  g ro u p  o r co llectiv e en tity  b u t a re trea ted  a s g ra m m a tica lly  sin g u la r

politicsõ true m eaning
the United Statesõ role

Џ n o u n s in  a  few  tra d itio n a l F o r  sa k e ex p ressio n s th a t en d  in  a n  s o r a n  s so u n d

for goodnessõ sake
for righteousnessõ sake

but

for appearanceõs sake

T o  a v o id  a n  a w k w a rd  resu lt, rep h ra sin g  is so m etim es th e b etter o p tio n . (F o r u se o f th e a b b rev ia tio n  U S  in  a  ca se lik e th e first o n e
b elo w , see 2 4 .3 .1.)

the role of the United States 
instead of 
the United Statesõ role

for the sake of appearance 
instead of 
for appearanceõs sake

20.2.2.2 CO M PO UND W O RDS. F o rm  th e p o ssessiv es o f sin g u la r co m p o u n d  w o rd s b y  a d d in g  a n  a p o stro p h e a n d  s to  th e la st w o rd , ev en  if
th e m a in  n o u n  is first.

his sister-in-law õs business
the attorney generalõs decision

F o rm  th e p o ssessiv es o f p lu ra l co m p o u n d s in  th e u su a l w a y  (b y  a d d in g  a n  a p o stro p h e a lo n e), u n less th e n o u n  is fo llo w ed  b y  a
p rep o sitio n a l p h ra se o r a d jectiv e (see 2 0 .1.2 ). In  th a t ca se, rep h ra se.

district attorneysõ decisions

b u t

decisions of the attorneys general

not
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attorneysõ general decisions

and not

attorneys generalõs decisions

20.2.2.3 M ULTIPLE NO UNS. If a  p o ssessiv e in d ica tes th a t tw o  o r m o re en tities ea ch  p o ssess so m eth in g  sep a ra tely , m a k e a ll th e n o u n s
p o ssessiv e.

New Yorkõs and Chicagoõs team s
historiansõ and econom istsõ m ethods

If a  p o ssessiv e in d ica tes th a t tw o  o r m o re en tities p o ssess so m eth in g  jo in tly , m a k e o n ly  th e la st n o u n  p o ssessiv e.

M inneapolis and St. Paulõs team s
historians and econom istsõ data

20.2.2.4 TERM S IN ITALICS AND Q UO TATIO N M ARKS. If a  term  in  ita lics is p o ssessiv e, b o th  th e a p o stro p h e a n d  th e s sh o u ld  b e in  ro m a n
ty p e. D o  n o t a d d  a  p o ssessiv e to  a  term  in  q u o ta tio n  m a rk s; rep h ra se th e sen ten ce.

the Atlantic M onthlyõs editor 
adm irers of òO de on a G recian Urnó

If th e term  en d s in  a  p lu ra l fo rm , a d d  o n ly  a n  a p o stro p h e (in  ro m a n  ty p e). If it a lrea d y  en d s in  a  p o ssessiv e fo rm , lea v e it a lo n e o r
rep h ra se.

the New York Tim esõ online revenue
Harperõs editors (or the editors of Harperõs)

20.3 Com pounds and W ords Form ed w ith Prefixes
C o m p o u n d s co m e in  th ree fo rm s: h y p h en a ted , o p en  (w ith  a  sp a ce, n o t a  h y p h en , b etw een  elem en ts), o r clo sed  (sp elled  a s o n e w o rd ).
C h o o sin g  th e rig h t o n e ca n  b e d ifficu lt. T h e b est a u th o rity  is y o u r d ictio n a ry . If y o u  ca n n o t fin d  a  co m p o u n d  th ere, fo llo w  th e
p rin cip les in  th e fo llo w in g  p a ra g ra p h s to  d ecid e w h eth er o r n o t to  h y p h en a te. If y o u  ca n n o t fin d  th e fo rm  in  eith er p la ce, lea v e th e
co m p o u n d  o p en .

T h e p a ttern s o u tlin ed  b elo w  a re n o t h a rd -a n d -fa st ru les. Y o u  w ill h a v e to  d ecid e m a n y  in d iv id u a l ca ses o n  th e b a sis o f co n tex t,
p erso n a l ta ste, o r co m m o n  u sa g e in  y o u r d iscip lin e. A lth o u g h  m u ch  o f th e su g g ested  h y p h en a tio n  is lo g ica l a n d  a id s rea d a b ility ,
so m e is o n ly  tra d itio n a l.

20.3.1 Compounds Used as Adjectives

S o m e co m p o u n d s a re u sed  o n ly  a s a d jectiv es. In  m o st ca ses, h y p h en a te su ch  a  co m p o u n d  w h en  it p reced es th e n o u n  it m o d ifies;
o th erw ise lea v e it o p en .

Before noun

open-ended question
full-length treatm ent
duty-free goods
thought-provoking com m entary
over-the-counter drug
a frequently referred-to book
spelled-out num bers

After noun

m ost of the questions were open ended
treatm ent is full length
goods brought in duty free
com m entary was thought provoking
drug sold over the counter
this book is frequently referred to
num bers that are spelled out

T h ere a re a  few  ex cep tio n s:

Џ If a  co m p o u n d  th a t w o u ld  n o rm a lly  b e h y p h en a ted  is p reced ed  a n d  m o d ified  b y  a n  a d v erb  (su ch  a s v ery ), o m it th e h y p h en ,
b eca u se th e g ro u p in g  o f th e w o rd s w ill b e clea r to  th e rea d er.

Before noun with m odifier
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a well-known author
an ill-advised step

Before noun with adverb m odifier

a very well known author
a som ewhat ill advised step

Џ H y p h en a te co m p o u n d s th a t b eg in  w ith  a ll o r en d  w ith  free.

Before noun

all-encom passing treatm ent
toll-free call

After noun

treatm ent was all-encom passing
the call was toll-free

Џ H y p h en a te co m p o u n d s th a t en d  w ith  th e term s b o rn e, lik e, a n d  w id e (b o th  b efo re a n d  a fter th e n o u n ) u n less th e term  is listed  a s
clo sed  in  W eb ster s.

Hyphenated

food-borne
bell-like
Chicago-wide

Closed (per W ebsterõs)

airborne
childlike
worldwide

Џ C o m p a ra tiv e co n stru ctio n s b eg in n in g  w ith  su ch  term s a s m o re/m o st, less/ lea st, a n d  b etter/b est sh o u ld  b e h y p h en a ted  o n ly  w h en
th ere m a y  b e co n fu sio n  a b o u t w h eth er th e co m p a ra tiv e term  is m o d ify in g  th e a d jectiv e th a t fo llo w s w ith in  th e co m p o u n d  o r th e
n o u n  a fter th e co m p o u n d .

M odifying adjective

colleges produce m ore-skilled workers

M odifying noun

we hired m ore skilled workers for the holidays

Џ C o n stru ctio n s th a t co n sist o f a n  a d v erb  en d in g  in  -ly  fo llo w ed  b y  a n  a d jectiv e a re n o t co m p o u n d s a n d  sh o u ld  n o t b e h y p h en a ted  in
a n y  co n tex t.

Before noun

highly developed species
widely dissem inated literature

After noun

the species was highly developed
literature has been widely dissem inated

20.3.2 Compounds Used as Both Nouns and Adjectives

S o m e co m p o u n d s a re p rim a rily  n o u n s b u t ca n  a lso  fu n ctio n  a s a d jectiv es w h en  th ey  p reced e a n d  m o d ify  a n o th er n o u n . (U n lik e th e
ex a m p les in  2 0 .3 .1, th ese co m p o u n d s a re ra rely  u sed  a s a d jectiv es a fter a  n o u n , a n d  th en  o n ly  w ith  a  lin k in g  v erb  su ch  a s w a s o r a re,
a s in  th e th ird  ex a m p le b elo w .) In  m o st ca ses, h y p h en a te su ch  a  co m p o u n d  w h en  it p reced es a  n o u n  th a t it m o d ifies; o th erw ise lea v e
it o p en .

Adjective before noun

the decision-m aking process
a continuing-education course
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a m iddle-class neighborhood

Noun, or adjective after noun

decision m aking becam e her specialty
a program  of continuing education
her neighborhood was m iddle class

T h ere a re a  few  ex cep tio n s:

Џ F o r a  co m p o u n d  th a t b eg in s w ith  e (sh o rt fo r electro n ic), ex , o r self, u se a  h y p h en  in  a ll co n tex ts. O n e ex cep tio n : if self is p reced ed
b y  u n , th e co m p o u n d  sh o u ld  b e clo sed  (a s in  u n selfco n scio u s).

ex-husband
self-destructive
e-m ail

Џ F o r a  co m p o u n d  th a t en d s w ith  elect, u se a  h y p h en  in  a ll co n tex ts w h en  th e n a m e o f th e o ffice is o n ly  o n e w o rd , b u t lea v e it o p en
w h en  th e n a m e is tw o  o r m o re w o rd s.

president-elect
district attorney elect

Џ F o r a  co m p o u n d  fo rm ed  b y  tw o  co o rd in a ted  n o u n s th a t co u ld  b e jo in ed  b y  a n d , u se a  h y p h en  in  a ll co n tex ts.

actor-singer
city-state
 
m other-daughter relationship
parent-teacher conference

Џ F o r a  co m p o u n d  co m p o sed  o f d irectio n a l w o rd s, u se a  clo sed  co m p o u n d  w h en  th e term  d escrib es a  sin g le d irectio n . U se a  h y p h en
if th e co m p o u n d  co n sists o f co o rd in a ted  n o u n s th a t co u ld  b e jo in ed  w ith  a n d  o r b y .

northeast
southwest
 
a street running north-south
east-southeast winds

Џ C o m p o u n d s th a t id en tify  fa m ily  rela tio n sh ip s v a ry  in  w h eth er th ey  a re clo sed  u p  o r h y p h en a ted . W h en  in  d o u b t, co n su lt y o u r
d ictio n a ry . (F o r th e p lu ra l a n d  p o ssessiv e fo rm s o f in -la w  co m p o u n d s, see 2 0 .1.2  a n d  2 0 .2 .2 , resp ectiv ely .)

grandfather
stepdaughter
step-grandm other
great-grandm other
son-in-law

Џ S o m e fa m ilia r p h ra ses a re a lw a y s h y p h en a ted .

stick-in-the-m ud
jack-of-all-trades

20.3.2.1 CO M PO UNDS INCLUDING  PRO PER NO UNS. L ea v e o p en  m o st co m p o u n d s th a t in clu d e p ro p er n o u n s, in clu d in g  n a m es o f eth n ic
g ro u p s.

Adjective before noun

African Am erican culture
French Canadian explorer
M iddle Eastern geography
State Departm ent em ployees
Korean W ar veterans

Noun, or adjective after noun

an African Am erican has written
the explorer was French Canadian
the geography of the M iddle East
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em ployed by the State Departm ent
veterans of the Korean W ar

If, h o w ev er, th e first term  is sh o rten ed , u se a  h y p h en .

Afro-Am erican culture
an Afro-Am erican has written

If co o rd in a ted  term s co u ld  b e jo in ed  b y  and, h y p h en a te th em .

Israel-Egypt peace treaty
Spanish-English dictionary

20.3.2.2 CO M PO UNDS INCLUDING  NUM BERS. If a  co m p o u n d  in clu d es a  n u m b er, h y p h en a te it if it p reced es a  n o u n  th a t it m o d ifies;
o th erw ise lea v e it o p en . (F o r th e u se o f n u m era ls v ersu s sp elled -o u t n u m b ers, see ch a p ter 2 3 .)

Adjective before noun

fifty-year project
twenty-one-year-old student
twentieth-century literature
third-floor apartm ent
214-day standoff

Noun, or adjective after noun

the project took fifty years
the student was twenty-one years old
studied the literature of the twentieth century
she lived on the third floor
standoff that lasted 214 days

T h ere a re a  few  ex cep tio n s:

Џ A lw a y s lea v e o p en  a  co m p o u n d  in clu d in g  th e w o rd  p ercen t, a n d  g iv e th e n u m b er in  a ra b ic n u m era ls (see 2 3 .1.3 ).

a 15 percent increase
increased by 15 percent

Џ A lw a y s u se a  h y p h en  to  sp ell a  fra ctio n  w ith  w o rd s. (S ee 2 3 .1.3  fo r u se o f n u m era ls v ersu s sp elled -o u t n u m b ers in  fra ctio n s.)

a two-thirds m ajority
a m ajority of two-thirds

Џ F o r a  fra ctio n  b eg in n in g  w ith  h a lf o r q u a rter, u se a  h y p h en  w h en  it p reced es a  n o u n  th a t it m o d ifies; o th erw ise lea v e it o p en .

Adjective before noun

a half-hour session
a quarter-m ile run

Noun, or adjective after noun

after a half hour had passed
ran a quarter m ile

Џ F o r a  co m p o u n d  in d ica tin g  a  sp a n  o f n u m b ers, u se a  h y p h en  in  b o th  term s, b u t o m it th e seco n d  p a rt o f th e co m p o u n d  in  th e first
term .

five- to ten-m inute intervals
eight- to ten-year-olds

20.3.3 W ords Formed with Prefixes

W o rd s fo rm ed  w ith  p refix es a re n o rm a lly  clo sed , w h eth er th ey  a re n o u n s (p o stm o d ern ism ), v erb s (m isrep resen t), a d jectiv es
(a n teb ellu m ), o r a d v erb s (p rem a tu rely ). U se a  h y p h en , h o w ev er, in  th ese ca ses:

Џ w h en  th e p refix  is co m b in ed  w ith  a  ca p ita lized  w o rd

sub-Saharan 
b u t
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subdivision

pro-Asian 
b u t
pronuclear

Џ w h en  th e p refix  is co m b in ed  w ith  a  n u m era l

pre-1950 
b u t
predisposed

m id-8os 
b u t
m idlife

Џ to  sep a ra te tw o  i s, tw o  a s, o r o th er co m b in a tio n s o f letters o r sy lla b les th a t m ig h t ca u se m isrea d in g

anti-intellectual 
b u t
antidepressant

intra-arterial 
b u t
intram ural

Џ w h en  th e p refix  p reced es a  co m p o u n d  w o rd  th a t is h y p h en a ted  o r o p en

non-coffee-drinking 
b u t
nonbelief

post-high school 
b u t
postgam e

Џ to  sep a ra te rep ea ted  term s in  a  d o u b le p refix

sub-subentry

Џ w h en  a  p refix  sta n d s a lo n e

pre- and postwar
m acro- and m icroeconom ics

T h ese p a ttern s a p p ly  to  w o rd s fo rm ed  w ith  th e fo llo w in g  p refix es, a m o n g  o th ers.

ante
anti
bi
bio
co
counter
cyber
extra
hyper
infra
inter
intra
m acro
m ega
m eta
nicro
m id
m ini
m ulti
neo
non
post
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pre
pro
proto
pseudo
re
sem i
socio
sub
super
supra
trans
ultra
un

T h e p a ttern s a lso  a p p ly  to  p rep o sitio n s su ch  a s o v er a n d  u n d er th a t ca n  b e a tta ch ed  to  w o rd s in  th e sa m e p o sitio n  a s p refix es.

overachiever
underhanded
over- and underused

20.4 Line Breaks

20.4.1 Breaks within W ords

F o r m o st p a p ers, th e o n ly  w o rd s th a t sh o u ld  b e h y p h en a ted  a t th e en d s o f lin es a re th o se y o u  h a v e d elib era tely  h y p h en a ted , su ch  a s
co m p o u n d s (see 2 0 .3 ). S et y o u r w o rd  p ro cesso r to  a lig n  tex t flu sh  left (w ith  a  ra g g ed  rig h t m a rg in ), a n d  d o  n o t u se its a u to m a ted
h y p h en a tio n  fea tu re.

If, h o w ev er, y o u  a re req u ired  to  u se fu ll ju stifica tio n  (w h ere b o th  th e left a n d  rig h t m a rg in s a re a lig n ed ), y o u  m a y  h a v e to
h y p h en a te lin es to  a v o id  la rg e g a p s b etw een  w o rd s. S et y o u r w o rd  p ro cesso r to  lim it to  th ree th e n u m b er o f co n secu tiv e lin es en d in g
w ith  h y p h en s (to  a v o id  a  h y p h en  b lo ck  a lo n g  th e m a rg in ), b u t d o  n o t rely  en tirely  o n  y o u r w o rd  p ro cesso r s a u to m a ted
h y p h en a tio n  fea tu re. It w ill b e g en era lly  relia b le, b u t it m a y  in tro d u ce erro rs. S o  rev iew  w o rd  b rea k s, esp ecia lly  a s y o u r p a p er n ea rs
co m p letio n . W h en  in  d o u b t, co n su lt y o u r d ictio n a ry , w h ich  in d ica tes a ccep ta b le b rea k s w ith  cen tered  d o ts o r sim ila r d ev ices in  th e
m a in  w o rd  en try . (U se y o u r w o rd  p ro cesso r to  crea te ex cep tio n s fo r w o rd s th a t y o u  d o  n o t w a n t h y p h en a ted . T o  m a n u a lly  a d d  a n
en d -o f-lin e h y p h en , in sert a n  o p tio n a l h y p h en  fro m  y o u r w o rd  p ro cesso r s m en u  fo r sp ecia l fo rm a ttin g  ch a ra cters.)

O n e sp ecia l ty p e o f p ro b lem  co n cern s w o rd s w ith  th e sa m e sp ellin g  b u t d ifferen t p ro n u n cia tio n s. S u ch  w o rd s m a y  h a v e d ifferen t
sy lla b le b rea k s, su ch  a s rec-o rd  a n d  re-co rd . Y o u r w o rd  p ro cesso r m a y  b rea k  su ch  w o rd s id en tica lly  reg a rd less o f co n tex t.

20.4.2 Breaks over Spaces and Punctuation

Y o u r w o rd  p ro cesso r m a y  a lso  a llo w  certa in  ty p es o f u n a ccep ta b le lin e b rea k s to  o ccu r o v er sp a ces o r p u n ctu a tio n . A lw a y s rev iew
y o u r p a p er fo r su ch  b rea k s.

Џ In itia ls. If in itia ls a re u sed  in  p la ce o f b o th  a  p erso n s first a n d  m id d le n a m es, in clu d e a  sp a ce b etw een  th em  b u t d o  n o t d iv id e
th em  o v er a  lin e (y o u  ca n , h o w ev er, b rea k  th e n a m e b efo re th e la st n a m e). B eca u se lin es w ill reflo w  a s y o u  w rite y o u r p a p er, it is
b est to  rep la ce su ch  sp a ces w ith  n o n b rea k in g  sp a ces, a v a ila b le in  m o st w o rd  p ro cesso rs. S ee a lso  2 4 .2 .1.

M . F. K. Fisher
M . F. K. / Fisher
b u t n o t
M . / F. K. Fisher

Џ N u m b ers a n d  d a tes. N ev er p u t a  lin e b rea k  w ith in  n u m b ers ex p ressed  a s n u m era ls (2 5 ,0 0 0 ) o r a n y  term s co n sistin g  o f n u m era ls
p lu s sy m b o ls, a b b rev ia tio n s, o r u n its o f m ea su re (10 % ; 6  4 s. 6 d .; 6 :4 0  p .m .; A D  18 9 5 ; 2 4 5  m l). U se n o n b rea k in g  sp a ces a s
n eed ed . S ee ch a p ter 2 3  fo r m o re o n  n u m b ers a n d  d a te sy stem s.

Џ P u n ctu a tio n . N ev er b eg in  a  lin e w ith  a  clo sin g  q u o ta tio n  m a rk , p a ren th esis, o r b ra ck et (a n d  if th is h a p p en s, it m a y  b e a  sig n  o f a n
ex tra , u n n eed ed  sp a ce b efo re th e m a rk ). N ev er en d  a  lin e w ith  a n  o p en in g  q u o ta tio n  m a rk , p a ren th esis, o r b ra ck et (a lso  a  sig n  o f a
p o ssib le erra n t sp a ce, a fter th e m a rk ) o r w ith  (a ) o r (I), a s a t th e b eg in n in g  o f a  list. U se n o n b rea k in g  sp a ces a s n eed ed . S ee ch a p ter
2 1 fo r m o re o n  p u n ctu a tio n  a n d  2 3 .4 .2  fo r lists. A v o id  b rea k in g  a n  ellip sis (see 2 5 .3 .2 ) o v er a  lin e; u se y o u r w o rd  p ro cesso r s
ellip sis ch a ra cter to  p rev en t th is p ro b lem .

Џ U R L s a n d  e-m a il a d d resses. A v o id  b rea k in g  U R L s a n d  e-m a il a d d resses o v er lin es. If y o u  h a v e to  b rea k  o n e, in sert th e b rea k  a fter a
co lo n  o r a  d o u b le sla sh ; b efo re o r a fter a n  eq u a ls sig n  o r a m p ersa n d ; o r b efo re a  sin g le sla sh , a  p erio d , o r a n y  o th er p u n ctu a tio n  o r
sy m b o l. H y p h en s a re freq u en tly  in clu d ed  a s p a rt o f a  U R L  o r e-m a il a d d ress, so  to  a v o id  co n fu sio n , n ev er a d d  a  h y p h en  to  in d ica te
th e b rea k .

http://
www.press.uchicago.edu

http://www
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If y o u r w o rd  p ro cesso r a u to m a tica lly  fo rm a ts U R L s a n d  e-m a il a d d resses a s h y p erlin k s, y o u  ca n  g en era lly  ig n o re th e g u id elin es
a b o v e a s lo n g  a s ea ch  fu ll U R L  o r a d d ress is clea rly  id en tified  a s a  h y p erlin k  (th ro u g h  u n d erlin in g  o r a  seco n d  co lo r) a n d  n o  ex tra
h y p h en s h a v e b een  a d d ed  to  in d ica te th e lin e b rea k s.
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21     Punctuation

2 1.1   P erio d s

2 1.2    C o m m a s

21.2.1   Independent Clauses
21.2.2   Series
21.2.3   Nonrestrictive Clauses and Phrases
21.2.4   O ther Uses

2 1.3    S em ico lo n s

2 1.4    C o lo n s

2 1.5    Q u estio n  M a rk s

2 1.6    E x cla m a tio n  P o in ts

2 1.7    H y p h en s a n d  D a sh es

21.7.1   Hyphens
21.7.2   Dashes
21.7.3   M ultiple Dashes

2 1.8    P a ren th eses a n d  B ra ck ets

21.8.1   Parentheses
21.8.2   Brackets

2 1.9    S la sh es

2 1.10  Q u o ta tio n  M a rk s

2 1.11 A p o stro p h es

2 1.12  M u ltip le P u n ctu a tio n  M a rk s

21.12.1   O m ission of Punctuation M arks
21.12.2   O rder of Punctuation M arks

T h is ch a p ter o ffers g en era l g u id elin es fo r p u n ctu a tio n  in  th e tex t o f y o u r p a p er. S o m e ru les a re clea r-cu t, b u t o th ers a re n o t, so  y o u
o ften  h a v e to  d ep en d  o n  so u n d  ju d g m en t a n d  a  g o o d  ea r.

S p ecia l elem en ts su ch  a s a b b rev ia tio n s, q u o ta tio n s, a n d  so u rce cita tio n s h a v e th eir o w n  g u id elin es fo r p u n ctu a tio n , w h ich  a re
trea ted  in  relev a n t ch a p ters in  th is b o o k .

If y o u  a re w ritin g  a  th esis o r d isserta tio n , y o u r d ep a rtm en t o r u n iv ersity  m a y  h a v e sp ecific req u irem en ts fo r p u n ctu a tio n , w h ich
a re u su a lly  a v a ila b le fro m  th e o ffice o f th eses a n d  d isserta tio n s. If y o u  a re w ritin g  a  cla ss p a p er, y o u r in stru cto r m a y  a lso  a sk  y o u  to
fo llo w  certa in  p rin cip les fo r p u n ctu a tio n . R ev iew  th ese req u irem en ts b efo re y o u  p rep a re y o u r p a p er. T h ey  ta k e p reced en ce o v er th e
g u id elin es su g g ested  h ere. F o r sty le g u id es in  v a rio u s d iscip lin es, see th e b ib lio g ra p h y .

21.1 Periods
A  p erio d  en d s a  sen ten ce th a t is a  d ecla ra tiv e sta tem en t, a n  im p era tiv e sta tem en t, o r a n  in d irect q u estio n . A  p erio d  ca n  a lso  en d  a
sen ten ce fra g m en t, if th e co n tex t m a k es its rh eto rica l fu n ctio n  clea r, b u t th is u sa g e is ra re in  a ca d em ic w ritin g . In  a ll th ese ca ses, th e
p erio d  is a  term in a l p erio d  a n d , b etw een  sen ten ces, sh o u ld  b e fo llo w ed  b y  a  sin g le sp a ce.

Consider the advantages of this m ethod.

The question was whether these differences could be reconciled.

P u t a  p erio d  a t th e en d  o f item s in  a  v ertica l list o n ly  if th e item s a re co m p lete sen ten ces (see 2 3 .4 .2 ). O th erw ise, o m it term in a l
p erio d s, ev en  fo r th e la st item , a n d  d o  n o t ca p ita lize th e first w o rd s.

The report covers three areas:
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1. the securities m arkets
2. the securities industry
3. the securities industry in the econom y

In d iv id u a l p erio d s ca n  a lso  b e u sed  in  o th er co n tex ts, in clu d in g  a b b rev ia tio n s (see esp ecia lly  2 4 .1.3 ) a n d  cita tio n s (16 .1.2  a n d  18 .1.2 ),
a n d  a lso  in  U R L s (2 0 .4 .2 , 17 .1.7 , a n d  19 .1.8 ), w h ere th ey  a re o ften  ca lled  d o ts. S trin g s o f p erio d s, o r d o ts, ca n  b e u sed  in  q u o ta tio n s
(see 2 5 .3 .2 ), w h ere th ey  a re ca lled  ellip ses, a n d  in  ta b les (2 6 .2 .6 ) a n d  fro n t m a tter p a g es (A .2 .1), w h ere th ey  a re ca lled  lea d ers.

D o  n o t u se p erio d s a fter ch a p ter a n d  p a rt titles a n d  m o st su b h ea d in g s (see A .2 .2 ) o r a fter ta b le titles (2 6 .2 .2 ). F o r p erio d s in
fig u re ca p tio n s, see 2 6 .3 .2 .

21.2 Com m as
C o m m a s sep a ra te item s w ith in  a  sen ten ce, in clu d in g  cla u ses, p h ra ses, a n d  in d iv id u a l w o rd s. T h ey  a re esp ecia lly  im p o rta n t w h en  a
rea d er m ig h t m ista k e w h ere a  cla u se o r p h ra se en d s a n d  a n o th er b eg in s:

Before leaving the m em bers of the com m ittee m et in the assem bly room .

Before leaving, the m em bers of the com m ittee m et in the assem bly room .

F o r u se o f co m m a s in  n u m b ers, see 2 3 .2 .2 . F o r u se o f co m m a s in  cita tio n s, see 16 .1.2  a n d  18 .1.2 .

21.2.1 Independent Clauses

In  a  sen ten ce co n ta in in g  tw o  o r m o re in d ep en d en t cla u ses jo in ed  b y  a  co o rd in a tin g  co n ju n ctio n  (a n d , b u t, o r, n o r, fo r, so , y et), p u t a
co m m a  b efo re th e co n ju n ctio n . T h is is n o t a  h a rd -a n d -fa st ru le; n o  co m m a  is n eed ed  b etw een  tw o  sh o rt in d ep en d en t cla u ses w ith  n o
in tern a l p u n ctu a tio n .

Students around the world want to learn English, and m any young Am ericans are eager to teach them .

The senator arrived at noon and the president left at one.

In  a  sen ten ce co n ta in in g  th ree o r m o re sh o rt a n d  sim p le in d ep en d en t cla u ses w ith  n o  in tern a l p u n ctu a tio n , sep a ra te th e cla u ses
w ith  co m m a s a n d  a d d  a  co o rd in a tin g  co n ju n ctio n  b efo re th e la st o n e. (A lw a y s in clu d e a  co m m a  b efo re th e co o rd in a tin g
co n ju n ctio n .) If th e cla u ses a re lo n g er a n d  m o re co m p lex , sep a ra te th em  w ith  sem ico lo n s (see 2 1.3 ) o r, b etter, rew rite th e sen ten ce.

The com m ittee designed the questionnaire, the field workers collected responses, and the statistician analyzed the results.

The com m ittee designed the questionnaire, which was short; the field workers, who did not participate, collected responses; and the
statistician analyzed the results, though not until several days later.

O rd in a rily , d o  n o t in sert a  co m m a  b efo re a  co n ju n ctio n  jo in in g  tw o  su b jects o r tw o  p red ica tes.

The agencies that design the surveys and the analysts who evaluate the results should work together.

They do not condone such practices but attem pt to refute them  theoretically.

W h en  a  sen ten ce w ith  tw o  in d ep en d en t co o rd in a te cla u ses o p en s w ith  a  p h ra se o r d ep en d en t cla u se th a t m o d ifies b o th , p u t a
co m m a  a fter th e in tro d u cto ry  elem en t b u t n o t b etw een  th e tw o  in d ep en d en t cla u ses.

W ithin ten years, interest rates surged and the housing m arket declined.

21.2.2 Series

In  a  series co n sistin g  o f th ree o r m o re w o rd s, p h ra ses, o r cla u ses w ith  n o  in tern a l p u n ctu a tio n  o f th eir o w n , sep a ra te th e elem en ts
w ith  co m m a s. A lw a y s u se a  co m m a  b efo re th e co n ju n ctio n  th a t in tro d u ces th e la st item .

The governor wrote his senators, the president, and the vice president.

Attending the conference were Fernandez, Sullivan, and Kendrick.

The public approved, the com m ittee agreed, but the m easure failed.

D o  n o t u se co m m a s w h en  a ll th e elem en ts in  a  series a re jo in ed  b y  co n ju n ctio n s.

The palette consisted of blue and green and orange.

If a  series o f th ree o r m o re w o rd s, p h ra ses, o r cla u ses en d s w ith  a n  ex p ressio n  in d ica tin g  co n tin u a tio n  (a n d  so  fo rth , a n d  so  o n ,
a n d  th e lik e, o r etc.), p u n ctu a te th a t fin a l ex p ressio n  a s th o u g h  it w ere th e fin a l item  in  th e series. Y o u  m a y , h o w ev er, a d d  a  co m m a
a fter th e co n tin u a tio n  ex p ressio n  to  p rev en t co n fu sio n  a fter a  lo n g  series.

They discussed m ovies, books, plays, and the like until late in the night.
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Using such techniques, m anagem ent can im prove not only productivity but also hours, working conditions, training, benefits, and so
on, without reducing wages.

U se sem ico lo n s to  sep a ra te th e item s in  a  series if o n e o r m o re in clu d es co m m a s, o r if th e item s a re lo n g  a n d  co m p lex  (see 2 1.3 ).
If su ch  a  series co m es b efo re th e m a in  v erb  o f a  sen ten ce, h o w ev er, rep h ra se th e sen ten ce.

The three cities that we com pare are Hartford, Connecticut; Kalam azoo, M ichigan; and Pasadena, California.

but not

Hartford, Connecticut; Kalam azoo, M ichigan; and Pasadena, California, are the three cities that we com pare.

21.2.3 Nonrestrictive Clauses and Phrases

U se p a ired  co m m a s to  set o ff a  n o n restrictiv e cla u se. A  cla u se is n o n restrictiv e if it is n o t n ecessa ry  to  u n iq u ely  id en tify  th e n o u n  it
m o d ifies.

These five books, which are on reserve in the library, are required reading.

H ere, th e n o u n  p h ra se T h ese fiv e b o o k s u n iq u ely  id en tifies th e b o o k s th a t th e w riter h a s in  m in d ; th e n o n restrictiv e cla u se is n o t
n ecessa ry  to  id en tify  th e b o o k s fu rth er. O n  th e o th er h a n d , in  th e fo llo w in g  sen ten ce, th e d ep en d en t cla u se (th a t a re req u ired
rea d in g ) is restrictiv e, b eca u se it id en tifies a  sp ecific su b set o f b o o k s th a t a re o n  reserv e a t th e lib ra ry . C o m m a s a re th erefo re n o t
u sed  a ro u n d  th e cla u se.

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

A lth o u g h  w h ich  is o ften  u sed  w ith  restrictiv e cla u ses, A m erica n  w riters g en era lly  p reserv e th e d istin ctio n  b etw een  restrictiv e th a t
(n o  co m m a ) a n d  n o n restrictiv e w h ich  (co m m a ).

T h e p rin cip les d escrib ed  a b o v e a p p ly  a lso  to  restrictiv e a n d  n o n restrictiv e p h ra ses.

The president, wearing a red dress, attended the conference.

The wom an wearing a red dress is the president.

21.2.4 Other Uses

C o m m a s a re u sed  in  a  v a riety  o f o th er situ a tio n s. (F o r co m m a s in  d a tes, see 2 3 .3 .1.)

Џ In tro d u cto ry  w o rd s a n d  p h ra ses. W h en  y o u  b eg in  a  sen ten ce w ith  a n  in tro d u cto ry  elem en t o f m o re th a n  a  few  w o rd s, fo llo w  it w ith
a  co m m a . A  co m m a  is n o t n ecessa ry  a fter a  sh o rt p rep o sitio n a l p h ra se u n less th e sen ten ce co u ld  b e m isrea d  w ith o u t o n e.

If the insurrection is to succeed, the arm y and police m ust stand side by side.

Having accom plished her m ission, she returned to headquarters.

To Anthony, Blake rem ained an enigm a.

After this week the com m ission will be able to write its report.

Џ T w o  o r m o re a d jectiv es p reced in g  a  n o u n . S ep a ra te tw o  o r m o re a d jectiv es p reced in g  a  n o u n  w ith  co m m a s w h en  th ey  co u ld ,
w ith o u t a ffectin g  m ea n in g , b e jo in ed  b y  a n d . D o  n o t u se a  co m m a  if o n e o r m o re o f th e a d jectiv es is essen tia l to  (i.e., fo rm s a  u n it
w ith ) th e n o u n . (T est: if y o u  ca n n o t ch a n g e th e o rd er o f th e a d jectiv es, d o  n o t u se co m m a s.)

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

They strolled out into the warm , lum inous night.

She refused to be identified with a traditional political label.

Џ C la rify in g  co m m en ts. W o rd s a n d  p h ra ses su ch  a s n a m ely , th a t is, a n d  fo r ex a m p le, w h ich  u su a lly  in tro d u ce a  cla rify in g  co m m en t,
sh o u ld  b e fo llo w ed  b y  a  co m m a  b u t p reced ed  b y  so m eth in g  stro n g er (su ch  a s a  sem ico lo n  o r a  p erio d ). W h en  y o u  u se o r in  th e
sen se o f in  o th er w o rd s,  p u t a  co m m a  b efo re it. (T h ese a n d  sim ila r ex p ressio n s m a y  a lso  b e set o ff b y  d a sh es o r p a ren th eses; see
2 1.7 .2  a n d  2 1.8 .1.)

M any people resent accidents of fate; that is, they look on illness or bereavem ent as undeserved.

The com pass stand, or binnacle, m ust be visible to the helm sm an.

Џ A p p o sitiv es. A  w o rd  o r p h ra se is sa id  to  b e in  a p p o sitio n  to  a  n o u n  w h en  it fo llo w s th e n o u n  a n d  p ro v id es a n  ex p la n a to ry
eq u iv a len t fo r it. N o n -restrictiv e a p p o sitiv es a re set o ff b y  co m m a s; restrictiv e a p p o sitiv es a re n o t (see 2 1.2 .3 ).

Chua, a Harvard College graduate, taught at Duke for several years.
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Kierkegaard, the Danish philosopher, asked, òW hat is anxiety?ó

but

The Danish philosopher Kierkegaard asked, òW hat is anxiety?ó

Џ P la ce-n a m es. U se co m m a s to  set o ff m u ltip le in d iv id u a l elem en ts in  n a m es o f p la ces. (F o r co m m a s in  a d d resses, see 2 3 .1.7 .)

Cincinnati, O hio, is on the O hio River.

The next leg of the trip was to Florence, Italy.

Џ In terjectio n s a n d  co n ju n ctiv e a d u erb s. S et o ff in terjectio n s, co n ju n ctiv e a d v erb s, a n d  th e lik e to  su g g est a  b rea k  in  th e flo w  o f
th o u g h t o r th e rh y th m  o f th e sen ten ce. B u t o m it co m m a s w h en  su ch  elem en ts d o  n o t b rea k  th e co n tin u ity  o f th e sen ten ce.

Nevertheless, it is a m atter of great im portance.

It is, perhaps, the best that could be expected.

Perhaps it is therefore clear that no deposits were m ade.

Џ C o n tra sted  elem en ts. P u t co m m a s a ro u n d  a n  in terjected  p h ra se b eg in n in g  w ith  n o t, n o t o n ly , o r sim ila r ex p ressio n s. B u t w h en
su ch  a  p h ra se co n sists o f tw o  co m p o n en ts (n o t  b u t, n o t o n ly   b u t a lso , a n d  th e lik e), co m m a s a re u su a lly  u n n ecessa ry . U se a
co m m a  b etw een  cla u ses o f th e m o re  th e m o re ty p e u n less th ey  a re v ery  sh o rt.

The idea, not its expression, is significant.

She was delighted with, but also disturbed by, her new freedom .

He was not only the team õs president but also a charter m em ber.

The m ore it stays the sam e, the less it changes.

The m ore the m errier.

Џ P a ren th etica l elem en ts. U se p a ired  co m m a s w h en  y o u  set o ff a  p a ren th etica l elem en t b etw een  a  su b ject a n d  a  v erb  o r a  v erb  a n d  its
o b ject. If y o u  fin d  y o u rself settin g  o ff m o re th a n  o n e su ch  in terru p tin g  elem en t in  a  sen ten ce, co n sid er rew ritin g  th e sen ten ce.

The Q uinn Report was, to say the least, a bom bshell.

W olinski, after receiving instructions, left for Algiers.

Џ R ep ea ted  w o rd s. U se a  co m m a  to  sep a ra te id en tica l w o rd s. A n  ex cep tio n  is n o rm a lly  m a d e fo r th e w o rd  th a t.

They m arched in, in twos.

W hatever is, is right.

but

She im plied that that did not m atter.

21.3 Sem icolons
A  sem ico lo n  is stro n g er th a n  a  co m m a  a n d  m a rk s a  g rea ter b rea k  in  th e co n tin u ity  o f a  sen ten ce. U se a  sem ico lo n  in  a  co m p o u n d
sen ten ce to  sep a ra te in d ep en d en t cla u ses th a t a re n o t co n n ected  b y  a  co o rd in a tin g  co n ju n ctio n  (a n d , b u t, o r, n o r, y et, fo r, so ).

O ne hundred com m unities are in various stages of com pletion; m ore are on the drawing board.

Y o u  ca n  a lso  u se a  sem ico lo n  w ith  a  co o rd in a tin g  co n ju n ctio n  if th e cla u ses a re lo n g  a n d  h a v e co m m a s o r o th er p u n ctu a tio n
w ith in  th em . B u t if th e resu lt seem s u n w ield y , co n sid er rep la cin g  th e sem ico lo n  w ith  a  p erio d .

Although productivity per capita in the United States is m uch higher than it is in China, China has an increasingly well educated
young labor force; but the crucial point is that knowledgeñ which is transferable between peoplesñ has becom e the m ost im portant
world econom ic resource.

U se a  sem ico lo n  b efo re th e w o rd s th en , h o w ev er, th u s, h en ce, in d eed , a cco rd in g ly , b esid es, a n d  th erefo re w h en  th o se w o rd s a re
u sed  tra n sitio n a lly  b etw een  tw o  in d ep en d en t cla u ses.

Som e think freedom  always com es with dem ocracy; however, m any voters in m any countries have voted for governm ents that they
know will restrict their rights.
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W h en  item s in  a  series h a v e in tern a l p u n ctu a tio n , sep a ra te th em  w ith  sem ico lo n s (see a lso  2 1.2 .2 ).

G reen indicates vegetation that rem ained stable; red, vegetation that disappeared; yellow, new vegetation.

S em ico lo n s a re a lso  so m etim es u sed  in  titles (see 17 .1.2  a n d  19 .1.3 ) a n d  to  sep a ra te cita tio n s to  m o re th a n  o n e so u rce (see 16 .3 .5 .1
a n d  18 .3 .2 .5 ).

21.4 Colons
A  co lo n  in tro d u ces a  cla u se, p h ra se, o r series o f elem en ts th a t ex p a n d s, cla rifies, o r ex em p lifies th e m ea n in g  o f w h a t p reced es it.
B etw een  in d ep en d en t cla u ses, it fu n ctio n s m u ch  lik e a  sem ico lo n , th o u g h  m o re stro n g ly  em p h a sizin g  b a la n ce o r co n seq u en ce.

People expect three things of governm ent: peace, prosperity, and respect for civil rights.

Chinese culture is unrivaled in its depth and antiquity: it is unm atched in its rich artistic and philosophical records.

U se a  co lo n  to  in tro d u ce illu stra tiv e m a teria l o r a  list. A  co lo n  sh o u ld  fo llo w  o n ly  a  co m p lete in d ep en d en t cla u se; o ften  a n
in tro d u cto ry  elem en t su ch  a s th e fo llo w in g  o r a s fo llo w s sh o u ld  p reced e th e co lo n . (S ee a lso  2 3 .4 .2 .)

The qualifications are as follows: a doctorate in econom ics and an ability to com m unicate statistical data to a lay audience.

but not

The qualifications are: a doctorate in econom ics é

N o te th a t th e first w o rd  fo llo w in g  a  co lo n  w ith in  a  sen ten ce is g en era lly  n o t ca p ita lized  u n less it is a  p ro p er n o u n  o r u n less th e co lo n
in tro d u ces m o re th a n  o n e sen ten ce. F o r ca p ita liza tio n  in  q u o ta tio n s in tro d u ced  b y  a  co lo n , see ch a p ter 2 5 .

C o lo n s a re a lso  u sed  in  titles (see 17 .1.2  a n d  19 .1.3 ), in  n o ta tio n s o f tim e (2 3 .1.5 ), in  U R L s (17 .1.7  a n d  19 .1.8 ), a n d  in  v a rio u s w a y s
in  cita tio n s.

21.5 Q uestion M arks
P u t a  q u estio n  m a rk  a t th e en d  o f a  co m p lete sen ten ce p h ra sed  a s a  q u estio n .

W ho would lead the nation in its hour of need?

P u t a  q u estio n  m a rk  a fter a  cla u se p h ra sed  a s a  q u estio n  a n d  in clu d ed  a s p a rt o f a  sen ten ce. D o  n o t u se q u o ta tio n  m a rk s u n less
th e q u estio n  is a  q u o ta tio n  a n d  th e rest o f th e sen ten ce is n o t.

W ould the union agree? was the critical question.

If th e in clu d ed  q u estio n  is a t th e en d  o f th e sen ten ce, d o  n o t a d d  a  p erio d  a fter th e q u estio n  m a rk . Y o u  a re n o t req u ired  to
ca p ita lize th e first w o rd  o f th e in clu d ed  q u estio n , b u t a n  in itia l ca p ita l h elp s rea d ers id en tify  th e q u estio n , esp ecia lly  if it in clu d es
in tern a l p u n ctu a tio n . If th e sen ten ce b eco m es a w k w a rd , y o u  m a y  in stea d  rep h ra se th e q u estio n  a s a  d ecla ra tiv e sta tem en t.

Several legislators raised the question, Can the fund be used in an em ergency, or m ust it rem ain dedicated to its original purpose?

Several legislators raised the question of using the fund in an em ergency, which was not its original purpose.

A  q u estio n  m a rk  m a y  a lso  in d ica te d o u b t o r u n certa in ty , a s in  a  d a te.

The painter Niccoļ  dellõAbbate (1512?ð71) assisted in the decorations at Fontainebleau.

21.6 Exclam ation Points
E x cla m a tio n  p o in ts a re ra rely  a p p ro p ria te fo r a ca d em ic w ritin g , ex cep t w h en  th ey  a re p a rt o f q u o ted  m a teria l o r p a rt o f th e title o f a
w o rk  (th e m u sica l O k la h o m a !). S ee a lso  2 1.12 .2 .1.

21.7 Hyphens and Dashes

21.7.1 Hyphens

H y p h en s a re u sed  in  a  v a riety  o f co n tex ts, in clu d in g  co m p o u n d  w o rd s (see 2 0 .3 ) a n d  in clu siv e n u m b ers (2 3 .2 .4 ).

21.7.2 Dashes

A  d a sh  is a n  elo n g a ted  h y p h en  u sed  to  set o ff tex t in  a  w a y  sim ila r to  b u t m o re p ro m in en t th a n  co m m a s (see 2 1.2 ) o r p a ren th eses
(2 1.8 .1). A lso  ca lled  a n  em  d a sh  (b eca u se in  m o st fo n ts it is a p p ro x im a tely  th e w id th  o f th e ca p ita l letter M ), th is ch a ra cter is
a v a ila b le in  m o st w o rd  p ro cesso rs.1 It ca n  b e rep resen ted  w ith  tw o  co n secu tiv e h y p h en s, b u t m o st w o rd  p ro cesso rs ca n  b e set to
co n v ert d o u b le h y p h en s to  em  d a sh es a u to m a tica lly . D o  n o t lea v e sp a ce o n  eith er sid e o f th e d a sh .

W h en  y o u  u se d a sh es to  set o ff a  p a ren th etica l elem en t, p a ir th em  a s y o u  w o u ld  co m m a s o r p a ren th eses. B u t a v o id  u sin g  m o re
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th a n  o n e p a ir in  a n y  o n e sen ten ce; in stea d , u se p a ren th eses fo r th e seco n d  la y er o f p a ren th etica l in fo rm a tio n .

The influence of three im pressionistsñ M onet (1840ð1926), Sisley (1839ð99), and Degas (1834ð1917)ñ is obvious in her work.

Y o u  ca n  a lso  u se a  sin g le d a sh  to  set o ff a n  a m p lify in g  o r ex p la n a to ry  elem en t.

It was a revival of a m ost potent im ageñ the revolutionary idea.

U se a  d a sh  o r a  p a ir o f d a sh es en clo sin g  a  p h ra se to  in d ica te a  stro n g  b rea k  in  th o u g h t th a t a lso  d isru p ts th e sen ten ce stru ctu re.

Rutherfordñ how could he have m isinterpreted the evidence?

Som e characters in Tom  Jones are òflatóñ if you do not object to this borrowing of E. M . Forsterõs som ewhat discredited term ñ
because they are caricatures of their nam es.

A  d a sh  m a y  a lso  in tro d u ce a  su m m a rizin g  su b ject a fter a  list o f sev era l elem en ts.

The statue of the discus thrower, the charioteer at Delphi, the poetry of Pindarñ all represent the great ideal.

21.7.3 Multiple Dashes

W h en  y o u  q u o te fro m  a  m u tila ted  o r illeg ib le tex t, in d ica te a  m issin g  w o rd  o r m issin g  letters w ith  a  2 -em  d a sh  (fo rm ed  w ith  tw o
co n secu tiv e em  d a sh es, o r fo u r h y p h en s). F o r a  m issin g  w o rd , lea v e a  sp a ce o n  eith er sid e o f th e d a sh ; fo r m issin g  letters, lea v e n o
sp a ce b etw een  th e d a sh  a n d  th e ex istin g  p a rt o f th e w o rd .

The vessel left the ____ of July.

H ____h? [Hirsch?]

T h e sa m e tech n iq u e ca n  b e u sed  w h en  y o u  w a n t to  o b scu re a  p a rticu la r w o rd .

It was a d____ sham e.

A  3 -em  d a sh  (fo rm ed  w ith  th ree co n secu tiv e em  d a sh es, o r six  h y p h en s) is u sed  in  b ib lio g ra p h ies a n d  referen ce lists to  rep resen t
th e rep ea ted  n a m e o f a n  a u th o r o r ed ito r (see 16 .2 .2  a n d  18 .2 .1).

21.8 Parentheses and Brackets

21.8.1 Parentheses

P a ren th eses u su a lly  set o ff ex p la n a to ry  o r in terru p tin g  elem en ts o f a  sen ten ce, m u ch  lik e p a ired  co m m a s (see 2 1.2 ) a n d  d a sh es
(2 1.7 .2 ). In  g en era l, u se co m m a s fo r m a teria l clo sely  rela ted  to  th e m a in  cla u se, d a sh es a n d  p a ren th eses fo r m a teria l less clo sely
co n n ected . T h e a b b rev ia tio n s e.g . a n d  i.e., w h ich  m a y  in tro d u ce a  cla rify in g  co m m en t (see 2 4 .7 ), a re u sed  o n ly  in  p a ren th eses o r in
n o tes.

The conference has (with som e m alice) divided into four groups.

Each painting depicts a public occasion; in eachñ a banquet, a parade, a coronation (though the person crowned is obscured)ñ
crowds of people are pictured as swarm ing ants.

There are tax incentives for òclean carsó (e.g., gasoline-electric hybrids and vehicles powered by com pressed natural gas and
liquefied propane).

P a ren th eses ca n  a lso  b e u sed  w ith  cita tio n s (see ch a p ters 16  a n d  18 ) a n d  to  set o ff th e n u m b ers o r letters in  a  list o r a n  o u tlin e
(see 2 3 .4 .2 ).

21.8.2 Brackets

B ra ck ets a re m o st o ften  u sed  in  q u o ta tio n s, to  in d ica te ch a n g es m a d e to  a  q u o ted  p a ssa g e (see 2 5 .3  fo r ex a m p les). T h ey  ca n  a lso  b e
u sed  to  en clo se a  seco n d  la y er o f p a ren th etica l m a teria l w ith in  p a ren th eses.

He agrees with the idea that childhood has a history (first advanced by Philippe Arī s [1914-84] in his book Centuries of Childhood
[1962]).

21.9 Slashes
T h e fo rw a rd  sla sh  (/) is u sed  in  a  few  co n tex ts, su ch  a s fra ctio n s (see 2 3 .1.3 ) a n d  q u o ta tio n s o f p o etry  (see 2 5 .2 .1.2 ). S in g le a n d
d o u b le sla sh es a p p ea r in  U R L s a n d  o th er electro n ic id en tifiers (see 2 0 .4 .2 ). T h e b a ck w a rd  sla sh  (o r b a ck sla sh , \) h a s v a rio u s
m ea n in g s in  d ifferen t co m p u ter la n g u a g es a n d  o p era tin g  sy stem s.

21.10 Q uotation M arks
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F o r th e u se o f q u o ta tio n  m a rk s in  q u o ted  m a teria l, see 2 5 .2 .1.2 . F o r u se in  titles a n d  o th er sp ecia l situ a tio n s, see 2 2 .3 .2 . F o r u se in
cita tio n s, see 16 .1.4  a n d  18 .1.4 .

S o m e field s lin g u istics, p h ilo so p h y , a n d  th eo lo g y , fo r ex a m p le u se sin g le q u o ta tio n  m a rk s to  set o ff w o rd s a n d  co n cep ts. T h e
clo sin g  q u o ta tio n  m a rk  sh o u ld  p reced e a  co m m a  o r p erio d  in  th is ca se (co m p a re 2 1.12 .2 ).

kam i h a ir, b ea rd

The variables of quantification, ôsom ethingõ, ônothingõ,é

In  m o st o th er field s, fo llo w  th e g u id elin es in  2 2 .2 .2  fo r u sin g  q u o ta tio n  m a rk s a n d  ita lics w ith  d efin itio n s o f term s.

21.11 Apostrophes
F o r th e u se o f a p o stro p h es in  p lu ra l a n d  p o ssessiv e fo rm s, see 2 0 .1 a n d  2 0 .2 . A p o stro p h es a re a lso  u sed  in  fo rm in g  co n tra ctio n s
(d o n t). If y o u r w o rd  p ro cesso r is en a b led  to  u se d irectio n a l o r sm a rt  q u o ta tio n  m a rk s, m a k e su re n o t to  co n fu se a n  a p o stro p h e fo r
a  left sin g le q u o ta tio n  m a rk  ( tw a s, n o t tw a s.)

21.12 M ultiple Punctuation M arks
T h e g u id elin es g iv en  th ro u g h o u t th is ch a p ter so m etim es ca ll fo r th e u se o f tw o  p u n ctu a tio n  m a rk s to g eth er fo r ex a m p le, a  p erio d
a n d  a  clo sin g  p a ren th esis. T h e g u id elin es b elo w  sh o w  w h en  to  o m it o n e o f th e m a rk s a n d  th e o rd er o f th e m a rk s w h en  b o th  a re u sed .

21.12.1 Omission of Punctuation Marks

E x cep t fo r ellip ses, n ev er u se tw o  p erio d s to g eth er, ev en  w h en  a  p erio d  in  a n  a b b rev ia tio n  en d s a  sen ten ce. K eep  th e a b b rev ia tio n
p erio d  w h en  a  sen ten ce en d s w ith  a  q u estio n  m a rk  o r a n  ex cla m a tio n  p o in t.

The exchange occurred at 5:30 p.m .

Could anyone m atch the productivity of Rogers Inc.?

If a  situ a tio n  ca lls fo r b o th  a  co m m a  a n d  a  stro n g er p u n ctu a tio n  m a rk , su ch  a s a  q u estio n  m a rk  o r a  d a sh , o m it th e co m m a .

òW hat were they thinking?ó he wondered to him self.

W hile the senator couldnõt endorse the proposalñ and he certainly had doubts about itñ he didnõt condem n it.

A n  ex cep tio n  ca n  b e m a d e fo r titles o f w o rk s th a t en d  in  a  q u estio n  m a rk  o r a n  ex cla m a tio n  p o in t. B eca u se su ch  p u n ctu a tio n  is
n o t strictly  rela ted  to  th e rest o f th e sen ten ce, reta in  co m m a s w h ere n eed ed .

òAre You a Doctor?,ó the fifth story in W ill You Please Be Q uiet, Please?, treats m odern love.

Film s such as Airplane!, This Is Spinal Tap, and Austin Powers offer parodies of well-established genres.

21.12.2 Order of Punctuation Marks

A d ja cen t m a rk s o f p u n ctu a tio n  m o st o ften  o ccu r w ith  q u o ta tio n  m a rk s, p a ren th eses, o r b ra ck ets. A m erica n  u sa g e fo llo w s a  few
relia b le g u id elin es fo r o rd erin g  m u ltip le m a rk s.

21.12.2.1 W ITH Q UO TATIO N M ARKS. A  fin a l co m m a  o r p erio d  n ea rly  a lw a y s p reced es a  clo sin g  q u o ta tio n  m a rk , w h eth er it is p a rt o f th e
q u o ted  m a tter o r n o t.

In support of the effort òto bring justice to our people,ó she joined the strike.

She m ade the argum ent in an article titled òO nõM anaging Public Debt.õó

T h ere a re tw o  ex cep tio n s. W h en  sin g le q u o ta tio n  m a rk s a re u sed  to  set o ff sp ecia l term s in  certa in  field s, su ch  a s lin g u istics,
p h ilo so p h y , a n d  th eo lo g y  (see 2 1.10 ), p u t a  p erio d  o r co m m a  a fter th e clo sin g  q u o ta tio n  m a rk .

Som e contem porary theologians, who favored ôreligionless Christianityõ, were proclaim ing the ôdeath of G odõ.

A n d  if a  co m p u ter file n a m e o r co m m a n d  m u st b e p u t in  q u o ta tio n  m a rk s, a  p erio d  o r co m m a  th a t is n o t p a rt o f th e n a m e o r th e
co m m a n d  sh o u ld  co m e a fter th e clo sin g  m a rk .

Click on Save As; nam e your file òappendix A, v. 10ó.

Q u estio n  m a rk s a n d  ex cla m a tio n  p o in ts p reced e a  clo sin g  q u o ta tio n  m a rk  if th ey  a re p a rt o f th e q u o ted  m a tter. T h ey  fo llo w  th e
q u o ta tio n  m a rk  if th ey  a p p ly  to  th e en tire sen ten ce in  w h ich  th e q u o ta tio n  a p p ea rs.

Her poem  is titled òW hat Did the Crow Know?ó

Do we accept Jeffersonõs concept of òa natural aristocracyó?
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S em ico lo n s a n d  co lo n s a lw a y s fo llo w  q u o ta tio n  m a rk s. If th e q u o ta tio n  en d s w ith  a  sem ico lo n  o r a  co lo n , ch a n g e it to  a  p erio d  o r
a  co m m a  (o r d elete it) to  fit th e stru ctu re o f th e m a in  sen ten ce (see 2 5 .3 .1).

He claim ed that òevery choice reflects an attitude toward Everym anó; his speech then enlarged on the point in a telling way.

The Em ergency Center is òalm ost its own cityó: it has its own services and governance.

21.12.2.2 W ITH PARENTHESES AND BRACKETS. W h en  y o u  en clo se a  co m p lete sen ten ce in  p a ren th eses, p u t th e term in a l p erio d  (o r o th er
term in a l p u n ctu a tio n  m a rk ) fo r th a t sen ten ce b efo re th e la st p a ren th esis. H o w ev er, p u t th e p erio d  o u tsid e w h en  m a teria l in
p a ren th eses, ev en  a  g ra m m a tica lly  co m p lete sen ten ce, is in clu d ed  w ith in  a n o th er sen ten ce. T h e sa m e p rin cip les a p p ly  to  m a teria l in
b ra ck ets.

W e have noted sim ilar m otifs in Japan. (They can also be found in Korean folktales.)

Use periods in all these situations (your readers will expect them ).

M yths have been accepted as allegorically true (by the Stoics) and as priestly lies (by Enlightenm ent thinkers).

(The director prom ised com pletion òon tim e and under budgetó [italics m ine].)

F o r term in a l p u n ctu a tio n  w ith  cita tio n s g iv en  p a ren th etica lly , see 2 5 .2 .

1. T h ere is a  seco n d  ty p e o f d a sh , ca lled  a n  en  d a sh  (b eca u se it is a p p ro x im a tely  th e w id th  o f th e ca p ita l letter N ), th a t is u sed  in
p u b lish ed  w o rk s to  m ea n  th ro u g h ,  u su a lly  in  co n n ectio n  w ith  n u m b ers o r d a tes (e.g ., 19 9 8 2 0 0 8 ). It ca n  a lso  b e u sed  in  o th er
co n tex ts, a s d iscu ssed  in  6 .7 8 -8 1 o f T h e C h ica g o  M a n u a l o f S ty le, 16 th  ed itio n  (2 0 10 ). If y o u r lo ca l g u id elin es req u ire it, th is
ch a ra cter is a v a ila b le in  m o st w o rd  p ro cesso rs; o th erw ise u se a  h y p h en  in  th ese co n tex ts. N o te th a t th is b o o k  u ses en  d a sh es w h ere
th ey  a re a p p ro p ria te, a s in  th e p reced in g  referen ce to  C M O S .
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22     Names, Special Terms, and Titles of W orks

2 2 .1   N a m es

22.1.1   People, Places, and O rganizations
22.1.2   Historical Events, Cultural Term s, and Designations of Tim e
22.1.3   O ther Types of Nam es

2 2 .2    S p ecia l T erm s

22.2.1   Foreign-Language Term s
22.2.2   W ords Defined as Term s

2 2 .3    T itles o f W o rk s

22.3.1   Capitalization
22.3.2   Italics or Q uotation M arks
22.3.3   Punctuation

T h is ch a p ter o ffers g en era l g u id elin es fo r p resen tin g  n a m es, sp ecia l term s, a n d  titles o f w o rk s, in clu d in g  a d v ice o n  w h en  to  u se
ca p ita l letters a n d  w h en  to  u se q u o ta tio n  m a rk s o r ita lic ty p e (a s o p p o sed  to  reg u la r ro m a n  ty p e) to  set o ff w o rd s, p h ra ses, o r titles.

If y o u  a re w ritin g  a  th esis o r d isserta tio n , y o u r d ep a rtm en t o r u n iv ersity  m a y  h a v e sp ecific req u irem en ts fo r p resen tin g  n a m es,
sp ecia l term s, a n d  titles. T h o se req u irem en ts a re u su a lly  a v a ila b le fro m  th e o ffice o f th eses a n d  d isserta tio n s. If y o u  a re w ritin g  a
cla ss p a p er, y o u r in stru cto r m a y  a lso  a sk  y o u  to  fo llo w  certa in  p rin cip les fo r p resen tin g  su ch  item s. R ev iew  th ese req u irem en ts
b efo re y o u  p rep a re y o u r p a p er. T h ey  ta k e p reced en ce o v er th e g u id elin es su g g ested  h ere. F o r sty le g u id es in  v a rio u s d iscip lin es, see
th e b ib lio g ra p h y .

22.1 Nam es
P ro p er n o u n s, o r n a m es, a re a lw a y s ca p ita lized , b u t it is so m etim es d ifficu lt to  d istin g u ish  a  n a m e fro m  a  g en eric term . T h is sectio n
co v ers th e m o st co m m o n  ca ses. F o r m o re d eta iled  in fo rm a tio n , see ch a p ter 8  o f T h e C h ica g o  M a n u a l o f S ty le, 16 th  ed itio n  (2 0 10 ).

In  tex t, n a m es a re n o rm a lly  p resen ted  in  ro m a n  ty p e, b u t th ere a re a  few  ex cep tio n s n o ted  in  2 2 .1.3 .

22.1.1 People, Places, and Organizations

In  g en era l, ca p ita lize th e first letter in  ea ch  elem en t o f th e n a m es o f sp ecific p eo p le, p la ces, a n d  o rg a n iza tio n s. H o w ev er, p erso n a l
n a m es th a t co n ta in  p a rticles (su ch  a s d e a n d  v a n ) o r co m p o u n d  la st n a m es m a y  v a ry  in  ca p ita liza tio n . W h en  in  d o u b t, co n su lt
W eb ster s B io g ra p h ica l D ictio n a ry  o r a n o th er relia b le a u th o rity . P rep o sitio n s (o f) a n d  co n ju n ctio n s (a n d ) th a t a re p a rts o f n a m es a re
u su a lly  lo w erca se, a s is th e w h en  it p reced es a  n a m e. F o r p o ssessiv e fo rm s o f n a m es, see 2 0 .2 . F o r a b b rev ia tio n s w ith  n a m es, see
2 4 .2 . F o r n a m es w ith  n u m b ers, see 2 3 .1.6 .

Eleanor Roosevelt
W . E. B. Du Bois
Ludwig van Beethoven
Victoria Sackville-W est
Chiang Kai-shek
Sierra Leone
Central Am erica
New York City
the Atlantic O cean
the Republic of Lithuania
the United States Congress
the State Departm ent
the European Union
the University of North Carolina
the Honda M otor Com pany
Skidm ore, O wings & M errill
the University of Chicago Press
the National Conference of Com m unity and Justice
the Rom an Catholic Church
the Allied Expeditionary Force

A  p ro fessio n a l title th a t im m ed ia tely  p reced es a  p erso n a l n a m e is trea ted  a s p a rt o f th e n a m e a n d  sh o u ld  b e ca p ita lized . If y o u  u se
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th e title a lo n e o r a fter th e p erso n a l n a m e, it b eco m es a  g en eric term  a n d  sh o u ld  b e lo w erca sed . T h e sa m e p rin cip le a p p lies to  o th er
g en eric term s th a t a re p a rt o f p la ce o r o rg a n iza tio n  n a m es.

President Harry Trum an announced
the president announced

Professors Harris and W ilson wrote
the professors wrote

next to the Indian O cean
next to the ocean

students at Albion College
students at the college

N a m es o f eth n ic a n d  n a tio n a l g ro u p s a re a lso  ca p ita lized . T erm s d en o tin g  so cio eco n o m ic lev el, h o w ev er, a re n o t. (F o r
h y p h en a tio n  o f co m p o u n d s o f b o th  ty p es, see 2 0 .3 .2 . F o r p lu ra ls o f trib a l n a m es, su ch  a s H o p i, see 2 0 .1.1.)

Arab Am ericans
Latinos

the m iddle class
white-collar workers

C a p ita lize a d jectiv es d eriv ed  fro m  n a m es, u n less th ey  h a v e lo st th eir litera l a sso cia tio n s w ith  p a rticu la r p erso n s o r p la ces a n d
h a v e b eco m e p a rt o f ev ery d a y  la n g u a g e.

M achiavellian schem e
Rom an and Arabic art

french fries
rom an and arabic num erals

22.1.2 Historical Events, Cultural Terms, and Designations of Time

T h e n a m es o f m a n y  h isto rica l p erio d s a n d  ev en ts a re tra d itio n a lly  ca p ita lized ; m o re g en eric term s u su a lly  a re n o t, u n less th ey
in clu d e n a m es. F o llo w  th e co n v en tio n s o f y o u r d iscip lin e.

the Bronze Age
the Depression
the Industrial Revolution
Prohibition
the Seven Yearsõ W ar

ancient Rom e
the nineteenth century
the Shang dynasty
the colonial period
the baby boom

N o u n s a n d  a d jectiv es d esig n a tin g  cu ltu ra l sty les, m o v em en ts, a n d  sch o o ls a re g en era lly  ca p ita lized  o n ly  w h en  d eriv ed  fro m
n a m es o r w h en  th ey  n eed  to  b e d istin g u ish ed  fro m  g en eric term s (a s in  S to icism ). A g a in , fo llo w  th e co n v en tio n s o f y o u r d iscip lin e.

classical
im pressionism
m odernism
deconstruction

Aristotelian reasoning
Dadaism
Hudson River school
Rom anesque architecture

N a m es o f d a y s o f th e w eek , m o n th s, a n d  h o lid a y s a re ca p ita lized , b u t n a m es o f sea so n s a re n o t. F o r m o re o n  d a te sy stem s, see
2 3 .3 .

Tuesday
Septem ber
Independence Day
spring
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22.1.3 Other Types of Names

O th er ty p es o f n a m es a lso  fo llo w  sp ecific p a ttern s fo r ca p ita liza tio n , a n d  so m e req u ire ita lics.

Џ A ca d em ic co u rses a n d  su b jects. C a p ita lize th e n a m es o f sp ecific co u rses b u t n o t o f g en era l su b jects o r field s o f stu d y , ex cep t fo r th e
n a m es o f la n g u a g es.

Archaeology 101
Topics in Victorian Literature

art history
English literature

Џ A cts, trea ties, a n d  g o v ern m en t p ro g ra m s. C a p ita lize th e fo rm a l o r a ccep ted  titles o f a cts, trea ties, g o v ern m en t p ro g ra m s, a n d
sim ila r d o cu m en ts o r en tities, b u t lo w erca se in fo rm a l o r g en eric titles.

the United States (or US) Constitution
the Treaty of Versailles
Head Start

the due process clause
the treaty

Џ B ra n d  n a m es. C a p ita lize th e b ra n d  n a m es o f p ro d u cts, b u t d o  n o t u se th e sy m b o l  o r  a fter su ch  a  n a m e. U n less y o u  a re
d iscu ssin g  a  sp ecific p ro d u ct, h o w ev er, u se a  g en eric term  in stea d  o f a  b ra n d  n a m e.

Coca-Cola
Xerox
iPhone

cola
photocopy
sm artphone

Џ E lectro n ic tech n o lo g y . C a p ita lize n a m es o f co m p u ter h a rd w a re a n d  so ftw a re, n etw o rk s, b ro w sers, sy stem s, a n d  la n g u a g es. G en eric
term s (su ch  a s w eb ), h o w ev er, m a y  b e lo w erca sed  w h en  u sed  a lo n e o r in  co m b in a tio n .

Apple O S X Lion
G oogle Chrom e
the Internet; the net
the W orld W ide W eb; the web; website

Џ L eg a l ca ses. C a p ita lize a n d  ita licize th e n a m es o f leg a l ca ses; ita licize th e v . (v ersu s). Y o u  m a y  sh o rten  th e ca se n a m e a fter a  fu ll
referen ce to  it (u su a lly  to  th e n a m e o f th e p la in tiff o r th e n o n g o v ern m en ta l p a rty ). F o r cita tio n s o f leg a l ca ses, see 17 .9 .7  a n d  19 .9 .7 .

First reference
M iranda v. Arizona
United States v. Carlisle

Subsequent references
M iranda
Carlisle

Џ S h ip s, a ircra ft, a n d  o th er v essels. C a p ita lize a n d  ita licize th e n a m es o f sh ip s, a ircra ft, a n d  th e lik e. If th e n a m es a re p reced ed  b y  a n
a b b rev ia tio n  su ch  a s U S S  (U n ited  S ta tes sh ip ) o r H M S  (H er [o r H is] M a jesty s sh ip ), d o  n o t ita licize th ese a b b rev ia tio n s o r u se th e
w o rd  sh ip  in  a d d itio n  to  th e n a m e.

USS Constitution
HM S Saranac
Spirit of St. Louis
the space shuttle Atlantis

Џ P la n ts a n d  a n im a ls. In  p a p ers in  th e h u m a n ities a n d  so cia l scien ces, d o  n o t ca p ita lize th e n a m es o f p la n ts a n d  a n im a ls u n less th ey
in clu d e o th er p ro p er n o u n s, su ch  a s g eo g ra p h ica l n a m es. B in o m ia l L a tin  sp ecies n a m es sh o u ld  b e ita licized , w ith  th e g en u s n a m e
ca p ita lized  a n d  th e sp ecies n a m e (o r sp ecific ep ith et) lo w erca se. T h e n a m es o f p h y la , o rd ers, a n d  su ch  sh o u ld  b e in  ro m a n  ty p e.
F o r p a p ers in  th e scien ces, fo llo w  th e co n v en tio n s o f y o u r d iscip lin e.

rhesus m onkey
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Rocky M ountain sheep
Rosa caroliniana 
Chordata

22.2 Special Term s
S o m e sp ecia l term s req u ire u se o f ita lics, q u o ta tio n  m a rk s, a n d  ca p ita liza tio n .

22.2.1 Foreign-Language Terms

Ita licize iso la ted  w o rd s a n d  p h ra ses in  fo reig n  la n g u a g es lik ely  to  b e u n fa m ilia r to  rea d ers o f E n g lish , a n d  ca p ita lize th em  a s in  th eir
la n g u a g e. (If y o u  a re u n fa m ilia r w ith  th e ca p ita liza tio n  p rin cip les o f a  la n g u a g e, co n su lt a  relia b le a u th o rity  su ch  a s ch a p ter 11 o f T h e
C h ica g o  M a n u a l o f S ty le, 16 th  ed itio n  [2 0 10 ].) F o r titles o f w o rk s in  fo reig n  la n g u a g es, see 2 2 .3 .1.

This leads to the idea of ¦ berm ensch and to the theory of the acte gratuit and surrealism .

D o  n o t ita licize fo reig n  term s fa m ilia r en o u g h  to  a p p ea r in  M erria m -W eb ster s C o lleg ia te D ictio n a ry .

de facto
vis-̈ -vis
pasha
eros

D o  n o t ita licize fo reig n  n a m es o r p erso n a l titles th a t a cco m p a n y  th em .

Padre Pio

the Acad®m ie Franaise

the Puerto del Sol

If y o u  d efin e a  fo reig n  term , p u t th e d efin itio n  in  p a ren th eses o r q u o ta tio n  m a rk s, eith er fo llo w in g  th e term  in  th e tex t o r in  a
n o te.

The usual phrase was ena tuainu-iai, òI wanted to eat.ó

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

F o r lo n g er q u o ta tio n s fro m  a  fo reig n  la n g u a g e, u se ro m a n  ty p e. Ita licize th e q u o ta tio n  a s a  w h o le o r a n y  w o rd s w ith in  it o n ly  if
th ey  a re ita licized  in  th e o rig in a l. E n clo se th e q u o ta tio n  in  q u o ta tio n  m a rk s w ith in  th e tex t o r u se a  b lo ck  q u o ta tio n  fo llo w in g  th e
p rin cip les in  2 5 .2 .

The confusion of le pragm atism e is traced to the supposed failure to distinguish òles propri®t®s de la valeur en g®n®raló from  the
incidental.

22.2.2 W ords Defined as Terms

T o  em p h a size k ey  term s th a t y o u  d efin e, ita licize th em  o n  th eir first u se; th erea fter u se ro m a n  ty p e. Y o u  ca n  u se q u o ta tio n  m a rk s
(ca lled  sca re q u o tes) to  a lert rea d ers th a t y o u  a re u sin g  a  term  in  a  n o n sta n d a rd  o r iro n ic w a y . W h en  o v eru sed , b o th  tech n iq u es
b eco m e less effectiv e.

The two chief tactics of this group, obstructionism  and m isinform ation, require careful analysis.

G overnm ent òefficiencyó resulted in a huge deficit.

Ita licize a  term  w h en  y o u  refer to  it a s a  term .

The term  critical m ass is m ore often used m etaphorically than literally.

How did she define the word existential?

but

A critical m ass of students took existential philosophy.

Ita licize letters referred  to  a s letters, a n d  p resen t th em  in  lo w erca se. L etters u sed  to  d en o te g ra d es a n d  to  id en tify  ex em p la rs
sh o u ld  b e ro m a n  a n d  ca p ita lized . F o r p lu ra l fo rm s o f letters u sed  in  th ese w a y s, see 2 0 .1.2 .

M any of the place-nam es there begin with the letters h and k.

In her senior year, she received an A and six Bs.
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Im agine a group of interconnected persons: A knows B, B knows C, and C knows D.

22.3 Titles of W orks
W h en  y o u  cite a  w o rk , p resen t its title ex a ctly  a s it a p p ea rs in  th e o rig in a l w o rk  o r, if th e o rig in a l is u n a v a ila b le, in  a  relia b le
a u th o rity .

A lw a y s p reserv e th e o rig in a l sp ellin g  (in clu d in g  h y p h en a tio n ) in  su ch  titles, ev en  if it d o es n o t co n fo rm  to  cu rren t A m erica n
u sa g e a s d escrib ed  in  ch a p ter 2 0 . S ee 17 .1.2  fo r so m e p erm issib le ch a n g es to  th e p u n ctu a tio n  o f titles, su ch  a s th e u se o f a  co lo n
b etw een  a  title a n d  a  su b title, a n d  th e a d d itio n  o f a  co m m a  b efo re d a tes.

A ca d em ic co n v en tio n  p rescrib es th a t titles fo llo w  sp ecific p a ttern s o f ca p ita liza tio n  a n d  th e u se o f ita lics o r q u o ta tio n  m a rk s (o r
n eith er), reg a rd less o f h o w  th ey  a p p ea r in  th e o rig in a l.

22.3.1 Capitalization

T itles h a v e tw o  p a ttern s o f ca p ita liza tio n : h ea d lin e sty le a n d  sen ten ce sty le. P resen t m o st titles in  h ea d lin e sty le. F o r fo reig n -
la n g u a g e titles, u se sen ten ce sty le.

B o th  cita tio n  sty les d escrib ed  in  th is m a n u a l n o w  p rescrib e h ea d lin e-sty le ca p ita liza tio n  fo r E n g lish -la n g u a g e titles (a  ch a n g e
fro m  p rev io u s ed itio n s). S ee 16 .1.3  a n d  18 .1.3 .

A lso  u se h ea d lin e-sty le ca p ita liza tio n  fo r th e title o f y o u r p a p er a n d  th e titles o f a n y  p a rts o r ch a p ters w ith in  it u n less y o u r
d iscip lin e p refers sen ten ce sty le (see A .1.5 ).

22.3.1.1 HEADLINE-STYLE CAPITALIZATIO N. H ea d lin e-sty le ca p ita liza tio n  is in ten d ed  to  d istin g u ish  titles clea rly  fro m  su rro u n d in g  tex t. In
th is sty le, ca p ita lize th e first letter o f th e first a n d  la st w o rd s o f th e title a n d  su b title a n d  a ll o th er w o rd s, ex cep t a s fo llo w s:

Џ D o  n o t ca p ita lize a rticles (a , a n , th e), co o rd in a tin g  co n ju n ctio n s (a n d , b u t, o r, n o r, fo r), o r th e w o rd  to  o r a s ex cep t a s th e first o r
la st w o rd  in  th e title o r su b title.

Џ D o  n o t ca p ita lize p rep o sitio n s (o f, in , a t, a b o v e, u n d er, a n d  so  fo rth ) u n less th ey  a re u sed  a s a d v erb s (u p  in  L o o k  U p ) o r a d jectiv es
(o n  in  T h e O n  B u tto n ).

Џ C a p ita lize th e seco n d  p a rt (o r su b seq u en t p a rts) o f a  h y p h en a ted  co m p o u n d  u n less it is a n  a rticle, p rep o sitio n , o r co o rd in a tin g
co n ju n ctio n  (a n d , b u t, o r, n o r, fo r), o r a  m o d ifier su ch  a s sh a rp  o r fla t fo llo w in g  a  m u sica l k ey ; o r u n less th e first p a rt is a  p refix
(a n ti, p re, a n d  so  fo rth ). (R em em b er to  fo llo w  th e o rig in a l h y p h en a tio n  o f a  title ev en  if it d iffers fro m  th e p rin cip les d iscu ssed  in
2 0 .3 .)

Џ L o w erca se th e seco n d  p a rt o f a  sp ecies n a m e, su ch  a s fu lv escen s in  A cip en ser fu lv escen s, ev en  if it is th e la st w o rd  in  a  title o r
su b title (see a lso  2 2 .1.3 ).

Џ D o  n o t ca p ita lize p a rts o f p ro p er n o u n s th a t a re n o rm a lly  in  lo w erca se, a s d escrib ed  in  2 2 .1.1 (v a n  in  L u d w ig  v a n  B eeth o v en ).

The Econom ic Effects of the Civil W ar in the M id-Atlantic States

To Have and to Hold: A Twenty-First-Century View of M arriage

All That Is True: The Life of Vincent van G ogh, 1853ð90

Four Readings of the G ospel according to M atthew

Self-G overnm ent and the Re-establishm ent of a New W orld O rder

G lobal W arm ing: W hat W e Are Doing about It Today

Still Life with O ranges

From  Hom o erectus to Hom o sapiens: A Black-and-W hite History

E-flat Concerto

A lth o u g h  m a n y  sh o rt w o rd s a re lo w erca se in  th is sty le, len g th  d o es n o t d eterm in e ca p ita liza tio n . Y o u  m u st ca p ita lize sh o rt v erb s
(is, a re), a d jectiv es (n ew ), p erso n a l p ro n o u n s (it, w e), a n d  rela tiv e p ro n o u n s (th a t), b eca u se th ey  a re n o t a m o n g  th e ex cep tio n s listed
a b o v e. U se lo w erca se fo r lo n g  p rep o sitio n s (a cco rd in g ), sin ce p rep o sitio n s a re a m o n g  th e ex cep tio n s.

T w o  k in d s o f titles sh o u ld  n o t b e p resen ted  in  h ea d lin e sty le ev en  if y o u  u se it fo r a ll o th er titles:

Џ F o r titles in  la n g u a g es o th er th a n  E n g lish , u se sen ten ce-sty le ca p ita liza tio n  (see 2 2 .3 .1.2 ).
Џ F o r titles o f w o rk s p u b lish ed  in  th e eig h teen th  cen tu ry  (17 0 0 s) o r ea rlier, reta in  th e o rig in a l ca p ita liza tio n  (a n d  sp ellin g ), ex cep t

th a t w o rd s sp elled  o u t in  a ll ca p ita l letters sh o u ld  b e g iv en  w ith  a n  in itia l ca p ita l o n ly .

A Treatise of m orall philosophy Contaynyge the sayings of the wyse

22.3.1.2 SENTENCE-STYLE CAPITALIZATIO N. S en ten ce-sty le ca p ita liza tio n  is a  sim p ler, th o u g h  less d istin ct, w a y  o f p resen tin g  titles th a n
h ea d lin e sty le. In  th is sty le, ca p ita lize o n ly  th e first letter o f th e first w o rd  o f th e title a n d  su b title a n d  a n y  p ro p er n o u n s a n d  p ro p er
a d jectiv es th erea fter.

Seeing and selling late-nineteenth-century Japan
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Natural crisis: Sym bol and im agination in the m id-Am erican farm  crisis

Religious fem inism : A challenge from  the National O rganization for W om en

Starry night

U n less y o u r d iscip lin e sa y s o th erw ise, reserv e sen ten ce sty le fo r titles o f w o rk s in  fo reig n  la n g u a g es.
N o te th a t fo reig n  la n g u a g es h a v e d ifferen t co n v en tio n s fo r ca p ita liza tio n . F o r ex a m p le, G erm a n  n o u n s a re g en era lly  ca p ita lized ,

w h erea s G erm a n  a d jectiv es, ev en  th o se d eriv ed  fro m  p ro p er n o u n s, a re n o t. If y o u  a re u n certa in  a b o u t th e co n v en tio n s o f a
p a rticu la r la n g u a g e, co n su lt a  relia b le a u th o rity .

Speculum  Rom anae m agnificentiae

Historia de la O rden de San G er·nim o

Reallexikon zur deutschen Kunstgeschichte

Ph®nom ®nologie et religion: Structures de Iõinstitution chr®tienne

22.3.2 Italics or Quotation Marks

M o st titles o f w o rk s a re set o ff fro m  th e su rro u n d in g  tex t b y  ita lics o r q u o ta tio n  m a rk s, d ep en d in g  o n  th e ty p e o f w o rk . T h e
g u id elin es listed  h ere a p p ly  n o t o n ly  to  titles u sed  in  tex t b u t a lso  to  m o st titles in  so u rce cita tio n s (see ch a p ters 15 19 ).

T h e ex a m p les b elo w  a re p resen ted  w ith  h ea d lin e-sty le ca p ita liza tio n , b u t th e g u id elin es a lso  a p p ly  to  titles w ith  sen ten ce-sty le
ca p ita liza tio n  (see 2 2 .3 .1.2 ).

22.3.2.1 ITALICS. Ita licize th e titles o f m o st lo n g er w o rk s, in clu d in g  th e ty p es listed  h ere. A n  in itia l th e sh o u ld  b e ro m a n  a n d  lo w erca se
b efo re titles o f p erio d ica ls, o r w h en  it is n o t co n sid ered  p a rt o f th e title. F o r p a rts o f th ese w o rk s a n d  sh o rter w o rk s o f th e sa m e ty p e,
see 2 2 .3 .2 .2 .

Џ b o o k s (C u ltu re a n d  A n a rch y , T h e C h ica g o  M a n u a l o f S ty le)
Џ p la y s (A  W in ter s T a le) a n d  v ery  lo n g  p o em s, esp ecia lly  th o se o f b o o k  len g th  (D a n te s In fern o )
Џ jo u rn a ls (S ig n s), m a g a zin es (T im e), n ew sp a p ers (th e N ew  Y o rk  T im es), a n d  b lo g s (D o t E a rth )
Џ lo n g  m u sica l co m p o sitio n s (T h e M a rria g e o f F ig a ro ) o r titles o f a lb u m s (P la stic B ea ch  b y  G o rilla z)
Џ p a in tin g s (th e M o n a  L isa ), scu lp tu res (M ich ela n g elo s D a v id ), a n d  o th er w o rk s o f a rt, in clu d in g  p h o to g ra p h s (A n sel A d a m s N o rth

D o m e)
Џ m o v ies (C itizen  K a n e) a n d  telev isio n  (S esa m e S treet) a n d  ra d io  p ro g ra m s (A ll T h in g s C o n sid ered )

22.3.2.2 Q UO TATIO N M ARKS. E n clo se in  q u o ta tio n  m a rk s, b u t d o  n o t ita licize, th e title o f a  sh o rter w o rk , w h eth er o r n o t it is p a rt o f a
lo n g er w o rk  (su ch  a s th o se listed  in  2 2 .3 .2 .1).

Џ ch a p ters ( T h e L a ter Y ea rs ) o r o th er titled  p a rts o f b o o k s
Џ sh o rt sto ries ( T h e D ea d ), sh o rt p o em s ( T h e H o u sek eep er ), a n d  essa y s ( O f B o o k s )
Џ a rticles o r o th er fea tu res in  jo u rn a ls ( T h e F u n ctio n  o f F a sh io n  in  E ig h teen th -C en tu ry  A m erica ), m a g a zin es ( W h o  S h o u ld  L ea d

th e S u p rem e C o u rt? ), n ew sp a p ers ( E lectio n  C o m es D o w n  to  th e W ire ), a n d  w eb sites o r b lo g s ( A n  Ice E x p ert M u ses o n
G reen h o u se H ea t )

Џ in d iv id u a l ep iso d es o f telev isio n  p ro g ra m s ( T h e O p p o site )
Џ sh o rt m u sica l co m p o sitio n s ( T h e S ta r-S p a n g led  B a n n er ) a n d  reco rd in g s ( A ll Y o u  N eed  Is L o v e )

A lso  u se q u o ta tio n  m a rk s a n d  ro m a n  ty p e fo r titles o f w h o le w o rk s th a t h a v e n o t b een  fo rm a lly  p u b lish ed , in clu d in g  th e
fo llo w in g :

Џ th eses a n d  d isserta tio n s ( A  S tu d y  o f K a n t s E a rly  W o rk s )
Џ lectu res a n d  p a p ers p resen ted  a t m eetin g s ( V o ice a n d  In eq u a lity : T h e T ra n sfo rm a tio n  o f A m erica n  C iv ic D em o cra cy )
Џ titled  d o cu m en ts in  m a n u scrip t co llectio n s ( A  M a p  o f th e S o u th ern  In d ia n  D istrict o f N o rth  A m erica )

22.3.2.3 NEITHER. C a p ita lize b u t d o  n o t u se ita lics o r q u o ta tio n  m a rk s w ith  th ese sp ecia l ty p es o f titles:

Џ b o o k  series (S tu d ies in  L eg a l H isto ry )
Џ m a n u scrip t co llectio n s (E g m o n t M a n u scrip ts)
Џ scrip tu res (th e B ib le) a n d  o th er rev ered  w o rk s (th e U p a n ish a d s), a s w ell a s v ersio n s o f th e B ib le (th e K in g  J a m es V ersio n ) a n d  its

b o o k s (G en esis; see 2 4 .6  fo r a  co m p lete list)
Џ m u sica l w o rk s referred  to  b y  th eir g en re (S y m p h o n y  n o . 4 1, C a n ta ta  B W V  8 0 ), th o u g h  th e p o p u la r titles fo r su ch  w o rk s sh o u ld  b e

ita licized  (th e J u p iter S y m p h o n y ) o r p la ced  in  q u o ta tio n  m a rk s ( E in  feste B u rg  ist u n ser G o tt ) d ep en d in g  o n  th eir len g th , a s
n o ted  a b o v e

Џ w eb sites (G o o g le M a p s, F a ceb o o k , A p p le.co m , th e In tern et M o v ie D a ta b a se, IM D b ), th o u g h  ex cep tio n s m a y  b e m a d e fo r sites th a t
a re a n a lo g o u s to  a  ty p e o f w o rk  listed  in  2 2 .3 .2 .1 (W ik ip ed ia , th e H u ffin g to n  P o st)

T rea t g en eric term s fo r p a rts o f b o o k s o r o th er w o rk s a s y o u  w o u ld  a n y  o th er w o rd . D o  n o t ca p ita lize th em  o r u se ita lics o r
q u o ta tio n  m a rk s u n less y o u  w o u ld  d o  th e sa m e fo r a n  o rd in a ry  w o rd  (su ch  a s a t th e b eg in n in g  o f a  sen ten ce). If a  p a rt in clu d es a
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n u m b er, g iv e it in  a ra b ic n u m era ls, reg a rd less o f its a p p ea ra n ce in  th e o rig in a l w o rk  (see 2 3 .1.8 ).

in Lionel Trillingõs preface
as discussed in chapters 4 and 5
a com prehensive bibliography
killed off in act 3, scene 2

22.3.3 Punctuation

P reserv e a n y  p u n ctu a tio n  th a t is p a rt o f a  title w h en  u sin g  th e title in  a  sen ten ce (see 17 .1.2 ). If th e title is u sed  a s a  restrictiv e cla u se
o r in  a n o th er p o sitio n  in  th e sen ten ce th a t w o u ld  n o rm a lly  b e fo llo w ed  b y  a  co m m a  (see 2 1.2 ), a d d  th e co m m a .

L o v e, L o ss, a n d  W h a t I W o re was later adapted for an off-Broadway play.

but

Her favorite book, Love, Loss, and W hat I W ore, is an autobiography recounted largely through drawings.

P u n ctu a tio n  w ith in  a  title sh o u ld  n o t a ffect a n y  p u n ctu a tio n  ca lled  fo r b y  th e su rro u n d in g  sen ten ce. O n e ex cep tio n : o m it a  term in a l
p erio d  a fter a  title en d in g  in  a  q u estio n  m a rk  o r a n  ex cla m a tio n  p o in t. S ee a lso  2 1.12 .2 .

òAre You a Doctor?ó is the fifth story in W ill You Please Be Q uiet, Please?
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23     Numbers

2 3 .1   W o rd s o r N u m era ls?

23.1.1   G eneral Rule
23.1.2   Special Cases
23.1.3   Percentages and Decim al Fractions
23.1.4   M oney
23.1.5   Tim e
23.1.6   Nam es with Num bers
23.1.7   Addresses and Thoroughfares
23.1.8   Parts of Published W orks
23.1.9   Equations and Form ulas

2 3 .2    P lu ra ls a n d  P u n ctu a tio n

23.2.1   Plurals
23.2.2   Com m as within Num bers
23.2.3   O ther Punctuation within Num bers
23.2.4   Inclusive Num bers

2 3 .3    D a te S y stem s

23.3.1   M onth, Day, and Year
23.3.2   Decades, Centuries, and Eras

2 3 .4    N u m b ers U sed  o u tsid e th e T ex t

23.4.1   Num bers in Tables, Figures, and Citations
23.4.2   Enum erations

T h is ch a p ter o ffers g en era l g u id elin es fo r p resen tin g  n u m b ers. T h ese g u id elin es a re a p p ro p ria te fo r m o st h u m a n ities a n d  so cia l
scien ce d iscip lin es, b u t d iscip lin es th a t rely  h ea v ily  o n  n u m erica l d a ta  m a y  h a v e m o re sp ecific g u id elin es. If y o u  a re w ritin g  a  p a p er
in  th e n a tu ra l o r p h y sica l scien ces, m a th em a tics, o r a n y  o th er v ery  tech n ica l field , fo llo w  th e co n v en tio n s o f th e d iscip lin e. F o r sty le
g u id es in  v a rio u s d iscip lin es, see th e b ib lio g ra p h y . F o r a d v ice o n  n u m b erin g  th e p a g es a n d  p a rts o f y o u r p a p er, see th e a p p en d ix .

If y o u  a re w ritin g  a  th esis o r a  d isserta tio n , y o u r d ep a rtm en t o r u n iv ersity  m a y  h a v e sp ecific req u irem en ts fo r p resen tin g  n u m b ers,
w h ich  a re u su a lly  a v a ila b le fro m  th e o ffice o f th eses a n d  d isserta tio n s. If y o u  a re w ritin g  a  cla ss p a p er, y o u r in stru cto r m a y  a lso  a sk
y o u  to  fo llo w  certa in  p rin cip les fo r p resen tin g  n u m b ers. R ev iew  th ese req u irem en ts b efo re y o u  p rep a re y o u r p a p er. T h ey  ta k e
p reced en ce o v er th e g u id elin es su g g ested  h ere.

23.1 W ords or Num erals?
T h e m o st co m m o n  q u estio n  in  p resen tin g  n u m b ers is w h eth er to  sp ell th em  o u t in  w o rd s (tw en ty -tw o ) o r g iv e th em  in  n u m era ls
(2 2 ). W h en  th e n u m b er is fo llo w ed  b y  a  u n it o f m ea su re, y o u  m u st a lso  d ecid e w h eth er to  g iv e th a t u n it in  w o rd s (p ercen t) o r a s a
sy m b o l (% ) o r a n  a b b rev ia tio n .

T h e g u id elin es p resen ted  in  2 3 .1 2 3 .3  p erta in  to  n u m b ers u sed  in  th e tex t o f y o u r p a p er. F o r n u m b ers u sed  in  ta b les, fig u res, a n d
cita tio n s, see 2 3 .4 .

U n less o th erw ise sp ecified , n u m era ls h ere m ea n s a ra b ic n u m era ls (1, 2 , 3 , etc.). F o r ro m a n  n u m era ls (i, ii, iii, etc.), see ta b le 2 3 .1.

23.1.1 General Rule

B efo re y o u  d ra ft y o u r p a p er, y o u  sh o u ld  d ecid e o n  a  g en era l ru le fo r p resen tin g  n u m b ers a n d  fo llo w  it co n sisten tly . W h ich  ru le y o u
ch o o se d ep en d s o n  h o w  o ften  y o u  u se n u m erica l d a ta  a n d  th e co n v en tio n s o f y o u r d iscip lin e. F o r situ a tio n s in  w h ich  y o u  m ig h t
m o d ify  th is ru le, see 2 3 .1.2 -2 3 .1.8 .

In  th e h u m a n ities a n d  so cia l scien ces, if y o u  u se n u m erica l d a ta  o n ly  o cca sio n a lly , sp ell o u t n u m b ers fro m  o n e th ro u g h  o n e
h u n d red . If th e n u m b er h a s tw o  w o rd s, u se a  h y p h en  (fifty -fiv e). A lso  sp ell o u t ro u n d  n u m b ers fo llo w ed  b y  h u n d red , th o u sa n d ,
h u n d red  th o u sa n d , m illio n , a n d  so  o n  (b u t see 2 3 .1.2 .3 ). F o r a ll o th er n u m b ers, u se a ra b ic n u m era ls. F o llo w  th is p a ttern  fo r n u m b ers
th a t a re p a rt o f p h y sica l q u a n tities (d ista n ces, len g th s, tem p era tu res, a n d  so  o n ), a n d  d o  n o t u se a b b rev ia tio n s fo r th e u n its in  su ch
q u a n tities (see 2 4 .5 ).

Table 23.1. Rom an num erals
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After seven years of war cam e sixty-four years of peace.

The population of the three states was approxim ately twelve m illion.

He catalogued m ore than 527 works of art.

W ithin fifteen m inutes the tem perature dropped twenty degrees.

If y o u r to p ic relies h ea v ily  o n  n u m erica l d a ta , fo llo w  a  d ifferen t ru le: sp ell o u t o n ly  sin g le-d ig it n u m b ers a n d  u se n u m era ls fo r a ll
o th ers.

This study of 14 electoral districts over seven years included 142 participants.

He hit the wall at 65 m iles per hour, leaving skid m arks for nine feet.

In  th e scien ces, y o u r g en era l ru le m a y  b e to  u se n u m era ls fo r a ll n u m b ers, ex cep t w h en  th ey  b eg in  a  sen ten ce (see 2 3 .1.2 .1). Y o u
m a y  a lso  u se a b b rev ia tio n s fo r q u a n tities (see 2 4 .5 ).

The m ean weight proved to be 7 g, which was far less than predicted.

W ith  a n y  o f th ese ru les, u se th e sa m e p rin cip les fo r o rd in a l n u m b ers (first, seco n d , etc.) th a t y o u  u se fo r sta n d a rd  o n es. A d d  st,
n d , rd , o r th  a s a p p ro p ria te.

O n the 122nd and 123rd days of his trip, he received his eighteenth and nineteenth letters from  hom e.

23.1.2 Special Cases

In  a  few  co m m o n  situ a tio n s, th e g en era l ru le d iscu ssed  in  2 3 .1.1 req u ires m o d ifica tio n .

23.1.2.1 NUM BERS BEG INNING  A SENTENCE. N ev er b eg in  a  sen ten ce w ith  a  n u m era l. E ith er sp ell o u t th e n u m b er o r reca st th e sen ten ce,
esp ecia lly  w h en  th ere a re o th er n u m era ls o f a  sim ila r ty p e in  th e sen ten ce.

Two hundred fifty soldiers in the unit escaped injury; 175 sustained m inor injuries.

or, better,

O f the soldiers in the unit, 250 escaped injury and 175 sustained m inor injuries.

W h en  sp ellin g  o u t n u m b ers o v er o n e h u n d red , o m it th e w o rd  a n d  w ith in  th e term  (n o t tw o  h u n d red  a n d  fifty ).

23.1.2.2 RELATED NUM BERS. Ig n o re th e g en era l ru le w h en  y o u  h a v e a  series o f rela ted  n u m b ers in  th e sa m e sen ten ce th a t a re a b o v e a n d
b elo w  th e th resh o ld , esp ecia lly  w h en  th o se n u m b ers a re b ein g  co m p a red . In  th ese ex a m p les, a ll a re ex p ressed  in  n u m era ls.
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O f the group surveyed, 78 students had studied French and 142 had studied Spanish for three years or m ore.

W e analyzed 62 cases; of these, 59 had occurred in adults and 3 in children.

If y o u  a re d iscu ssin g  tw o  sets o f item s in  clo se p ro x im ity , ig n o re th e g en era l ru le a n d , fo r cla rity , sp ell o u t a ll n u m b ers in  o n e set
a n d  u se n u m era ls fo r a ll n u m b ers in  th e o th er.

W ithin the program , 9 children showed som e im provem ent after six m onths and 37 showed significant im provem ent after eighteen
m onths.

23.1.2.3 RO UND NUM BERS. S p ell o u t a  ro u n d  n u m b er (a  w h o le n u m b er fo llo w ed  b y  h u n d red , th o u sa n d , h u n d red  th o u sa n d , m illio n , a n d
so  o n ) in  iso la tio n  (see 2 3 .1.1), b u t g iv e sev era l ro u n d  n u m b ers clo se to g eth er in  n u m era ls. Y o u  m a y  a lso  ex p ress la rg e ro u n d
n u m b ers in  a  co m b in a tio n  o f n u m era ls a n d  w o rd s. (S ee a lso  2 3 .1.4 .)

Approxim ately fifteen hundred scholars attended the conference.

but

They sold 1, 500 copies in the first year and 8,000 in the second.

These changes will affect about 7.8 m illion people in New York alone.

23.1.3 Percentages and Decimal Fractions

U se n u m era ls to  ex p ress p ercen ta g es a n d  d ecim a l fra ctio n s, ex cep t a t th e b eg in n in g  o f a  sen ten ce (see 2 3 .1.2 .1). S p ell o u t th e w o rd
p ercen t, ex cep t w h en  y o u  u se m a n y  p ercen ta g e fig u res a n d  in  th e scien ces, w h ere th e sy m b o l %  is u su a lly  p referred  (w ith  n o
in terv en in g  sp a ce a fter th e n u m b er). N o tice th a t th e n o u n  p ercen ta g e sh o u ld  n o t b e u sed  w ith  a  n u m b er.

Scores for students who skipped sum m er school im proved only 9 percent. The percentage of students who failed was about 2.4
tim es the usual rate.

W ithin this system , the subject scored 3.8, or 95% .

but not

The average rose 9 percentage points.

W h en  y o u  u se fra ctio n a l a n d  w h o le n u m b ers fo r th e sa m e ty p e o f item  in  th e sa m e sen ten ce o r p a ra g ra p h , g iv e b o th  a s n u m era ls.

The average num ber of children born to college graduates dropped from  2.4 to 2.

P u t a  zero  in  fro n t o f a  d ecim a l fra ctio n  o f less th a n  1.o o  if th e q u a n tity  ex p ressed  is ca p a b le o f ex ceed in g  1.0 0 . W h en  d ecim a l
q u a n tities m u st b e 1.0 0  o r less, a s in  p ro b a b ilities, co rrela tio n  co efficien ts, a n d  th e lik e, o m it th e zero  b efo re th e d ecim a l p o in t.

a m ean of 0.73
a loss of 0.08
p < .05
a .406 batting average

F o r fra ctio n s sta n d in g  a lo n e, fo llo w  th e g en era l ru le (see 2 3 .1.1) fo r sp ellin g  o u t th e p a rts. If y o u  sp ell th e p a rts, in clu d e a  h y p h en
b etw een  th em . E x p ress in  n u m era ls a  u n it co m p o sed  o f a  w h o le n u m b er a n d  a  fra ctio n . If y o u  u se a  sy m b o l fo r th e fra ctio n , th ere is
n o  in terv en in g  sp a ce b etw een  th e n u m b er a n d  th e fra ctio n .

Trade and com m odity services accounted for nine-tenths of all international receipts and paym ents.

O ne year during the Dust Bowl era, the town received only 15/16 of an inch of rain.

The m ain carving im plem ent used in this society m easured 2İ  feet.

23.1.4 Money

23.1.4.1 US CURRENCY. If y o u  refer o n ly  o cca sio n a lly  to  U S  cu rren cy , fo llo w  th e g en era l ru le (see 2 3 .1.1), a n d  sp ell o u t th e w o rd s d o lla rs
a n d  cen ts. O th erw ise u se n u m era ls a lo n g  w ith  th e sy m b o l $ . O m it th e d ecim a l p o in t a n d  fo llo w in g  zero s fo r w h o le-d o lla r a m o u n ts,
u n less y o u  refer to  fra ctio n a l a m o u n ts a s w ell.

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

The report showed $135 collected in fines.

Prices ranged from  $0.95 up to $10.00.
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E x p ress la rg e ro u n d  n u m b ers in  a  co m b in a tio n  o f n u m era ls a n d  w o rd s.

The deficit that year was $420 billion.

23.1.4.2 O THER CURRENCIES. F o r cu rren cies o th er th a n  th a t o f th e U n ited  S ta tes, fo llo w  th e p a ttern  fo r th e U S  d o lla r. M o st cu rren cies
p u t u n it sy m b o ls b efo re n u m era ls. E v en  th o u g h  E u ro p ea n  n a tio n s rep resen t d ecim a l p o in ts w ith  co m m a s in stea d  o f p erio d s, y o u
m a y  u se p erio d s, ex cep t in  d irect q u o ta tio n s fro m  so u rces. In  co n tex ts w h ere th e sy m b o l $  m a y  refer to  n o n -U S  cu rren cies, th ese
cu rren cies sh o u ld  b e clea rly  id en tified .

W hen she returned, she had barely fifty euros to her nam e.

The household records show that it cost only Ã36.50.

Its current estim ated worth is Ô377 m illion.

If you subtract Can$15.69 from  US$25.00,é

M o st E u ro p ea n  n a tio n s n o w  u se th e u n ified  cu rren cy  ca lled  th e eu ro  ( ), b u t if y o u  a re w ritin g  a b o u t to p ics fro m  th e p erio d
b efo re 2 0 0 2 , y o u  m a y  en co u n ter su ch  cu rren cies a s th e F ren ch  fra n c (F ), G erm a n  d eu tsch e m a rk  (D M ), a n d  Ita lia n  lira  (L it). B ritish
cu rren cy  is still ex p ressed  in  p o u n d s ( ) a n d  p en ce (p .), th o u g h  b efo re d ecim a liza tio n  in  19 7 1, it w a s ex p ressed  in  p o u n d s, sh illin g s,
a n d  p en ce (fo r ex a m p le, 12  17 s. 6 d .). N o te th a t b illio n  in  tra d itio n a l B ritish  u sa g e a s w ell a s in  so m e o th er fo reig n  la n g u a g es m ea n s
a  m illio n  m illio n , n o t a  th o u sa n d  m illio n ; to  a v o id  co n fu sio n , b e su re to  a ccu ra tely  rep resen t su ch  d istin ctio n s.

In  m o re tech n ica l co n tex ts, it m a y  b e b est to  u se th e th ree-letter co d es fo r cu rren t a n d  h isto rica l cu rren cies d efin ed  b y  th e
In tern a tio n a l O rg a n iza tio n  fo r S ta n d a rd iza tio n  in  sta n d a rd  IS O  4 2 17 , w h ich  is a v a ila b le o n  th e o rg a n iza tio n s w eb site. U se a  sp a ce
b etw een  th e co d e a n d  th e a m o u n t.

If you subtract EUR 15.69 from  USD 25.00,é

23.1.5 Time

F o r referen ces to  tim es o f d a y  in  ev en  in crem en ts o f a n  h o u r, h a lf h o u r, o r q u a rter h o u r, sp ell o u t th e tim es, w ith  a  h y p h en  b etw een
p a rts. If n ecessa ry , sp ecify  in  th e m o rn in g  o r in  th e ev en in g . Y o u  m a y  u se o clo ck , a lth o u g h  it is n o w  ra re in  resea rch  w ritin g .

The participants planned to m eet every Thursday around ten-thirty in the m orning.

W h en  em p h a sizin g  ex a ct tim es, u se n u m era ls a n d , if n ecessa ry , a .m . o r p .m . (lo w erca se a n d  ro m a n ; see a lso  2 4 .4 .1). A lw a y s
in clu d e zero s a fter th e co lo n  fo r ev en  h o u rs.

Although scheduled to end at 11:00 a.m ., the council m eeting ran until 1:37 p.m .

In  eith er situ a tio n , u se th e w o rd s n o o n  a n d  m id n ig h t (ra th er th a n  n u m era ls) to  ex p ress th ese sp ecific tim es o f d a y .
F o r u se o f w o rd s o r n u m era ls in  d a tes, see 2 3 .3 .

23.1.6 Names with Numbers

S o m e ty p es o f p erso n a l, g o v ern m en ta l, a n d  o rg a n iza tio n a l n a m es in clu d e n u m b ers g iv en  in  eith er w o rd s o r n u m era ls. (S ee a lso
2 2 .1.)

Џ L ea d ers. E m p ero rs, so v ereig n s, o r p o p es w ith  th e sa m e first n a m e a re d ifferen tia ted  b y  ca p ita lized  ro m a n  n u m era ls (see ta b le
2 3 .1).

Charles V
Napoleon III
Elizabeth II
Benedict XVI

Џ F a m ily  m em b ers. M a le fa m ily  m em b ers w ith  id en tica l fu ll n a m es a re o ften  d ifferen tia ted  w ith  ro m a n  o r a ra b ic n u m era ls (see a lso
2 4 .2 .1). N o te th a t th ere a re n o  co m m a s b etw een  th e n a m e a n d  th e n u m era l, u n less th e n a m e is in v erted , a s in  a  list.

M ichael F. Johnson 2nd
Adlai E. Stevenson III

but

Stevenson, Adlai E., III

Џ G o v ern m en ts a n d  p o litica l d iv isio n s. C erta in  d y n a sties, g o v ern m en ts, g o v ern in g  b o d ies, p o litica l a n d  ju d icia l d iv isio n s, a n d
m ilita ry  u n its a re co m m o n ly  d esig n a ted  b y  a n  o rd in a l n u m b er b efo re th e n o u n . S p ell o u t a n d  ca p ita lize n u m b ers th ro u g h  o n e
h u n d red  (w ith  a  h y p h en  b etw een  th e p a rts o f th e n u m b er, if relev a n t); u se n u m era ls fo r th o se o v er o n e h u n d red .

Nineteenth Dynasty
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Fourteenth Congressional District
Fifth Republic
Forty-Seventh W ard
Eighty-First Congress
Tenth Circuit
109th Congress
101st Airborne Division

Џ C h u rch es a n d  relig io u s o rg a n iza tio n s. S p ell o u t a n d  ca p ita lize n u m b ers b efo re th e n a m es o f ch u rch es o r relig io u s o rg a n iza tio n s in
o rd in a l fo rm  (w ith  a  h y p h en  b etw een  th e p a rts o f th e n u m b er, if relev a n t).

Twenty-First Church of Christ, Scientist

Џ S ecu la r o rg a n iza tio n s. E x p ress lo ca l b ra n ch es o f fra tern a l lo d g es a n d  u n io n s in  n u m era ls fo llo w in g  th e n a m e.

Am erican Legion, Departm ent of Illinois, Crispus Attucks Post No. 1268

United Auto W orkers Local 890

23.1.7 Addresses and Thoroughfares

F o llo w  th e g en era l ru le (see 2 3 .1.1) fo r th e n a m es o f lo ca l n u m b ered  streets. S ta te, fed era l, a n d  in tersta te h ig h w a y s a re a lw a y s
d esig n a ted  w ith  n u m era ls, a s a re street o r b u ild in g  a d d resses a n d  telep h o n e a n d  fa x  n u m b ers. N o te th a t in  tex t th e elem en ts o f a  fu ll
a d d ress a re sep a ra ted  b y  co m m a s, ex cep t b efo re a  zip  co d e. S ee 2 4 .3 .2  fo r a b b rev ia tio n s in  a d d resses.

The National Park Service m aintains as a m useum  the house where Lincoln died (516 10th Street NW , W ashington, DC 20004;
202ð426-6924).

Ludwig M ies van der Rohe designed the apartm ents at 860ð880 North Lake Shore Drive.

Interstate 95 serves as a critical transportation line from  Boston to M iam i.

23.1.8 Parts of Published W orks

W ith  th e ex cep tio n  o f ro m a n -n u m era l p a g e n u m b ers (a s in  th e fro n t m a tter o f a  b o o k ; see 16 .1.5 , 18 .1.5 ), n u m b ers in  p a rts o f
p u b lish ed  w o rk s a re g iv en  in  a ra b ic n u m era ls, reg a rd less o f th e g en era l ru le (see 2 3 .1.1) o r th eir a p p ea ra n ce in  th e w o rk  itself. S ee
a lso  2 2 .3 .2 .3 , 2 3 .2 .2 .

chapter 14
part 2
act 1, scene 3
page 1024

23.1.9 Equations and Formulas

N u m b ers in  eq u a tio n s a n d  fo rm u la s a re a lw a y s g iv en  a s n u m era ls, reg a rd less o f th e g en era l ru le (see 2 3 .1.1). F o r d eta iled  g u id a n ce
o n  p resen tin g  m a th em a tica l ex p ressio n s, see ch a p ter 12  o f T h e C h ica g o  M a n u a l o f S ty le, 16 th  ed itio n  (2 0 10 ).

23.2 Plurals and Punctuation

23.2.1 Plurals

F o rm  th e p lu ra ls o f sp elled -o u t n u m b ers lik e th e p lu ra ls o f o th er n o u n s (see 2 0 .1).

Half the m en surveyed were in their thirties or forties.

F o rm  th e p lu ra ls o f n u m b ers ex p ressed  in  n u m era ls b y  a d d in g  s a lo n e (n o t s).

The pattern changed in the late 1990s as m ore taxpayers subm itted 1040s online.

To fly 767s, the pilots required special training.

23.2.2 Commas within Numbers

In  m o st n u m b ers o f fo u r o r m o re d ig its, set o ff th o u sa n d s, h u n d red s o f th o u sa n d s, m illio n s, a n d  so  o n  w ith  co m m a s. In  th e scien ces,
co m m a s a re o ften  o m itted  fro m  fo u r-d ig it n u m b ers.

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

D o  n o t u se a  co m m a  w ith in  a  fo u r-d ig it y ea r; d o  u se o n e fo r a  y ea r w ith  fiv e o r m o re d ig its (see a lso  2 3 .3 ).
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2007
10,000 BC

D o  n o t u se a  co m m a  in  p a g e n u m b ers, street a d d resses, telep h o n e o r fa x  n u m b ers, zip  co d es, d ecim a l fra ctio n s o f less th a n  o n e,
o r n u m b ers in clu d ed  in  o rg a n iza tio n  n a m es.

page 1012
0.1911 centim eters
15000 Elm  Street
Com m ittee of 1000

23.2.3 Other Punctuation within Numbers

N u m b ers so m etim es in clu d e o th er in tern a l p u n ctu a tio n . F o r p erio d s (d ecim a ls), see 2 3 .1.3  a n d  2 3 .1.4 ; fo r co lo n s, see 2 3 .1.5 ; fo r
h y p h en s, see 2 3 .1.1 a n d  2 3 .1.3 ; fo r d a sh es, see 2 3 .2 .4 .

23.2.4 Inclusive Numbers

T o  ex p ress a  ra n g e o f n u m b ers, su ch  a s p a g es o r y ea rs, g iv e th e first a n d  la st (o r in clu siv e) n u m b ers o f th e seq u en ce. If th e n u m b ers
a re sp elled  o u t, ex p ress th e ra n g e w ith  th e w o rd s fro m  a n d  to ; if th ey  a re ex p ressed  in  n u m era ls, u se eith er th ese w o rd s o r a
co n n ectin g  h y p h en  w ith  n o  sp a ce o n  eith er sid e. In  so m e settin g s, su ch  a s cita tio n s, a lw a y s u se h y p h en s (see ch a p ters 16 19 ). D o  n o t
co m b in e w o rd s a n d  h y p h en s in  ex p ressin g  in clu siv e n u m b ers.

from  45 to 50
but not
from  45ð50

45ð50
but not
forty-five-fifty

F o r in clu siv e n u m b ers o f o n e h u n d red  o r g rea ter, y o u  m a y  eith er u se fu ll n u m b ers o n  eith er sid e o f a  h y p h en  (2 4 5 2 8 0  o r 19 2 9
19 9 4 ) o r a b b rev ia te th e seco n d  n u m b er. T a b le 2 3 .2  sh o w s o n e sy stem  o f a b b rev ia tio n .

T h is sy stem  w o rk s w ell fo r p a g e n u m b ers, w h ich  n ev er in clu d e co m m a s (see 2 3 .2 .2 ). F o r n u m b ers th a t in clu d e co m m a s, u se th e
sy stem  sh o w n  in  ta b le 2 3 .2 , b u t rep ea t a ll d ig its if th e ch a n g e ex ten d s to  th e th o u sa n d s p la ce o r b ey o n d . N ev er a b b rev ia te ro m a n
n u m era ls (see ta b le 2 3 .1).

6,000ð6, 018
12,473ð79
128,333ð129,114
xxvðxxviii

F o r y ea rs, g iv e a ll d ig its fo r a  sp a n  th a t in clu d es m o re th a n  o n e cen tu ry . A lso  g iv e fu ll d a tes in  a  sy stem  in  w h ich  d a tes a re
co u n ted  b a ck w a rd  fro m  a  sp ecific p o in t (m o st n o ta b ly  B C , b efo re C h rist,  a n d  B C E , b efo re th e co m m o n  era ). O th erw ise, u se th e
sy stem  sh o w n  in  ta b le 2 3 .2 . see 2 3 .3  fo r m o re o n  d a te sy stem s.

the years 1933ð36
the winter of 1999ð2000
15,000ð14,000 BCE
115 BC ðAD 10

Table 23.2. Abbreviation system  for inclusive num bers

23.3 Date System s

23.3.1 Month, Day, and Year

S p ell o u t th e n a m es o f m o n th s w h en  th ey  o ccu r in  tex t, w h eth er a lo n e o r in  d a tes. E x p ress d a y s a n d  y ea rs in  n u m era ls, a n d  a v o id
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u sin g  th em  a t th e b eg in n in g  o f a  sen ten ce, w h ere th ey  w o u ld  h a v e to  b e sp elled  o u t (see 2 3 .1.2 .1). D o  n o t a b b rev ia te referen ces to  th e
y ea r ( th e g rea t flo o d  o f 0 5 ). F o r a b b rev ia tio n s a ccep ta b le in  ta b les, fig u res, a n d  cita tio n s, see 2 4 .4 .2 .

Every Septem ber, we recall the events of 2001.

but not

Two thousand one was a m em orable year.

F o r fu ll referen ces to  d a tes, g iv e th e m o n th , th e d a y  (fo llo w ed  b y  a  co m m a ), a n d  th e y ea r, in  a cco rd a n ce w ith  U S  p ra ctices. If y o u
o m it th e d a y , o m it th e co m m a . A lso  o m it th e co m m a  fo r d a tes g iv en  w ith  sea so n s in stea d  o f m o n th s; d o  n o t ca p ita lize th e n a m es o f
sea so n s (see 2 2 .1.2 ). If m a teria l y o u  a re q u o tin g  u ses B ritish -sty le d a tes (15  M a rch  2 0 0 7 ), d o  n o t a lter th em .

President John F. Kennedy was assassinated on Novem ber 22, 1963.

By M arch 1865, the war was nearly over.

The research was conducted over several weeks in spring 2006.

N o te th a t w ith in  co m p lete d a tes, d a y s a re g en era lly  n o t g iv en  a s o rd in a ls th a t is, th e n u m era ls a re n o t fo llo w ed  b y  st, n d , rd , o r
th . U se th ese en d in g s o n ly  w ith  sp elled -o u t n u m b ers w h en  y o u  sp ecify  th e d a y  w ith o u t th e m o n th  o r y ea r.

The date chosen for the raid was the twenty-ninth.

but not

The events occurred on June 11th, 1968.

23.3.2 Decades, Centuries, and Eras

In  g en era l, refer to  d eca d es u sin g  n u m era ls, in clu d in g  th e cen tu ry  (see 2 3 .2 .1 fo r p lu ra ls). If th e cen tu ry  is clea r, d o  n o t a b b rev ia te
n u m era ls ( th e 9 0 s ); in stea d , sp ell o u t th e n a m e o f th e d eca d e. T h e first tw o  d eca d es o f a n y  cen tu ry  d o  n o t len d  th em selv es to
eith er sty le a n d  sh o u ld  b e d escrib ed  fu lly  fo r cla rity .

The 1920s brought unheralded financial prosperity.

During the fifties, the Cold W ar dom inated the headlines.

M any of these discoveries were announced during the first decade of the twenty-first century.

R efer to  cen tu ries u sin g  eith er n u m era ls o r lo w erca se, sp elled -o u t n a m es (see 2 3 .2 .1 fo r p lu ra ls). If th e cen tu ry  is sp elled  o u t a n d
u sed  a s a n  a d jectiv e p reced in g  a  n o u n  th a t it m o d ifies, a s in  th e seco n d  ex a m p le, u se a  h y p h en ; o th erw ise, d o  n o t (see 2 0 .3 .2 ).

The O ttom an Em pire reached its apex in the 1600s.

She teaches nineteenth-century novels but would rather teach poetry from  the twentieth century.

T h e m o st co m m o n  d esig n a tio n s fo r era s u se th e a b b rev ia tio n s B C  ( b efo re C h rist ) a n d  A D  (a n n o  D o m in i, in  th e y ea r o f th e
L o rd ). S o m e d iscip lin es u se d ifferen t d esig n a tio n s, su ch  a s B C E  a n d  C E  (see 2 4 .4 .3 ). A D  p reced es th e y ea r n u m b er; th e o th er
d esig n a tio n s fo llo w  it. F o r in clu siv e n u m b ers w ith  era s, see 2 3 .2 .4 .

Solom onõs Tem ple was destroyed by the Babylonians in 586 BC and again by the Rom ans in AD 70.

23.4 Num bers Used outside the Text
T h e p reced in g  sectio n s p ro v id e g u id elin es fo r p resen tin g  n u m b ers in  th e tex t o f y o u r p a p er. N u m b ers u sed  in  ta b les, fig u res, so u rce
cita tio n s, a n d  lists a re su b ject to  so m e o f th eir o w n  ru les. F o r a d d itio n a l a d v ice, see th e a p p en d ix .

23.4.1 Numbers in Tables, Figures, and Citations

In  g en era l, u se a ra b ic n u m era ls to  p resen t n u m erica l d a ta  in  ta b les a n d  fig u res. F o r a  d iscu ssio n  o f n u m b ers in  ta b les, in clu d in g
ta b le titles, see 2 6 .2 ; fo r n u m b ers in  fig u res, in clu d in g  fig u re ca p tio n s, see 2 6 .3 .

W ith  few  ex cep tio n s, a ra b ic n u m era ls a re a lso  u sed  to  cite v o lu m e n u m b ers, ed itio n  n u m b ers, a n d  p a g e n u m b ers a n d  o th er
lo ca to rs. F o r a  d iscu ssio n  o f n u m b ers in  b ib lio g ra p h y -sty le cita tio n s, see 16 .1.5  a n d  ch a p ter 17 ; fo r n u m b ers in  a u th o r-d a te cita tio n s,
see 18 .1.5  a n d  ch a p ter 19 .

23.4.2 Enumerations

Y o u  m a y  u se n u m era ls (a n d  letters) to  en u m era te p o in ts d iscu ssed  in  th e tex t, in  a p p en d ix es, o r in  m a teria ls rela ted  to  d ra ftin g  y o u r
p a p er.

23.4.2.1 LISTS. Y o u r tex t m a y  co n ta in  lists o f item s th a t y o u  ch o o se to  en u m era te fo r em p h a sis. W h en  su ch  a  list is rela tiv ely  sh o rt,
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in co rp o ra te it in to  a  sin g le sen ten ce. B e su re th a t a ll th e item s a re g ra m m a tica lly  p a ra llel (a ll n o u n  p h ra ses, a ll a d jectiv es, o r th e
lik e). E a ch  item  sh o u ld  b e p reced ed  b y  a n  a ra b ic n u m era l in  p a ren th eses. If th ere a re m o re th a n  tw o  item s, ea ch  sh o u ld  b e fo llo w ed
b y  a  co m m a  (o r, if th e item  is co m p lex  in  stru ctu re, a  sem ico lo n ; see 2 1.3 ). If th e list is a n  a p p o sitiv e, u se a  co lo n  to  in  tro d u ce it;
o th erw ise, d o  n o t u se p u n ctu a tio n  in  th is p o sitio n  (see 2 1.4 ).

W ilsonõs secretary gave three reasons for his resignation: (1) advancing age, (2) gradually failing eyesight, and (3) opposition to the
war.

The com m ittee strongly endorsed the policies of (1) com plete executive power, except as constitutionally lim ited; (2) strong
legislative prerogatives; and (3) lim ited judicial authority, especially when it interfered with the com m itteeõs own role.

If y o u  a re a lrea d y  u sin g  a ra b ic n u m era ls in  p a ren th eses fo r o th er p u rp o ses, su b stitu te lo w erca se letters fo r th e n u m b ers.

Haskinõs latest theory has m ore than one drawback: (a) it is not based on current evidence and (b) it has a weak theoretical
grounding.

If th e item s in  th e list a re lo n g er o r y o u  w ish  to  g iv e th em  g rea ter em p h a sis, a rra n g e th em  in  a  v ertica l list. In tro d u ce th e list w ith
a  co m p lete sen ten ce fo llo w ed  b y  a  co lo n . A g a in , b e su re th a t a ll th e item s a re g ra m m a tica lly  p a ra llel, a n d  b eg in  ea ch  o n e w ith  a  b u llet
o r a n  a ra b ic n u m era l fo llo w ed  b y  a  p erio d , w ith o u t p a ren th eses. If th e item s a re co m p lete sen ten ces, ca p ita lize th e first letter in  ea ch
item  a n d  u se term in a l p erio d s; o th erw ise u se lo w erca se letters a n d  n o  p erio d s (see 2 1.1). A lig n  th e n u m era ls o n  th e p erio d s a n d  a n y
lin es th a t ru n  o v er w ith  th e first w o rd  in  th e first lin e.

M y research therefore suggests the following conclusions:

1. The painting could not have been a genuine Picasso, regardless of the claim s of earlier scholars.
2. It is im possible to identify the true artist without further technical analysis.

23.4.2.2 O UTLINES. In  so m e situ a tio n s, y o u  m a y  in clu d e a n  o u tlin e o r a  sim ila r en u m era tio n  in  a n  a p p en d ix  to  y o u r p a p er, o r in  a  d ra ft
sta g e o f th e p a p er (see 6 .2 .1). U se th e fo llo w in g  sy stem  o f n o ta tio n , co n sistin g  o f letters a n d  ro m a n  a n d  a ra b ic n u m era ls, a n d  in d en t
ea ch  lev el b y  o n e fu rth er ta b  (u su a lly  a  h a lf in ch ). Y o u  sh o u ld  h a v e a t lea st tw o  item s to  list a t ea ch  lev el; if y o u  d o  n o t, reco n sid er th e
stru ctu re o f th e o u tlin e. If th e item s a re p h ra ses, ca p ita lize th em  sen ten ce sty le (see 2 2 .3 .1) a n d  d o  n o t u se term in a l p u n ctu a tio n . If
th ey  a re co m p lete sen ten ces, ca p ita lize a n d  p u n ctu a te th em  a s y o u  w o u ld  a n y  o th er sen ten ce (see 6 .2 .1 fo r a n  ex a m p le).

I. W ars of the nineteenth century
   A. United States
       1. Civil W ar, 1861ð65
           a) Cause
               (1) Slavery
                     (a) Com prom ise
                             i) M issouri Com prom ise
                             ii) Com prom ise of 1850 é
           b) Result

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
II. W ars of the twentieth century
   A. United States
       1.  First W orld W ar é
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24     Abbreviations

2 4 .1   G en era l P rin cip les

24.1.1   Types of Abbreviations
24.1.2   W hen to Use Abbreviations
24.1.3   How to Form at Abbreviations

2 4 .2    N a m es a n d  T itles

24.2.1   Personal Nam es
24.2.2   Professional Titles
24.2.3   Academ ic Degrees
24.2.4   Agencies, Com panies, and O ther O rganizations

2 4 .3    G eo g ra p h ica l T erm s

24.3.1   Place-Nam es
24.3.2   Addresses

2 4 .4    T im e a n d  D a tes

24.4.1   Tim e
24.4.2   Days and M onths
24.4.3   Eras

2 4 .5    U n its o f M ea su re

2 4 .6    T h e B ib le a n d  O th er S a cred  W o rk s

24.6.1   Jewish Bible/O ld Testam ent
24.6.2   Apocrypha
24.6.3   New Testam ent
24.6.4   Versions of the Bible
24.6.5   O ther Sacred W orks

2 4 .7    A b b rev ia tio n s in  C ita tio n s a n d  O th er S ch o la rly  C o n tex ts

T h is ch a p ter o ffers g en era l g u id elin es fo r u sin g  a b b rev ia tio n s. A b b rev ia tio n s in  fo rm a l w ritin g  w ere o n ce lim ited  to  a  few  sp ecia l
circu m sta n ces, b u t th ey  a re n o w  w id ely  u sed  in  w ritin g  o f a ll k in d s. E v en  so , th eir u se m u st reflect th e co n v en tio n s o f sp ecific
d iscip lin es. T h e g u id elin es p resen ted  h ere a re a p p ro p ria te fo r m o st h u m a n ities a n d  so cia l scien ce d iscip lin es. If y o u  a re w ritin g  a
p a p er in  th e n a tu ra l o r p h y sica l scien ces, m a th em a tics, o r a n y  o th er tech n ica l field , fo llo w  th e co n v en tio n s o f th e d iscip lin e.

In  so m e d iscip lin es y o u  m a y  n eed  to  u se a b b rev ia tio n s n o t co v ered  h ere. M erria m -W eb ster s C o lleg ia te D ictio n a ry  g iv es m a n y
a b b rev ia tio n s fro m  m a n y  field s. A n o th er reso u rce is ch a p ter 10  o f T h e C h ica g o  M a n u a l o f S ty le, 16 th  ed itio n  (2 0 10 ). F o r sty le g u id es
in  v a rio u s d iscip lin es, see th e b ib lio g ra p h y .

If y o u  a re w ritin g  a  th esis o r d isserta tio n , y o u r d ep a rtm en t o r u n iv ersity  m a y  h a v e sp ecific req u irem en ts fo r u sin g  a b b rev ia tio n s,
w h ich  a re u su a lly  a v a ila b le fro m  th e o ffice o f th eses a n d  d isserta tio n s. If y o u  a re w ritin g  a  cla ss p a p er, y o u r in stru cto r m a y  a lso  a sk
y o u  to  fo llo w  certa in  p rin cip les fo r u sin g  a b b rev ia tio n s. R ev iew  th ese req u irem en ts b efo re y o u  p rep a re y o u r p a p er. T h ey  ta k e
p reced en ce o v er th e g u id elin es su g g ested  h ere.

24.1 G eneral Principles

24.1.1 Types of Abbreviations

T erm s ca n  b e sh o rten ed , o r a b b rev ia ted , in  sev era l w a y s. W h en  a  term  is sh o rten ed  to  o n ly  th e first letters o f ea ch  w o rd  a n d
p ro n o u n ced  a s a  sin g le w o rd  (N A T O , A ID S ), it is ca lled  a n  a cro n y m ; if th e letters a re p ro n o u n ced  a s a  series o f letters (E U , P B S ), it is
ca lled  a n  in itia lism . O th er term s a re sh o rten ed  th ro u g h  co n tra ctio n : ju st th e first a n d  la st letters o f th e term  a re reta in ed  (M r., D r.,
a tty .), o r th e la st letters a re d ro p p ed  (ed ., T u es.). T h is ch a p ter trea ts a ll o f th ese fo rm s u n d er th e g en era l term  a b b rev ia tio n s, w ith
d istin ctio n s b etw een  ty p es n o ted  a s relev a n t.

24.1.2 W hen to Use Abbreviations

In  m o st p a p ers, u se a b b rev ia tio n s o n ly  sp a rin g ly  in  tex t b eca u se th ey  ca n  m a k e y o u r w ritin g  seem  eith er to o  in fo rm a l o r to o
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tech n ica l. T h is ch a p ter co v ers ty p es o f a b b rev ia tio n s th a t a re p referred  o v er sp elled -o u t term s a n d  o th ers th a t a re co n sid ered
a ccep ta b le in  a ca d em ic w ritin g  if u sed  co n sisten tly .

If y o u r lo ca l g u id elin es a llo w  it, y o u  m a y  u se a b b rev ia tio n s fo r n a m es, titles, a n d  o th er term s u sed  freq u en tly  in  y o u r p a p er. G iv e
th e fu ll term  o n  first referen ce, fo llo w ed  b y  th e a b b rev ia tio n  in  p a ren th eses. F o r su b seq u en t referen ces, u se th e a b b rev ia tio n
co n sisten tly . If y o u  u se m o re th a n  a  few  su ch  a b b rev ia tio n s, co n sid er a d d in g  a  list o f a b b rev ia tio n s to  th e fro n t m a tter o f th e p a p er to
a id  rea d ers w h o  m ig h t m iss y o u r first referen ce to  a n  a b b rev ia tio n  (see A .2 .1).

A b b rev ia tio n s a re m o re co m m o n , a n d  a re o ften  req u ired , o u tsid e th e tex t o f th e p a p er. T h is ch a p ter d iscu sses so m e a b b rev ia tio n s
th a t m a y  b e u sed  in  ta b les, fig u res, a n d  cita tio n s. F o r a d d itio n a l d iscu ssio n  o f a b b rev ia tio n s in  ta b les a n d  fig u res, see ch a p ter 2 6 ; fo r
a b b rev ia tio n s in  b ib lio g ra p h y -sty le cita tio n s, see 16 .1.6  a n d  ch a p ter 17 ; fo r a b b rev ia tio n s in  a u th o r-d a te cita tio n s, see 18 .1.6  a n d
ch a p ter 19 .

24.1.3 How to Format Abbreviations

A lth o u g h  a b b rev ia tio n s fo llo w  th e g en era l p rin cip les d iscu ssed  h ere, th ere a re m a n y  ex cep tio n s.

Џ C a p ita liza tio n . A b b rev ia tio n s a re g iv en  in  a ll ca p ita l letters, a ll lo w erca se letters, o r a  co m b in a tio n .

BC
CEO
US

p.
a.m .
kg

G ov.
Dist. Atty.
PhD

Џ P u n ctu a tio n . In  g en era l, a b b rev ia tio n s g iv en  in  a ll ca p ita l letters d o  n o t in clu d e p erio d s, w h ile th o se g iv en  in  lo w erca se o r a
co m b in a tio n  o f ca p ita l a n d  lo w erca se letters h a v e a  p erio d  a fter ea ch  a b b rev ia ted  elem en t. H o w ev er, a s y o u  ca n  see fro m  th e
ex a m p les a b o v e, th ere a re ex cep tio n s: m etric u n its o f m ea su re (see 2 4 .5 ) a re in  lo w erca se w ith o u t p erio d s; a n d  n o  p erio d s a re u sed
fo r a ca d em ic d eg rees, w h eth er o r n o t th ey  in clu d e lo w erca se letters (see 2 4 .2 .3 ). O th er ex cep tio n s a re n o ted  th ro u g h o u t th is
ch a p ter.

Џ S p a cin g . In  g en era l, d o  n o t lea v e a  sp a ce b etw een  letters in  a cro n y m s (N A T O ) a n d  in itia lism s (P B S ), b u t d o  lea v e a  sp a ce b etw een
elem en ts in  a b b rev ia tio n s fo rm ed  th ro u g h  sh o rten in g  (D ist. A tty .), u n less th e first elem en t is a  sin g le letter (S .S g t.). If a n
a b b rev ia tio n  co n ta in s a n  a m p ersa n d  (& ), d o  n o t lea v e sp a ces a ro u n d  it (T ex a s A & M ). F o r sp a ces in  p erso n a l n a m es, see 2 4 .2 .1.

Џ Ita lics. A b b rev ia tio n s a re n o t n o rm a lly  ita licized  u n less th ey  sta n d  fo r a n  ita licized  term  (O E D , fo r O x fo rd  E n g lish  D ictio n a ry ).
Џ In d efin ite a rticles. W h en  a n  a b b rev ia tio n  fo llo w s a n  in d efin ite a rticle, ch o o se b etw een  a  a n d  a n  d ep en d in g  o n  h o w  th e a b b rev ia tio n

is rea d  a lo u d . A cro n y m s (N A T O , A ID S ) a re p ro n o u n ced  a s w o rd s; in itia lism s (E U ) a re rea d  a s a  series o f letters.

m em ber nation of NATO
a NATO  m em ber

person with AlDS
an AlDS patient

m em ber nation of the EU
an EU m em ber

the FFA
an FFA chapter

24.2 Nam es and Titles

24.2.1 Personal Names

In  g en era l, d o  n o t a b b rev ia te a  p erso n s first (B en j. F ra n k lin ) o r la st n a m e. O n ce y o u  h a v e u sed  a  fu ll n a m e in  tex t, u se ju st th e
p erso n s la st n a m e in  su b seq u en t referen ces. H o w ev er, if y o u  a re referrin g  to  m o re th a n  o n e p erso n  w ith  th a t la st n a m e, u se first
n a m es a s n ecessa ry  to  a v o id  co n fu sio n  (A lice J a m es, W illia m  J a m es). If y o u  refer to  th ese n a m es v ery  freq u en tly  in  y o u r p a p er, y o u
m a y  in stea d  u se a b b rev ia tio n s th a t y o u  d ev ise (A J , W J ), b u t b e su re to  u se th ese a b b rev ia tio n s a s sp ecified  in  2 4 .1.2 .

S o m e in d iv id u a ls a re k n o w n  p rim a rily  b y  in itia ls in  p la ce o f a  first a n d /o r m id d le n a m e. S u ch  in itia ls sh o u ld  b e fo llo w ed  b y  a
p erio d  a n d  a  sp a ce. If y o u  a b b rev ia te a n  en tire n a m e, h o w ev er, o m it p erio d s a n d  sp a ces.

G . K. Chesterton 
b u t
JFK

M . F. K. Fisher 
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b u t
FDR

S o cia l titles su ch  a s M s. a n d  M r. sh o u ld  a lw a y s b e a b b rev ia ted  a n d  ca p ita lized , fo llo w ed  b y  a  p erio d . In  m o st p a p ers, h o w ev er,
y o u  n eed  n o t u se su ch  titles u n less th ere is a  p o ssib ility  o f co n fu sio n , su ch  a s referrin g  to  eith er a  h u sb a n d  o r a  w ife.

W rite a b b rev ia tio n s su ch  a s S r., J r., III (o r 3 rd ), a n d  IV  (o r 4 th ) w ith o u t co m m a s b efo re th em . N o rm a lly  th ese a b b rev ia tio n s a re
u sed  o n ly  a fter a  fu ll n a m e, a lth o u g h  ro y a l a n d  relig io u s fig u res m a y  b e k n o w n  o n ly  b y  a  first n a m e. In  freq u en t referen ces to  a  fa th er
a n d  a  so n , sh o rten ed  v ersio n s m a y  b e u sed  (H o lm es S r.), b u t o n ly  a fter th e fu ll n a m e h a s b een  p resen ted . D o  n o t sp ell o u t th e term
w h en  it is p a rt o f a  n a m e (fo r ex a m p le, n o t J o h n  S m ith  J u n io r).

O liver W endell Holm es Jr.
W illiam  J. Kaufm ann III
M ary II

24.2.2 Professional Titles

S o m e in d iv id u a ls h a v e civ il, m ilita ry , o r relig io u s titles su ch  a s th e fo llo w in g  a lo n g  w ith  th eir p erso n a l n a m es. M a n y  o f th ese titles a re
co n v en tio n a lly  a b b rev ia ted  ra th er th a n  sp elled  o u t in  tex t w h en  th ey  p reced e a n d  a re ca p ita lized  a s p a rt o f a  p erso n a l n a m e.

Adm . Adm iral
Ald. Alderm an, Alderwom an
Atty. G en. Attorney G eneral
Capt. Captain
Col. Colonel
Dist. Atty. District Attorney
Dr. Doctor
Fr. Father
G en. G eneral
G ov. G overnor
Hon. Honorable
Lt. Lieutenant
Lt. Col. Lieutenant Colonel
M aj. M ajor
Pres. President
Rep. Representative
Rev. Reverend
Sen. Senator
Sgt. Sergeant
S.Sgt. Staff Sergeant
Sr. Sister
St. Saint

O n  first referen ce to  a n  in d iv id u a l w ith  su ch  a  title, u se th e a b b rev ia tio n  w ith  th e p erso n s fu ll n a m e. (If y o u  p refer, y o u  m a y  sp ell
o u t th e titles, b u t d o  so  co n sisten tly .) F o r su b seq u en t referen ces, y o u  m a y  u su a lly  g iv e ju st th e p erso n s la st n a m e, b u t if y o u  n eed  to
rep ea t th e title (to  d istin g u ish  tw o  p eo p le w ith  sim ila r n a m es, o r a s a  d iscip lin a ry  sig n  o f resp ect), g iv e th e sp elled -o u t title w ith  th e
la st n a m e. N ev er u se H o n o ra b le o r H o n . ex cep t w ith  a  fu ll n a m e. If y o u  sp ell o u t H o n o ra b le o r R ev eren d  b efo re a  fu ll n a m e, th e title
sh o u ld  b e p reced ed  b y  th e.

Sen. Richard J. Durbin
Senator Durbin

Adm . M ichael M ullen
Adm iral M ullen

Rev. Jane Schaefer
Reverend Schaefer

Hon. Patricia Birkholz
Birkholz

or

the Honorable Patricia Birkholz

If y o u  u se o n e o f th ese titles a lo n e o r a fter a  p erso n a l n a m e, it b eco m es a  g en eric term  a n d  sh o u ld  b e lo w erca sed  a n d  sp elled  o u t.

the senator from  Illinois
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M ullen served as an adm iral

A n  ex cep tio n  to  th e g en era l p a ttern  is D r. U se eith er th e a b b rev ia tio n  D r. b efo re th e n a m e o r th e o fficia l a b b rev ia tio n  fo r th e
d eg ree (see 2 4 .2 .3 ), set o ff w ith  co m m a s, a fter th e n a m e. D o  n o t u se b o th  to g eth er.

Dr. Lauren Shapiro discovered the cause of the outbreak.

Lauren Shapiro, M D, discovered é

Dr. Shapiro discovered é

The doctor discovered é

In  a d d itio n  to  a ca d em ic d eg rees (2 4 .2 .3 ), h ere a re a  few  p ro fessio n a l titles th a t m a y  b e a b b rev ia ted  fo llo w in g  a  p erso n a l n a m e.
S u ch  titles sh o u ld  b e set o ff w ith  co m m a s, a s in  th e ex a m p les a b o v e.

JP
justice of the peace

LPN
licensed practical nurse

M P
m em ber of Parliam ent

SJ
Society of Jesus

24.2.3 Academic Degrees

Y o u  m a y  u se a b b rev ia tio n s in  tex t a n d  elsew h ere fo r th e co m m o n  a ca d em ic d eg rees. S o m e o f th e m o re co m m o n  d eg rees a re n o ted  in
th e fo llo w in g  list. M o st a re in itia lism s (see 2 4 .1.1), w h ich  a re w ritten  in  ca p ita l letters, w ith o u t p erio d s o r sp a ces. O th ers co n ta in  b o th
in itia ls a n d  sh o rten ed  term s a n d  th erefo re b o th  ca p ita l a n d  lo w erca se letters, a lso  w ith o u t p erio d s o r sp a ces. T ra d itio n a lly  a ll th ese
fo rm s a p p ea red  w ith  p erio d s (M .A ., P h .D ., L L .B .), a  sty le still p referred  b y  so m e in stitu tio n s.

AB artium  baccalaureus (bachelor of arts)
AM artium  m agister (m aster of arts)
BA bachelor of arts
BD bachelor of divinity
BFA bachelor of fine arts
BM bachelor of m usic
BS bachelor of science
DB divinitatis baccalaureus (bachelor of divinity)
DD divinitatis doctor (doctor of divinity)
DM in doctor of m inistry
DO osteopathic physician (doctor of osteopathy)
EdD doctor of education
JD juris doctor (doctor of law)
LHD litterarum  hum aniorum  doctor (doctor of hum anities)
LittD litterarum  doctor (doctor of letters)
LLB legum  baccalaureus (bachelor of laws)
LLD legum  doctor (doctor of laws)
M A m aster of arts
M BA m aster of business adm inistration
M D m edicinae doctor (doctor of m edicine)
M FA m aster of fine arts
M S m aster of science
PhB philosophiae baccalaureus (bachelor of philosophy)
PhD philosophiae doctor (doctor of philosophy)
SB scientiae baccalaureus (bachelor of science)
SM scientiae m agister (m aster of science)
STB sacrae theologiae baccalaureus (bachelor of sacred theology)

24.2.4 Agencies, Companies, and Other Organizations

Y o u  m a y  u se a b b rev ia tio n s in  tex t a n d  elsew h ere fo r th e n a m es o f g o v ern m en t a g en cies, b ro a d ca stin g  co m p a n ies, a sso cia tio n s,
fra tern a l a n d  serv ice o rg a n iza tio n s, u n io n s, a n d  o th er g ro u p s th a t a re co m m o n ly  k n o w n  b y  a cro n y m s o r in itia lism s (see 2 4 .1.1). S p ell
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o u t th e fu ll n a m e o n  first referen ce, fo llo w ed  b y  th e a b b rev ia tio n  in  p a ren th eses (see 2 4 .1.2 ). S u ch  a b b rev ia tio n s a re in  fu ll ca p ita ls
w ith  n o  p erio d s. H ere is a  rep resen ta tiv e list o f su ch  a b b rev ia tio n s; o th er n a m es w ith in  th ese ca teg o ries (fo r ex a m p le, A B A , C B S , a n d
N E H ) sh o u ld  b e trea ted  sim ila rly .

AAAS
AFL-CIO
AM A
AT&T
CDC
CNN
EU
FTC
HM O
NAACP
NAFTA
NFL
NIM H
NSF
O PEC
TVA
UN
UNESCO
W HO
YM CA

If a  co m p a n y  is n o t co m m o n ly  k n o w n  b y  a n  a b b rev ia tio n , sp ell o u t a n d  ca p ita lize its n a m e in  th e tex t. T h e n a m es o f so m e
co m p a n ies co n ta in  a b b rev ia tio n s a n d  a m p ersa n d s. If in  d o u b t a b o u t th e co rrect fo rm , lo o k  u p  th e co m p a n y  n a m e a t its co rp o ra te
w eb site o r, fo r h isto rica l fo rm s, in  a n  a u th o rita tiv e referen ce. Y o u  m a y  o m it su ch  term s a s In c. o r L td . fro m  th e n a m e, a n d  d o  n o t
ca p ita lize th e w o rd  th e a t th e b eg in n in g  o f th e n a m e. S u b seq u en t referen ces ca n  d ro p  term s su ch  a s &  C o . o r C o rp o ra tio n .

M erck & Co.
RAND Corporation
the University of Chicago Press

In  ta b les, fig u res, a n d  cita tio n s, y o u  m a y  u se a n y  o f th e fo llo w in g  a b b rev ia tio n s in  co m p a n y  n a m es.

Assoc.
Bros.
Co.
Corp.
Inc.
LP (lim ited partnership)
M fg.
PLC (public lim ited com pany)
RR (railroad)
Ry. (railway)

24.3 G eographical Term s

24.3.1 Place-Names

In  tex t, a lw a y s sp ell o u t a n d  ca p ita lize th e n a m es o f co u n tries, sta tes, co u n ties, p ro v in ces, territo ries, b o d ies o f w a ter, m o u n ta in s,
a n d  th e lik e (see 2 2 .1.1).

A lw a y s sp ell o u t U n ited  S ta tes w h en  u sin g  it a s a  n o u n . W h en  u sin g  it a s a n  a d jectiv e, y o u  m a y  eith er a b b rev ia te it to  U S  o r sp ell
it o u t (fo r a  m o re fo rm a l to n e).

She was ineligible for the presidency because she was not born in the United States.

His US citizenship was revoked later that year.

In  ta b les, fig u res, cita tio n s, a n d  m a ilin g  a d d resses, a b b rev ia te th e n a m es o f U S  sta tes u sin g  th e tw o -letter p o sta l co d es crea ted  b y
th e U S  P o sta l S erv ice.

AK Alaska
AL Alabam a
AR Arkansas
AZ Arizona
CA California
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CO Colorado
CT Connecticut
DC District of Colum bia
DE Delaware
FL Florida
G A G eorgia
HI Hawaii
IA Iowa
ID Idaho
IL Illinois
IN Indiana
KS Kansas
KY Kentucky
LA Louisiana
M A M assachusetts
M D M aryland
M E M aine
M l M ichigan
M N M innesota
M O M issouri
M S M ississippi
M T M ontana
NC North Carolina
ND North Dakota
NE Nebraska
NH New Ham pshire
NJ New Jersey
NM New M exico
NV Nevada
NY New York
O H O hio
O K O klahom a
O R O regon
PA Pennsylvania
Rl Rhode Island
SC South Carolina
SD South Dakota
TN Tennessee
TX Texas
UT Utah
VA Virginia
VT Verm ont
W A W ashington
W l W isconsin
W V W est Virginia
W Y W yom ing

Y o u  m a y  a lso  a b b rev ia te th e n a m es o f C a n a d ia n  p ro v in ces a n d  territo ries w h ere sta te n a m es w o u ld  b e a b b rev ia ted .

AB Alberta
BC British Colum bia
M B M anitoba
NB New Brunswick
NL Newfoundland and Labrador
NS Nova Scotia
NT Northwest Territories
NU Nunavut
O N O ntario
PE Prince Edward Island
Q C Q uebec
SK Saskatchewan
YT Yukon
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24.3.2 Addresses

In  tex t, sp ell o u t a n d  ca p ita lize term s th a t a re p a rt o f a d d resses, in clu d in g  th o se listed  b elo w  a n d  sim ila r o n es (o th er sy n o n y m s fo r
street, fo r ex a m p le). In  ta b les, fig u res, cita tio n s, a n d  m a ilin g  a d d resses, u se th e a b b rev ia tio n s. N o te th a t a ll th e a b b rev ia tio n s u se
p erio d s ex cep t fo r th e tw o -letter in itia lism s (su ch  a s N E ). S ee 2 3 .1.7  fo r a n  ex a m p le o f a n  a d d ress in  tex t.

Ave. Avenue
Blvd. Boulevard
Ct. Court
Dr. Drive
Expy. Expressway
Pkwy. Parkway
Rd. Road
Sq. Square
PI. Place
St. Street
N. North
S. South
E. East
W . W est
NE Northeast
NW Northwest
SE Southeast
SW Southwest

24.4 Tim e and Dates

24.4.1 Time

Y o u  m a y  u se th e a b b rev ia tio n s a .m . (a n te m erid iem , o r b efo re n o o n ) a n d  p .m . (p o st m erid iem , o r a fter n o o n ) in  tex t a n d  elsew h ere
to  d esig n a te sp ecific tim es. T h e a b b rev ia tio n s sh o u ld  b e lo w erca se a n d  in  ro m a n  ty p e. D o  n o t co m b in e th em  w ith  in  th e m o rn in g , in
th e ev en in g , o r o clo ck ; see a lso  2 3 .1.5 .

24.4.2 Days and Months

In  tex t, sp ell o u t a n d  ca p ita lize th e n a m es o f d a y s o f th e w eek  a n d  m o n th s o f th e y ea r; see a lso  2 3 .3 .1. In  ta b les, fig u res, a n d  cita tio n s,
y o u  m a y  a b b rev ia te th em  if y o u  d o  so  co n sisten tly . (N o te th a t so m e m o n th s in  th is sy stem  a re n o t a b b rev ia ted .)

Sun.
M on.
Tues.
W ed.
Thur.
Fri.
Sat.

Jan.
Feb.
M ar.
Apr.
M ay
June
July
Aug.
Sept.
O ct.
Nov.
Dec.

24.4.3 Eras

T h ere a re v a rio u s sy stem s fo r d esig n a tin g  era s, a ll o f w h ich  u se a b b rev ia tio n s w ith  n u m erica l d a tes. B C  a n d  A D  a re th e m o st
co m m o n  d esig n a tio n s, th o u g h  B C E  a n d  C E  m a y  b e u sed  in stea d . T o  refer to  th e v ery  d ista n t p a st, a  d esig n a tio n  su ch  a s B P  o r M Y A
m a y  b eco m e n ecessa ry . A D  p reced es th e y ea r n u m b er; th e o th er d esig n a tio n s fo llo w  it (see a lso  2 3 .2 .4  a n d  2 3 .3 .2 ).

BC before Christ
AD anno Dom ini (in the year of the Lord)
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BCE before the com m on era
CE com m on era
BP before the present
M YA (or m ya) m illion years ago

24.5 Units of M easure
In  th e h u m a n ities a n d  so cia l scien ces, sp ell o u t th e n a m es o f u n its o f m ea su re su ch  a s d im en sio n s, d ista n ces, v o lu m es, w eig h ts, a n d
d eg rees. S p ell o u t th e n u m b ers o r u se n u m era ls a cco rd in g  to  th e g en era l ru le y o u  a re fo llo w in g  (see 2 3 .1.1).

five m iles
150 kilogram s
14.5 m eters

In  th e scien ces, u se sta n d a rd  a b b rev ia tio n s fo r u n its o f m ea su re w h en  th e a m o u n t is g iv en  in  n u m era ls. (Y o u  m a y  u se
a b b rev ia tio n s in  o th er d iscip lin es, d ep en d in g  o n  y o u r lo ca l g u id elin es.) L ea v e a  sp a ce b etw een  th e n u m era l a n d  th e u n it, ex cep t
w h ere co n v en tio n  d icta tes o th erw ise (3 6 ; 5 12 K ), a n d  n o te th a t a b b rev ia tio n s a re th e sa m e in  sin g u la r a n d  p lu ra l. S p ell o u t u n its o f
m ea su re w h en  th ey  a re n o t p reced ed  b y  a  n u m b er o r w h en  th e n u m b er is sp elled  o u t (a s a t th e b eg in n in g  o f a  sen ten ce; see 2 3 .1.2 .1).

W e injected 10 ŀL of virus near the im plants.

Results are given in m icroliters.

Twelve m icroliters of virus was considered a safe am ount.

F o r a  list o f a b b rev ia tio n s in clu d in g  co m m o n  u n its o f m ea su re, see 10 .5 2  o f T h e C h ica g o  M a n u a l o f S ty le, 16 th  ed itio n  (2 0 10 ).

24.6 The Bible and O ther Sacred W orks
W h en  y o u  refer in  tex t to  w h o le ch a p ters o r b o o k s o f th e B ib le o r th e A p o cry p h a , sp ell o u t th e n a m es o f th e b o o k s, b u t d o  n o t ita licize
th em .

Jerem iah 42ð44 records the flight of the Jews to Egypt.

The Revelation of St. John the Divine, known as òRevelation,ó closes the New Testam ent.

W h en  y o u  cite b ib lica l p a ssa g es b y  v erse (see 17 .5 .2  a n d  19 .5 .2 ), a b b rev ia te th e n a m es o f th e b o o k s, u sin g  a ra b ic n u m era ls if th ey
a re n u m b ered  (1 K in g s). A lso  u se a ra b ic n u m era ls fo r ch a p ter a n d  v erse n u m b ers, w ith  a  co lo n  b etw een  th em . S in ce d ifferen t
v ersio n s o f th e scrip tu res u se d ifferen t n a m es a n d  n u m b ers fo r b o o k s, id en tify  th e v ersio n  y o u  a re citin g . D ep en d in g  o n  th e co n tex t,
y o u  m a y  eith er sp ell o u t th e n a m e o f th e v ersio n , a t lea st o n  first o ccu rren ce, o r u se a b b rev ia tio n s (see 2 4 .6 .4 ), w ith o u t p reced in g  o r
in tern a l p u n ctu a tio n .

1 Song of Sol. 2:1ð5 NRSV
Ruth 3:14 NAB

T h e fo llo w in g  sectio n s list b o th  tra d itio n a l a n d  sh o rter a b b rev ia tio n s fo r th e b o o k s o f th e B ib le, a rra n g ed  in  a lp h a b etica l o rd er. If y o u
a re u n su re w h ich  fo rm  o f a b b rev ia tio n  is a p p ro p ria te, co n su lt y o u r in stru cto r. W h ere n o  a b b rev ia tio n  is g iv en , u se th e fu ll fo rm .

24.6.1 Jewish Bible/Old Testament

N o te th a t th e a b b rev ia tio n  fo r O ld  T esta m en t is O T .

Traditional Shorter Full nam e

Am os Am Am os
1 Chron. 1 Chr 1 Chronicles
2 Chron. 2 Chr 2 Chronicles
Dan. Dn Daniel
Deut. Dt Deuteronom y
Eccles. Eccl Ecclesiastes
Esther Est Esther
Exod. Ex Exodus
Ezek. Ez Ezekiel
Ezra Ezr Ezra
G en. G n G enesis
Hab. Hb Habakkuk
Hag. Hg Haggai
Hosea Hos Hosea
Isa. Is Isaiah
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Jer. Jer Jerem iah
Job Jb Job
Joel Jl Joel
Jon. Jon Jonah
Josh. Jo Joshua
Judg. Jgs Judges
1 Kings 1 Kgs 1 Kings
2 Kings 2 KgS 2 Kings
Lam . Lam Lam entations
Lev. Lv Leviticus
M al. M al M alachi
M ic. M i M icah
Nah. Na Nahum
Neh. Neh Nehem iah
Num . Nm Num bers
O bad. O b O badiah
Prov. Prv Proverbs
Ps. (plural Pss.) Ps (plural Pss) Psalm s
Ruth Ru Ruth
1 Sam . 1 Sm 1 Sam uel
2 Sam . 2 Sm 2 Sam uel
Song of Sol. Sg Song of Solom on (Song of Songs)
Zech. Zec Zechariah
Zeph. Zep Zephaniah

24.6.2 Apocrypha

T h e b o o k s o f th e A p o cry p h a  a re in clu d ed  in  R o m a n  C a th o lic b u t n o t J ew ish  o r P ro testa n t v ersio n s o f th e B ib le. N o te th a t th e
tra d itio n a l a b b rev ia tio n  fo r A p o cry p h a  is A p o c. (n o  sh o rter a b b rev ia tio n ).

Traditional Shorter Full nam e

Bar. Bar Baruch
Bel and Dragon ñ Bel and the Dragon
Ecclus. Sir Ecclesiasticus (Sirach)
1 Esd. ñ 1 Esdras
2 Esd. ñ 2 Esdras
Jth. Jdt Judith
1 M acc. 1 M c 1 M accabees
2 M acc. 2 M c 2 M accabees
Pr. of M an. ñ Prayer of M anasses (M anasseh)
Song of Three Children ñ Song of the Three Holy Children
Sus. ñ Susanna
Tob. Tb Tobit
W isd. of Sol. W s W isdom  of Solom on
ñ ñ Additions to Esther (Rest of Esther)

24.6.3 New Testament

N o te th a t th e a b b rev ia tio n  fo r N ew  T esta m en t is N T .

Traditional Shorter Full nam e

Acts ñ Acts of the Apostles
Apoc. ñ Apocalypse (Revelation)
Col. Col Colossians
1 Cor. 1 Cor 1 Corinthians
2 Cor. 2 Cor 2 Corinthians
Eph. Eph Ephesians
G al. G al G alatians
Heb. Heb Hebrews
Jam es Jas Jam es
John Jn John (G ospel)
1 John 1 Jn 1 John (Epistle)
2 John 2 Jn 2 John (Epistle)
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3 John 3 Jn 3 John (Epistle)
Jude ñ Jude
Luke Lk Luke
M ark M k M ark
M att. M t M atthew
1 Pet. 1 Pt 1 Peter
2 Pet. 2 Pt 2 Peter
Phil. Phil Philippians
Philem . Phlm Philem on
Rev. Rv Revelation (Apocalypse)
Rom . Rom Rom ans
1 Thess. 1 Thes 1 Thessalonians
2 Thess. 2 Thes 2 Thessalonians
1 Tim . 1 Tm 1 Tim othy
2 Tim . 2 Tm 2 Tim othy
Titus Ti Titus

24.6.4 Versions of the Bible

T h ese a b b rev ia tio n s co v er m a n y  sta n d a rd  v ersio n s o f th e B ib le. If th e v ersio n  y o u  a re citin g  is n o t listed  h ere, co n su lt y o u r in stru cto r.

ARV Am erican Revised Version
ASV Am erican Standard Version
AT Am erican Translation
AV Authorized (King Jam es) Version
CEV Contem porary English Version
DV Douay Version
ERV English Revised Version
EV English version(s)
JB Jerusalem  Bible
NAB New Am erican Bible
NEB New English Bible
NRSV New Revised Standard Version
RSV Revised Standard Version
RV Revised Version
Vulg. Vulgate

24.6.5 Other Sacred W orks

M a n y  sa cred  w o rk s o f o th er relig io u s tra d itio n s a re d iv id ed  in to  p a rts sim ila r to  th o se o f th e B ib le. C a p ita lize a n d  set in  ro m a n  ty p e
th e n a m es o f th e w o rk s th em selv es (Q u r a n  [o r K o ra n ], V ed a s), b u t ita licize th e n a m es o f th eir p a rts (a l-B a q a ra h , R ig -V ed a ).
A lth o u g h  th ere is n o  w id ely  a ccep ted  m eth o d  fo r a b b rev ia tin g  th e n a m es o f th ese w o rk s o r th eir p a rts, y o u  m a y  p u n ctu a te cita tio n s
fro m  th em  sim ila rly  to  th o se fro m  th e B ib le (see a lso  17 .5 .2  a n d  19 .5 .2 ). If a  w o rk  h a s m u ltip le n u m b ered  d iv isio n s, y o u  m a y
su b stitu te p erio d s o r co m m a s fo r co lo n s o r m a k e o th er a d a p ta tio n s to  cla rify  th e lo ca tio n  o f th e cited  p a ssa g e.

Q urõan 2:257 or Q urõan 2 (al-Baqarah): 257

M ahabharata 1.2.3

If y o u r p a p er is in  relig io u s stu d ies, co n su lt y o u r in stru cto r fo r m o re sp ecific g u id a n ce.

24.7 Abbreviations in Citations and O ther Scholarly Contexts
M a n y  a b b rev ia tio n s a re co m m o n ly  u sed  a n d  ev en  p referred  in  cita tio n s, esp ecia lly  fo r id en tify in g  th e ro les o f in d iv id u a ls o th er th a n
a u th o rs (ed ., tra n s.), th e p a rts o f w o rk s (v o l., b k ., sec.), a n d  lo ca tin g  in fo rm a tio n  (p ., n ). F o r g u id elin es o n  u sin g  a b b rev ia tio n s in
cita tio n s, see 16 .1.6  a n d  ch a p ter 17  o r 18 .1.6  a n d  ch a p ter 19 .

In  tex t, it is u su a lly  b etter to  sp ell th in g s o u t. C o m m o n  a b b rev ia tio n s lik e e.g ., i.e., a n d  etc., if u sed , sh o u ld  b e co n fin ed  to
p a ren th eses (see 2 1.8 .1).

F o llo w in g  is a  list o f so m e o f th e m o st co m m o n  a b b rev ia tio n s en co u n tered  in  cita tio n s a n d  o th er sch o la rly  co n tex ts. U n less
o th erw ise sh o w n , m o st fo rm  th e p lu ra l b y  a d d in g  s o r es. N o n e o f th em  a re n o rm a lly  ita licized .

abbr. abbreviated, abbreviation
abr. abridged, abridgm ent
anon. anonym ous
app. appendix
assn. association
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b. born
bib. Bible, biblical
bibliog. bibliography, bibliographer
biog. biography, biographer
bk. book
ca. circa, about, approxim ately
cap. capital, capitalize
CD com pact disc
cf. confer, com pare
chap. chapter
col. color (best spelled out); colum n
com p. com piler, com piled by
cont. continued
corr. corrected
d. died
dept. departm ent
dict. dictionary
diss. dissertation
div. division
DO I digital object identifier
DVD digital versatile (or video) disc
ed. editor, edition, edited by
e.g. exem pli gratia, for exam ple
enl. enlarged
esp. especially
et al. et alii or et alia, and others
etc. et cetera, and so forth
ex. exam ple
fig. figure
ff. and following
fol. folio
ftp file transfer protocol
http hypertext transfer protocol
ibid. ibidem , in the sam e place
id. idem , the sam e
i.e. id est, that is
ill. illustrated, illustration, illustrator
inf. infra, below
intl. international
intro. introduction
1. (pi. II.) line (best spelled out to avoid confusion with num erals 1 and 11)
loc. cit. loco citato, in the place cited (best avoided)
m isc. m iscellaneous
M S (pl. M SS) m anuscript
n (pl. nn) note
natl. national
n.b. or NB nota bene, take careful note
n.d. no date
no. num ber
n.p. no place; no publisher; no page
NS New Style (dates)
n.s. new series
op. cit. opera citato, in the work cited (best avoided)
org. organization
O S O ld Style (dates)
o.s. old series
p. (pl. pp.) page
para. or par. paragraph
pers. com m . personal com m unication
pl. plate (best spelled out); plural
PS postscriptum , postscript
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pseud. pseudonym
pt. part
pub. publication, publisher, published by
q.v. quod vide, which see
r. recto, right
repr. reprint
rev. revised, revised by, revision; review, reviewed by
RO M read-only m em ory
sd. sound
sec. section
ser. series
sing. singular
soc. society
sup. supra, above
supp. supplem ent
s.v. (p/. s.vv.) sub verbo, sub voce, under the word
syn. synonym , synonym ous
t.p. title page
trans. translated by, translator
univ. university
URL uniform  resource locator
usu. usually
v. (p/. vv.) verse; verso, right
viz. videlicet, nam ely
vol. volum e
vs. or v. versus (in legal contexts, use v.)
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25     Quotations

2 5 .1   Q u o tin g  A ccu ra tely  a n d  A v o id in g  P la g ia rism

2 5 .2    In co rp o ra tin g  Q u o ta tio n s in to  Y o u r T ex t

25.2.1   Run-in Q uotations
25.2.2   Block Q uotations

2 5 .3    M o d ify in g  Q u o ta tio n s

25.3.1   Perm issible Changes
25.3.2   O m issions

T h is ch a p ter o ffers g en era l g u id elin es fo r p resen tin g  q u o ta tio n s. A lth o u g h  a ll o f th e ex a m p les a re in  E n g lish , th e g u id elin es a lso
a p p ly  to  q u o ta tio n s fro m  o th er la n g u a g es (see a lso  2 2 .2 .1).

Q u o tin g  d irectly  fro m  a  so u rce is ju st o n e o f sev era l o p tio n s fo r rep resen tin g  th e w o rk  o f o th ers in  y o u r p a p er; fo r a  d iscu ssio n  o f
th e a ltern a tiv es a n d  w h en  to  u se th em , see 7 .4 . W h ich ev er o p tio n  y o u  ch o o se, y o u  m u st cite th e so u rce o f th e w o rd s o r id ea s. C h a p ter
15  p ro v id es a n  in tro d u ctio n  to  cita tio n  p ra ctices, a n d  th e fo llo w in g  ch a p ters d escrib e tw o  co m m o n  cita tio n  sty les (ch a p ters 16  a n d  17 ,
b ib lio g ra p h y  sty le; ch a p ters 18  a n d  19 , a u th o r-d a te sty le).

If y o u  a re w ritin g  a  th esis o r a  d isserta tio n , y o u r d ep a rtm en t o r u n iv ersity  m a y  h a v e sp ecific req u irem en ts fo r p resen tin g
q u o ta tio n s, w h ich  a re u su a lly  a v a ila b le fro m  th e o ffice o f th eses a n d  d isserta tio n s. If y o u  a re w ritin g  a  cla ss p a p er, y o u r in stru cto r
m a y  a lso  a sk  y o u  to  fo llo w  certa in  p rin cip les fo r p resen tin g  q u o ta tio n s. R ev iew  th ese req u irem en ts b efo re y o u  p rep a re y o u r p a p er.
T h ey  ta k e p reced en ce o v er th e g u id elin es su g g ested  h ere. F o r sty le g u id es in  v a rio u s d iscip lin es, see th e b ib lio g ra p h y .

If y o u r d isserta tio n  w ill b e su b m itted  to  a n  ex tern a l d isserta tio n  rep o sito ry , y o u  m a y  n eed  to  o b ta in  fo rm a l p erm issio n  fro m
co p y rig h t h o ld ers fo r certa in  ty p es o f q u o ta tio n s. S ee ch a p ter 4  o f T h e C h ica g o  M a n u a l o f S ty le, 16 th  ed itio n  (2 0 10 ).

25.1 Q uoting Accurately and Avoiding Plagiarism
A ccu ra te q u o ta tio n  is cru cia l to  th e sch o la rly  en terp rise, so  y o u  m u st

Џ u se o n ly  relia b le, relev a n t so u rces (see ch a p ter 3 )
Џ tra n scrib e w o rd s ex a ctly  a s th ey  a re in  th e o rig in a l, o r m o d ify  th em  o n ly  a s d escrib ed  in  2 5 .3
Џ a ccu ra tely  rep o rt th e so u rces in  y o u r b ib lio g ra p h y  o r referen ce list (see ch a p ters 16  a n d  18 ) so  th a t rea d ers ca n  co n su lt th em  fo r

th em selv es

T h e eth ics o f sch o la rsh ip  a lso  req u ire th a t w h en ev er y o u  q u o te w o rd s o r rely  o n  ta b les, g ra p h ics, o r d a ta  fro m  a n o th er so u rce, y o u
clea rly  in d ica te w h a t y o u  b o rro w ed  a n d  fro m  w h ere, u sin g  th e a p p ro p ria te cita tio n  sty le (see ch a p ter 15 ). If y o u  d o  n o t, y o u  risk  a
ch a rg e o f p la g ia rism . B u t ev en  if y o u  d o  cite a  so u rce a ccu ra tely , y o u  still risk  a  ch a rg e o f p la g ia rism  if y o u  u se th e ex a ct w o rd s o f th e
so u rce b u t fa il to  id en tify  th em  a s a  q u o ta tio n  in  o n e o f th e w a y s g iv en  in  2 5 .2 . F o r a  fu ller d iscu ssio n  o f p la g ia rism , see 7 .9 .

25.2 Incorporating Q uotations into Your Text
Y o u  ca n  in co rp o ra te a  q u o ta tio n  in to  y o u r tex t in  o n e o f tw o  w a y s, d ep en d in g  o n  its len g th . If th e q u o ta tio n  is fo u r lin es o r less, ru n  it
in to  y o u r tex t a n d  en clo se it in  q u o ta tio n  m a rk s. If it is fiv e lin es o r lo n g er, set it o ff a s a  b lo ck  q u o ta tio n , w ith o u t q u o ta tio n  m a rk s.
F o llo w  th e sa m e p rin cip les fo r q u o ta tio n s w ith in  fo o tn o tes o r en d n o tes.

Y o u  m a y  u se a  b lo ck  q u o ta tio n  fo r a  q u o ta tio n  sh o rter th a n  fiv e lin es if y o u  w a n t to  em p h a size it o r co m p a re it to  a  lo n g er
q u o ta tio n .

25.2.1 Run-in Quotations

W h en  q u o tin g  a  p a ssa g e o f less th a n  fiv e lin es, en clo se th e ex a ct w o rd s q u o ted  in  d o u b le q u o ta tio n  m a rk s. T h ere a re sev era l w a y s to
in teg ra te a  q u o ta tio n  in to  th e flo w  o f y o u r tex t; see 7 .5 . Y o u  m a y  in tro d u ce it w ith  th e n a m e o f th e a u th o r a cco m p a n ied  b y  a  term
su ch  a s n o tes, cla im s, a rg u es, o r a cco rd in g  to . (N o te th a t th ese term s a re u su a lly  in  th e p resen t ten se, ra th er th a n  n o ted , cla im ed , a n d
so  fo rth , b u t so m e d iscip lin es fo llo w  d ifferen t p ra ctices.) In  th is ca se, p u t a  co m m a  b efo re th e q u o ta tio n .

Ricoeur writes, òThe boundary between plot and argum ent is no easier to trace.ó

As Ricoeur notes, òThe boundary between plot and argum ent is no easier to trace.ó

If y o u  w ea v e a  q u o ta tio n  m o re tig h tly  in to  th e sy n ta x  o f y o u r sen ten ce, su ch  a s w ith  th e w o rd  th a t, d o  n o t p u t a  co m m a  b efo re it.

Ricoeur warns us that òthe boundary between plot and argum ent is no easier to trace.ó
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If y o u  p u t th e a ttrib u tin g  p h ra se in  th e m id d le o f a  q u o ta tio n , set it o ff w ith  co m m a s.

òThe boundary between plot and argum ent,ó says Ricoeur, òis no easier to trace.ó

F o r th e u se o f co m m a s, p erio d s, a n d  o th er p u n ctu a tio n  m a rk s rela tiv e to  q u o ta tio n s, see 2 1.12 .2  a n d  2 5 .3 .1; fo r p erm issib le
ch a n g es to  ca p ita liza tio n  a n d  o th er elem en ts, see 2 5 .3 .1.

25.2.1.1 PLACEM ENT O F CITATIO NS. If y o u  cite th e so u rce o f a  q u o ta tio n  in  a  fo o tn o te o r en d n o te, w h ere y o u  p la ce th e su p erscrip t n o te
n u m b er (see 16 .3 .2 ) d ep en d s o n  w h ere th e q u o ta tio n  fa lls w ith in  a  sen ten ce. If th e q u o ta tio n  is a t th e en d  o f th e sen ten ce, p u t th e
n u m b er a fter th e clo sin g  q u o ta tio n  m a rk .

According to Litwack, òScores of newly freed slaves viewed m ovem ent as a vital expression of their em ancipation.ó4

If th e q u o ta tio n  en d s in  th e m id d le o f a  sen ten ce, p u t th e n u m b er a t th e en d  o f th e cla u se th a t in clu d es th e q u o ta tio n , w h ich  o ften
is th e en d  o f th e sen ten ce.

òScores of newly freed slaves viewed m ovem ent as a vital expression of their em ancipation,ó according to Litwack.4

Litwack argues that òscores of newly freed slaves viewed m ovem ent as a vital expression of their em ancipation,ó4 and he proceeds
to prove this assertion.

T h e sa m e p la cem en t o p tio n s a p p ly  to  cita tio n s g iv en  p a ren th etica lly  w ith  eith er b ib lio g ra p h y -sty le (16 .4 .3 ) o r a u th o r-d a te
cita tio n s (see 18 .3 .1), w ith  tw o  n o ta b le d ifferen ces:

Џ If a  p erio d  o r co m m a  w o u ld  n o rm a lly  p reced e th e clo sin g  q u o ta tio n  m a rk , p la ce it o u tsid e th e q u o ta tio n , fo llo w in g  th e clo sin g
p a ren th esis.

The authors seek to understand òhow people categorize the objects they encounter in everyday situationsó (Bowker and Star
1999, 59).

To determ ine òhow people categorize the objects they encounter in everyday situationsó (Bowker and Star 1999, 59), the authors
devised a study.

Џ W h en  th e a u th o r s n a m e is m en tio n ed  in  tex t a lo n g  w ith  th e q u o ta tio n , p la ce th e d a te n ex t to  th e a u th o r s n a m e, reg a rd less o f
w h ere it a p p ea rs rela tiv e to  th e q u o ta tio n .

òScores of newly freed slaves viewed m ovem ent as a vital expression of their em ancipation,ó according to Litwack (1999, 482).

Litwackõs (1999, 482) observation that òscores of newly freed slavesé ó

25.2.1.2 SPECIAL PUNCTUATIO N. F o r a  q u o ta tio n  w ith in  a  q u o ta tio n , u se sin g le q u o ta tio n  m a rk s fo r th e in n er set o f q u o ted  w o rd s.

Rothko, argues Ball, òwanted to m ake works that wrought a transcendent effect, that dealt with spiritual concerns: ôPaintings m ust be
like m iracles,õ he once said.ó

If y o u  ru n  tw o  o r m o re lin es o f p o etry  in to  y o u r tex t, sep a ra te th em  w ith  a  sla sh  (/), w ith  a  sp a ce b efo re a n d  a fter it. In  m o st
ca ses, h o w ev er, u se b lo ck  q u o ta tio n s fo r p o etry  (see 2 5 .2 .2 .2 ).

They reduce life to a sim ple proposition: òAll things have rest, and ripen toward the grave; / In silence, ripen, fall, and cease.ó

25.2.2 Block Quotations

25.2.2.1 PRO SE. P resen t a  p ro se q u o ta tio n  o f fiv e o r m o re lin es a s a  b lo ck  q u o ta tio n . In tro d u ce th e q u o ta tio n  in  y o u r o w n  w o rd s in  th e
tex t; see 7 .5 . If y o u  in tro d u ce th e q u o ta tio n  w ith  a  co m p lete sen ten ce, en d  th e sen ten ce w ith  a  co lo n . If y o u  u se o n ly  a n  a ttrib u tio n
p h ra se su ch  a s n o tes, cla im s, a rg u es, o r a cco rd in g  to  a lo n g  w ith  th e a u th o r s n a m e, en d  th e p h ra se w ith  a  co m m a . If y o u  w ea v e th e
q u o ta tio n  in to  th e sy n ta x  o f y o u r sen ten ce, d o  n o t u se a n y  p u n ctu a tio n  b efo re th e q u o ta tio n  if n o  p u n ctu a tio n  w o u ld  o rd in a rily
a p p ea r th ere (see th e seco n d  ex a m p le b elo w ).

S in g le-sp a ce a  b lo ck  q u o ta tio n , a n d  lea v e a  b la n k  lin e b efo re a n d  a fter it. D o  n o t a d d  q u o ta tio n  m a rk s a t th e b eg in n in g  o r en d , b u t
p reserv e a n y  q u o ta tio n  m a rk s in  th e o rig in a l. In d en t th e en tire q u o ta tio n  a s fa r a s y o u  in d en t th e first lin e o f a  p a ra g ra p h . (In  litera ry
stu d ies a n d  o th er field s co n cern ed  w ith  clo se a n a ly sis o f tex ts, y o u  sh o u ld  in d en t th e first lin e o f a  b lo ck  q u o ta tio n  fu rth er th a n  th e
rest o f th e q u o ta tio n  if th e tex t is in d en ted  in  th e o rig in a l; see a lso  2 5 .3 .) F o r o th er p u n ctu a tio n  a n d  ca p ita liza tio n  w ith in  th e
q u o ta tio n , see 2 5 .3 .1.

Jackson begins by evoking the im portance of hom e:

Housing is an outward expression of the inner hum an nature; no society can be fully understood apart from  the residences of its
m em bers. A nineteenth-century m elody declares, òThereõs no place like hom e,ó and even though she had Em erald City at her
feet, Dorothy could think of no place she would rather be than at hom e in Kansas. O ur hom es are our havens from  the world.1

In the rest of his introduction, he discusses é

2 13



If y o u  q u o te m o re th a n  o n e p a ra g ra p h , d o  n o t a d d  ex tra  lin e sp a ce b etw een  th em , b u t in d en t th e first lin e o f th e seco n d  a n d
su b seq u en t p a ra g ra p h s fa rth er th a n  th e rest o f th e q u o ta tio n .

He observed that
governm ents ordinarily perish by powerlessness or by tyranny. In the first case, power escapes them ; in the other, it is torn from
them .
M any people, on seeing dem ocratic states fall into anarchy, have thought that governm ent in these states was naturally weak

and powerless. The truth is that when war am ong their parties has once been set aflam e, governm ent loses its action on society.
(Tocqueville, 248)

If y o u  cite th e so u rce in  a  fo o tn o te o r en d n o te, p la ce th e n o te n u m b er a s a  su p erscrip t a t th e en d  o f th e b lo ck  q u o ta tio n , a s in  th e first
ex a m p le a b o v e (see a lso  16 .3 .2 ). If y o u  cite th e so u rce p a ren th etica lly , p u t th e cita tio n  a fter th e term in a l p u n ctu a tio n  o f a  b lo ck
q u o ta tio n , a s in  th e seco n d  ex a m p le a b o v e. (N o te th a t th is d iffers fro m  its p la cem en t w ith  a  ru n -in  q u o ta tio n , a s ex p la in ed  in
2 5 .2 .1.1.)

25.2.2.2 PO ETRY AND DRAM A. P resen t a  q u o ta tio n  o f tw o  o r m o re lin es fro m  p o etry  a s a  b lo ck  q u o ta tio n . B eg in  ea ch  lin e o f th e p o em  o n
a  n ew  lin e, w ith  p u n ctu a tio n  a t th e en d s o f lin es a s in  th e o rig in a l. F o r m o st p a p ers, in d en t a  b lo ck  o f p o etry  a s y o u  w o u ld  a  p ro se
q u o ta tio n ; if a  lin e is to o  lo n g  to  fit o n  a  sin g le lin e, in d en t th e ru n o v er fa rth er th a n  th e rest o f th e q u o ta tio n . (In  a  d isserta tio n  o r
o th er lo n g er p a p er th a t in clu d es m a n y  p o etry  q u o ta tio n s, cen ter ea ch  left-a lig n ed  q u o ta tio n  o n  th e p a g e rela tiv e to  th e lo n g est lin e.)

W hitm anõs poem  includes som e m em orable passages:
M y tongue, every atom  of m y blood, form õd from  this soil, this air,
Born here of parents born here from  parents the sam e, and their parents the sam e
I, now thirty-seven years old in perfect health begin,
Hoping to cease not till death.

If y o u  a re q u o tin g  a  p o em  w ith  a n  u n u su a l a lig n m en t, rep ro d u ce th e a lig n m en t o f th e o rig in a l to  th e b est o f y o u r a b ility .

This is what Herbert captured so beautifully:
Sure there was wine   

Before m y sighs did drie it: there was corn
Before m y tears did drown it.                

Is the yeare onely lost to m e?                           
Have I no bayes to crown it?                 

No flowers, no garlands gay? all blasted?                   
All wasted?                

If y o u  q u o te tw o  o r m o re lin es o f d ia lo g u e fro m  a  d ra m a tic w o rk , set th e q u o ta tio n  a p a rt in  a  b lo ck  q u o ta tio n  fo rm a tted  a s y o u
w o u ld  p ro se. P resen t ea ch  sp ea k er s n a m e so  th a t it is d istin ct fro m  th e d ia lo g u e, su ch  a s in  a ll ca p ita l letters o r in  a  d ifferen t fo n t.
B eg in  ea ch  sp eech  o n  a  n ew  lin e, a n d  in d en t ru n o v ers fa rth er th a n  th e rest o f th e q u o ta tio n .

Then the play takes an unusual turn:

R. RO ISTER DO ISTER. Except I have her to m y wife, I shall run m ad.
 

M . M ERYG REEKE. Nay, òunwiseó perhaps, but I warrant you for òm ad.ó

25.2.2.3 EPIG RAPHS. A n  ep ig ra p h  is a  q u o ta tio n  th a t esta b lish es a  th em e o f y o u r p a p er. F o r ep ig ra p h s u sed  in  th e fro n t m a tter o f a
th esis o r d isserta tio n , see A .2 .1. T rea t a n  ep ig ra p h  a t th e b eg in n in g  o f a  ch a p ter o r sectio n  a s a  b lo ck  q u o ta tio n . O n  th e lin e b elo w  it,
g iv e th e a u th o r a n d  th e title, flu sh  rig h t a n d  p reced ed  b y  a n  em  d a sh  (o r tw o  h y p h en s; see 2 1.7 .2 ). Y o u  d o  n o t n eed  a  m o re fo rm a l
cita tio n  fo r a n  ep ig ra p h . L ea v e tw o  b la n k  lin es b etw een  th e so u rce lin e a n d  th e b eg in n in g  o f tex t. S ee a lso  fig u re A .9 .

The city, however, does not tell its past, but contains it like the lines of a hand.
ñ Italo Calvino, Invisible Cities

25.3 M odifying Q uotations
W h en  y o u  d o  y o u r resea rch , y o u  m u st reco rd  th e ex a ct w o rd in g , sp ellin g , ca p ita liza tio n , a n d  p u n ctu a tio n  o f a n y  tex t y o u  p la n  to
q u o te, ev en  if th ey  d o  n o t fo llo w  th e g u id elin es in  th is m a n u a l. W h en  y o u  in co rp o ra te th e q u o ta tio n  in to  y o u r p a p er, h o w ev er, y o u
m a y  m a k e m in o r a d ju stm en ts to  fit th e sy n ta x  o f th e su rro u n d in g  tex t o r to  em p h a size certa in  p a rts o f th e q u o ta tio n .

N o te th a t d iscip lin es h a v e d ifferen t sta n d a rd s fo r issu es d iscu ssed  in  th is sectio n , su ch  a s m o d ify in g  in itia l ca p ita l a n d  lo w erca se
letters a n d  u sin g  ellip ses fo r o m issio n s. F o r p a p ers in  m o st d iscip lin es, fo llo w  th e g en era l g u id elin es. F o r p a p ers in  litera ry  stu d ies
a n d  o th er field s co n cern ed  w ith  clo se a n a ly sis o f tex ts, fo llo w  th e stricter g u id elin es g iv en  u n d er so m e to p ics. If y o u  a re n o t su re
w h ich  set to  fo llo w , co n su lt y o u r lo ca l g u id elin es o r y o u r in stru cto r.

25.3.1 Permissible Changes

25.3.1.1 SPELLING . If th e o rig in a l so u rce co n ta in s a n  o b v io u s ty p o g ra p h ic erro r, co rrect it w ith o u t co m m en t.
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O riginal: These conclusions are not definate, but they are certainly suggestive.

Clayton adm its that his conclusions are ònot definite.ó

If, h o w ev er, su ch  a n  erro r rev ea ls so m eth in g  sig n ifica n t a b o u t th e so u rce o r is relev a n t to  y o u r a rg u m en t, p reserv e it in  y o u r
q u o ta tio n . Im m ed ia tely  fo llo w in g  th e erro r, in sert th e L a tin  w o rd  sic ( so ), ita licized  a n d  en clo sed  in  b ra ck ets, to  id en tify  it a s th e
a u th o r s erro r. It is co n sid ered  b a d  m a n n ers to  ca ll o u t erro rs ju st to  em b a rra ss a  so u rce.

O riginal: The average Am erican does not know how to spell and cannot use a com a properly.

Russell exem plifies her own argum ent by claim ing that the average Am erican òcannot use a com a [sic] properly.ó

W h en  q u o tin g  fro m  a n  o ld er so u rce o r o n e th a t rep resen ts d ia lect w ith  n o n sta n d a rd  sp ellin g , p reserv e id io sy n cra sies o f sp ellin g ,
a n d  d o  n o t u se sic. If y o u  m o d ern ize o r a lter a ll o f th e sp ellin g  a n d  p u n ctu a tio n  fo r cla rity , in fo rm  y o u r rea d ers in  a  n o te o r p refa ce.

25.3.1.2 CAPITALIZATIO N AND PUNCTUATIO N. In  m o st d iscip lin es, y o u  m a y  ch a n g e th e in itia l letter o f a  q u o ted  p a ssa g e fro m  ca p ita l to
lo w erca se o r fro m  lo w erca se to  ca p ita l w ith o u t n o tin g  th e ch a n g e. If y o u  w ea v e th e q u o ta tio n  in to  th e sy n ta x  o f y o u r sen ten ce, b eg in
it w ith  a  lo w erca se letter. O th erw ise, b eg in  it w ith  a  ca p ita l letter if it b eg in s w ith  a  co m p lete sen ten ce, w ith  a  lo w erca se letter if it
d o es n o t. Y o u  m a y  a lso  m a k e sim ila r ch a n g es w h en  y o u  u se ellip ses; see 2 5 .3 .2 .

O riginal: As a result of these factors, the M exican people were bound to benefit from  the change.

Fernandez claim s, òThe M exican people were bound to benefit from  the change.ó

Fernandez claim s that òthe M exican people were bound to benefit from  the change.ó

Fernandez points out that òas a result of these factors, the M exican people were bound to benefit from  the change.ó

òThe M exican people,ó notes Fernandez, òwere bound to benefit from  the change.ó

D ep en d in g  o n  h o w  y o u  w o rk  th e q u o ta tio n  in  th e tex t, y o u  m a y  a lso  o m it a  fin a l p erio d  o r ch a n g e it to  a  co m m a .

Fernandez notes that the M exicans were òbound to benefit from  the changeó as a result of the factors he discusses.

òThe M exican people were bound to benefit from  the change,ó argues Fernandez.

L ik ew ise, if th e o rig in a l p a ssa g e en d s w ith  a  co lo n  o r sem ico lo n , y o u  m a y  d elete it o r ch a n g e it to  a  p erio d  o r a  co m m a , d ep en d in g
o n  th e stru ctu re o f y o u r sen ten ce (see 2 1.12 .2 .1).

In  litera ry  stu d ies a n d  o th er field s co n cern ed  w ith  clo se a n a ly sis o f tex ts, in d ica te a n y  ch a n g e in  ca p ita liza tio n  b y  p u ttin g  th e
a ltered  letter in  b ra ck ets. (F o r th e u se o f ellip sis d o ts in  litera ry  stu d ies, see 2 5 .3 .2 .3 .)

òé  [T]he M exican people were bound to benefit from  the change,ó argues Fernandez.

Fernandez points out that ò[a]s a result of these factors, the M exican people were bound to benefit from  the change.ó

In  a n y  d iscip lin e, if y o u  p u t d o u b le q u o ta tio n  m a rk s a ro u n d  a  p a ssa g e th a t a lrea d y  in clu d es d o u b le q u o ta tio n  m a rk s, ch a n g e th e
in tern a l m a rk s to  sin g le q u o ta tio n  m a rk s fo r cla rity  (see 2 5 .2 .1.2 ).

25.3.1.3 ITALICS. Y o u  m a y  ita licize fo r em p h a sis w o rd s th a t a re n o t ita licized  in  th e o rig in a l, b u t y o u  m u st in d ica te th e ch a n g e w ith  th e
n o ta tio n  ita lics m in e o r em p h a sis a d d ed , p la ced  eith er in  th e q u o ta tio n  o r in  its cita tio n . W ith in  th e q u o ta tio n , a d d  th e n o ta tio n  in
sq u a re b ra ck ets im m ed ia tely  a fter th e ita licized  w o rd s. In  a  cita tio n , a d d  th e n o ta tio n  a fter th e p a g e n u m b er, p reced ed  b y  a
sem ico lo n  (see a lso  16 .3 .5 ). In  g en era l, a v o id  a d d in g  ita lics to  p a ssa g es th a t in clu d e ita lics in  th e o rig in a l; if it b eco m es n ecessa ry ,
y o u  m a y  d istin g u ish  th ese w ith  th e n o ta tio n  ita lics in  o rig in a l o r, fo r ex a m p le, F la u b ert s ita lics.

According to Schultz, òBy the end of 2010, every dem ocracy [em phasis added] will face the challenge of nuclear terrorism .ó1

Brown notes sim ply that the destruction of the tribes òhad all happened in less than ten yearsó (271; italics m ine).

25.3.1.4 INSERTIO NS. If y o u  n eed  to  in sert a  w o rd  o r m o re o f ex p la n a tio n , cla rifica tio n , o r co rrectio n  in to  a  q u o ta tio n , en clo se th e
in sertio n  in  b ra ck ets. If y o u  fin d  y o u rself m a k in g  m a n y  su ch  in sertio n s, co n sid er p a ra p h ra sin g  o r w ea v in g  sm a ller q u o ta tio n s in to
y o u r tex t in stea d .

As she observes, òThese m asters [Picasso, Braque, M atisse] rebelled against academ ic training.ó

She observes that Picasso, Braque, and M atisse òrebelled against academ ic training.ó

25.3.1.5 NO TES. If y o u  q u o te a  p a ssa g e th a t in clu d es a  su p erscrip t n o te n u m b er b u t d o  n o t q u o te th e n o te itself, y o u  m a y  o m it th e n o te
n u m b er.

25.3.2 Omissions
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If y o u  o m it w o rd s, p h ra ses, sen ten ces, o r ev en  p a ra g ra p h s fro m  a  q u o ta tio n  b eca u se th ey  seem  irrelev a n t, b e ca refu l n o t to  ch a n g e o r
m isrep resen t th e m ea n in g  o f th e o rig in a l so u rce. N o t o n ly  m u st y o u  p reserv e w o rd s th a t m ig h t ch a n g e th e en tire m ea n in g  o f th e
q u o ta tio n  (su ch  a s n o t, n ev er, o r a lw a y s), b u t y o u  m u st a lso  p reserv e im p o rta n t q u a lifica tio n s. T h e q u o ta tio n  sh o w n  in  th e fo llo w in g
ex a m p le w o u ld  b e a  m isrep resen ta tio n  o f th e a u th o r s m ea n in g . (S ee a lso  4 .2 .3 .)

O riginal: The change was sure to be beneficial once the im m ediate troubles subsided.

Yang claim s, òThe change was sure to be beneficial.ó

25.3.2.1 INSERTING  ELLIPSES. T o  in d ica te th e o m issio n  o f a  w o rd , p h ra se, o r sen ten ce, u se ellip sis d o ts th ree p erio d s w ith  sp a ces
b etw een  th em . T o  a v o id  b rea k in g  a n  ellip sis o v er th e lin e, u se y o u r w o rd  p ro cesso r s ellip sis ch a ra cter o r, a ltern a tiv ely , u se a
n o n b rea k in g  sp a ce b efo re a n d  a fter th e m id d le d o t. Y o u  w ill a lso  n eed  to  u se a  n o n b rea k in g  sp a ce b etw een  th e ellip sis a n d  a n y
p u n ctu a tio n  m a rk  th a t fo llo w s. (A n y  m a rk  th a t p reced es th e ellip sis, in clu d in g  a  p erio d , m a y  a p p ea r a t th e en d  o f th e lin e a b o v e.)
S in ce th e d o ts sta n d  fo r w o rd s o m itted , th ey  a lw a y s g o  in sid e th e q u o ta tio n  m a rk s o r b lo ck  q u o ta tio n .

H o w  y o u  u se ellip ses in  certa in  situ a tio n s d ep en d s o n  y o u r d iscip lin e. F o r m o st d iscip lin es, fo llo w  th e g en era l m eth o d ; fo r litera ry
stu d ies a n d  o th er field s co n cern ed  w ith  clo se a n a ly sis o f tex ts, fo llo w  th e tex tu a l stu d ies m eth o d  (see 2 5 .3 .2 .3 ). If y o u  a re n o t su re
w h ich  m eth o d  to  fo llo w , co n su lt y o u r lo ca l g u id elin es o r y o u r in stru cto r. S ee 2 5 .3 .1 fo r a d ju stm en ts to  ca p ita liza tio n  a n d  p u n ctu a tio n
w ith  o m issio n s.

25.3.2.2 G ENERAL M ETHO D FO R ELLIPSES. Y o u  m a y  sh o rten  a  q u o ta tio n  su ch  a s th e fo llo w in g  in  sev era l d ifferen t w a y s.

O riginal: W hen a nation is wrong, it should say so and apologize to the wronged party. It should conduct itself according to the
standards of international diplom acy. It should also take steps to change the situation.

If y o u  o m it w o rd s w ith in  a  sen ten ce, u se th ree ellip sis d o ts a s d escrib ed  a b o v e (2 5 .3 .2 .1).

òW hen a nation is wrong, it should é  apologize to the wronged party.ó

If y o u  o m it m a teria l b etw een  sen ten ces a n d  th e m a teria l p reced in g  th e o m issio n  is a  g ra m m a tica lly  co m p lete sen ten ce, u se a
term in a l p u n ctu a tio n  m a rk  im m ed ia tely  fo llo w in g  th a t sen ten ce. L ea v e a  sp a ce b etw een  th a t p u n ctu a tio n  m a rk  a n d  th e first ellip sis
d o t. F o llo w  th is p ra ctice ev en  if th e o m issio n  in clu d es th e en d  o f th e p reced in g  sen ten ce a s lo n g  a s w h a t is left is g ra m m a tica lly
co m p lete (a s in  th e seco n d  ex a m p le h ere).

òW hen a nation is wrong, it should say so and apologize to the wronged partyé . It should also take steps to change the situation.ó

òW hen a nation is wrong, it should say soé . It should also take steps to change the situation.ó

If y o u  o m it m a teria l b etw een  sen ten ces so  th a t th e m a teria l p reced in g  a n d  fo llo w in g  th e o m issio n  co m b in es to  fo rm  a
g ra m m a tica lly  co m p lete sen ten ce, d o  n o t in clu d e term in a l p u n ctu a tio n  b efo re th e ellip sis. T o  a v o id  m isrep resen tin g  th e a u th o r s
m ea n in g , h o w ev er, it is g en era lly  b etter to  u se o n e o f th e sh o rten in g  o p tio n s a b o v e o r to  u se tw o  sep a ra te q u o ta tio n s in  th is situ a tio n .

òW hen a nation is wrong, it should say so and é  take steps to change the situation.ó

T h e sa m e p rin cip les a p p ly  w ith  o th er ty p es o f p u n ctu a tio n  m a rk s, w h ich  p reced e o r fo llo w  a n  ellip sis d ep en d in g  o n  w h ere th e
w o rd s a re o m itted . In  so m e situ a tio n s, su ch  a s th e seco n d  ex a m p le b elo w , co n sid er u sin g  a  m o re selectiv e q u o ta tio n .

òHow hot was it? é  No one could function in that clim ate.ó

òThe m erchantõs stock included dry goods and sundry other item sé , all for purchase by the wom en of the town.ó

or

The m erchant stocked òdry goods and sundry other item só for the townõs wom en.

S in ce in  m a n y  co n tex ts it is o b v io u s w h en  a  q u o ta tio n  h a s b een  sh o rten ed , y o u  n eed  n o t u se ellip sis p o in ts in  th e fo llo w in g
situ a tio n s:

Џ b efo re o r a fter a  q u o ted  p h ra se, in co m p lete sen ten ce, o r o th er fra g m en t fro m  th e o rig in a l th a t is clea rly  n o t a  co m p lete sen ten ce; if
y o u  o m it a n y th in g  w ith in  th e fra g m en t, h o w ev er, u se ellip sis p o in ts a t th e a p p ro p ria te p la ce:

Sm ith wrote that the president had been òvery m uch im pressedó by the paper that stressed òusing the econom ic resources é  of
all the m ajor powers.ó

Џ a t th e b eg in n in g  o f a  q u o ta tio n , ev en  if th e b eg in n in g  o f th e sen ten ce fro m  th e o rig in a l h a s b een  o m itted  (b u t see 2 5 .3 .2 .3  fo r th e
tex tu a l stu d ies m eth o d  fo r ellip ses).

Џ a t th e en d  o f a  q u o ta tio n , ev en  if th e en d  o f th e sen ten ce fro m  th e o rig in a l h a s b een  o m itted

25.3.2.3 TEXTUAL STUDIES M ETHO D FO R ELLIPSES. T h e tex tu a l stu d ies m eth o d  u ses ellip ses m o re strictly  th a n  th e g en era l m eth o d  to
rep resen t o m issio n s o f m a teria l a t th e b eg in n in g  a n d  en d  o f q u o ted  sen ten ces. If y o u  u se th is m eth o d , fo llo w  th e p rin cip les o f th e
g en era l m eth o d  ex cep t a s n o ted  b elo w .
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O riginal: W hen a nation is wrong, it should say so and apologize to the wronged party. It should conduct itself according to the
standards of international diplom acy. It should also take steps to change the situation.

Џ If y o u  o m it m a teria l b etw een  sen ten ces b u t q u o te th e sen ten ce p reced in g  th e o m issio n  in  fu ll, in clu d e th e term in a l p u n ctu a tio n
m a rk  fro m  th e o rig in a l. L ea v e a  sp a ce b etw een  th a t p u n ctu a tio n  m a rk  a n d  th e first ellip sis d o t, a s in  th e g en era l m eth o d , sh o w n  in
th e first ex a m p le b elo w . H o w ev er, if th e o m issio n  in clu d es th e en d  o f th e p reced in g  sen ten ce (ev en  if w h a t is left is a  g ra m m a tica lly
co m p lete sen ten ce), p u t a  sp a ce in stea d  o f a  p u n ctu a tio n  m a rk  im m ed ia tely  fo llo w in g  th a t sen ten ce. A fter th e sp a ce, u se th ree
ellip sis d o ts to  rep resen t th e o m issio n , fo llo w ed  b y  a  sp a ce a n d  th e term in a l p u n ctu a tio n  m a rk  fro m  th e o rig in a l (a s in  th e seco n d
ex a m p le h ere).

òW hen a nation is wrong, it should say so and apologize to the wronged partyé . It should also take steps to change the situation.ó

but

òW hen a nation is wrong, it should say soé . It should also take steps to change the situation.ó

Џ If y o u  b eg in  a  q u o ta tio n  w ith  a  sen ten ce th a t is g ra m m a tica lly  co m p lete d esp ite a n  o m issio n  a t th e b eg in n in g  o f th e sen ten ce,
in d ica te th e o m issio n  w ith  a n  ellip sis. If th e first w o rd  is ca p ita lized  in  th e q u o ta tio n  b u t n o t in  th e o rig in a l, in d ica te th e ch a n g ed
letter in  b ra ck ets (see 2 5 .3 .1).

òé  [I]t should say so and apologize to the wronged party.ó

Џ If y o u  en d  a  q u o ta tio n  w ith  a  sen ten ce th a t is g ra m m a tica lly  co m p lete d esp ite a n  o m issio n  a t th e en d  o f th e sen ten ce, in d ica te th e
o m issio n  w ith  a  sp a ce a n d  a  th ree-d o t ellip sis, fo llo w ed  b y  a  sp a ce a n d  th e term in a l p u n ctu a tio n  fro m  th e o rig in a l, a s y o u  w o u ld
fo r a n  o m itted  en d in g  b etw een  sen ten ces.

òW hen a nation is wrong, it should say soé .ó

25.3.2.4 O M ITTING  A PARAG RAPH O R M O RE. T h e fo llo w in g  p ra ctice a p p lies to  b o th  th e g en era l a n d  tex tu a l stu d ies m eth o d s o f h a n d lin g
o m issio n s.

If y o u  o m it a  fu ll p a ra g ra p h  o r m o re w ith in  a  b lo ck  q u o ta tio n , in d ica te th a t o m issio n  w ith  a  p erio d  a n d  th ree ellip sis d o ts a t th e
en d  o f th e p a ra g ra p h  b efo re th e o m issio n . If th e q u o ta tio n  in clu d es a n o th er p a ra g ra p h  a fter th e o m issio n , in d en t th e first lin e o f th e
n ew  p a ra g ra p h . If it sta rts in  th e m id d le o f a  p a ra g ra p h , b eg in  w ith  th ree ellip sis p o in ts a fter th e in d en ta tio n .

M erton writes:

A brand-new conscience was just com ing into existence as an actual, operating function of a soul. M y choices were just about to
becom e responsibleé .
é  Since no m an ever can, or could, live by him self and for him self alone, the destinies of thousands of other people were

bound to be affected.

25.3.2.5 O M ITTING  A LINE O R M O RE O F PO ETRY. F o r b o th  th e g en era l a n d  tex tu a l stu d ies m eth o d s, sh o w  th e o m issio n  o f o n e o r m o re
co m p lete lin es o f a  p o em  q u o ted  in  a  b lo ck  q u o ta tio n  b y  a  lin e o f ellip sis p o in ts a b o u t a s lo n g  a s th e lin e a b o v e it.

The key passage reads as follows:

W eep no m ore, woeful shepherds, weep no m ore,
For Lycidas your sorrow is not dead,
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
To all that wander in that perilous flood.
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26     Tables and Figures

2 6 .1   G en era l Issu es

26.1.1   Position in the Text
26.1.2   Size
26.1.3   Source Lines

2 6 .2    T a b les

26.2.1   Table Structure
26.2.2   Table Num bers and Titles
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2 6 .3    F ig u res

26.3.1   Charts and G raphs
26.3.2   Figure Num bers and Captions

M a n y  resea rch  p a p ers u se ta b les a n d  fig u res to  p resen t d a ta . T a b les a re g rid s co n sistin g  o f co lu m n s a n d  ro w s th a t p resen t n u m erica l
o r v erb a l fa cts b y  ca teg o ries. F ig u res in clu d e ch a rts, g ra p h s, d ia g ra m s, p h o to g ra p h s, m a p s, m u sica l ex a m p les, d ra w in g s, a n d  o th er
im a g es. A ll th ese ty p es o f ta b u la r a n d  n o n tex tu a l m a teria ls a re co llectiv ely  referred  to  a s illu stra tio n s (a  term  so m etim es u sed
in terch a n g ea b ly  w ith  fig u res) o r g ra p h ics.

W h en  y o u  h a v e d a ta  th a t co u ld  b e co n v ey ed  in  a  ta b le o r fig u re, y o u r first ta sk  is to  ch o o se th e m o st effectiv e o f th ese fo rm a ts;
so m e k in d s o f d a ta  a re b etter rep resen ted  in  a  ta b le, so m e in  a  ch a rt, o th ers in  a  g ra p h . Y o u r ch o ice w ill a ffect h o w  y o u r rea d ers
resp o n d  to  y o u r d a ta . T h ese a re rh eto rica l issu es, d iscu ssed  in  ch a p ter 8 . T h is ch a p ter fo cu ses o n  h o w  to  co n stru ct th e p a rticu la r
fo rm  y o u  ch o o se, lo o k in g  sp ecifica lly  a t ta b les a n d  tw o  ty p es o f fig u res ch a rts a n d  g ra p h s.

M o st ta b les, ch a rts, a n d  g ra p h s a re n o w  crea ted  w ith  so ftw a re. Y o u  ca n n o t rely  o n  so ftw a re, h o w ev er, to  select th e m o st effectiv e
fo rm a t o r to  g en era te su ch  item s in  th e co rrect sty le, n o r w ill so ftw a re en su re lo g ica l o r fo rm a l co n sisten cy . E x p ect to  ch a n g e so m e
d efa u lt settin g s b efo re crea tin g  ta b les, ch a rts, a n d  g ra p h s a n d  to  fin e-tu n e th ese item s o n ce th ey  a re p ro d u ced .

Y o u r d ep a rtm en t o r u n iv ersity  m a y  h a v e sp ecific req u irem en ts fo r fo rm a ttin g  ta b les a n d  fig u res, u su a lly  a v a ila b le fro m  th e o ffice
o f th eses a n d  d isserta tio n s. If y o u  a re w ritin g  a  cla ss p a p er, ch eck  w ith  y o u r in stru cto r fo r a n y  sp ecia l req u irem en ts. R ev iew  th ese
req u irem en ts b efo re y o u  p rep a re y o u r p a p er. T h ey  ta k e p reced en ce o v er th e g u id elin es su g g ested  h ere. F o r sty le g u id es in  v a rio u s
d iscip lin es, see th e b ib lio g ra p h y .

F o r m o re in fo rm a tio n  o n  crea tin g  a n d  fo rm a ttin g  ta b les a n d  fig u res a n d  in sertin g  th em  in to  y o u r p a p er, see A .3 .1.

26.1 G eneral Issues
T h ere a re sev era l issu es co m m o n  to  th e p resen ta tio n  o f ta b les a n d  fig u res in  p a p ers.

26.1.1 Position in the Text

N o rm a lly  y o u  sh o u ld  p la ce a  ta b le o r fig u re im m ed ia tely  a fter th e p a ra g ra p h  in  w h ich  y o u  first m en tio n  it. S o m etim es, h o w ev er, su ch
p la cem en t w ill ca u se a  sh o rt ta b le to  b rea k  u n n ecessa rily  a cro ss th e p a g e o r a  fig u re to  ju m p  to  th e to p  o f th e n ex t p a g e, lea v in g  m o re
th a n  a  few  lin es o f w h ite sp a ce a t th e b o tto m  o f th e p rev io u s p a g e. T o  p rev en t eith er o f th ese fro m  h a p p en in g , y o u  m a y  (a ) p la ce th e
ta b le o r fig u re fa rth er a lo n g  in  th e tex t, a s lo n g  a s it rem a in s w ith in  a  p a g e o f its first m en tio n , o r (b ) p la ce th e ta b le o r fig u re ju st
b efo re th e first m en tio n , a s lo n g  a s it a p p ea rs o n  th e sa m e p a g e a s th e m en tio n . (S u ch  a d ju stm en ts a re b est m a d e a fter th e tex t o f
y o u r p a p er is fin a l.)

Y o u  m a y  g ro u p  sm a ller ta b les o r fig u res o n  a  p a g e, a s lo n g  a s th ey  a re clea rly  d istin ct fro m  o n e a n o th er. G ro u p ed  ta b les g en era lly
reta in  th eir o w n  titles (see 2 6 .2 .2 ). If g ro u p ed  fig u res a re clo sely  rela ted , g iv e th em  a  sin g le n u m b er a n d  a  g en era l ca p tio n ; o th erw ise
u se sep a ra te n u m b ers a n d  ca p tio n s (see 2 6 .3 .2 ). (D ep en d in g  o n  y o u r lo ca l g u id elin es, y o u  m a y  in stea d  g ro u p  ta b les a n d  fig u res
to g eth er in  a  sectio n  la b eled  Illu stra tio n s in  th e b a ck  m a tter o f y o u r p a p er; see A .2 .3 .1.)

If a  ta b le o r fig u re is m a rg in a lly  relev a n t o r to o  la rg e to  p u t in  th e tex t, p u t it in  a n  a p p en d ix  in  th e b a ck  m a tter o f y o u r p a p er (see
A .2 .3 ).

F o r m o re in fo rm a tio n  o n  in sertin g  ta b les a n d  fig u res in to  y o u r p a p er, see A .3 .1.

26.1.2 Size

W h en ev er y o u  ca n , fo rm a t ta b les a n d  fig u res to  fit o n  o n e p a g e in  n o rm a l, o r p o rtra it, o rien ta tio n . If th ey  d o  n o t fit, try  sh o rten in g
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lo n g  co lu m n  h ea d s o r a b b rev ia tin g  rep ea ted  term s.
If y o u  ca n n o t m a k e a  ta b le o r fig u re fit o n  a  p a g e, y o u  h a v e sev era l o p tio n s.

Џ L a n d sca p e. If a  ta b le o r fig u re is to o  w id e fo r a  p a g e, tu rn  it n in ety  d eg rees so  th a t th e left sid e is a t th e b o tto m  o f th e p a g e; th is
o rien ta tio n  is ca lled  la n d sca p e o r b ro a d sid e. D o  n o t p u t a n y  tex t o n  a  p a g e co n ta in in g  a  la n d sca p e ta b le o r fig u re. S et th e ta b le title
o r fig u re ca p tio n  in  eith er la n d sca p e o r p o rtra it o rien ta tio n . S ee fig u re A .13  fo r a n  ex a m p le. (Y o u  m a y  n eed  to  co n v ert a  ta b le in to
a n  im a g e file in  o rd er to  ro ta te it.)

Џ S id e b y  sid e. If a  ta b le is lo n g er th a n  a  p a g e b u t less th a n  h a lf a  p a g e w id e, d o u b le it u p  a n d  p o sitio n  th e tw o  h a lv es sid e b y  sid e in
o n e ta b le o n  th e sa m e p a g e. S ep a ra te th e tw o  h a lv es w ith  a  v ertica l ru le, a n d  in clu d e th e co lu m n  h ea d s o n  b o th  sid es.

Џ M u ltip le p a g es. If a  ta b le o r fig u re is to o  lo n g  to  fit o n  a  sin g le p a g e in  p o rtra it o rien ta tio n  o r to o  w id e to  fit in  la n d sca p e, d iv id e it
b etw een  tw o  (o r m o re) p a g es. F o r ta b les, rep ea t th e stu b  co lu m n  a n d  a ll co lu m n  h ea d s (see 2 6 .2 ) o n  ev ery  p a g e. O m it th e b o tto m
ru le o n  a ll p a g es ex cep t th e la st.

Џ R ed u ctio n . If th e fig u re is a  p h o to g ra p h  o r o th er im a g e, co n sid er red u cin g  it. C o n su lt y o u r lo ca l g u id elin es fo r a n y  req u irem en ts
rela ted  to  reso lu tio n , sca lin g , cro p p in g , a n d  o th er p a ra m eters.

Џ S ep a ra te item s. If n o n e o f th e a b o v e so lu tio n s is a p p ro p ria te, co n sid er p resen tin g  th e d a ta  in  tw o  o r m o re sep a ra te ta b les o r
fig u res.

Џ S u p p lem en t. If th e ta b le o r fig u re co n sists o f m a teria l th a t ca n n o t b e p resen ted  in  p rin t fo rm , su ch  a s a  la rg e d a ta  set o r a
m u ltim ed ia  file, trea t it a s a n  a p p en d ix , a s d escrib ed  in  A .2 .3 .

26.1.3 Source Lines

Y o u  m u st a ck n o w led g e th e so u rces o f a n y  d a ta  y o u  u se in  ta b les a n d  fig u res th a t y o u  d id  n o t co llect y o u rself. Y o u  m u st d o  th is ev en  if
y o u  p resen t th e d a ta  in  a  n ew  fo rm fo r ex a m p le, y o u  crea te a  g ra p h  b a sed  o n  d a ta  o rig in a lly  p u b lish ed  in  a  ta b le, a d d  fresh  d a ta  to  a
ta b le fro m  a n o th er so u rce, o r co m b in e d a ta  fro m  m u ltip le so u rces b y  m eta -a n a ly sis.

T rea t a  so u rce lin e a s a  fo o tn o te to  a  ta b le (see 2 6 .2 .7 ) o r a s p a rt o f a  ca p tio n  fo r a  fig u re (see 2 6 .3 .2 ). F o r ta b les, in tro d u ce th e
so u rce lin e w ith  th e w o rd  S o u rce(s) (ca p ita lized , in  ita lics, fo llo w ed  b y  a  co lo n ). If th e so u rce lin e ru n s o n to  m o re th a n  o n e lin e, th e
ru n o v ers sh o u ld  b e flu sh  left, sin g le-sp a ced . E n d  a  so u rce lin e w ith  a  p erio d .

If y o u  a re fo llo w in g  b ib lio g ra p h y  sty le fo r y o u r cita tio n s, cite th e so u rce a s in  a  fu ll n o te (see ch a p ter 16 ), in clu d in g  th e o rig in a l
ta b le o r fig u re n u m b er o r th e p a g e n u m b er fro m  w h ich  y o u  to o k  th e d a ta . U n less y o u  cite th is so u rce elsew h ere in  y o u r p a p er, y o u
n eed  n o t in clu d e it in  y o u r b ib lio g ra p h y .

Source: Data from  David Halle, Inside Culture: Art and Class in the Am erican Hom e (Chicago: University of Chicago Press, 1993),
table 2.

Sources: Data from  Richard H. Adam s Jr., òRem ittances, Investm ent, and Rural Asset Accum ulation in Pakistan,ó Econom ic
Developm ent and Cultural Change 47, no. 1 (1998): 155ð73; David Bevan, Paul Collier, and Jan G unning, Peasants and
G overnm ent: An Econom ic Analysis (O xford: Clarendon Press, 1989), 125ð28.

If y o u  a re fo llo w in g  a u th o r-d a te sty le fo r y o u r cita tio n s, cite th e so u rce a s in  a  p a ren th etica l cita tio n  (m in u s th e p a ren th eses) a n d
in clu d e fu ll b ib lio g ra p h ica l in fo rm a tio n  a b o u t it in  y o u r referen ce list (see ch a p ter 18 ).

Source: Data from  Halle 1993, table 2.

Sources: Data from  Adam s 1998, 155ð73; Bevan, Collier, and G unning 1989, 125ð28.

If y o u  h a v e a d a p ted  th e d a ta  in  a n y  w a y  fro m  w h a t is p resen ted  in  th e o rig in a l so u rce, in clu d e th e p h ra se a d a p ted  fro m  in  th e
so u rce lin e, a s sh o w n  in  ta b les 2 6 .1 a n d  2 6 .3 .

F o r p h o to g ra p h s, m a p s, a n d  o th er fig u res th a t y o u  d id  n o t crea te y o u rself, in clu d e a n  a ck n o w led g m en t o f th e crea to r in  p la ce o f a
so u rce lin e.

M ap by G erald F. Pyle.
Photograph by Jam es L. Ballard.

If y o u r d isserta tio n  w ill b e su b m itted  to  a n  ex tern a l d isserta tio n  rep o sito ry , y o u  m a y  a lso  n eed  to  o b ta in  fo rm a l p erm issio n  to
rep ro d u ce ta b les o r fig u res p ro tected  b y  co p y rig h t. S ee ch a p ter 4  o f T h e C h ica g o  M a n u a l o f S ty le, 16 th  ed itio n  (2 0 10 ). If y o u  n eed  to
in clu d e cred it lin es in  co n n ectio n  w ith  su ch  p erm issio n s, see C M O S  3 .2 8 3 6  (fig u res) a n d  3 .7 4  (ta b les).

26.2 Tables
In  m a n y  situ a tio n s, y o u  m a y  ch o o se to  p resen t d a ta  in  a  ta b le. C h a p ter 8  d escrib es criteria  fo r u sin g  ta b les a s w ell a s g en era l d esig n
p rin cip les fo r th em . T h is sectio n  co v ers m o st o f th e issu es y o u  a re lik ely  to  en co u n ter in  th eir p rep a ra tio n . T a b les 2 6 .1 2 6 .3  p ro v id e
ex a m p les o f th e p rin cip les d iscu ssed  h ere.

T a b les v a ry  w id ely  in  th e co m p lex ity  o f th eir co n ten t a n d  th erefo re in  th eir stru ctu re, b u t co n sisten cy  b o th  w ith in  a n d  a cro ss
ta b les is essen tia l to  en su re th a t rea d ers w ill u n d ersta n d  y o u r d a ta .

U se a ra b ic n u m era ls fo r a ll n u m erica l d a ta  in  ta b les u n less o th erw ise n o ted . T o  sa v e sp a ce, y o u  ca n  u se a b b rev ia tio n s a n d
sy m b o ls m o re freely  th a n  y o u  ca n  in  tex t, b u t u se th em  sp a rin g ly  a n d  co n sisten tly . If sta n d a rd  a b b rev ia tio n s d o  n o t ex ist, crea te y o u r
o w n  a n d  ex p la in  th em  eith er in  a  fo o tn o te to  th e ta b le (see 2 6 .2 .7 ) o r, if th ere a re m a n y , in  a  list o f a b b rev ia tio n s in  y o u r p a p er s
fro n t m a tter (see A .2 .1).
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Table 26.1. Selected churches in Four Corners, Boston

Table 26.2. Election results in G otefrith Province, 1950ð60

Table 26.3. Unem ploym ent rates for w orking-age New  Yorkers, 2000
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26.2.1 Table Structure

A  ta b le h a s elem en ts a n a lo g o u s to  h o rizo n ta l a n d  v ertica l a x es o n  a  g ra p h . O n  th e h o rizo n ta l a x is a lo n g  th e to p  a re co lu m n  h ea d s. O n
th e v ertica l a x is a lo n g  th e left a re h ea d in g s th a t co n stitu te w h a t is ca lled  th e stu b  co lu m n .

T h is g rid  o f co lu m n s (v ertica l) a n d  ro w s (h o rizo n ta l) in  a  ta b le u su a lly  co rrela tes tw o  sets o f v a ria b les ca lled  in d ep en d en t a n d
d ep en d en t. T h e in d ep en d en t v a ria b les a re tra d itio n a lly  d efin ed  o n  th e left, in  th e stu b  co lu m n . T h e d ep en d en t v a ria b les a re
tra d itio n a lly  d efin ed  in  th e co lu m n  h ea d s. If y o u  in clu d e th e sa m e set o f v a ria b les in  tw o  o r m o re ta b les in  y o u r p a p er, b e co n sisten t:
p u t th em  in  th e sa m e p la ce in  ea ch  ta b le, a s co lu m n  h ea d s o r in  th e stu b .

T h e d a ta , w h ich  m a y  b e w o rd s, n u m b ers, o r b o th  (see ta b le 2 6 .1), a re en tered  in  th e cells b elo w  th e co lu m n  h ea d s a n d  to  th e rig h t
o f th e stu b  co lu m n .

26.2.2 Table Numbers and Titles

In  g en era l, ev ery  ta b le sh o u ld  h a v e a  n u m b er a n d  a  title. P la ce th ese item s flu sh  left o n  th e lin e a b o v e th e ta b le, w ith  th e w o rd  T a b le
(ca p ita lized , in  ro m a n  ty p e), fo llo w ed  b y  th e ta b le n u m b er (in  a ra b ic n u m era ls), fo llo w ed  b y  a  p erio d . A fter a  sp a ce, g iv e th e title
w ith o u t a  term in a l p erio d . C a p ita lize th e title sen ten ce sty le (see 2 2 .3 .1). If a  title ru n s o n to  m o re th a n  o n e lin e, th e ru n o v ers sh o u ld
b e flu sh  left, sin g le-sp a ced .

Table 13. Yen-dollar ratios in Japanese exports, 1995ð2005

A  sim p le ta b u la tio n  th a t ca n  b e in tro d u ced  clea rly  in  th e tex t, su ch  a s a  sim p le tw o -co lu m n  list, n eed  n o t b e n u m b ered  o r titled .

Chicagoõs population grew exponentially in its first century:

1840 4,470
1870 298,977
1900 1,698,575
1930 3,376,438
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26.2.2.1 TABLE NUM BERS. N u m b er ta b les sep a ra tely  fro m  fig u res, in  th e o rd er in  w h ich  y o u  m en tio n  th em  in  th e tex t. If y o u  h a v e o n ly  a
few  ta b les, n u m b er th em  co n secu tiv ely  th ro u g h o u t th e p a p er, ev en  a cro ss ch a p ters. If y o u  h a v e m a n y  ta b les a n d  m a n y  ch a p ters, u se
d o u b le n u m era tio n : th a t is, th e ch a p ter n u m b er fo llo w ed  b y  a  p erio d  fo llo w ed  b y  th e ta b le n u m b er, a s in  T a b le 12 .4 .

W h en  y o u  refer to  a  ta b le in  th e tex t, sp ecify  th e ta b le n u m b er ( in  ta b le 3 ) ra th er th a n  its lo ca tio n  ( b elo w ) b eca u se y o u  m a y
en d  u p  m o v in g  th e ta b le w h ile ed itin g  o r fo rm a ttin g  th e p a p er. D o  n o t ca p ita lize th e w o rd  ta b le in  tex t referen ces to  ta b les.

26.2.2.2 TABLE TITLES. K eep  ta b le titles sh o rt b u t d escrip tiv e en o u g h  to  in d ica te th e sp ecific n a tu re o f th e d a ta  a n d  to  d ifferen tia te
ta b les fro m  o n e a n o th er. F o r d iscu ssio n  o f g o o d  titlin g  p ra ctices, see 8 .3 .1. T a b le titles m a y  b e p resen ted  in  a  sm a ller ty p efa ce th a n
th e rest o f y o u r tex t.

26.2.3 Rules

R u les sep a ra te d ifferen t ty p es o f d a ta  a n d  tex t. T o o  m a n y  ru les crea te a  co n fu sin g  im a g e, so  u se th em  sp a rin g ly  a n d  co n sisten tly  (see
a lso  8 .3 .2 ).

Џ In sert fu ll-w id th  h o rizo n ta l ru les to  sep a ra te th e title fro m  th e co lu m n  h ea d s (see 2 6 .2 .4 ), th e co lu m n  h ea d s fro m  th e b o d y  o f th e
ta b le, a n d  th e b o d y  o f th e ta b le fro m  fo o tn o tes. A  ru le a b o v e a  ro w  o f to ta ls is tra d itio n a l b u t n o t essen tia l (see ta b le 2 6 .2 ).
U n n u m b ered  ta b les ru n  in to  th e tex t ca n  u su a lly  b e set w ith  n o  ru les, a s lo n g  a s a n y  co lu m n  h ea d s a re set o ff ty p o g ra p h ica lly .

Џ U se p a rtia l-w id th  h o rizo n ta l ru les to  in d ica te w h ich  co lu m n  h ea d s a n d  co lu m n s a re g o v ern ed  b y  sp ecia l ty p es o f h ea d s, if y o u  u se
th em  (see 2 6 .2 .4 , ta b le 2 6 .2 ).

Џ L ea v e en o u g h  sp a ce b etw een  d a ta  cells to  a v o id  th e n eed  fo r a d d itio n a l ru les. D o  n o t u se v ertica l ru les to  en clo se th e ta b le in  a  b o x .
B u t if y o u  n eed  to  d o u b le u p  a  lo n g  a n d  n a rro w  ta b le (see 2 6 .1.2 ), u se a  v ertica l ru le to  sep a ra te th e tw o  h a lv es.

Џ U se ca u tio n  in  em p lo y in g  sh a d in g  o r co lo r to  co n v ey  m ea n in g  (see 8 .3 .2 ). E v en  if y o u  p rin t th e p a p er o n  a  co lo r p rin ter o r su b m it it
a s a  P D F , it m a y  b e p rin ted  o r co p ied  la ter o n  a  b la ck -a n d -w h ite m a ch in e, a n d  if it is a  d isserta tio n , it m a y  b e m icro film ed . S h a d in g
a n d  co lo r m a y  n o t rep ro d u ce w ell in  a n y  o f th ese fo rm s. If y o u  u se sh a d in g , m a k e su re it d o es n o t o b scu re th e tex t o f th e ta b le, a n d
d o  n o t u se m u ltip le sh a d es, w h ich  m ig h t n o t rep ro d u ce d istin ctly .

26.2.4 Column Heads

A  ta b le m u st h a v e a t lea st tw o  co lu m n s, ea ch  w ith  a  h ea d  o r h ea d in g  a t th e to p  th a t n a m es th e d a ta  in  th e co lu m n  b elo w .

Џ W h en  p o ssib le, u se n o u n  p h ra ses fo r co lu m n  h ea d s. K eep  th em  sh o rt (o r set th em  to  w ra p , a s in  ta b le 2 6 .1) to  a v o id  a n  ex cessiv ely
w id e ta b le.

Џ C a p ita lize co lu m n  h ea d s sen ten ce sty le (see 2 2 .3 .1).
Џ A lig n  th e stu b  h ea d  flu sh  left (see 2 6 .2 .5 ); cen ter o th er co lu m n  h ea d s o v er th e w id est en try  in  th e co lu m n  b elo w . A lig n  th e b o tto m

o f a ll h ea d s h o rizo n ta lly .

Y o u  m a y  n eed  to  in clu d e sp ecia l ty p es o f h ea d s in  a d d itio n  to  th e co lu m n  h ea d s. S u ch  a  h ea d  m a y  a p p ly  to  tw o  o r m o re co lu m n s
o f d a ta . C en ter th e h ea d  o v er th e relev a n t co lu m n s w ith  a  p a rtia l-w id th  h o rizo n ta l ru le b en ea th  (a n d , if n ecessa ry , a b o v e) it. T a b le
2 6 .2  sh o w s h ea d s b o th  a b o v e ( 19 5 0 ) a n d  b elo w  ( P ro v in cia l A ssem b ly ) th e co lu m n  h ea d s.

H ea d s m a y  h a v e ex p la n a to ry  ta g s to  cla rify  o r to  in d ica te th e u n it o f m ea su re fo r d a ta  in  th e co lu m n  b elo w . E n clo se su ch  ta g s in
p a ren th eses. Y o u  m a y  u se a b b rev ia tio n s a n d  sy m b o ls (m p g , k m , lb ., % , $ M , a n d  so  o n ), b u t b e co n sisten t w ith in  a n d  a m o n g  y o u r
ta b les.

Responses (% )
Pesos (m illions)

26.2.5 The Stub

T h e leftm o st co lu m n  o f a  ta b le, ca lled  th e stu b , lists th e ca teg o ries o f d a ta  in  ea ch  ro w .

Џ In clu d e a  co lu m n  h ea d  fo r th e stu b  w h en ev er p o ssib le, ev en  if it is g en eric ( T y p ica l C h a ra cteristic  o r V a ria b le ). O m it th e h ea d
o n ly  if it w o u ld  m erely  rep ea t th e ta b le title o r if th e ca teg o ries in  th e stu b  a re to o  d iv erse fo r a  sin g le h ea d .

Џ M a k e stu b  en tries n o u n s o r n o u n  p h ra ses w h en ev er p o ssib le, a n d  k eep  th em  co n sisten t in  fo rm : B o o k s,  J o u rn a l a rticles,
M a n u scrip ts,  ra th er th a n  B o o k s,  A rticles p u b lish ed  in  jo u rn a ls,  M a n u scrip ts.  U se th e sa m e w o rd  fo r th e sa m e item  in  a ll o f

y o u r ta b les (fo r ex a m p le, if y o u  u se F o rm er U S S R  in  o n e ta b le, d o  n o t u se F o rm er S o v iet U n io n  in  a n o th er).
Џ C a p ita lize a ll stu b  en tries sen ten ce sty le (see 2 2 .3 .1), w ith  n o  term in a l p erio d s.
Џ S et th e stu b  h ea d  a n d  en tries flu sh  left, a n d  in d en t a n y  ru n o v ers (a s in  ta b le 2 6 .1).
Џ T o  sh o w  th e su m  o f th e n u m b ers in  a  co lu m n , in clu d e a n  in d en ted  stu b  en try  titled  T o ta l (see ta b le 2 6 .2 ).

If th e stu b  co lu m n  in clu d es su b en tries a s w ell a s m a in  en tries (see ta b le 2 6 .3 ), d istin g u ish  th em  th ro u g h  in d en ta tio n , ita lics, o r
b o th . F o llo w  th e sa m e p rin cip les listed  a b o v e fo r m a in  en tries fo r ca p ita liza tio n  a n d  so  fo rth .

26.2.6 The Body of a Table

T h e b o d y  o f a  ta b le co n sists o f cells co n ta in in g  y o u r d a ta , w h ich  m a y  b e w o rd s, n u m b ers, o r b o th  (see ta b le 2 6 .1).
If th e d a ta  a re n u m erica l a n d  a ll v a lu es in  a  co lu m n  o r in  th e en tire ta b le a re in  th o u sa n d s o r m illio n s, o m it th e rig h tm o st zero s

a n d  n o te th e u n it in  a n  ex p la n a to ry  ta g  in  th e relev a n t co lu m n  h ea d  (see 2 6 .2 .4 ), in  th e ta b le title (2 6 .2 .2 ), o r in  a  fo o tn o te (2 6 .2 .7 ).
In d ica te a n  em p ty  cell w ith  th ree sp a ced  p erio d s (ellip sis d o ts), cen tered  a s in  ta b le 2 6 .3 .

26.2.6.1 HO RIZO NTAL ALIG NM ENT. A lig n  th e d a ta  in  ea ch  ro w  w ith  th e stu b  en try  fo r th a t ro w .
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Џ If th e stu b  en try  ru n s o v er o n to  tw o  o r m o re lin es b u t th e rela ted  d a ta  d o es n o t, a lig n  th e ro w  w ith  th e b o tto m  lin e o f th e stu b  en try
(see th e ro w  b eg in n in g  C h u rch  o f th e H o ly  G h o st  in  ta b le 2 6 .1).

Џ If b o th  th e stu b  en try  a n d  th e d a ta  ru n  o v er o n to  tw o  o r m o re lin es, a lig n  th e ro w  w ith  th e to p  lin e o f th e stu b  en try  (see th e ro w
b eg in n in g  M t. N eb o  A p o sto lic  in  ta b le 2 6 .1).

Џ If n ecessa ry , in sert lea d ers (lin es o f p erio d s, o r d o ts) to  lea d  th e rea d er s ey e fro m  th e stu b  to  th e d a ta  in  th e first co lu m n . (F o r a n
ex a m p le o f lea d ers in  a  sim ila r co n tex t, see fig . A .5 .)

26.2.6.2 VERTICAL ALIG NM ENT. A lig n  a  co lu m n  o f n u m b ers v ertica lly  o n  th eir rea l o r im p lied  d ecim a l p o in ts, so  th a t rea d ers ca n
co m p a re th e v a lu es in  th e co lu m n . If a ll n u m erica l v a lu es in  a  co lu m n  h a v e a  zero  b efo re a  d ecim a l p o in t, y o u  m a y  o m it th e zero s (see
fig . A .13 ).

A lig n  d o lla r sig n s, p ercen t sig n s, d eg rees, a n d  so  o n . B u t if th ey  o ccu r in  ev ery  cell in  th e co lu m n , d elete th em  fro m  th e cells a n d
g iv e th e u n it a s a  ta g  in  th e co lu m n  h ea d  (see 2 6 .2 .4 , ta b le 2 6 .2 , a n d  fig . A .13 ).

If th e d a ta  co n sist o f w o rd s, cen ter ea ch  co lu m n  u n d er th e co lu m n  h ea d . If a n y  item s h a v e ru n o v ers, a lig n  ea ch  co lu m n  flu sh  left
(see ta b le 2 6 .1).

26.2.7 Footnotes

If a  ta b le h a s fo o tn o tes, p o sitio n  th em  flu sh  left, sin g le-sp a ced . L ea v e a  b la n k  lin e b etw een  th e b o tto m  ru le o f th e ta b le a n d  th e first
n o te, a n d  a lso  b etw een  n o tes. F o o tn o tes m a y  b e p resen ted  in  a  sm a ller ty p efa ce th a n  th e rest o f th e tex t; co n su lt y o u r lo ca l
g u id elin es.

F o o tn o tes fo r ta b les ca n  b e o f fo u r k in d s: (1) so u rce lin es (d iscu ssed  in  2 6 .1.3 ), (2 ) g en era l fo o tn o tes th a t a p p ly  to  th e w h o le ta b le,
(3 ) fo o tn o tes th a t a p p ly  to  sp ecific p a rts o f th e ta b le, a n d  (4 ) n o tes o n  lev els o f sta tistica l sig n ifica n ce. If y o u  h a v e m o re th a n  o n e k in d
o f n o te, p u t th em  in  th a t o rd er.

26.2.7.1 G ENERAL NO TES. G en era l n o tes a p p ly  to  th e en tire ta b le. T h ey  d efin e a b b rev ia tio n s, ex p a n d  o n  th e ta b le title, sp ecify  h o w  d a ta
w ere co llected  o r d eriv ed , in d ica te ro u n d in g  o f v a lu es, a n d  so  o n . G a th er a ll su ch  rem a rk s in to  a  sin g le n o te. D o  n o t p u t a  n o te
n u m b er (o r o th er sy m b o l) a n y w h ere in  th e ta b le o r th e ta b le title, o r w ith  th e n o te itself. S im p ly  b eg in  th e n o te w ith  th e w o rd  N o te
(ca p ita lized , in  ita lics, fo llo w ed  b y  a  co lo n ). S ee a lso  ta b le 2 6 .3 .

Note: Since not all data were available, there is disparity in the totals.

26.2.7.2 SPECIFIC NO TES. N o tes to  ex p la in  sp ecific item s in  a  ta b le ca n  b e a tta ch ed  to  a n y  p a rt o f th e ta b le ex cep t th e ta b le n u m b er o r
title. D esig n a te su ch  n o tes w ith  lo w erca se su p erscrip t letters ra th er th a n  n u m b ers, b o th  w ith in  th e ta b le a n d  in  th e n o te itself. D o  n o t
b eg in  th e n o te w ith  th e w o rd  n o te b u t w ith  th e sa m e su p erscrip t letter, w ith  n o  p erio d  o r co lo n  fo llo w in g .

a Total excludes trade and labor em ployees.

If y o u  in clu d e m o re th a n  o n e su ch  n o te in  a  ta b le (a s in  ta b le 2 6 .2 ), u se letters in  seq u en tia l o rd er, b eg in n in g  a t th e u p p er left o f th e
ta b le, ru n n in g  left to  rig h t a n d  th en  d o w n w a rd , ro w  b y  ro w . If a  n o te a p p lies to  tw o  o r m o re item s in  th e ta b le, u se th e sa m e letter fo r
ea ch  item ; if it a p p lies to  a ll item s in  a  co lu m n  o r ro w , p u t th e letter in  th e relev a n t co lu m n  h ea d  o r stu b  en try .

26.2.7.3 NO TES O N STATISTICAL SIG NIFICANCE. If y o u  in clu d e n o tes o n  th e sta tistica l sig n ifica n ce o f y o u r d a ta  (a lso  ca lled  p ro b a b ility
n o tes), a n d  if th e sig n ifica n ce lev els a re sta n d a rd , d esig n a te n o tes w ith  a sterisk s, b o th  w ith in  th e ta b le a n d  in  th e n o te itself. U se a
sin g le a sterisk  fo r th e lo w est lev el o f p ro b a b ility , tw o  fo r th e n ex t h ig h er, a n d  th ree fo r th e lev el a fter th a t. If, h o w ev er, y o u  a re n o tin g
sig n ifica n ce lev els o th er th a n  sta n d a rd  o n es, u se su p erscrip t letters in stea d . B eca u se th ese fo o tn o tes a re sh o rt a n d  th ey  sh a re a  sin g le
p u rp o se, y o u  m a y  co m b in e th em  o n  th e sa m e lin e, sp a ced , w ith o u t in terv en in g  p u n ctu a tio n . T h e letter p  (fo r p ro b a b ility , n o  p erio d
a fter it) sh o u ld  b e lo w erca se a n d  ita lic. O m it zero s b efo re d ecim a l p o in ts (see 2 3 .1.3 ).

*p < .05
**p < .01
***p < .001

26.3 Figures
T h e term  fig u re refers to  a  v a riety  o f im a g es, in clu d in g  ch a rts, g ra p h s, d ia g ra m s, p h o to g ra p h s, m a p s, m u sica l ex a m p les, a n d
d ra w in g s. M o st su ch  m a teria ls ca n  n o w  b e p rep a red  a n d  in serted  in to  a  p a p er electro n ica lly . T h e tech n ica l d eta ils a re so ftw a re-
sp ecific a n d  to o  co m p lex  to  b e co v ered  in  th is b o o k , b u t so m e g en era l g u id elin es a re p resen ted  in  A .3 .1.

T h is sectio n  d escrib es so m e p rin cip les fo r p resen tin g  tw o  ty p es o f fig u res crea ted  fro m  d a ta : ch a rts a n d  g ra p h s. It a lso  d iscu sses
ca p tio n s fo r fig u res o f a ll k in d s.

T rea t a  v id eo , a n  a n im a tio n , o r a n y  o th er m u ltim ed ia  file th a t ca n n o t b e p resen ted  in  p rin t fo rm  a s a n  a p p en d ix  (see A .2 .3 ).

26.3.1 Charts and Graphs

In  m a n y  situ a tio n s y o u  m a y  ch o o se to  p resen t d a ta  in  a  ch a rt o r g ra p h . C h a p ter 8  la y s o u t criteria  fo r u sin g  th ese g ra p h ic fo rm s a s
w ell a s g en era l d esig n  p rin cip les fo r th em . It a lso  p ro v id es ex a m p les o f sev era l d ifferen t ty p es o f g ra p h ics. F o r d eta iled  g u id a n ce o n
co n stru ctin g  ch a rts a n d  g ra p h s, co n su lt a  relia b le a u th o rity .

E a ch  ch a rt a n d  g ra p h  in  y o u r p a p er sh o u ld  ta k e th e fo rm  th a t b est co m m u n ica tes its d a ta  a n d  su p p o rts its cla im , b u t co n sisten cy
b o th  w ith in  a n d  a cro ss th ese item s is essen tia l to  en su re th a t rea d ers w ill u n d ersta n d  y o u r d a ta . K eep  in  m in d  th e fo llo w in g
p rin cip les w h en  p resen tin g  ch a rts a n d  g ra p h s o f a n y  ty p e:

2 2 3



Џ R ep resen t elem en ts o f th e sa m e k in d a x es, lin es, d a ta  p o in ts, b a rs, w ed g es in  th e sa m e w a y . U se d istin ct v isu a l effects o n ly  to
m a k e d istin ctio n s, n ev er ju st fo r v a riety .

Џ U se a ra b ic n u m era ls fo r a ll n u m erica l d a ta .
Џ L a b el a ll a x es u sin g  sen ten ce-sty le ca p ita liza tio n . K eep  th e la b els sh o rt, fo llo w in g  p ra ctices fo r g o o d  ta b le titles (see 8 .3 .1). U se th e

fig u re ca p tio n  (see 2 6 .3 .2 ) to  ex p la in  a n y  a sp ects o f th e d a ta  th a t ca n n o t b e ca p tu red  in  th e la b els. T o  sa v e sp a ce, y o u  ca n  u se
a b b rev ia tio n s a n d  sy m b o ls m o re freely  th a n  y o u  ca n  in  tex t, b u t u se th em  sp a rin g ly  a n d  co n sisten tly . If sta n d a rd  a b b rev ia tio n s d o
n o t ex ist, crea te y o u r o w n  a n d  ex p la in  th em  eith er in  th e ca p tio n  o r, if th ere a re m a n y , in  a  list o f a b b rev ia tio n s in  y o u r p a p er s
fro n t m a tter (see A .2 .1).

Џ L a b el lin es, d a ta  p o in ts, a n d  o th er item s w ith in  th e ch a rt o r g ra p h  th a t req u ire ex p la n a tio n  u sin g  eith er a ll lo w erca se letters (fo r
sin g le w o rd s) o r sen ten ce-sty le ca p ita liza tio n  (fo r p h ra ses). If p h ra ses a n d  sin g le w o rd s b o th  a p p ea r, th ey  sh o u ld  a ll b e sty led  th e
sa m e (a s in  fig . 8 .3 ). T h e o th er p rin cip les d escrib ed  a b o v e fo r a x is la b els a lso  a p p ly  to  la b els o f th is ty p e.

Џ U se ca u tio n  in  em p lo y in g  sh a d in g  o r co lo r to  co n v ey  m ea n in g  (see 8 .3 .2 ). E v en  if y o u  p rin t th e p a p er o n  a  co lo r p rin ter o r su b m it it
a s a  P D F , it m a y  b e p rin ted  o r co p ied  la ter o n  a  b la ck -a n d -w h ite m a ch in e, a n d  if it is a  d isserta tio n , it m a y  b e m icro film ed . S h a d in g
a n d  co lo r m a y  n o t rep ro d u ce w ell in  a n y  o f th ese fo rm s. If y o u  u se sh a d in g , m a k e su re it d o es n o t o b scu re a n y  tex t in  th e fig u re,
a n d  d o  n o t u se m u ltip le sh a d es, w h ich  m ig h t n o t rep ro d u ce d istin ctly .

26.3.2 Figure Numbers and Captions

In  g en era l, ev ery  fig u re in  y o u r p a p er sh o u ld  h a v e a  n u m b er a n d  a  ca p tio n . If y o u  in clu d e o n ly  a  few  fig u res in  y o u r p a p er a n d  d o  n o t
sp ecifica lly  refer to  th em  in  th e tex t, o m it th e n u m b ers. F ig u re ca p tio n s m a y  b e p resen ted  in  a  sm a ller ty p efa ce th a n  th e rest o f y o u r
tex t; co n su lt y o u r lo ca l g u id elin es.

O n  th e lin e b elo w  th e fig u re, w rite th e w o rd  F ig u re (flu sh  left, ca p ita lized , in  ro m a n  ty p e), fo llo w ed  b y  th e fig u re n u m b er (in
a ra b ic n u m era ls), fo llo w ed  b y  a  p erio d . A fter a  sp a ce, g iv e th e ca p tio n , u su a lly  fo llo w ed  b y  a  term in a l p erio d  (b u t see 2 6 .3 .3 .2 ). If a
ca p tio n  ru n s o n to  m o re th a n  o n e lin e, th e ru n o v ers sh o u ld  b e flu sh  left, sin g le-sp a ced .

Figure 6. The G reat M osque of Cordoba, eighth to tenth century.

In  ex a m p les fro m  m u sica l sco res o n ly , p la ce th e fig u re n u m b er a n d  ca p tio n  a b o v e th e fig u re.

26.3.3.1 FIG URE NUM BERS. N u m b er fig u res sep a ra tely  fro m  ta b les, in  th e o rd er in  w h ich  y o u  m en tio n  th em  in  th e tex t. If y o u  h a v e o n ly
a  few  fig u res, n u m b er th em  co n secu tiv ely  th ro u g h o u t th e p a p er, ev en  a cro ss ch a p ters. If y o u  h a v e m a n y  fig u res a n d  m a n y  ch a p ters,
u se d o u b le n u m era tio n : th a t is, th e ch a p ter n u m b er fo llo w ed  b y  a  p erio d  fo llo w ed  b y  th e fig u re n u m b er, a s in  F ig u re 12 .4 .

W h en  y o u  refer to  a  fig u re in  th e tex t, sp ecify  th e fig u re n u m b er ( in  fig u re 3 ) ra th er th a n  its lo ca tio n  ( b elo w ), b eca u se y o u
m a y  en d  u p  m o v in g  th e fig u re w h ile ed itin g  o r fo rm a ttin g  th e p a p er. D o  n o t ca p ita lize th e w o rd  fig u re in  tex t referen ces to  fig u res,
a n d  d o  n o t a b b rev ia te it a s fig . ex cep t in  p a ren th etica l referen ces fo r ex a m p le, (see fig . 10 ).

26.3.3.2 FIG URE CAPTIO NS. F ig u re ca p tio n s a re m o re v a ried  th a n  ta b le titles. In  so m e ca ses, ca p tio n s ca n  co n sist so lely  o f a  n o u n
p h ra se, ca p ita lized  sen ten ce sty le (see 2 2 .3 .1), w ith o u t a  term in a l p erio d .

Figure 9. M ary M cLeod Bethune, leader of the Black Cabinet

M o re co m p lex  ca p tio n s b eg in  w ith  a  n o u n  p h ra se fo llo w ed  b y  o n e o r m o re co m p lete sen ten ces. S u ch  ca p tio n s a re a lso  ca p ita lized
sen ten ce sty le b u t h a v e term in a l p erio d s, ev en  a fter th e in itia l in co m p lete sen ten ce. If y o u r ca p tio n s in clu d e a  m ix  o f b o th  ty p es, y o u
m a y  in clu d e a  term in a l p erio d  in  th o se o f th e first ty p e fo r co n sisten cy .

Figure 16. Benito Ju§rez. M exicoõs great president, a contem porary and friend of Abraham  Lincoln, represents the hard-fought
trium ph of M exican liberalism  at m idcentury. Courtesy of Bancroft Library, University of California at Berkeley.

W h en  a  fig u re h a s a  so u rce lin e, p u t it a t th e en d  o f th e ca p tio n , fo llo w in g  th e g u id elin es in  2 6 .1.3 .

Figure 2.7. The lao Valley, site of the final battle. Photograph by Anastasia Nowag.

Figure 11.3. US population growth, 1900ð1999. Data from  US Census Bureau, òHistorical National Population Estim ates,ó accessed
August 9, 2011, http://www.census.gov/popest/archives/1990s/popclockest.txt.

S o m etim es a  ca p tio n  is a tta ch ed  to  a  fig u re co n sistin g  o f sev era l p a rts. Id en tify  th e p a rts in  th e ca p tio n  w ith  term s su ch  a s to p ,
b o tto m , a b o v e, left to  rig h t, a n d  clo ck w ise fro m  left (ita licized  to  d istin g u ish  th em  fro m  th e ca p tio n  itself) o r w ith  lo w erca se ita lic
letters.

Figure 6. Above left, W illiam  Livingston; right, Henry Brockholst Livingston; below left, John Jay; right, Sarah Livingston Jay.

Figure 15. Four types of Hawaiian fishhooks: a, barbed hook of tortoise shell; b, trolling hook with pearl shell lure and point of hum an
bone; c, octopus lure with cowrie shell, stone sinker, and large bone hook; d, barbed hook of hum an thigh bone.

If th e ca p tio n  fo r a  fig u re w ill n o t fit o n  th e sa m e p a g e a s th e fig u re itself, p u t it o n  th e n ea rest p reced in g  tex t p a g e (see A .3 .1.4 ),
w ith  p la cem en t id en tifica tio n  in  ita lics b efo re th e fig u re n u m b er a n d  ca p tio n .

Next page: Figure 19. A toddler using a fourth-generation iPhone. Refinem ents in touchscreen technology helped Apple and other
corporations broaden the target m arket for their products.
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Appendix: Paper Format and Submission

A .1    G en era l F o rm a t R eq u irem en ts

A.1.1   M argins
A.1.2   Typeface
A.1.3   Spacing and Indentation
A.1.4   Pagination
A.1.5   Titles

A .2     F o rm a t R eq u irem en ts fo r S p ecific E lem en ts

A.2.1   Front M atter
A.2.2   Text
A.2.3   Back M atter

A .3     F ile P rep a ra tio n  a n d  S u b m issio n  R eq u irem en ts

A.3.1   Preparing Your Files
A.3.2   Subm itting Electronic Files
A.3.3   Subm itting Hard Copy

W h en  y o u  a re w ritin g  a  th esis, a  d isserta tio n , o r a  cla ss p a p er, y o u  m u st o b serv e certa in  fo rm a t a n d  sty le req u irem en ts. F o r a  th esis
o r d isserta tio n , th ese req u irem en ts a re set b y  y o u r d ep a rtm en t o r y o u r u n iv ersity s o ffice o f th eses a n d  d isserta tio n s; fo r a  cla ss
p a p er, th ey  a re set b y  y o u r in stru cto r. Y o u  m a y  a lso  h a v e to  fo llo w  sp ecific p ro ced u res fo r su b m ittin g  th e p a p er, w h eth er in  h a rd
co p y  o r electro n ica lly . If y o u r p a p er w ill b e su b m itted  to  a n  electro n ic rep o sito ry  m a in ta in ed  b y  a  serv ice lik e P ro -Q u est s
D isserta tio n s a n d  T h eses o r b y  y o u r u n iv ersity , a d d itio n a l g u id elin es m a y  a p p ly .

B e p a rticu la rly  a w a re o f th ese req u irem en ts if y o u  a re w ritin g  a  th esis o r d isserta tio n . Y o u  w ill b e ju d g ed  o n  h o w  w ell y o u  fo llo w
th e a ca d em ic co n v en tio n s o f y o u r field . A lso , m a n y  o f th e ru les fo r fo rm a t a n d  su b m issio n  a re in ten d ed  to  m a k e th e p reserv ed  co p y ,
b o u n d  o r electro n ic, a s a ccessib le a s p o ssib le fo r fu tu re rea d ers.

T h e g u id elin es p resen ted  h ere a re w id ely  a ccep ted  fo r th e fo rm a t a n d  su b m issio n  o f th eses a n d  d isserta tio n s, b u t m o st
u n iv ersities h a v e th eir o w n  req u irem en ts, w h ich  a re u su a lly  a v a ila b le fro m  th e o ffice o f th eses a n d  d isserta tio n s. R ev iew  th e cu rren t
g u id elin es o f y o u r d ep a rtm en t o r u n iv ersity  b efo re y o u  su b m it y o u r th esis o r d isserta tio n . T h ese lo ca l g u id elin es ta k e p reced en ce
o v er th e reco m m en d a tio n s p ro v id ed  h ere.

In  g en era l, th e req u irem en ts fo r a  cla ss p a p er a re less ex ten siv e a n d  strict th a n  th o se fo r a  th esis o r d isserta tio n . S u ch  p a p ers
u su a lly  h a v e few er elem en ts, a n d  sin ce th ey  a re n o t lik ely  to  b e b o u n d  o r p reserv ed  electro n ica lly , th ere a re few er su b m issio n
req u irem en ts. E v en  so , y o u  m a y  b e ex p ected  to  fo llo w  certa in  g u id elin es set b y  y o u r in stru cto r o r d ep a rtm en t, a n d  th o se g u id elin es
ta k e p reced en ce o v er th e g u id elin es su g g ested  h ere.

T h is a p p en d ix  a ssu m es th a t y o u  w ill p rep a re y o u r p a p er o n  a  co m p u ter a n d  su b m it it a s a n  electro n ic file, h a rd  co p y , o r b o th .
A lth o u g h  w o rd -p ro cessin g  p ro g ra m s v a ry , m o st ca n  b e u sed  to  set m a rg in  size, n u m b er p a g es, p la ce a n d  n u m b er fo o tn o tes, a n d
in sert ta b les a n d  fig u res a cco rd in g  to  th e g u id elin es in  th is a p p en d ix . If y o u  a re fo llo w in g  sp ecific g u id elin es set b y  y o u r in stru cto r o r
in stitu tio n , m a k e su re to  ch eck  y o u r p a p er s fo rm a t ca refu lly  a g a in st th o se g u id elin es b efo re su b m ittin g  it; if y o u  a re su b m ittin g  a n
electro n ic file a n d  a  p rin to u t, rev iew  th e fo rm a ttin g  o f b o th .

A.1 G eneral Form at Requirem ents
T h is sectio n  a d d resses g en era l fo rm a t issu es th a t a p p ly  to  y o u r p a p er a s a  w h o le. F o r d iscu ssio n  o f sp ecific elem en ts a n d  th eir
in d iv id u a l fo rm a t req u irem en ts, see A .2 . Y o u r in stru cto r, d ep a rtm en t, o r u n iv ersity  m a y  h a v e g u id elin es th a t d iffer fro m  th e a d v ice
o ffered  h ere. If so , th o se g u id elin es ta k e p reced en ce.

A.1.1 Margins

N ea rly  a ll p a p ers in  th e U n ited  S ta tes a re p ro d u ced  o n  sta n d a rd  p a g es o f 8  x  11 in ch es. L ea v e a  m a rg in  o f a t lea st o n e in ch  o n  a ll
fo u r ed g es o f th e p a g e. F o r a  th esis o r d isserta tio n  in ten d ed  to  b e b o u n d , y o u  m a y  n eed  to  lea v e a  b ig g er m a rg in  o n  th e left sid e
u su a lly  1  in ch es.

B e su re th a t a n y  m a teria l p la ced  in  h ea d ers o r fo o ters, in clu d in g  p a g e n u m b ers a n d  o th er id en tifiers (see A .1.4 ), fa lls w ith in  th e
m a rg in s sp ecified  in  y o u r lo ca l g u id elin es.

A.1.2 Typeface

C h o o se a  sin g le, rea d a b le, a n d  w id ely  a v a ila b le ty p efa ce (a lso  ca lled  fo n t), su ch  a s T im es N ew  R o m a n , C o u rier, o r H elv etica . If y o u
u se a  less co m m o n  ty p efa ce, y o u  m a y  n eed  to  em b ed  th e fo n t in  th e electro n ic file. A v o id  o rn a m en ta l ty p efa ces, w h ich  ca n  d istra ct
rea d ers a n d  m a k e y o u r w o rk  seem  less serio u s. (F o r th e ch a ra cteristics o f sp ecific ty p efa ces, see R o b ert B rin g h u rst, T h e E lem en ts o f
T y p o g ra p h ic S ty le [P o in t R o b erts, W A : H a rtley  a n d  M a rk s, 2 0 0 4 ].) In  g en era l, u se a t lea st ten -p o in t a n d  p refera b ly  tw elv e-p o in t
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ty p e fo r th e b o d y  o f th e tex t. F o o tn o tes o r en d n o tes, h ea d in g s, a n d  o th er elem en ts m ig h t req u ire o th er ty p e sizes; ch eck  y o u r lo ca l
g u id elin es.

A.1.3 Spacing and Indentation

D o u b le-sp a ce a ll tex t in  p a p ers ex cep t th e fo llo w in g  item s, w h ich  sh o u ld  b e sin g le-sp a ced :

Џ b lo ck  q u o ta tio n s (see 2 5 .2 .2 )
Џ ta b le titles a n d  fig u re ca p tio n s
Џ lists in  a p p en d ix es

T h e fo llo w in g  item s sh o u ld  b e sin g le-sp a ced  in tern a lly  b u t w ith  a  b la n k  lin e b etw een  item s:

Џ certa in  elem en ts in  th e fro n t m a tter (see A .2 .1), in clu d in g  th e ta b le o f co n ten ts a n d  a n y  list o f fig u res, ta b les, o r a b b rev ia tio n s
Џ fo o tn o tes o r en d n o tes
Џ b ib lio g ra p h ies o r referen ce lists

S o m e d ep a rtm en ts o r u n iv ersities a llo w  o r req u ire sin g le sp a cin g  o r o n e a n d  a  h a lf sp a ces b etw een  lin es in  th e b o d y  o f th e tex t.
C h eck  y o u r lo ca l g u id elin es.

P u t o n ly  o n e sp a ce, n o t tw o , fo llo w in g  th e term in a l p u n ctu a tio n  o f a  sen ten ce. U se ta b s o r in d en ts ra th er th a n  sp a ces fo r
p a ra g ra p h  in d en ta tio n  a n d  o th er co n ten t req u irin g  co n sisten t a lig n m en t. B lo ck  q u o ta tio n s h a v e th eir o w n  ru les fo r in d en ta tio n ,
d ep en d in g  o n  w h eth er th ey  a re p ro se o r p o etry  (see 2 5 .2 .2 ).

A.1.4 Pagination

A.1.4.1 NUM BERING . If y o u r o n ly  fro n t m a tter is a  title p a g e, d o  n o t n u m b er th a t p a g e. N u m b er p a g es in  th e b o d y  o f th e p a p er a n d  th e
b a ck  m a tter w ith  a ra b ic n u m era ls, sta rtin g  o n  th e first p a g e o f tex t (p a g e 2  if y o u  co u n t th e title p a g e).

If y o u  a re w ritin g  a  th esis o r d isserta tio n , n u m b er fro n t m a tter sep a ra tely  fro m  th e rest o f th e tex t. (M a n y  w o rd  p ro cesso rs h a v e
fu n ctio n s su ch  a s sectio n  b rea k s th a t ca n  a cco m p lish  th is ta sk .)

Џ F ro n t m a tter in clu d es th e title p a g e a n d  v a rio u s o th er elem en ts (see A .2 .1). N u m b er th ese p a g es co n secu tiv ely  w ith  lo w erca se
ro m a n  n u m era ls (i, ii, iii, etc.; see ta b le 2 3 .1). E v ery  p a g e o f fro n t m a tter ex cep t th e su b m issio n  p a g e is u su a lly  co u n ted  in
n u m b erin g , b u t n o t a ll o f th ese p a g es h a v e n u m b ers d isp la y ed  o n  th em . D ep a rtm en ts a n d  u n iv ersities o ften  p ro v id e sp ecific
d irectio n s fo r n u m b erin g  fro n t m a tter p a g es; if y o u rs d o es n o t, fo llo w  th e g u id elin es d escrib ed  in  th is a p p en d ix .

Џ T h e rest o f th e tex t, in clu d in g  b a ck  m a tter (see A .2 .3 ), is n u m b ered  co n secu tiv ely  w ith  a ra b ic n u m era ls (u su a lly  sta rtin g  w ith  p a g e
1).

If y o u r th esis o r d isserta tio n  is v ery  lo n g  a n d  a  p a p er co p y  o f it w ill b e b o u n d , y o u r d ep a rtm en t o r u n iv ersity  m a y  b in d  it in  m u ltip le
v o lu m es. Y o u r lo ca l g u id elin es sh o u ld  in d ica te th e m a x im u m  n u m b er o f p a g es p er v o lu m e a s w ell a s a n y  sp ecia l req u irem en ts fo r
n u m b erin g  a  m u ltiv o lu m e p a p er.

A.1.4.2 PLACEM ENT. P a g e n u m b ers a re u su a lly  p la ced  in  o n e o f fo u r lo ca tio n s: cen tered  o r flu sh  rig h t in  th e fo o ter (a t th e b o tto m  o f th e
p a g e) o r cen tered  o r flu sh  rig h t in  th e h ea d er (a t th e to p  o f th e p a g e). F o r cla ss p a p ers, ch o o se o n e o f th ese lo ca tio n s a n d  fo llo w  it
co n sisten tly .

T ra d itio n a lly , p a g e n u m b ers fo r th eses a n d  d isserta tio n s h a v e b een  p la ced  in  d ifferen t lo ca tio n s d ep en d in g  o n  th e p a rt o f th e
p a p er (a s sh o w n  in  th e sa m p les in  th is a p p en d ix ).

Џ In  th e fo o ter: a ll fro n t m a tter p a g es; p a g es in  th e tex t a n d  b a ck  m a tter th a t b ea r titles, su ch  a s th e first p a g e o f a  ch a p ter o r a n
a p p en d ix

Џ In  th e h ea d er: a ll o th er p a g es in  th e tex t a n d  b a ck  m a tter

M a n y  d ep a rtm en ts a n d  u n iv ersities h a v e elim in a ted  th ese d istin ctio n s a n d  n o w  req u ire co n sisten t p la cem en t o f p a g e n u m b ers
th ro u g h o u t a  th esis o r d isserta tio n . S o m e sp ecify  a  lo ca tio n , w h ile o th ers a llo w  y o u  to  ch o o se. In  a n y  p o sitio n , th e n u m b er sh o u ld  b e
a t lea st h a lf a n  in ch  fro m  th e ed g e o f th e p a g e. C h eck  y o u r lo ca l g u id elin es.

A.1.4.3 O THER IDENTIFIERS. In  so m e settin g s y o u  m a y  b e a llo w ed  o r ev en  en co u ra g ed  to  in clu d e id en tify in g  in fo rm a tio n  b esid es th e
p a g e n u m b er in  th e h ea d er o r fo o ter. F o r a  cla ss p a p er, y o u r in stru cto r m a y  a sk  y o u  to  in clu d e y o u r la st n a m e, th e d a te o f th e p a p er,
o r a  d esig n a tio n  su ch  a s F irst D ra ft.  F o r lo n g er p a p ers, ch a p ter o r sectio n  titles h elp  rea d ers k eep  tra ck  o f th eir lo ca tio n  in  th e tex t.
T h e req u irem en ts fo r h ea d ers a n d  fo o ters in  th eses a n d  d isserta tio n s v a ry , so  co n su lt y o u r lo ca l g u id elin es.

A.1.5 Titles

D ep en d in g  o n  its co m p lex ity , y o u r p a p er m a y  co n sist o f m a n y  elem en ts, a s listed  in  A .2 , a n d  m o st o f th em  sh o u ld  h a v e a  title.
U se th e sa m e ty p efa ce, ty p e size, a n d  fo rm a ttin g  (b o ld fa ce, ita lic, etc.) fo r th e titles o f lik e elem en ts. In  g en era l, a n d  u n less y o u r

lo ca l g u id elin es sa y  o th erw ise, titles sh o u ld  a p p ea r in  b o ld fa ce. A  m o re tra d itio n a l m eth o d  ca lls fo r fu ll ca p ita liza tio n , b u t th is h a s
th e u n d esira b le effect o f o b scu rin g  th e ca p ita liza tio n  o f in d iv id u a l w o rd s in  a  title.

O n  th e title p a g e, cen ter ea ch  elem en t a n d  u se h ea d lin e-sty le ca p ita liza tio n  fo r a ll, in clu d in g  th e title o f y o u r p a p er. (Y o u r lo ca l
g u id elin es m a y  req u ire sen ten ce-sty le ca p ita liza tio n  fo r th e title o f y o u r p a p er; see 2 2 .3 .1 fo r th e tw o  sty les.)

T itles fo r th e fro n t a n d  b a ck  m a tter a re a lso  ty p ica lly  cen tered , a s a re ch a p ter n u m b er d esig n a tio n s a n d  ch a p ter titles. F o r ch a p ter
titles, u se h ea d lin e-sty le ca p ita liza tio n  u n less y o u r lo ca l g u id elin es sp ecify  sen ten ce sty le.
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A ll su ch  elem en ts m a y  b e in  a  la rg er ty p e size th a n  th e tex t o f y o u r p a p er. C h eck  y o u r lo ca l g u id elin es. F o r su b h ea d in g s w ith in
ch a p ters, see A .2 .2 .4 .

If y o u r lo ca l g u id elin es a re flex ib le, y o u  m a y  u se d ifferen t ty p o g ra p h y  a n d  fo rm a t fro m  th o se d escrib ed  h ere fo r v a rio u s ty p es o f
titles, a s lo n g  a s y o u  a re co n sisten t. T itles o f la rg er d iv isio n s (p a rts, ch a p ters) sh o u ld  b e m o re v isu a lly  p ro m in en t th a n  su b h ea d in g s.
In  g en era l, titles a re m o re p ro m in en t w h en  la rg er o r cen tered  (o r b o th ), in  b o ld fa ce o r ita lic ty p e, o r ca p ita lized  h ea d lin e sty le th a n
w h en  flu sh  left, in  reg u la r ty p e, o r ca p ita lized  sen ten ce sty le.

T h e m o st efficien t w a y  to  en su re co n sisten cy  in  titles is to  u se y o u r w o rd  p ro cesso r to  d efin e a n d  a p p ly  a  u n iq u e sty le (sp ecify in g
ty p efa ce, size, p o sitio n , lin e sp a cin g , a n d  so  fo rth ) fo r ea ch  ty p e o f title. S ee a lso  A .3 .1.2 .

A.2 Form at Requirem ents for Specific Elem ents
In  a d d itio n  to  th e g en era l req u irem en ts o u tlin ed  in  A .1, sp ecific elem en ts o f a  p a p er h a v e sp ecific fo rm a t req u irem en ts. T h is sectio n
d escrib es elem en ts m o st co m m o n ly  fo u n d  in  cla ss p a p ers, th eses, a n d  d isserta tio n s, a n d  it p ro v id es sa m p les o f m a n y  o f th em . A ll o f
th e sa m p les ex cep t fig u res A .1 a n d  A .8  a re p a g es d ra w n  fro m  d isserta tio n s w ritten  a t th e U n iv ersity  o f C h ica g o . A s n eed ed , th e p a g es
h a v e b een  ed ited  to  m a tch  th e sty le a n d  fo rm a t reco m m en d a tio n s in  th is m a n u a l. If y o u r in stru cto r, d ep a rtm en t, o r u n iv ersity  h a s
sp ecific g u id elin es th a t d iffer fro m  th ese sa m p les, th ey  ta k e p reced en ce.

M o st lo n g  p a p ers a n d  a ll th eses a n d  d isserta tio n s h a v e th ree m a in  d iv isio n s: (1) fro n t m a tter, (2 ) th e tex t o f th e p a p er itself, a n d
(3 ) b a ck  m a tter. T h e fro n t a n d  b a ck  m a tter a re a lso  d iv id ed  in to  elem en ts th a t v a ry , d ep en d in g  o n  y o u r p a p er.

In  a  cla ss p a p er, th e fro n t m a tter w ill p ro b a b ly  b e a  sin g le title p a g e a n d  th e b a ck  m a tter ju st a  b ib lio g ra p h y  o r referen ce list.

A.2.1 Front Matter

T h e fro n t m a tter o f y o u r th esis o r d isserta tio n  m a y  in clu d e so m e o r a ll o f th e fo llo w in g  elem en ts. D ep a rtm en ts a n d  u n iv ersities
u su a lly  p ro v id e sp ecific d irectio n s fo r th e o rd er o f elem en ts; if y o u rs d o es n o t, fo llo w  th e o rd er g iv en  h ere.

A.2.1.1 SUBM ISSIO N PAG E. M o st th eses a n d  d isserta tio n s in clu d e a  su b m issio n  p a g e, u su a lly  a s th e first p a g e o f th e d o cu m en t. If it
a p p ea rs in  th is p o sitio n , it d o es n o t b ea r a  p a g e n u m b er a n d  is n o t co u n ted  in  p a g in a tin g  th e fro n t m a tter.

T h e su b m issio n  p a g e sta tes th a t th e p a p er h a s b een  su b m itted  in  p a rtia l fu lfillm en t o f th e req u irem en ts fo r a n  M A  o r P h D  d eg ree
(th e w o rd in g  v a ries), a n d  it in clu d es sp a ce fo r th e sig n a tu res o f th e ex a m in in g  co m m ittee m em b ers. M o st d ep a rtm en ts a n d
u n iv ersities p ro v id e m o d el su b m issio n  p a g es th a t sh o u ld  b e fo llo w ed  ex a ctly  fo r w o rd in g  a n d  fo rm . In  electro n ic su b m issio n s th e
sig n a tu res m a y  n eed  to  b e o m itted .

A.2.1.2 TITLE PAG E. C la ss p a p ers sh o u ld  b eg in  w ith  a  title p a g e (b u t so m e p u t th e title o n  th e first p a g e o f th e tex t; co n su lt y o u r
in stru cto r). P la ce th e title o f th e p a p er a  th ird  o f th e w a y  d o w n  th e p a g e, u su a lly  cen tered  (see A .1.5 ). If th e p a p er h a s b o th  a  m a in
title a n d  a  su b title, p u t th e m a in  title o n  a  sin g le lin e, fo llo w ed  b y  a  co lo n , a n d  b eg in  th e su b title o n  a  n ew  lin e w ith  a n  in terv en in g
lin e sp a ce. S ev era l lin es b elo w  it, p la ce y o u r n a m e a lo n g  w ith  a n y  in fo rm a tio n  req u ested  b y  y o u r in stru cto r, su ch  a s th e co u rse title
(in clu d in g  its d ep a rtm en t a n d  n u m b er) a n d  th e d a te. F ig u re A .1 sh o w s a  sa m p le title p a g e fo r a  cla ss p a p er. F o r m o st su ch  p a p ers,
th is is th e o n ly  fro n t m a tter n eed ed .

F o r a  th esis o r d isserta tio n , m o st d ep a rtm en ts a n d  u n iv ersities p ro v id e m o d el title p a g es th a t sh o u ld  b e fo llo w ed  ex a ctly  fo r
w o rd in g  a n d  fo rm . O th erw ise, u se fig u re A .2  a s a  m o d el. C o u n t th e title p a g e a s p a g e i, b u t d o  n o t p u t th a t n u m b er o n  it.

If y o u r th esis o r d isserta tio n  w ill b e su b m itted  a s h a rd  co p y  a n d  b o u n d  in  m o re th a n  o n e v o lu m e (see A .1.4 .1), y o u  w ill p ro b a b ly
n eed  to  p ro v id e a  sep a ra te title p a g e fo r ea ch  v o lu m e. C o n su lt y o u r lo ca l g u id elin es.

A.2.1.3 CO PYRIG HT PAG E. In  a  th esis o r d isserta tio n , in sert a  co p y rig h t p a g e a fter th e title p a g e. C o u n t th is p a g e a s p a g e ii, b u t d o  n o t
p u t th a t n u m b er o n  it u n less d irected  b y  y o u r lo ca l g u id elin es. In clu d e th e co p y rig h t n o tice n ea r th e b o tto m  o f th is p a g e, u su a lly
flu sh  left, in  th is fo rm :

Copyright É  20XX by Your Nam e
All rights reserved
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Figure A.1. Title page for a class paper
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Figure A.2. Title page for a dissertation. Reprinted with perm ission from  Fonna Form an-Barzilai, òAdam  Sm ith and the Circles of
Sym pathyó (PhD diss., University of Chicago, 2001).
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Y o u  n eed  n o t a p p ly  fo r a  fo rm a l co p y rig h t. H o w ev er, in  ca ses o f in frin g em en t fo rm a l reg istra tio n  p ro v id es a d d itio n a l p ro tectio n s.
F o r m o re in fo rm a tio n , see ch a p ter 4  in  T h e C h ica g o  M a n u a l o f S ty le (16 th  ed ., 2 0 10 ).

A.2.1.4 DEDICATIO N. If y o u r d ep a rtm en t o r u n iv ersity  a llo w s d ed ica tio n s, y o u  m a y  in clu d e a  b rief o n e to  a ck n o w led g e so m eo n e w h o  h a s
b een  esp ecia lly  im p o rta n t to  y o u . C o u n t th e d ed ica tio n  p a g e in  p a g in a tin g  th e fro n t m a tter, b u t d o  n o t p u t a  p a g e n u m b er o n  it
u n less d irected  b y  y o u r lo ca l g u id elin es. P la ce th e d ed ica tio n  a  th ird  o f th e w a y  d o w n , u su a lly  cen tered , a n d  set it in  ro m a n  ty p e w ith
n o  term in a l p u n ctu a tio n . Y o u  n eed  n o t in clu d e th e w o rd s d ed ica tio n  o r d ed ica ted ; sim p ly  sa y  to :

To G race Lenore

Y o u  m a y  id en tify  th e p erso n  to  w h o m  y o u  d ed ica te th e w o rk  ( T o  m y  fa th er, S eb a stia n  W ells ) a n d  g iv e o th er in fo rm a tio n  su ch  a s
b irth  a n d  d ea th  d a tes.

A.2.1.5 EPIG RAPH. If y o u r d ep a rtm en t o r u n iv ersity  a llo w s ep ig ra p h s, y o u  m a y  in clu d e a  b rief o n e in  a d d itio n  to  o r in stea d  o f a
d ed ica tio n . A n  ep ig ra p h  is a  q u o ta tio n  th a t esta b lish es a  th em e o f th e p a p er. It is m o st a p p ro p ria te w h en  its w o rd s a re esp ecia lly
strik in g  a n d  u n iq u ely  ca p tu re th e sp irit o f y o u r w o rk . C o u n t th e ep ig ra p h  p a g e in  p a g in a tin g  th e fro n t m a tter, b u t d o  n o t p u t a  p a g e
n u m b er o n  it u n less d irected  b y  y o u r lo ca l g u id elin es. Y o u  sh o u ld  n o t in clu d e th e w o rd  ep ig ra p h  o n  th e p a g e.

P la ce th e ep ig ra p h  a  th ird  o f th e w a y  d o w n  th e p a g e, eith er cen tered  o r trea ted  a s a  b lo ck  q u o ta tio n  (see 2 5 .2 .2 ). D o  n o t en clo se it
in  q u o ta tio n  m a rk s. G iv e th e so u rce o n  a  n ew  lin e, set flu sh  rig h t a n d  p reced ed  b y  a n  em  d a sh  (see 2 1.7 .2 ). O ften  th e a u th o r s n a m e
a lo n e is su fficien t, b u t y o u  m a y  a lso  in clu d e th e title o f th e w o rk  (see 2 2 .3 .2 ) a n d , if it seem s relev a n t, th e d a te o f th e q u o ta tio n .

Thus out of sm all beginnings greater things have been produced by His hand é  and, as one sm all candle m ay light a thousand,
so the light here kindled hath shone unto m any, yea in som e sort to our whole nation.

ñ W illiam  Bradford

Som e people think the wom en are the cause of m odernism , whatever that is.

ñ New York Sun, February 13, 1917

E p ig ra p h s m a y  a lso  a p p ea r a t th e b eg in n in g  o f a  ch a p ter o r sectio n ; see 2 5 .2 .2 .3  a n d  fig u re A .9 .

A.2.1.6 TABLE O F CO NTENTS. A ll p a p ers d iv id ed  in to  ch a p ters req u ire a  ta b le o f co n ten ts. N u m b er a ll p a g es o f th is elem en t w ith  ro m a n
n u m era ls. L a b el th e first p a g e C o n ten ts a t th e to p  o f th e p a g e. If th e ta b le o f co n ten ts is m o re th a n  o n e p a g e, d o  n o t rep ea t th e title.
L ea v e tw o  b la n k  lin es b etw een  th e title a n d  th e first item  listed . S in g le-sp a ce in d iv id u a l item s listed , b u t a d d  a  b la n k  lin e a fter ea ch
item . B etw een  th e lists fo r th e fro n t a n d  b a ck  m a tter a n d  th e ch a p ters, o r b etw een  p a rts o r v o lu m es (if a n y ), lea v e tw o  b la n k  lin es.

A  ta b le o f co n ten ts d o es n o t list p a g es th a t p reced e it (su b m issio n  p a g e, title p a g e, co p y rig h t o r b la n k  p a g e, d ed ica tio n , ep ig ra p h )
o r th e ta b le o f co n ten ts itself b u t sh o u ld  b eg in  w ith  th e fro n t m a tter p a g es th a t fo llo w  it. F o llo w in g  th ese item s, list in  o rd er th e p a rts,
ch a p ters, o r o th er u n its o f th e tex t, a n d  th en  th e elem en ts o f th e b a ck  m a tter. If y o u  h a v e su b h ea d s in  th e tex t (see A .2 .2 .4 ), y o u  n eed
n o t in clu d e th em  in  y o u r ta b le o f co n ten ts. If y o u  d o  in clu d e th em , list o n ly  th e first lev el u n less fu rth er lev els a re sp ecific en o u g h  to
g iv e rea d ers a n  a ccu ra te o v erv iew  o f y o u r p a p er. B e su re th a t th e w o rd in g , ca p ita liza tio n , n u m b er sty le (a ra b ic, ro m a n , o r sp elled
o u t), a n d  p u n ctu a tio n  o f a ll titles a n d  su b h ea d s (see A .1.5 ) m a tch  ex a ctly  th o se in  th e p a p er. If y o u  h a v e g en era ted  y o u r ta b le o f
co n ten ts a u to m a tica lly  w ith  y o u r w o rd  p ro cesso r, ch eck  th e resu lts.

G iv e p a g e n u m b ers o n ly  fo r th e first p a g e o f ea ch  elem en t (n o t th e fu ll sp a n  o f p a g es), a n d  u se lo w erca se ro m a n  o r a ra b ic
n u m era ls a s o n  th e p a g es th em selv es. L ist p a g e n u m b ers flu sh  rig h t a n d , if y o u  ch o o se, u se a  lin e o f p erio d s o r d o ts (ca lled  lea d ers, a
fea tu re a v a ila b le fro m  th e ta b  settin g  o f m o st w o rd  p ro cesso rs) to  lea d  a  rea d er s ey e fro m  ea ch  title to  th e p a g e n u m b er.

F ig u re A .3  sh o w s a  sa m p le ta b le o f co n ten ts fo r a  p a p er w ith  a  sim p le stru ctu re. P a rt a n d  ch a p ter titles a p p ea r flu sh  left, w ith
p a g e n u m b ers flu sh  rig h t.

F o r a  m o re co m p lex  p a p er, fo llo w  th e lo g ic o f y o u r p a p er s o rg a n iza tio n  u n less y o u r lo ca l g u id elin es req u ire a  sp ecific fo rm a t.
F ig u re A .4  sh o w s th e seco n d  p a g e o f a  lo n g  ta b le o f co n ten ts. T o  d istin g u ish  ch a p ter titles fro m  su b h ea d in g s, y o u  m a y  in d en t th e
su b h ea d in g s, w ith  ea ch  lev el co n sisten tly  in d en ted  a  h a lf in ch  to  th e rig h t o f th e p reced in g  lev el.

If y o u r th esis o r d isserta tio n  w ill b e su b m itted  a s h a rd  co p y  a n d  b o u n d  in  m o re th a n  o n e v o lu m e, y o u  m a y  n eed  to  rep ea t th e
ta b le o f co n ten ts, o r a t lea st th e relev a n t listin g s fro m  it, in  ea ch  v o lu m e a fter th e first. C o n su lt y o u r lo ca l g u id elin es.
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Figure A.3. Table of contents. Reprinted with perm ission from  Fonna Form an-Barzilai, òAdam  Sm ith and the Circles of Sym pathyó
(PhD diss., University of Chicago, 2001).
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Figure A.4. Second page of a com plex table of contents. Reprinted with perm ission from  Dana Jean Sim m ons, òM inim al Frenchm en:
Science and Standards of Living, 1840ð1960ó (PhD diss., University of Chicago, 2004).
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A.2.1.7 LIST O F FIG URES, TABLES, O R ILLUSTRATIO NS. If y o u r th esis o r d isserta tio n  (o r, in  so m e ca ses, y o u r cla ss p a p er) in clu d es fig u res,
ta b les, o r b o th , y o u  m a y  ch o o se to  list th em  in  th e fro n t m a tter. N u m b er a ll p a g es o f su ch  a  list w ith  ro m a n  n u m era ls. If y o u r p a p er
in clu d es o n ly  fig u res (see ch a p ter 2 6  fo r d efin itio n s), la b el th e first p a g e F ig u res a t th e to p  o f th e p a g e; if it in clu d es o n ly  ta b les, la b el
it T a b les in stea d . If th e list is m o re th a n  o n e p a g e, d o  n o t rep ea t th e title. L ea v e tw o  b la n k  lin es b etw een  th e title a n d  th e first item
listed . S in g le-sp a ce in d iv id u a l item s listed , b u t lea v e a  b la n k  lin e b etw een  item s. F ig u re A .5  sh o w s a  sa m p le list o f ta b les.

If y o u r p a p er in clu d es b o th  fig u res a n d  ta b les, y o u  m a y  p ro v id e a  sep a ra te list fo r ea ch , o r y o u r lo ca l g u id elin es m a y  a llo w  y o u  to
co m b in e th em  in to  a  sin g le list. In  th e la tter ca se la b el th e list Illu stra tio n s (fo llo w in g  th e p a ttern  d escrib ed  a b o v e), b u t d iv id e it in to
tw o  sectio n s la b eled  F ig u res a n d  T a b les, a s in  fig u re A .6 .

G iv e ea ch  ta b le o r fig u re n u m b er in  a ra b ic n u m era ls, a n d  v ertica lly  a lig n  th e list o n  th e la st d ig it. If y o u  a re u sin g  d o u b le
n u m era tio n  (a s in  fig . A .5 ), a lig n  th e n u m b ers o n  th e d ecim a ls in stea d .

F ig u re ca p tio n s a n d  ta b le titles sh o u ld  m a tch  th e w o rd in g  a n d  ca p ita liza tio n  o f th o se in  th e p a p er itself, b u t if th ey  a re v ery  lo n g ,
sh o rten  th em  in  a  lo g ica l w a y  in  th is list. (S ee 2 6 .2 .2  a n d  2 6 .3 .2  fo r m o re o n  ta b le titles a n d  fig u re ca p tio n s.) L ist p a g e n u m b ers flu sh
rig h t a n d , if y o u  ch o o se, u se lea d er d o ts (see A .2 .1.6 ) to  co n n ect th e ca p tio n s a n d  titles to  p a g e n u m b ers.

A.2.1.8 PREFACE. In  a  th esis o r d isserta tio n  y o u  m a y  in clu d e a  p refa ce to  ex p la in  w h a t m o tiv a ted  y o u r stu d y , th e b a ck g ro u n d  o f th e
p ro ject, th e sco p e o f th e resea rch , a n d  th e p u rp o se o f th e p a p er. T h e p refa ce m a y  a lso  in clu d e a ck n o w led g m en ts, u n less th ey  a re so
n u m ero u s a n d  d eta iled  th a t th ey  m erit th eir o w n  sectio n  (see A .2 .1.9 ). N u m b er a ll p a g es o f th is elem en t w ith  ro m a n  n u m era ls. L a b el
th e first p a g e P refa ce a t th e to p  o f th e p a g e. If th e p refa ce is m o re th a n  o n e p a g e, d o  n o t rep ea t th e title. L ea v e tw o  b la n k  lin es
b etw een  th e title a n d  th e first lin e o f tex t. D o u b le-sp a ce th e tex t o f th e p refa ce, a n d  fo rm a t it to  m a tch  th e m a in  tex t.

A.2.1.9 ACKNO W LEDG M ENTS. In  a  th esis o r d isserta tio n  y o u  m a y  h a v e a  sep a ra te sectio n  o f a ck n o w led g m en ts in  w h ich  y o u  th a n k
m en to rs a n d  co llea g u es o r n a m e th e in d iv id u a ls o r in stitu tio n s th a t su p p o rted  y o u r resea rch  o r p ro v id ed  sp ecia l a ssista n ce (su ch  a s
co n su lta tio n  o n  tech n ica l m a tters o r a id  in  secu rin g  sp ecia l eq u ip m en t a n d  so u rce m a teria ls). Y o u  m a y  a lso  b e req u ired  to
a ck n o w led g e th e o w n ers o f co p y rig h ted  m a teria l w h o  h a v e g iv en  y o u  p erm issio n  to  rep ro d u ce th eir w o rk . If y o u r o n ly
a ck n o w led g m en ts a re fo r ro u tin e h elp  b y  a n  a d v iso r o r a  co m m ittee, in clu d e th em  in  th e p refa ce (see a b o v e) o r o m it th em  en tirely .
N u m b er a ll p a g es o f th e a ck n o w led g m en ts w ith  ro m a n  n u m era ls. L a b el th e first p a g e A ck n o w led g m en ts a t th e to p  o f th e p a g e. If th e
a ck n o w led g m en ts a re m o re th a n  o n e p a g e, d o  n o t rep ea t th e title. L ea v e tw o  b la n k  lin es b etw een  th e title a n d  th e first lin e o f tex t.
D o u b le-sp a ce th e tex t o f th e a ck n o w led g m en ts, a n d  fo rm a t it to  m a tch  th e m a in  tex t.
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Figure A.5. List of tables. Reprinted with perm ission from  M ark R. W ilson, òThe Business of Civil W ar: M ilitary Enterprise, the State,
and Political Econom y in the United States, 1850ð1880ó (PhD diss., University of Chicago, 2002).
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Figure A.6. List of illustrations. Reprinted with perm ission from  Dana Jean Sim m ons, òM inim al Frenchm en: Science and Standards
of Living, 1840ð1960ó (PhD diss., University of Chicago, 2004).
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A.2.1.10 LIST O F ABBREVIATIO NS. If y o u r th esis o r d isserta tio n  (o r, in  so m e ca ses, y o u r cla ss p a p er) in clu d es a n  u n u su a l n u m b er o f
a b b rev ia tio n s o th er th a n  th e co m m o n  ty p es d iscu ssed  in  ch a p ter 2 4 , list th em  in  th e fro n t m a tter. E x a m p les o f item s to  in clu d e
w o u ld  b e a b b rev ia tio n s fo r so u rces cited  freq u en tly  (see 16 .4 .3 ) o r fo r o rg a n iza tio n s th a t a re n o t w id ely  k n o w n  (2 4 .1.2 ).

N u m b er a ll p a g es o f su ch  a  list w ith  ro m a n  n u m era ls. L a b el th e first p a g e A b b rev ia tio n s a t th e to p  o f th e p a g e. If th e list is m o re
th a n  o n e p a g e, d o  n o t rep ea t th e title. L ea v e tw o  b la n k  lin es b etw een  th e title a n d  th e first item  listed . S in g le-sp a ce in d iv id u a l item s
listed , b u t lea v e a  b la n k  lin e b etw een  item s. F ig u re A .7  sh o w s a  sa m p le list o f a b b rev ia tio n s. (T h e item s in  th is sa m p le a re ita lic o n ly
b eca u se th ey  a re titles o f p u b lish ed  w o rk s.)

N o te th a t th e item s a re a rra n g ed  a lp h a b etica lly  b y  th e a b b rev ia tio n , n o t b y  th e sp elled -o u t term . T h e a b b rev ia tio n s th em selv es
a re flu sh  left; sp elled -o u t term s (in clu d in g  ru n o v ers) a re set o n  a  co n sisten t in d en t th a t a llo w s a b o u t a  h a lf in ch  o f sp a ce b etw een  th e
lo n g est a b b rev ia tio n  in  th e first co lu m n  a n d  th e first w o rd  in  th e seco n d  co lu m n .

A.2.1.11 G LO SSARY. Y o u  m a y  n eed  a  g lo ssa ry  if y o u r th esis o r d isserta tio n  (o r, in  so m e ca ses, y o u r cla ss p a p er) in clu d es m a n y  fo reig n
w o rd s o r tech n ica l term s a n d  p h ra ses th a t m a y  b e u n fa m ilia r to  y o u r rea d ers. S o m e d ep a rtm en ts a n d  u n iv ersities a llo w  o r req u ire
th e g lo ssa ry  to  b e p la ced  in  th e b a ck  m a tter, a fter a n y  a p p en d ix es a n d  b efo re th e en d n o tes a n d  b ib lio g ra p h y  o r referen ce list. If y o u
a re free to  ch o o se, p u t it in  th e fro n t m a tter o n ly  if rea d ers m u st k n o w  th e d efin itio n s b efo re th ey  b eg in  rea d in g . O th erw ise, p u t it in
th e b a ck  m a tter (see A .2 .3 .3 ).

If it a p p ea rs in  th e fro n t m a tter, n u m b er a ll p a g es o f a  g lo ssa ry  w ith  ro m a n  n u m era ls. L a b el th e first p a g e G lo ssa ry  a t th e to p  o f
th e p a g e. If th e g lo ssa ry  is m o re th a n  o n e p a g e, d o  n o t rep ea t th e title. L ea v e tw o  b la n k  lin es b etw een  th e title a n d  th e first item
listed . S in g le-sp a ce in d iv id u a l item s listed , b u t lea v e a  b la n k  lin e b etw een  item s. F ig u re A .8  sh o w s a  sa m p le g lo ssa ry .
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Figure A.7. List of abbreviations. (Note that the item s in this list are italicized only because they are titles of published works.)
Reprinted with perm ission from  Anthony Perron, òRom e and Lund: A Study in the Church History of a M edieval Fringeó (PhD diss.,
University of Chicago, 2002).
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Figure A.8. G lossary

2 3 8



N o te th a t th e term s a re a rra n g ed  a lp h a b etica lly , flu sh  left a n d  fo llo w ed  b y  a  p erio d  (a  co lo n  o r d a sh  is so m etim es u sed ). Y o u  m a y
p u t th e term s in  b o ld fa ce to  m a k e th em  sta n d  o u t. T h e tra n sla tio n  o r d efin itio n  fo llo w s, w ith  its first w o rd  ca p ita lized  a n d  a  term in a l
p erio d . If, h o w ev er, th e d efin itio n s co n sist o f o n ly  sin g le w o rd s o r b rief p h ra ses, d o  n o t u se term in a l p erio d s. If a  d efin itio n  is m o re
th a n  o n e lin e, in d en t th e ru n o v ers b y  a  h a lf in ch .

A.2.1.12 EDITO RIAL O R RESEARCH M ETHO D. If y o u r th esis o r d isserta tio n  req u ires a n  ex ten siv e p relim in a ry  d iscu ssio n  o f y o u r ed ito ria l
m eth o d  (su ch  a s y o u r ch o ices a m o n g  v a ria n t tex ts) o r resea rch  m eth o d , in clu d e it a s a  sep a ra te elem en t. Y o u  ca n  a lso  b riefly  d iscu ss
m eth o d  in  th e p refa ce. If y o u  sta te o n ly  th a t y o u  h a v e m o d ern ized  ca p ita liza tio n  a n d  p u n ctu a tio n  in  q u o ted  so u rces, p u t th a t in  th e
p refa ce o r in  a  n o te a tta ch ed  to  th e first su ch  q u o ta tio n .

N u m b er a ll p a g es o f a  d iscu ssio n  o n  m eth o d  w ith  ro m a n  n u m era ls. L a b el th e first p a g e E d ito ria l M eth o d  o r R esea rch  M eth o d  a t
th e to p  o f th e p a g e. If th e sectio n  is m o re th a n  o n e p a g e, d o  n o t rep ea t th e title. L ea v e tw o  b la n k  lin es b etw een  th e title a n d  th e first
lin e o f tex t. D o u b le-sp a ce th e tex t o f th is sectio n , a n d  fo rm a t it to  m a tch  th e m a in  tex t.

A.2.1.13 ABSTRACT. M a n y  d ep a rtm en ts a n d  u n iv ersities req u ire th a t a  th esis o r d isserta tio n  in clu d e a n  a b stra ct su m m a rizin g  its
co n ten ts. (S o m etim es th e a b stra ct is su b m itted  a s a  sep a ra te d o cu m en t.) A b stra cts o f p a p ers su b m itted  to  P ro Q u est w ill b e fea tu red
o n  its D isserta tio n s a n d  T h eses d a ta b a se a n d  p u b lish ed  in  D isserta tio n s a n d  T h eses A b stra ct a n d  In d ex . N u m b er a ll p a g es o f th is
elem en t w ith  ro m a n  n u m era ls. L a b el th e first p a g e A b stra ct a t th e to p  o f th e p a g e. If th e a b stra ct is m o re th a n  o n e p a g e, d o  n o t
rep ea t th e title. L ea v e tw o  b la n k  lin es b etw een  th e title a n d  th e first lin e o f tex t. M o st d ep a rtm en ts o r u n iv ersities h a v e sp ecific
m o d els fo r a b stra cts th a t y o u  sh o u ld  fo llo w  ex a ctly  fo r co n ten t, w o rd  co u n t, fo rm a t, p la cem en t, a n d  p a g in a tio n .

A.2.2 Text

T h e tex t o f a  p a p er in clu d es ev ery th in g  b etw een  th e fro n t m a tter a n d  th e b a ck  m a tter. It b eg in s w ith  y o u r in tro d u ctio n  a n d  en d s w ith
y o u r co n clu sio n , b o th  o f w h ich  m a y  b e a s sh o rt a s a  sin g le p a ra g ra p h  o r a s lo n g  a s sev era l p a g es. In  a  th esis o r d isserta tio n , th e tex t is
u su a lly  sep a ra ted  in to  ch a p ters a n d  so m etim es in to  p a rts, sectio n s, a n d  su b sectio n s. M a n y  lo n g er cla ss p a p ers a re a lso  d iv id ed  in
th is w a y .

S in ce m o st o f th e tex t co n sists o f p a ra g ra p h s la y in g  o u t y o u r fin d in g s, th ere a re few  fo rm a t req u irem en ts fo r th e b o d y  o f th e tex t.
T h e o n ly  a d d itio n a l issu es a re h o w  to  b eg in  d iv isio n s o f th e tex t, h o w  to  fo rm a t n o tes o r p a ren th etica l cita tio n s, a n d  h o w  to  p o sitio n
ta b les a n d  fig u res w ith in  th e tex t.

B eg in  th e a ra b ic n u m b erin g  o f y o u r p a p er w ith  th e first p a g e o f th e tex t (n o rm a lly  p a g e 1 o r 2 ; see A .1.4 .1).

A.2.2.1 INTRO DUCTIO N. M a n y  th eses a n d  d isserta tio n s (a n d , in  so m e ca ses, cla ss p a p ers) b eg in  w ith  a  sectio n  th a t p rev iew s th e co n ten ts
a n d  a rg u m en t o f th e en tire p a p er a n d  is so  d istin ct th a t th e w riter sep a ra tes it fro m  th e rest o f th e p a p er. (T h e b a ck g ro u n d  o f th e
p ro ject a n d  a n y  issu es th a t in fo rm ed  th e resea rch  sh o u ld  b e co v ered  in  th e p refa ce; see A .2 .1.8 .) If y o u  b eg in  w ith  su ch  a n
in tro d u ctio n , la b el th e first p a g e In tro d u ctio n  a t th e to p  o f th e p a g e. D o  n o t rep ea t th e title o n  su b seq u en t p a g es o f th e in tro d u ctio n .
L ea v e tw o  b la n k  lin es b etw een  th e title a n d  th e first lin e o f tex t. If th e su b sta n ce o f y o u r in tro d u cto ry  m a teria l is n o t clea rly  d istin ct
fro m  th e ch a p ters th a t fo llo w  it, co n sid er in co rp o ra tin g  it in to  y o u r first ch a p ter.

A.2.2.2 PARTS. If y o u  d iv id e th e tex t o f y o u r th esis o r d isserta tio n  in to  tw o  o r m o re p a rts, ea ch  in clu d in g  tw o  o r m o re ch a p ters, b eg in
ea ch  p a rt w ith  a  p a rt-title p a g e. T h e first p a rt-title p a g e fo llo w s th e in tro d u ctio n  (ev en  if th e in tro d u ctio n  is la b eled  ch a p ter 1). C o u n t
a  p a rt-title p a g e in  p a g in a tin g , b u t d o  n o t p u t a  p a g e n u m b er o n  it ex cep t in  th e ca se d escrib ed  b elo w  o r u n less d irected  b y  y o u r lo ca l
g u id elin es. L a b el th is p a g e P a rt fo llo w ed  b y  th e p a rt n u m b er a t th e to p  o f th e p a g e. D ep en d in g  o n  y o u r lo ca l g u id elin es, g iv e th e p a rt
n u m b er eith er in  ca p ita lized  ro m a n  n u m era ls (II) o r sp elled  o u t (T w o ); b e su re to  n u m b er th e ch a p ters in  a  d ifferen t sty le. If th e p a rt
h a s a  d escrip tiv e title in  a d d itio n  to  its n u m b er, p la ce th is title tw o  lin es d o w n , fo llo w in g  a  b la n k  lin e.

If y o u  in clu d e tex t in tro d u cin g  th e co n ten ts o f th e p a rt o n  th e p a rt-title p a g e, n u m b er th e p a g e w ith  a n  a ra b ic n u m era l. L ea v e tw o
b la n k  lin es b etw een  th e title a n d  th e first lin e o f tex t. If th e tex t is m o re th a n  o n e p a g e lo n g , d o  n o t rep ea t th e p a rt n u m b er o r title.

F o llo w  a  co n sisten t fo rm a t fo r a ll o f y o u r p a rt-title p a g es: if o n e p a rt h a s a  d escrip tiv e title in  a d d itio n  to  a  n u m b er, th en  g iv e a ll
p a rts d escrip tiv e titles; if o n e p a rt h a s in tro d u cto ry  tex t, th en  in clu d e in tro d u cto ry  tex t in  a ll p a rts.

A.2.2.3 CHAPTERS. M o st th eses a n d  d isserta tio n s, a n d  m a n y  lo n g  cla ss p a p ers, co n sist o f tw o  o r m o re ch a p ters. E a ch  ch a p ter b eg in s o n
a  n ew  p a g e. L a b el th is p a g e C h a p ter fo llo w ed  b y  th e ch a p ter n u m b er a t th e to p  o f th e p a g e. Y o u  m a y  g iv e th e ch a p ter n u m b er eith er
in  a ra b ic n u m era ls (4 ) o r sp elled  o u t (F o u r). If y o u r p a p er h a s p a rts, ch o o se a  d ifferen t sty le o f n u m b erin g  fo r th e ch a p ter n u m b ers
(fo r ex a m p le, P a rt II; C h a p ter F o u r). If th e ch a p ter h a s a  d escrip tiv e title in  a d d itio n  to  its n u m b er, p la ce th is title tw o  lin es d o w n ,
fo llo w in g  a  b la n k  lin e. D o  n o t rep ea t th e n u m b er o r th e title o n  su b seq u en t p a g es o f th e ch a p ter. L ea v e tw o  b la n k  lin es b etw een  th e
title a n d  th e first lin e o f tex t. F ig u re A .9  sh o w s a  sa m p le first p a g e o f a  ch a p ter w ith  a n  ep ig ra p h  (see 2 5 .2 .2 .3  a n d  A .2 .1.5 ).

A n  a ltern a tiv e fo rm a t is to  o m it th e w o rd  C h a p ter a n d  u se o n ly  th e ch a p ter n u m b er a n d  title, w h ich  ca n  th en  a p p ea r o n  th e sa m e
lin e, sep a ra ted  b y  a  co lo n  o r a  ta b  sp a ce. D o  n o t u se th is fo rm a t, h o w ev er, if y o u r p a p er h a s p a rts a s w ell a s ch a p ters, if it d o es n o t
h a v e ch a p ter titles, o r if th ere is a n y  p o ssib ility  o f co n fu sin g  a  n ew  ch a p ter w ith  a n y  o th er d iv isio n  o f th e p a p er.

A.2.2.4 SECTIO NS AND SUBSECTIO NS. L o n g  ch a p ters in  th eses, d isserta tio n s, a n d  lo n g  cla ss p a p ers m a y  b e fu rth er d iv id ed  in to  sectio n s,
w h ich  in  tu rn  m a y  b e d iv id ed  in to  su b sectio n s, a n d  so  o n . If y o u r p a p er, o r a  ch a p ter w ith in  it, h a s o n ly  a  few  sectio n s, y o u  m a y
sig n a l th e d iv isio n  b etw een  sectio n s in fo rm a lly  b y  cen terin g  th ree sp a ced  a sterisk s (* * *) o n  th eir o w n  lin e.

If y o u  crea te fo rm a l sectio n s in  a  p a p er o r in  its ch a p ters, y o u  m a y  g iv e ea ch  o n e its o w n  title, a lso  ca lled  a  su b h ea d in g  o r
su b h ea d . Y o u  m a y  h a v e m u ltip le lev els o f su b h ea d s, w h ich  a re d esig n a ted  first-lev el, seco n d -lev el, a n d  so  o n . U n less y o u  a re w ritin g
a  v ery  lo n g  a n d  co m p lex  p a p er, th in k  ca refu lly  b efo re u sin g  m o re th a n  tw o  o r th ree lev els o f su b h ea d s. R a th er th a n  b ein g  h elp fu l,
th ey  ca n  b eco m e d istra ctin g . Y o u  sh o u ld  h a v e a t lea st tw o  su b h ea d s a t a n y  lev el w ith in  a  ch a p ter; if y o u  d o  n o t, y o u r d iv isio n s m a y
n o t b e lo g ica lly  stru ctu red . T w o  co n secu tiv e su b h ea d  lev els m a y  a p p ea r to g eth er w ith o u t in terv en in g  tex t.
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U n less y o u r lo ca l g u id elin es h a v e ru les fo r su b h ea d s, y o u  m a y  d ev ise y o u r o w n  ty p o g ra p h y  a n d  fo rm a t fo r th em . E a ch  lev el o f
su b h ea d  sh o u ld  b e co n sisten t a n d  d ifferen t fro m  a ll o th er lev els, a n d  h ig h er-lev el su b h ea d s sh o u ld  b e m o re v isu a lly  p ro m in en t th a n
lo w er-lev el o n es. In  g en era l, su b h ea d s a re m o re p ro m in en t w h en  cen tered , in  b o ld fa ce o r ita lic ty p e, o r ca p ita lized  h ea d lin e sty le
th a n  w h en  flu sh  left, in  reg u la r ty p e, o r ca p ita lized  sen ten ce sty le. E x cep t fo r ru n -in  su b h ea d s (see fifth  lev el, b elo w ), p u t m o re sp a ce
b efo re a  su b h ea d  th a n  a fter (u p  to  tw o  b la n k  lin es b efo re a n d  o n e lin e, o r d o u b le lin e sp a cin g , a fter) a n d  d o  n o t en d  a  su b h ea d  w ith  a
p erio d . T o  m a in ta in  co n sisten cy , u se y o u r w o rd  p ro cesso r to  d efin e a  sty le fo r ea ch  lev el.
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Figure A.9. First page of a chapter. Reprinted with perm ission from  Fonna Form an-Barzilai, òAdam  Sm ith and the Circles of
Sym pathyó (PhD diss., University of Chicago, 2001).
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H ere is o n e p la n  fo r fiv e lev els o f su b h ea d s.

Џ F irst lev el: cen tered , b o ld fa ce o r ita lic ty p e, h ea d lin e-sty le ca p ita liza tio n

Contem porary Art

Џ S eco n d  lev el: cen tered , reg u la r ty p e, h ea d lin e-sty le ca p ita liza tio n

W hat Are the M ajor Styles?

Џ T h ird  lev el: flu sh  left, b o ld fa ce o r ita lic ty p e, h ea d lin e-sty le ca p ita liza tio n

Abstract Expressionism

Џ F o u rth  lev el: flu sh  left, ro m a n  ty p e, sen ten ce-sty le ca p ita liza tio n

M ajor painters and practitioners

Џ F ifth  lev el: ru n  in  a t b eg in n in g  o f p a ra g ra p h  (n o  b la n k  lin e a fter), b o ld fa ce o r ita lic ty p e, sen ten ce-sty le ca p ita liza tio n , term in a l
p erio d

Pollock as the leader. The role of leading Abstract Expressionist painter was filled by Jackson Pollocké

N ev er en d  a  p a g e w ith  a  su b h ea d . S et y o u r w o rd  p ro cesso r to  k eep  a ll h ea d in g s a tta ch ed  to  th e en su in g  p a ra g ra p h . (T h e b u ilt-in
h ea d in g  sty les in  m o st w o rd  p ro cesso rs a re set to  sta y  w ith  th e n ex t p a ra g ra p h  b y  d efa u lt.)

A.2.2.5 NO TES O R PARENTHETICAL CITATIO NS. If y o u  a re u sin g  b ib lio g ra p h y -sty le cita tio n s w ith  fo o tn o tes, see 16 .3  fo r a  d iscu ssio n  o f
h o w  to  fo rm a t fo o tn o tes. F ig u re A .10  sh o w s a  sa m p le p a g e o f tex t w ith  fo o tn o tes.

If y o u  a re u sin g  a u th o r-d a te cita tio n s, see 18 .3  fo r a  d iscu ssio n  o f h o w  to  fo rm a t p a ren th etica l cita tio n s. F ig u re A .11 sh o w s a
sa m p le p a g e o f tex t w ith  p a ren th etica l cita tio n s.

A.2.2.6 TABLES AND FIG URES. If y o u r p a p er in clu d es ta b les o r fig u res, see ch a p ter 2 6  fo r a  d iscu ssio n  o f h o w  to  fo rm a t ta b les, so m e
ty p es o f fig u res, a n d  fig u re ca p tio n s, a n d  A .3 .1 fo r in fo rm a tio n  a b o u t in sertin g  th ese elem en ts in to  y o u r p a p er. F ig u re A .12  sh o w s a
sa m p le p a g e o f tex t w ith  a  fig u re p o sitio n ed  o n  it, a n d  fig u re A .13  sh o w s a  sa m p le o f a  ta b le in  la n d sca p e o rien ta tio n  o n  its o w n  p a g e.
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Figure A.10. Page of text with footnotes. Reprinted with perm ission from  M ark R. W ilson, òThe Business of Civil W ar: M ilitary
Enterprise, the State, and Political Econom y in the United States, 1850ð1880ó (PhD diss., University of Chicago, 2002).
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Figure A.11. Page of text with parenthetical citations. Reprinted with perm ission from  M onica Prasad, òThe Politics of Free M arkets:
The Rise of Neoliberal Econom ic Policy in Britain, France, and the United Statesó (PhD diss., University of Chicago, 2000).
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Figure A.12. Page with text and a figure. Reprinted with perm ission from  M arjorie Elizabeth W ood, òEm ancipating the Child Laborer:
Children, Freedom , and the M oral Boundaries of the M arket in the United States, 1853ð1938ó (PhD diss., University of Chicago,
2011).
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Figure A.13. Page with a landscape table. Reprinted with perm ission from  Nathaniel Baum -Snow, òEssays on the Spatial
Distribution of Population and Em ploym entó (PhD diss., University of Chicago, 2005).
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A.2.2.7 CO NCLUSIO N. In  a  th esis o r d isserta tio n  (o r, in  so m e ca ses, a  lo n g  cla ss p a p er), y o u  w ill p ro b a b ly  en d  w ith  a  co n clu sio n  th a t is
lo n g  en o u g h  to  trea t a s a  sep a ra te elem en t. If y o u  in clu d e su ch  a  co n clu sio n , la b el th e first p a g e C o n clu sio n  a t th e to p  o f th e p a g e. D o
n o t rep ea t th e title o n  su b seq u en t p a g es o f th e co n clu sio n . L ea v e tw o  b la n k  lin es b etw een  th e title a n d  th e first lin e o f tex t.

Y o u  m a y  a lso  la b el th e co n clu sio n  a s th e la st n u m b ered  ch a p ter o f y o u r p a p er if y o u  w a n t to  em p h a size its co n n ectio n  to  th e rest
o f y o u r tex t. If so , trea t th e w o rd  C o n clu sio n  a s a  ch a p ter title (see A .2 .2 .3 ).

A.2.3 Back Matter

T h e b a ck  m a tter o f y o u r p a p er m a y  co n sist o f a ll o r so m e o r n o n e o f th e fo llo w in g  elem en ts. D ep a rtm en ts a n d  u n iv ersities u su a lly
p ro v id e sp ecific d irectio n s fo r th e o rd er o f elem en ts; if y o u rs d o es n o t, fo llo w  th e o rd er g iv en  h ere. N u m b er th e b a ck  m a tter
co n tin u o u sly  w ith  th e tex t u sin g  a ra b ic n u m era ls.

A.2.3.1 ILLUSTRATIO NS. If y o u  g ro u p  a ll o f y o u r illu stra tio n s to g eth er a t th e en d  o f y o u r th esis o r d isserta tio n  (o r, in  so m e ca ses, y o u r
cla ss p a p er) in stea d  o f in clu d in g  th em  in  th e tex t (see 2 6 .1.1), m a k e th em  th e first elem en t in  th e b a ck  m a tter. L a b el th e first p a g e o f
su ch  a  sectio n  Illu stra tio n s a t th e to p  o f th e p a g e. If th is sectio n  is m o re th a n  o n e p a g e, d o  n o t rep ea t th e title. F o r in fo rm a tio n  a b o u t
in sertin g  fig u res in to  y o u r p a p er, see A .3 .1.

If so m e illu stra tio n s a re p la ced  in  th e tex t, h o w ev er, a n y  th a t a re g ro u p ed  in  th e b a ck  m a tter m u st b e p la ced  in  a n  a p p en d ix ; see
A .2 .3 .2 .

A.2.3.2 APPENDIXES. If y o u r th esis o r d isserta tio n  (o r, in  so m e ca ses, y o u r cla ss p a p er) in clu d es essen tia l su p p o rtin g  m a teria l th a t
ca n n o t b e ea sily  w o rk ed  in to  th e b o d y  o f y o u r p a p er, p u t th e m a teria l in  o n e o r m o re a p p en d ix es in  th e b a ck  m a tter. (D o  n o t p u t
a p p en d ix es a t th e en d s o f ch a p ters.) E x a m p les o f su ch  m a teria l w o u ld  b e ta b les a n d  fig u res th a t a re m a rg in a lly  relev a n t to  y o u r to p ic
o r to o  la rg e to  p u t in  th e tex t; sch ed u les a n d  fo rm s u sed  in  co llectin g  m a teria ls; co p ies o f d o cu m en ts n o t a v a ila b le to  th e rea d er; a n d
ca se stu d ies to o  lo n g  to  p u t in to  th e tex t.

L a b el th e first p a g e A p p en d ix  a t th e to p  o f th e p a g e. If th e a p p en d ix  is m o re th a n  o n e p a g e, d o  n o t rep ea t th e title. L ea v e tw o
b la n k  lin es b etw een  th e title a n d  th e first lin e o f tex t o r o th er m a teria l.

If th e a p p en d ix  m a teria l is o f d ifferen t ty p es fo r ex a m p le, a  ta b le a n d  a  ca se stu d y d iv id e it a m o n g  m o re th a n  o n e a p p en d ix . In
th is ca se, g iv e ea ch  a p p en d ix  a  n u m b er o r letter a n d  a  d escrip tiv e title. Y o u  m a y  g iv e th e n u m b ers in  eith er a ra b ic n u m era ls (1, 2 ) o r
sp elled  o u t (O n e, T w o ), o r y o u  m a y  u se sin g le letters o f th e a lp h a b et in  seq u en tia l o rd er (A , B ). P u t th e n u m b er o r letter fo llo w in g  th e
w o rd  A p p en d ix , a n d  p la ce th e d escrip tiv e title o n  th e n ex t lin e. (If y o u r p a p er h a s o n ly  o n e a p p en d ix , y o u  m a y  a lso  g iv e it a
d escrip tiv e title, b u t d o  n o t g iv e it a  n u m b er o r letter.)

If th e a p p en d ix  co n sists o f y o u r o w n  ex p la n a to ry  tex t, d o u b le-sp a ce it a n d  fo rm a t it to  m a tch  th e m a in  tex t. If it is in  list fo rm  o r
co n sists o f a  p rim a ry  d o cu m en t o r a  ca se stu d y , y o u  m a y  ch o o se to  sin g le-sp a ce th e tex t, esp ecia lly  if it is lo n g .

T rea t su p p o rtin g  m a teria l th a t ca n n o t b e p resen ted  in  p rin t fo rm , su ch  a s a  la rg e d a ta  set o r a  m u ltim ed ia  file, a s a n  a p p en d ix .
In clu d e a  b rief d escrip tio n  o f th e m a teria l a n d  its lo ca tio n , in clu d in g  a  h y p erlin k  (if relev a n t). C o n su lt y o u r lo ca l g u id elin es fo r
sp ecific req u irem en ts fo r file fo rm a t, p resen ta tio n , a n d  su b m issio n ; see a lso  A .3 .1.

A.2.3.3 G LO SSARY. If y o u r th esis o r d isserta tio n  (o r, in  so m e ca ses, y o u r cla ss p a p er) n eed s a  g lo ssa ry  (see A .2 .1.11), y o u  m a y  in clu d e it
in  eith er th e fro n t o r b a ck  m a tter, w h ere it fo llo w s a n y  a p p en d ix es a n d  p reced es en d n o tes a n d  th e b ib lio g ra p h y  o r referen ce list. A ll
o f th e sp ecia l fo rm a t req u irem en ts d escrib ed  in  A .2 .1.11 a p p ly , ex cep t th a t th e b a ck -m a tter g lo ssa ry  p a g es sh o u ld  b e n u m b ered  w ith
a ra b ic in stea d  o f ro m a n  n u m era ls. F ig u re A .8  sh o w s a  sa m p le g lo ssa ry  (p a g in a ted  fo r th e fro n t m a tter).

A.2.3.4 ENDNO TES. If y o u  a re u sin g  b ib lio g ra p h y -sty le cita tio n s, a n d  u n less y o u r lo ca l g u id elin es req u ire fo o tn o tes o r en d -o f-ch a p ter
n o tes, y o u  m a y  in clu d e n o tes in  th e b a ck  m a tter a s en d n o tes. L a b el th e first p a g e o f th is elem en t N o tes a t th e to p  o f th e p a g e. D o  n o t
rep ea t th e title o n  su b seq u en t p a g es o f th e en d n o tes sectio n . L ea v e tw o  b la n k  lin es b etw een  th e title a n d  th e first n o te, a n d  o n e b la n k
lin e b etw een  n o tes. T h e n o tes th em selv es sh o u ld  b e sin g le-sp a ced , w ith  a  sta n d a rd  p a ra g ra p h  in d en t a t th e sta rt o f ea ch  o n e. If y o u
resta rt n u m b erin g  fo r ea ch  ch a p ter, a d d  a  su b h ea d in g  b efo re th e first n o te to  ea ch  ch a p ter. F ig u re A .14  sh o w s a  sa m p le p a g e o f
en d n o tes fo r a  p a p er d iv id ed  in to  ch a p ters. S ee a lso  16 .3 .3  a n d  A .2 .2 .4 .

If y o u  a re u sin g  a u th o r-d a te cita tio n s, y o u  w ill n o t h a v e en d n o tes.

A.2.3.5 BIBLIO G RAPHY O R REFERENCE LIST. If y o u  a re u sin g  b ib lio g ra p h y -sty le cita tio n s, y o u  w ill p ro b a b ly  in clu d e a  b ib lio g ra p h y  in  th e
b a ck  m a tter. L a b el th e first p a g e o f th is elem en t B ib lio g ra p h y  a t th e to p  o f th e p a g e.
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Figure A.14. Endnotes. Reprinted with perm ission from  M ark R. W ilson, òThe Business of Civil W ar: M ilitary Enterprise, the State,
and Political Econom y in the United States, 1850ð1880ó (PhD diss., University of Chicago, 2002).
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D o  n o t rep ea t th e title o n  su b seq u en t p a g es o f th e b ib lio g ra p h y . L ea v e tw o  b la n k  lin es b etw een  th e title a n d  th e first en try , a n d  o n e
b la n k  lin e b etw een  en tries. T h e en tries th em selv es sh o u ld  b e sin g le-sp a ced , w ith  ru n o v ers in d en ted  h a lf a n  in ch . F ig u re A .15  sh o w s a
sa m p le p a g e o f a  b ib lio g ra p h y .

F o r so m e ty p es o f b ib lio g ra p h ies y o u  sh o u ld  u se a  d ifferen t title, su ch  a s S o u rces C o n su lted . If y o u  d o  n o t a rra n g e th e
b ib lio g ra p h y  a lp h a b etica lly  b y  a u th o r, in clu d e a  h ea d n o te, su b h ea d in g s (fo rm a tted  co n sisten tly ), o r b o th  to  ex p la in  th e a rra n g em en t.
S ee 16 .2  fo r th ese v a ria tio n s.

If y o u  a re u sin g  a u th o r-d a te cita tio n s, y o u  m u st in clu d e a  referen ce list in  th e b a ck  m a tter. L a b el th e first p a g e o f th e list
R eferen ces a t th e to p  o f th e p a g e. D o  n o t rep ea t th e title o n  su b seq u en t p a g es o f th e referen ce list. L ea v e tw o  b la n k  lin es b etw een  th e
title a n d  th e first en try , a n d  o n e b la n k  lin e b etw een  sin g le-sp a ced  en tries. In d en t ru n o v ers h a lf a n  in ch . F ig u re A .16  sh o w s a  sa m p le
p a g e o f a  referen ce list.

In  th e ra re ca se th a t y o u  d o  n o t a rra n g e th e referen ce list a lp h a b etica lly  b y  a u th o r (see 18 .2 .1), in clu d e a  h ea d n o te, su b h ea d in g s
(fo rm a tted  co n sisten tly ), o r b o th  to  ex p la in  th e a rra n g em en t.

A.3 File Preparation and Subm ission Requirem ents

A.3.1 Preparing Your Files

B y  fo llo w in g  so m e b a sic p ra ctices fo r g o o d  electro n ic file m a n a g em en t a n d  p rep a ra tio n , y o u  ca n  a v o id  p ro b lem s a n d  p ro d u ce a
leg ib le, p ro p erly  fo rm a tted  p a p er. T h ese p ra ctices a p p ly  w h eth er y o u  w ill b e su b m ittin g  y o u r p a p er electro n ica lly , a s h a rd  co p y , o r
b o th .

A.3.1.1 FILE M ANAG EM ENT. T ry  to  m in im ize th e risk  th a t y o u r d a ta  w ill b e lo st o r co rru p ted  a t so m e p o in t.

Џ P rep a re y o u r p a p er a s a  sin g le electro n ic file, reg a rd less o f its len g th . W o rk in g  w ith  a  sin g le file a llo w s y o u  to  sea rch  a n d  m a k e
ch a n g es g lo b a lly , to  u se y o u r w o rd  p ro cesso r s a u to m a ted  n u m b erin g  fu n ctio n s a ccu ra tely  (fo r fo o tn o tes, p a g in a tio n , a n d  th e lik e),
a n d  to  d efin e a n d  a p p ly  sty les co n sisten tly  (see A .3 .1.2 ). P a p ers su b m itted  electro n ica lly  m u st a lm o st a lw a y s b e in  a  sin g le file, b u t
y o u  m a y  d iv id e th e file in to  sectio n s u sin g  w o rd  p ro cesso r fu n ctio n s fo r certa in  fo rm a t req u irem en ts, su ch  a s listin g  n o tes a t th e
en d  o f a  ch a p ter o r ch a n g in g  h ea d ers. L a rg e d a ta b a ses o r m u ltim ed ia  files m a y  n eed  to  b e su b m itted  sep a ra tely  a s su p p lem en ta l
files.

Џ N a m e th e file sim p ly  a n d  lo g ica lly . If y o u  sa v e d ifferen t v ersio n s o f th e file o v er tim e, n a m e th em  co n sisten tly  (a lw a y s en d in g  in  th e
d a te, fo r ex a m p le) to  a v o id  co n fu sio n  o f v ersio n s. B efo re fin a l su b m issio n  ch eck  y o u r lo ca l g u id elin es fo r n a m in g  co n v en tio n s th a t
a p p ly  to  th e file a n d  a n y  su p p lem en ta l m a teria ls.
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Figure A.15. Bibliography. Reprinted with perm ission from  M ark R. W ilson, òThe Business of Civil W ar: M ilitary Enterprise, the State,
and Political Econom y in the United States, 1850ð1880ó (PhD diss., University of Chicago, 2002).
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Figure A.16. Reference list. Reprinted with perm ission from  M onica Prasad, òThe Politics of Free M arkets: The Rise of Neoliberal
Econom ic Policy in Britain, France, and the United Statesó (PhD diss., University of Chicago, 2000).
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Џ A v o id  w o rk in g  o n  th e file in  m o re th a n  o n e ty p e o f so ftw a re o r o p era tin g  sy stem . C o n v ersio n s a lw a y s in v o lv e so m e risk  o f erro rs
a n d  lo st d a ta , ev en  w h en  m o v in g  b etw een  sta n d a rd  w o rd  p ro cesso rs.

Џ S a v e th e file o ften  d u rin g  ea ch  w ritin g  sessio n .
Џ B a ck  u p  th e file in  m o re th a n  o n e lo ca tio n  a fter ea ch  w ritin g  sessio n . In  a d d itio n  to  y o u r lo ca l h a rd  d riv e, sa v e it to  a  n etw o rk  o r

file-h o stin g  serv ice (if a v a ila b le) o r to  a  rem o v a b le sto ra g e m ed iu m , su ch  a s a  fla sh  d riv e.
Џ P rin t o u t th e file o r co n v ert it to  th e req u ired  electro n ic fo rm a t b efo re y o u r su b m issio n  d a te. L o o k  it o v er fo r a n y  so ftw a re g litch es,

su ch  a s sp ecia l ch a ra cters th a t a re n o t su p p o rted  b y  y o u r p rin ter, w h ile th ere is tim e to  co rrect th em . L a b el th e p rin to u t o r n a m e
th e n ew  file D ra ft  a n d  k eep  it a t lea st u n til y o u  su b m it th e fin a l v ersio n . In  a n  em erg en cy  (su ch  a s a  co m p u ter m a lfu n ctio n  o r a
serio u s illn ess), y o u  ca n  u se it to  sh o w  th a t y o u  d id  in d eed  p ro d u ce a  d ra ft.

F o r co n sid era tio n s rela ted  to  cita tio n  m a n a g em en t so ftw a re, see 15 .6 .

A.3.1.2 TEXT CO M PO NENTS. P resen t a ll co m p o n en ts o f y o u r tex t clea rly  a n d  co n sisten tly .

Џ F o rm a t ea ch  tex t co m p o n en t co n sisten tly , in clu d in g  reg u la r tex t, b lo ck  q u o ta tio n s, fo o tn o tes, a n d  ea ch  ty p e o f title a n d  su b h ea d .
T h e m o st efficien t w a y  to  en su re co n sisten cy  is to  u se y o u r w o rd  p ro cesso r to  d efin e a n d  a p p ly  a  u n iq u e sty le (sp ecify in g  ty p efa ce,
size, p o sitio n , lin e sp a cin g , a n d  so  fo rth ) fo r ea ch  co m p o n en t.

Џ S et y o u r w o rd  p ro cesso r to  a lig n  tex t flu sh  left w ith  a  ra g g ed  rig h t m a rg in  u n less y o u r lo ca l g u id elin es reco m m en d  o th erw ise, a n d
d o  n o t u se its a u to m a ted  h y p h en a tio n  fea tu re (see 2 0 .4 .1).

Џ U se y o u r w o rd  p ro cesso r s m en u  fo r sp ecia l ch a ra cters (a lso  ca lled  sy m b o ls) to  in sert letters w ith  a ccen ts a n d  o th er d ia critics,
ch a ra cters fro m  G reek  a n d  o th er n o n -L a tin  a lp h a b ets, m a th em a tica l o p era to rs (b u t see b elo w ), p a ra g ra p h  o r sectio n  m a rk s, a n d
th e lik e. If a  p a rticu la r ch a ra cter is n o t a v a ila b le, y o u  m a y  n eed  to  select a  d ifferen t ty p efa ce fo r th a t ch a ra cter.

Џ S u p p ly  in tern a l b o o k m a rk s a n d  ex tern a l h y p erlin k s a s y o u r lo ca l g u id elin es reco m m en d .
Џ A v o id  co lo r fo n ts. E v en  if y o u  su b m it y o u r p a p er a s a  P D F  o r p rin t it o n  a  co lo r p rin ter, it m a y  b e p rin ted  o r co p ied  la ter o n  a  b la ck -

a n d -w h ite m a ch in e, a n d  th e co lo r m ig h t n o t rep ro d u ce w ell.
Џ C rea te eq u a tio n s a n d  fo rm u la s w ith  th e eq u a tio n  ed ito r in  y o u r w o rd  p ro cesso r, if p o ssib le. If n o t, crea te th ese item s in  th e

relev a n t p ro g ra m  a n d  in sert th em  in to  y o u r file a s im a g es (see A .3 .1.3 ). L ea v e a t lea st o n e b la n k  lin e b etw een  th e eq u a tio n  a n d  th e
tex t b o th  a b o v e a n d  b elo w .

A.3.1.3 TABLES. U se y o u r so ftw a re to  p resen t ta b les th a t a re clea r, w ell fo rm a tted , a n d  ea sily  rea d a b le. F o r m o re in fo rm a tio n , see 8 .3 .

Џ C rea te ta b les w ith  th e ta b le ed ito r in  y o u r w o rd  p ro cesso r, if p o ssib le. If n o t, crea te th em  in  a  sp rea d sh eet p ro g ra m  a n d  in sert th em
in to  y o u r file a s u n lin k ed  (em b ed d ed ) ta b les. F o rm a t th em  to  m a tch  th e su rro u n d in g  tex t. S ee ch a p ter 2 6  fo r d iscu ssio n  o f ta b le
stru ctu re, fo rm a t, a n d  p la cem en t in  tex t.

Џ P u t a  ta b le n u m b er a n d  title o n  th e lin e a b o v e a  ta b le (see 2 6 .2 .2 ). R u n  th e title th e fu ll w id th  o f th e ta b le, a n d  d o  n o t in d en t a n y
ru n o v ers.

Џ P u t ta b le fo o tn o tes (if a n y ) u n d er th e b o tto m  ru le o f a  ta b le, w ith  a  b la n k  lin e b etw een  th e ru le a n d  th e first n o te, a n d  a lso  b etw een
n o tes. F o o tn o tes m a y  b e p resen ted  in  a  sm a ller ty p efa ce th a n  th e tex t o f y o u r p a p er; co n su lt y o u r lo ca l g u id elin es.

Џ L ea v e a t lea st o n e b la n k  lin e (a n d  p refera b ly  tw o ) b etw een  th e ta b le title a n d  a n y  tex t a b o v e it o n  th e p a g e, a n d  a lso  b etw een  th e
b o tto m  ru le (o r la st fo o tn o te) a n d  a n y  tex t b elo w  it.

Џ U se ca u tio n  in  em p lo y in g  sh a d in g  o r co lo r to  co n v ey  m ea n in g . E v en  if y o u  p rin t th e p a p er o n  a  co lo r p rin ter o r su b m it it a s a  P D F ,
it m a y  b e p rin ted  o r co p ied  la ter o n  a  b la ck -a n d -w h ite m a ch in e, a n d  if it is a  d isserta tio n  it m a y  b e m icro film ed . S h a d in g  a n d  co lo r
m a y  n o t rep ro d u ce w ell in  a n y  o f th ese fo rm s. If y o u  u se sh a d in g , m a k e su re it d o es n o t o b scu re th e tex t o f th e ta b le, a n d  d o  n o t
u se m u ltip le sh a d es, w h ich  m ig h t n o t rep ro d u ce d istin ctly .

Џ R ep ea t th e stu b  co lu m n  a n d  a ll co lu m n  h ea d s (see 2 6 .2 .4  a n d  2 6 .2 .5 ) o n  ev ery  p a g e o f a  m u ltip a g e ta b le. O m it th e b o tto m  ru le o n
a ll p a g es ex cep t th e la st.

Џ R em a in  w ith in  y o u r p a p er s sta n d a rd  m a rg in s fo r a  ta b le th a t ta k es u p  a n  en tire p a g e o r is in  la n d sca p e o rien ta tio n  (see 2 6 .1.2 ). D o
n o t p u t a n y  reg u la r tex t o n  a  p a g e co n ta in in g  a  la n d sca p e ta b le. S et th e ta b le title in  eith er la n d sca p e o r p o rtra it o rien ta tio n  a n d
in clu d e a  p a g e n u m b er, b u t ch eck  y o u r lo ca l g u id elin es fo r th e n u m b er s o rien ta tio n .

Џ K eep  a  ta b le th a t ca n n o t b e p resen ted  in  p rin t fo rm , su ch  a s o n e co n ta in in g  a  la rg e d a ta  set, a s a  sep a ra te file, a n d  trea t it a s a n
a p p en d ix  to  y o u r p a p er (see A .2 .3 .2 ).

A.3.1.4 FIG URES. T a k e ca re th a t y o u r g ra p h ics a re ea sy  to  rea d , a ccu ra te, a n d  to  th e p o in t. F o r m o re in fo rm a tio n , see 8 .3 .

Џ C rea te ch a rts, g ra p h s, a n d  d ia g ra m s w ith  y o u r w o rd  p ro cesso r, if p o ssib le. If n o t, crea te th em  in  th e relev a n t p ro g ra m  a n d  in sert
th em  in to  y o u r file a s im a g es. F o rm a t th em  to  m a tch  th e su rro u n d in g  tex t. S ee ch a p ter 2 6  fo r d iscu ssio n  o f fig u re ty p es, fo rm a t,
a n d  p la cem en t in  tex t.

Џ In sert p h o to g ra p h s, m a p s, a n d  o th er ty p es o f fig u res in to  y o u r file a s im a g es. If th e item  is a v a ila b le to  y o u  o n ly  in  h a rd  co p y , sca n
a n d  in sert it if p o ssib le.

Џ P u t a  fig u re n u m b er a n d  ca p tio n  o n  th e lin e b elo w  a  fig u re (see 2 6 .3 .2 ). (W ith  ex a m p les fro m  m u sica l sco res o n ly , p u t th ese item s
o n  th e lin e a b o v e a  fig u re.) R u n  th e ca p tio n  th e fu ll w id th  o f th e fig u re, a n d  d o  n o t in d en t a n y  ru n o v ers. If th ere is n o t en o u g h
ro o m  fo r b o th  fig u re a n d  ca p tio n  w ith in  th e m a rg in s o f a  p a g e, p u t th e ca p tio n  a t th e b o tto m  (o r, if n ecessa ry , th e to p ) o f th e
n ea rest p reced in g  tex t p a g e.

Џ L ea v e a t lea st o n e b la n k  lin e (a n d  p refera b ly  tw o ) b etw een  th e fig u re a n d  a n y  tex t a b o v e it o n  th e p a g e, a n d  a lso  b etw een  th e
ca p tio n  a n d  a n y  tex t b elo w  it.

Џ U se ca u tio n  in  em p lo y in g  sh a d in g  o r co lo r to  co n v ey  m ea n in g . E v en  if y o u  p rin t th e p a p er o n  a  co lo r p rin ter o r su b m it it a s a  P D F ,
it m a y  b e p rin ted  o r co p ied  la ter o n  a  b la ck -a n d -w h ite m a ch in e, a n d  if it is a  d isserta tio n  it m a y  b e m icro film ed . S h a d in g  a n d  co lo r
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m a y  n o t rep ro d u ce w ell in  a n y  o f th ese fo rm s. If y o u  u se sh a d in g , m a k e su re it d o es n o t o b scu re a n y  tex t in  th e fig u re, a n d  d o  n o t
u se m u ltip le sh a d es, w h ich  m ig h t n o t rep ro d u ce d istin ctly .

Џ C o n su lt y o u r lo ca l g u id elin es fo r a n y  req u irem en ts rela ted  to  reso lu tio n , sca lin g , cro p p in g , a n d  o th er p a ra m eters.
Џ R em a in  w ith in  y o u r p a p er s sta n d a rd  m a rg in s fo r a  fig u re th a t ta k es u p  a n  en tire p a g e o r is in  la n d sca p e o rien ta tio n  (see 2 6 .1.2 ).

D o  n o t p u t a n y  reg u la r tex t o n  a  p a g e co n ta in in g  a  la n d sca p e fig u re. S et th e fig u re ca p tio n  in  eith er la n d sca p e o r p o rtra it
o rien ta tio n  a n d  in clu d e a  p a g e n u m b er, b u t ch eck  y o u r lo ca l g u id elin es fo r th e n u m b er s o rien ta tio n .

Џ K eep  a  fig u re th a t ca n n o t b e p resen ted  in  p rin t fo rm , su ch  a s a  m u ltim ed ia  file, a s a  sep a ra te file, a n d  trea t it a s a n  a p p en d ix  to
y o u r p a p er (see A .2 .3 .2 ).

A.3.2 Submitting Electronic Files

M a n y  d ep a rtm en ts a n d  u n iv ersities n o w  req u ire electro n ic su b m issio n  o f a  th esis o r d isserta tio n  in  a d d itio n  to  o r in stea d  o f h a rd
co p y  (see A .3 .3 ). In stru cto rs m a y  a lso  req u est electro n ic co p ies o f cla ss p a p ers. F o r cla ss p a p ers, co n su lt y o u r in stru cto r reg a rd in g
a ccep ta b le file ty p es.

T h e req u irem en ts fo r th eses a n d  d isserta tio n s a re m o re strin g en t. W ell in  a d v a n ce o f th e d ea d lin e, rev iew  th e sp ecific g u id elin es
o f y o u r d ep a rtm en t o r u n iv ersity  reg a rd in g  a n y  fo rm s o r p ro ced u res th a t m u st b e co m p leted  b efo re y o u  ca n  su b m it y o u r p a p er. If
p o ssib le, g et a n  o fficia l to  rev iew  y o u r p a p er fo r p ro p er fo rm a t a n d  o th er req u irem en ts b efo re y o u  su b m it th e fin a l co p y .

M o st d isserta tio n s a n d  so m e th eses w ill b e su b m itted  to  a n  electro n ic rep o sito ry . M a n y  u n iv ersities w o rk  w ith  P ro Q u est
D isserta tio n s a n d  T h eses, a  co m m ercia l rep o sito ry ; o th ers m a in ta in  th eir o w n . In  eith er ca se, fo llo w  y o u r u n iv ersity s g u id elin es fo r
fo rm a ttin g  y o u r p a p er a n d  crea tin g  th e electro n ic file. M o st p a p ers w ill n eed  to  b e su b m itted  a s a  sin g le P D F  d o cu m en t. If y o u r
p a p er in clu d es su p p lem en ta l files th a t ca n n o t b e in clu d ed  in  th e P D F  (see A .2 .3 .2 ), fo llo w  y o u r u n iv ersity s (o r th e rep o sito ry s)
g u id elin es fo r p rep a rin g  a n d  su b m ittin g  th em . A t a  m in im u m , p erfo rm  th e fo llo w in g  ch eck s:

Џ T est a n y  in tern a l b o o k m a rk s o r ex tern a l h y p erlin k s fo r a ccu ra cy .
Џ E n su re th a t a ll fo n ts u sed  in  a  P D F  o f y o u r p a p er a re em b ed d ed , o r sa v ed  in  th e file, to  p reserv e th e a p p ea ra n ce o f y o u r p a p er.
Џ V erify  a ll d escrip tiv e m eta d a ta  a sso cia ted  w ith  ea ch  file y o u  p la n  to  su b m it.

O n ce th e fu ll tex t o f y o u r p a p er is p u b lish ed  in  a n  electro n ic rep o sito ry , o th ers w ill h a v e a ccess to  y o u r w o rk . Y o u  m a y  b e g iv en
th e o p tio n  to  p u b lish  tra d itio n a lly  o r to  p ro v id e free, o p en  a ccess to  y o u r w o rk  o n lin e. (P a p ers p u b lish ed  w ith o u t o p en  a ccess a re
ty p ica lly  a v a ila b le o n ly  th ro u g h  a  co m m ercia l d a ta b a se o r a  lib ra ry .) If y o u  a re co n cern ed  a b o u t lim itin g  a ccess to  y o u r p a p er fo r a
sp ecific p erio d , y o u  m a y  b e a b le to  a p p ly  fo r a n  em b a rg o ; ch eck  y o u r lo ca l g u id elin es.

W h ich ev er p u b lish in g  o p tio n  y o u  select, co p y rig h t restrictio n s a p p ly . If y o u  in clu d e co p y rig h ted  m a teria l b ey o n d  th e co n v en tio n s
o f fa ir u se, y o u  m u st o b ta in  w ritten  p erm issio n  fro m  th e co p y rig h t h o ld er, a n d  y o u  m a y  b e req u ired  to  su b m it th a t d o cu m en ta tio n
w ith  y o u r p a p er. F a ilu re to  p ro v id e su ch  m a teria l m a y  d ela y  a ccep ta n ce o r p u b lica tio n  o f y o u r d isserta tio n . C o n su lt y o u r lo ca l
g u id elin es a n d  th o se o ffered  b y  th e rep o sito ry . F o r m o re in fo rm a tio n , see ch a p ter 4  in  T h e C h ica g o  M a n u a l o f S ty le, 16 th  ed . (2 0 10 ),
o r th e b o o k let C o p y rig h t L a w  &  G ra d u a te R esea rch : N ew  M ed ia , N ew  R ig h ts, a n d  Y o u r D isserta tio n  b y  K en n eth  D . C rew s.

A.3.3 Submitting Hard Copy

E v en  if y o u  su b m it y o u r p a p er electro n ica lly  (A .3 .2 ), y o u  m a y  a lso  b e a sk ed  to  su b m it o n e o r m o re h a rd  co p ies o f th e fu ll p a p er o r o f
sp ecific p a g es it. In  so m e ca ses y o u  m a y  b e a sk ed  to  su b m it o n ly  th e h a rd  co p y . If y o u  a re w ritin g  a  cla ss p a p er, su b m ittin g  it m a y  b e
a s sim p le a s p rin tin g  o u t a  sin g le co p y  a n d  h a n d in g  it in  to  y o u r in stru cto r. O r y o u  m a y  in stea d  b e a sk ed  to  su b m it m u ltip le co p ies to
m u ltip le in d iv id u a ls (y o u r cla ssm a tes, o r o th er fa cu lty  m em b ers). F o llo w  in stru ctio n s ex a ctly , a n d  a lw a y s k eep  b o th  a  h a rd  co p y  a n d
th e electro n ic file fo r y o u r reco rd s. A ll co p ies sh o u ld  ex a ctly  m a tch  th e o rig in a l.

T h e req u irem en ts fo r th eses a n d  d isserta tio n s a re m o re strin g en t, in  p a rt b eca u se su ch  p a p ers m a y  b e p reserv ed  in  b o u n d  fo rm
b y  th e u n iv ersity  o r b y  a  co m m ercia l rep o sito ry . W ell in  a d v a n ce o f th e d ea d lin e, rev iew  th e sp ecific g u id elin es o f y o u r d ep a rtm en t o r
u n iv ersity  reg a rd in g  su ch  m a tters a s th e n u m b er o f co p ies req u ired  a n d  a n y  p a p erw o rk  o r p ro ced u res th a t m u st b e co m p leted  b efo re
y o u  ca n  su b m it y o u r p a p er. If p o ssib le, g et a n  o fficia l to  rev iew  y o u r p a p er fo r p ro p er fo rm a t b efo re y o u  p ro d u ce th e fin a l co p ies.

F o llo w  y o u r u n iv ersity s reco m m en d a tio n s fo r p a p er sto ck . M o st w ill sp ecify  a  p a p er th a t is 8  x  11 in ch es (in  U S  u n iv ersities)
a n d  su ita b le fo r lo n g -term  p reserv a tio n  o f th e w o rk . If th e g u id elin es d o  n o t sp ecify  th e p a p er sto ck , fo llo w  th e A m erica n  L ib ra ry
A sso cia tio n s reco m m en d a tio n  fo r tw en ty -p o u n d  w eig h t, n eu tra l-p H  (a cid -free) p a p er th a t is la b eled  eith er b u ffered  o r a s h a v in g  a
m in im u m  2  p ercen t a lk a lin e reserv e. S o m e b u t n o t a ll sto ck  referred  to  a s d isserta tio n  b o n d  m eets th ese req u irem en ts, so  b e su re
to  ex a m in e th e p a p er sp ecifica tio n s b efo re m a k in g  a n y  co p ies. U n less y o u r g u id elin es sp ecify  o th erw ise, p rin t y o u r p a p er o n  o n ly  o n e
sid e o f ea ch  p a g e.

M o st u n iv ersities a re serv ed  b y  o n e o r m o re co p y  cen ters, eith er o n  o r n ea r ca m p u s, w h o se sta ff is fa m ilia r w ith  th e req u irem en ts
fo r co p ies o f th eses a n d  d isserta tio n s. A lth o u g h  u sin g  th eir serv ices m a y  b e m o re ex p en siv e th a n  p ro d u cin g  th e co p ies o n  y o u r o w n ,
it red u ces th e risk  th a t y o u r p a p er w ill b e rejected  fo r in co rrect p a p er sto ck  o r co p y  q u a lity  p ro b lem s.
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1.  B o w m a n , J o h n  S ., ed . T h e C a m b rid g e D ictio n a ry  o f A m erica n  B io g ra p h y . C a m b rid g e: C a m b rid g e U n iv ersity  P ress, 19 9 5 .
1.  W o rld  B io g ra p h ica l In fo rm a tio n  S y stem . B erlin : W a lter d e G ru y ter, 2 0 0 4 . h ttp ://d b .sa u r.d e /W B IS /.
1.  M a tth ew , H . C . G ., a n d  B ria n  H o w a rd  H a rriso n , ed s. O x fo rd  D ictio n a ry  o f N a tio n a l B io g ra p h y , in  A sso cia tio n  w ith  th e B ritish

A ca d em y : F ro m  th e E a rliest T im es to  th e Y ea r 2 0 0 0 . 6 0  v o ls. N ew  Y o rk : O x fo rd  U n iv ersity  P ress, 2 0 0 4 . A lso  a t
h ttp ://w w w .o x fo rd d n b .co m /.

2.  J a ck so n , K en n eth  T ., K a ren  M a rk o e, a n d  A rn ie M a rk o e, ed s. T h e S crib n er E n cy clo p ed ia  o f A m erica n  L iv es. 8  v o ls. co v erin g  19 8 1
2 0 0 8 . N ew  Y o rk : C h a rles S crib n er s S o n s, 19 9 8 2 0 0 9 .

2.  L a g a ss , P a u l, ed . T h e C o lu m b ia  E n cy clo p ed ia . 6 th  ed . N ew  Y o rk : C o lu m b ia  U n iv ersity  P ress, 2 0 0 0 . A lso  a t
h ttp ://ed u ca tio n .y a h o o .co m /referen ce/en cy clo p ed ia /.

2.  N ew  E n cy clo p a ed ia  B rita n n ica . 15 th  ed . 3 2  v o ls. C h ica g o : E n cy clo p a ed ia  B rita n n ica , 2 0 10 . A lso  a t h ttp ://w w w .eb .co m /.
3.  B o o th , W a y n e C ., G reg o ry  G . C o lo m b , a n d  J o sep h  M .W illia m s. T h e C ra ft o f R esea rch . 3 rd  ed . C h ica g o : U n iv ersity  o f C h ica g o

P ress, 2 0 0 8 .
3.  H a ck er, D ia n a , a n d  B a rb a ra  F ister. R esea rch  a n d  D o cu m en ta tio n  in  th e E lectro n ic A g e. 5 th  ed . B o sto n : B ed fo rd /S t. M a rtin s,

2 0 10 . A lso  a t h ttp ://b cs.b ed fo rd stm a rtin s.co m /resd o c5 e/.
3.  K a n e, E ileen , a n d  M a ry  O R eilly -d e B r n . D o in g  Y o u r O w n  R esea rch . N ew  Y o rk : M a rio n  B o y a rs, 2 0 0 1.
3.  K ieft, R o b ert, ed . G u id e to  R eferen ce. C h ica g o : A m erica n  L ib ra ry  A sso cia tio n , 2 0 0 8 . h ttp ://w w w .g u id eto referen ce.o rg /.
3.  L ip so n , C h a rles. D o in g  H o n est W o rk  in  C o lleg e: H o w  to  P rep a re C ita tio n s, A v o id  P la g ia rism , a n d  A ch iev e R ea l A ca d em ic S u ccess.

2 n d  ed . C h ica g o : U n iv ersity  o f C h ica g o  P ress, 2 0 0 8 .
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3.  M a n n , T h o m a s. O x fo rd  G u id e to  L ib ra ry  R esea rch . 3 rd  ed . N ew  Y o rk : O x fo rd  U n iv ersity  P ress, 2 0 0 5 .
3.  R eferen ce U n iv erse. S terlin g , V A : P a ra tex t, 2 0 0 2 . h ttp ://refu n iv .o d y ssi.co m /.
3.  R o w ely , J en n ifer, a n d  J o h n  F a rro w . O rg a n izin g  K n o w led g e: A n  In tro d u ctio n  to  M a n a g in g  A ccess to  In fo rm a tio n . 3 rd  ed .

A ld ersh o t, H a m p sh ire, U K : G o w er, 2 0 0 0 .
3.  S ea rs, J ea n  L ., a n d  M a rily n  K . M o o d y . U sin g  G o v ern m en t In fo rm a tio n  S o u rces: E lectro n ic a n d  P rin t. 3 rd  ed . P h o en ix , A Z : O ry x

P ress, 2 0 0 1.
4.  A ltern a tiv e P ress In d ex . C h ica g o : A ltern a tiv e P ress C en tre; Ip sw ich , M A : E B S C O , 19 6 9 .

h ttp ://w w w .eb sco h o st.co m /g o v ern m en t/.
4.  B ib lio g ra p h ic In d ex . N ew  Y o rk : H . W . W ilso n , 19 3 7 2 0 11.
4.  B o o k  R ev iew  D ig est P lu s. N ew  Y o rk : H .W . W ilso n ; Ip sw ich , M A : E B S C O , 2 0 0 2 . h ttp ://w w w .eb sco h o st.co m /w ilso n /.
4.  B o o k  R ev iew  D ig est R etro sp ectiv e: 19 0 5 19 8 2  (H . W . W ilso n ). Ip sw ich , M A : E B S C O , 2 0 11 . h ttp ://w w w .eb sco h o st.co m /w ilso n /.
4.  B o o k  R ev iew  In d ex . D etro it: G a le R esea rch , 19 6 5 . A lso  a t h ttp ://w w w .g a le.cen g a g e.co m  /B R IO n lin e/.
4.  B o o k s in  P rin t. N ew  P ro v id en ce, N J : R . R . B o w k er. A lso  a t h ttp ://w w w .b o o k sin p rin t.co m /.
4.  B rig h a m , C la ren ce S . H isto ry  a n d  B ib lio g ra p h y  o f A m erica n  N ew sp a p ers, 16 9 0 18 2 0 . 2  v o ls. W estp o rt, C T : G reen w o o d  P ress,

19 7 6 .
4.  C o n feren ce P a p ers In d ex . B eth esd a , M D : C a m b rid g e S cien tific A b stra cts, 19 7 8 . A lso  a t h ttp ://w w w .csa .co m /.
4.  F a rb er, E v a n  Ira , ed . C o m b in ed  R etro sp ectiv e In d ex  to  B o o k  R ev iew s in  S ch o la rly  J o u rn a ls, 18 8 6 19 7 4 . 15  v o ls. A rlin g to n , V A :

C a rro llto n  P ress, 19 7 9 8 2 .
4.  G reg o ry , W in ifred , ed . A m erica n  N ew sp a p ers, 18 2 1 19 3 6 : A  U n io n  L ist o f F iles A v a ila b le in  th e U n ited  S ta tes a n d  C a n a d a . N ew

Y o rk : H .W .W ilso n , 19 3 7 .
4.  K irk u s R ev iew s. N ew  Y o rk : K irk u s M ed ia , 19 3 3 . A lso  a t h ttp ://w w w .k irk u srev iew s.co m /.
4.  N a tio n a l N ew sp a p er In d ex . M en lo  P a rk , C A : In fo rm a tio n  A ccess, 19 7 9 . A lso  a t h ttp ://

lib ra ry .d ia lo g .co m /b lu esh eets/h tm l/b lo lll.h tm l.
4.  N ew  Y o rk  T im es In d ex . N ew  Y o rk : N ew  Y o rk  T im es, 19 13 .
4.  N ew sp a p ers in  M icro fo rm . W a sh in g to n , D C : L ib ra ry  o f C o n g ress, 19 4 8 8 3 . A lso  a t h ttp :// w w w .lo c.g o v /.
4.  P erio d ica ls In d ex  O n lin e. A n n  A rb o r, M I: P ro Q u est In fo rm a tio n  a n d  L ea rn in g , 19 9 0 . h ttp :// p io .ch a d w y ck .co .u k /.
4.  P o o le, W illia m  F red erick , a n d  W illia m  Isa a c F letch er. P o o le s In d ex  to  P erio d ica l L itera tu re. R ev . ed . G lo u cester, M A : P eter

S m ith , 19 7 0 .
4.  P o p u la r P erio d ica l In d ex . C a m d en , N J : R u tg ers U n iv ersity , 19 7 3 9 3 .
4.  R ea d ers  G u id e to  P erio d ica l L itera tu re (H .W .W ilso n ). Ip sw ich , M A : E B S C O , 2 0 0 3 . h ttp ://w w w .eb sco h o st.co m /w ilso n /.
4.  R eferen ce B o o k s B u lletin . C h ica g o : A m erica n  L ib ra ry  A sso cia tio n , 19 8 4 2 0 0 7 .
4.  S eria ls R ev iew . S a n  D ieg o : P erg a m o n , 19 7 5 . A lso  a t h ttp ://w w w .scien ced irect.co m  /scien ce/jo u rn a l/0 0 9 8 7 9 13 .
4.  S u b ject G u id e to  B o o k s in  P rin t. N ew  Y o rk : R . R . B o w k er, 19 5 7 . A lso  a t h ttp ://w w w .b o o k sin p rin t.co m /.
4.  W a ll S treet J o u rn a l. N ew  Y o rk : D o w  J o n es, 18 8 9 . A lso  a t h ttp ://w w w .p ro q u est.co m /.
5.  B o lk er, J o a n . W ritin g  Y o u r D isserta tio n  in  F ifteen  M in u tes a  D a y : A  G u id e to  S ta rtin g , R ev isin g , a n d  F in ish in g  Y o u r D o cto ra l

T h esis. N ew  Y o rk : H .H o lt, 19 9 8 .
5.  C rew s, K en n eth  D . C o p y rig h t L a w  a n d  G ra d u a te R esea rch : N ew  M ed ia , N ew  R ig h ts, a n d  Y o u r D isserta tio n . A n n  A rb o r, M I: U M I,

2 0 0 0 . A lso  a t h ttp ://p ro q u est.co m /en -U S /p ro d u cts /d isserta tio n s/co p y rig h t/.
5.  M iller, J a n e E . T h e C h ica g o  G u id e to  W ritin g  a b o u t N u m b ers. C h ica g o : U n iv ersity  o f C h ica g o  P ress, 2 0 0 4 .
5.  S tern b erg , D a v id . H o w  to  C o m p lete a n d  S u rv iv e a  D o cto ra l D isserta tio n . N ew  Y o rk : S t. M a rtin s G riffin , 19 8 1.
5.  S tru n k , W illia m , a n d  E . B . W h ite. T h e E lem en ts o f S ty le. 5 0 th  a n n iv ersa ry  ed . N ew  Y o rk : P ea rso n  L o n g m a n , 2 0 0 9 .
5.  W illia m s, J o sep h  M ., a n d  G reg o ry  G . C o lo m b . S ty le: L esso n s in  C la rity  a n d  G ra ce. 10 th  ed . B o sto n : L o n g m a n , 2 0 10 .
6.  T h e C h ica g o  M a n u a l o f S ty le. 16 th  ed . C h ica g o : U n iv ersity  o f C h ica g o  P ress, 2 0 10 . A lso  a t h ttp ://w w w .ch ica g o m a n u a lo fsty le.o rg /.

Visual Representation of Data (Tables, Figures, Posters, etc.)
2.  H a rris, R o b ert L . In fo rm a tio n  G ra p h ics: A  C o m p reh en siv e Illu stra ted  R eferen ce. N ew  Y o rk : O x fo rd  U n iv ersity  P ress, 2 0 0 0 .
3.  C lev ela n d , W illia m  S . T h e E lem en ts o f G ra p h in g  D a ta . R ev . ed . S u m m it, N J : H o b a rt P ress, 19 9 4 .
3.  . V isu a lizin g  D a ta . S u m m it, N J : H o b a rt P ress, 19 9 3 .
3.  M o n m o n ier, M a rk . M a p p in g  It O u t: E x p o sito ry  C a rto g ra p h y  fo r th e H u m a n ities a n d  S o cia l S cien ces. C h ica g o : U n iv ersity  o f

C h ica g o  P ress, 19 9 3 .
3.  T u fte, E d w a rd  R . E n v isio n in g  In fo rm a tio n . C h esh ire, C T : G ra p h ics, 19 9 0 .
3.  . V isu a l a n d  S ta tistica l T h in k in g : D isp la y s o f E v id en ce fo r M a k in g  D ecisio n s. C h esh ire, C T : G ra p h ics, 19 9 7 .
3.  . T h e V isu a l D isp la y  o f Q u a n tita tiv e In fo rm a tio n . 2 n d  ed . C h esh ire, C T : G ra p h ics P ress, 2 0 0 1.
3.  W a in er, H o w a rd . V isu a l R ev ela tio n s: G ra p h ica l T a les o f F a te a n d  D ecep tio n  fro m  N a p o leo n  B o n a p a rte to  R o ss P ero t. N ew  Y o rk :

C o p ern icu s, 19 9 7 .
5.  A lley , M ich a el. T h e C ra ft o f S cien tific P resen ta tio n s: C ritica l S tep s to  S u cceed  a n d  C ritica l E rro rs to  A v o id . N ew  Y o rk : S p rin ter,

2 0 0 3 .
5.  B risco e, M a ry  H elen . P rep a rin g  S cien tific Illu stra tio n s: A  G u id e to  B etter P o sters, P resen ta tio n s, a n d  P u b lica tio n s. 2 n d  ed . N ew

Y o rk : S p rin g er, 19 9 6 .
5.  E sp o sito , M o n a , K a y e M a rsh a ll, a n d  F red rick a  L . S to ller. P o ster S essio n s b y  E x p erts.  In  N ew  W a y s in  C o n ten t-B a sed

In stru ctio n , ed ited  b y  D o n n a  M . B rin to n  a n d  P eter M a ster, 115 18 . A lex a n d ria , V A : T ea ch ers o f E n g lish  to  S p ea k ers o f O th er
L a n g u a g es, 19 9 7 .

5.  K o ssly n , S tep h en  M . E lem en ts o f G ra p h  D esig n . N ew  Y o rk : W . H . F reem a n , 19 9 4 .
5.  L a rk in , G reg . S to ry b o a rd in g : A  C o n crete W a y  to  G en era te E ffectiv e V isu a ls.  J o u rn a l o f T ech n ica l W ritin g  a n d  C o m m u n ica tio n

2 6 , n o . 3  (19 9 6 ): 2 7 3 9 0 .
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5.  N ico l, A d elh eid  A . M ., a n d  P en n y  M . P ex m a n . P resen tin g  Y o u r F in d in g s: A  P ra ctica l G u id e fo r C rea tin g  T a b les. W a sh in g to n , D C :
A m erica n  P sy ch o lo g ica l A sso cia tio n , 19 9 9 .

5.  R ice U n iv ersity , C a in  P ro ject in  E n g in eerin g  a n d  P ro fessio n a l C o m m u n ica tio n . D esig n in g  S cien tific a n d  E n g in eerin g  P o sters,
[2 0 0 3 ]. h ttp ://w w w .o w ln et.rice.ed u /~ ca in p ro j /ih _ p o sters.h tm l.

5.  R o b b in s, N a o m i B . C rea tin g  M o re E ffectiv e G ra p h s. N ew  Y o rk : J o h n  W iley  a n d  S o n s, 2 0 0 4 .
5.  R o ss, T ed . T h e A rt o f M u sic E n g ra v in g  a n d  P ro cessin g : A  C o m p lete M a n u a l, R eferen ce, a n d  T ex t B o o k  o n  P rep a rin g  M u sic fo r

R ep ro d u ctio n  a n d  P rin t. M ia m i: H a n sen  B o o k s, 19 7 0 .
5.  Z w eifel, F ra n ces W . A  H a n d b o o k  o f B io lo g ica l Illu stra tio n . 2 n d  ed . C h ica g o : U n iv ersity  o f C h ica g o  P ress, 19 8 8 .
6.  C B E  S cien tific Illu stra tio n  C o m m ittee. Illu stra tin g  S cien ce: S ta n d a rd s fo r P u b lica tio n . B eth esd a , M D : C o u n cil o f B io lo g y  E d ito rs,

19 8 8 .

Humanities
G eneral
1.  M u rp h y , B ru ce, ed . B en t s R ea d er s E n cy clo p ed ia . 5 th  ed . N ew  Y o rk : H a rp erC o llin s, 2 0 0 8 .
3.  K irk h a m , S a n d i. H o w  to  F in d  In fo rm a tio n  in  th e H u m a n ities. L o n d o n : L ib ra ry  A sso cia tio n , 19 8 9 .
4.  A m erica n  H u m a n ities In d ex . T ro y , N Y : W h itsto n , 19 7 5 2 0 0 4 .
4.  A rts a n d  H u m a n ities C ita tio n  In d ex . P h ila d elp h ia : In stitu te fo r S cien tific In fo rm a tio n , 19 7 6 . A lso  a t h ttp ://w o k in fo .co m /.
4.  B la zek , R o n , a n d  E liza b eth  A v ersa . T h e H u m a n ities: A  S electiv e G u id e to  In fo rm a tio n  S o u rces. 5 th  ed . E n g lew o o d , C O : L ib ra ries

U n lim ited , 2 0 0 0 .
4.  B ritish  H u m a n ities In d ex . L o n d o n : L ib ra ry  A sso cia tio n ; B eth esd a , M D : C a m b rid g e S cien tific A b stra cts, 19 6 2 .
4.  H u m a n ities In d ex . N ew  Y o rk : H .W .W ilso n , 19 7 4 .
4.  A n  In d ex  to  B o o k  R ev iew s in  th e H u m a n ities. W illia m sto n , M I: P . T h o m so n , 19 6 0 9 0 .
4.  In d ex  to  S o cia l S cien ces a n d  H u m a n ities P ro ceed in g s. P h ila d elp h ia : In stitu te fo r S cien tific In fo rm a tio n , 19 7 9 . A lso  a t

h ttp ://w o k in fo .co m /.
4.  H a rzfeld , L o is A . P erio d ica l In d ex es in  th e S o cia l S cien ces a n d  H u m a n ities: A  S u b ject G u id e. M etu ch en , N J : S ca recro w  P ress,

19 7 8 .
4.  W a lfo rd s G u id e to  R eferen ce M a teria l. V o l. 3 , G en era lia , L a n g u a g e a n d  L itera tu re, th e A rts, ed ited  b y  A n th o n y  C h a lcra ft, R a y

P ry th erch , a n d  S tep h en  W illis. 7 th  ed . L o n d o n : L ib ra ry  A sso cia tio n , 19 9 8 .
5.  N o rth ey , M a rg o t, a n d  M a u rice L eg ris. M a k in g  S en se in  th e H u m a n ities: A  S tu d en t s G u id e to  W ritin g  a n d  S ty le. T o ro n to : O x fo rd

U n iv ersity  P ress, 19 9 0 .

Art
1.  C h ilv ers, Ia n , a n d  H a ro ld  O sb o rn e, ed s. T h e O x fo rd  D ictio n a ry  o f A rt a n d  A rtists. 4 th  ed . O x fo rd : O x fo rd  U n iv ersity  P ress, 2 0 0 9 .
1.  M y ers, B ern a rd  L ., a n d  T rew in  C o p p lesto n e, ed s. T h e M a cm illa n  E n cy clo p ed ia  o f A rt. R ev . ed . L o n d o n : M a cm illa n , 19 8 1.
1.  M y ers, B ern a rd  S ., a n d  S h irley  D . M y ers, ed s. M cG ra w -H ill D ictio n a ry  o f A rt. 5  v o ls. N ew  Y o rk : M cG ra w -H ill, 19 6 9 .
1.  O x fo rd  A rt O n lin e. O x fo rd : O x fo rd  U n iv ersity  P ress, 2 0 0 7 . h ttp ://w w w .o x fo rd a rto n lin e.co m /.
1.  O x fo rd  R eferen ce O n lin e: A rt a n d  A rch itectu re. O x fo rd : O x fo rd  U n iv ersity  P ress, 2 0 0 2 . h ttp :// w w w .o x fo rd referen ce.co m /.
1.  S o ren sen , L ee. D ictio n a ry  o f A rt H isto ria n s. D u rh a m , N C : D u k e U n iv ersity  P ress. h ttp :// w w w .d ictio n a ry o fa rth isto ria n s.o rg /.
2.  M y ers, B ern a rd  S ., ed . E n cy clo p ed ia  o f W o rld  A rt. 17  v o ls. N ew  Y o rk : M cG ra w -H ill, 19 5 9 8 7 .
3.  A rn tzen , E tta , a n d  R o b ert R a in w a ter. G u id e to  th e L itera tu re o f A rt H isto ry . C h ica g o : A m erica n  L ib ra ry  A sso cia tio n , 19 8 0 .
3.  J o n es, L o is S w a n . A rt In fo rm a tio n  a n d  th e In tern et: H o w  to  F in d  It, H o w  to  U se It. P h o en ix , A Z : O ry x  P ress, 19 9 9 .
3.  . A rt In fo rm a tio n : R esea rch  M eth o d s a n d  R eso u rces. 3 rd  ed . D u b u q u e, IA : K en d a ll/H u n t, 19 9 0 .
3.  M a rm o r, M a x , a n d  A lex  R o ss. G u id e to  th e L itera tu re o f A rt H isto ry  2 . C h ica g o : A m erica n  L ib ra ry  A sso cia tio n , 2 0 0 5 .
3.  M in o r, V ern o n  H y d e. A rt H isto ry s H isto ry . 2 n d  ed . U p p er S a d d le R iv er, N J : P ren tice H a ll, 2 0 0 1.
4.  A rt A b stra cts (H . W . W ilso n ). Ip sw ich , M A : E B S C O , 19 9 0 s . h ttp ://w w w .eb sco h o st.co m  /w ilso n /.
4.  A rt In d ex  (H . W . W ilso n ). Ip sw ich , M A : E B S C O , 19 9 0 s-. h ttp ://w w w .eb sco h o st.co m /w ilso n /.
4.  A rt In d ex  R etro sp ectiv e: 19 2 9 19 8 4  (H . W . W ilso n ). Ip sw ich , M A : E B S C O , 19 9 0 s. h ttp ://w w w .eb sco h o st.co m /w ilso n /.
4.  In tern a tio n a l B ib lio g ra p h y  o f A rt. L o st A n g eles: J . P a u l G etty  T ru st; A n n  A rb o r, M I: P ro Q u est C S A , 2 0 0 8 . h ttp ://w w w .csa .co m /.
5.  B a rn et, S y lv a n . A  S h o rt G u id e to  W ritin g  a b o u t A rt. 10 th  ed . U p p er S a d d le R iv er, N J : P ren tice H a ll, 2 0 10 .

History
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Y o rk : M o d ern  L a n g u a g e A sso cia tio n  o f A m erica , 2 0 0 8 .
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5.  B a rn et, S y lv a n , a n d  W illia m  E . C a in . A  S h o rt G u id e to  W ritin g  a b o u t L itera tu re. 12 th  ed . N ew  Y o rk : L o n g m a n /P ea rso n , 2 0 11.
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U n iv ersity  P ress, 19 9 2 .

Social Sciences
G eneral
1.  C a lh o u n , C ra ig , ed . D ictio n a ry  o f th e S o cia l S cien ces. N ew  Y o rk : O x fo rd  U n iv ersity  P ress, 2 0 0 2 . A lso  a t

h ttp ://w w w .o x fo rd referen ce.co m /.
1.  S ta tistica l A b stra ct o f th e U n ited  S ta tes. W a sh in g to n , D C : U S  C en su s B u rea u , 18 7 8 . A lso  a t

h ttp ://w w w .cen su s.g o v /co m p en d ia /sta ta b /.
2.  D a rity , W illia m , ed . In tern a tio n a l E n cy clo p ed ia  o f th e S o cia l S cien ces. 2 n d  ed . 9  v o ls. N ew  Y o rk : M a cm illa n , 2 0 0 8 .
3.  H erro n , N a n cy  L ., ed . T h e S o cia l S cien ces: A  C ro ss-D iscip lin a ry  G u id e to  S elected  S o u rces. 3 rd  ed . E n g lew o o d , C O : L ib ra ries

U n lim ited , 2 0 0 2 .
3.  L ig h t, R ich a rd  J ., a n d  D a v id  B . P illem er. S u m m in g  U p : T h e S cien ce o f R ev iew in g  R esea rch . C a m b rid g e, M A : H a rv a rd  U n iv ersity

P ress, 19 8 4 .
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4.  G ro ssm a n , J o rg e. n d ice g en era l d e p u b lica cio n es p eri d ica s la tin o a m erica n a s: H u m a n id a d es y  cien cia s so cia les / In d ex  to  L a tin

A m erica n  P erio d ica ls: H u m a n ities a n d  S o cia l S cien ces. M etu ch en , N J : S ca recro w P ress, 19 6 1 7 0 .
4.  H a rzfeld , L o is A . P erio d ica l In d ex es in  th e S o cia l S cien ces a n d  H u m a n ities: A  S u b ject G u id e. M etu ch en , N J : S ca recro w  P ress,

19 7 8 .
4.  In d ex  o f A frica n  S o cia l S cien ce P erio d ica l A rticles. D a k a r, S en eg a l: C o u n cil fo r th e D ev elo p m en t o f E co n o m ic a n d  S o cia l R esea rch

in  A frica , 19 8 9 .
4.  In d ex  to  S o cia l S cien ces a n d  H u m a n ities P ro ceed in g s. P h ila d elp h ia : In stitu te fo r S cien tific In fo rm a tio n , 19 7 9 . A lso  a t

h ttp ://w o k in fo .co m / (a s C P C I-S S H )
4.  L ester, R a y , ed . T h e N ew  W a lfo rd . V o l. 2 , T h e S o cia l S cien ces. L o n d o n : F a cet, 2 0 0 8 .
4.  P A IS  In tern a tio n a l in  P rin t. N ew  Y o rk : O C L C  P u b lic A ffa irs In fo rm a tio n  S erv ice, 19 9 1 . A lso  a t h ttp ://w w w .csa .co m /.
4.  S o cia l S cien ces C ita tio n  In d ex . P h ila d elp h ia : In stitu te fo r S cien tific In fo rm a tio n , 19 6 9 . A lso  a t h ttp ://w o k in fo .co m /.
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4.  S o cia l S cien ces In d ex . N ew  Y o rk : H . W  W ilso n , 19 7 4 . A lso  a t h ttp ://w w w .eb sco h o st.co m /w ilso n / (a s S o cia l S cien ce A b stra cts).
5.  B eck er, H o w a rd  S . W ritin g  fo r S o cia l S cien tists: H o w  to  S ta rt a n d  F in ish  Y o u r T h esis, B o o k , o r A rticle. 2 n d  ed . C h ica g o :

U n iv ersity  o f C h ica g o  P ress, 2 0 0 7 .
5.  B ell, J u d ith . D o in g  Y o u r R esea rch  P ro ject: A  G u id e fo r F irst-T im e R esea rch ers in  E d u ca tio n , H ea lth , a n d  S o cia l S cien ce. 5 th  ed .

M a id en h ea d , U K : O p en  U n iv ersity  P ress, 2 0 10 .
5.  K ra th w o h l, D a v id  R ., a n d  N ick  L . S m ith . H o w  to  P rep a re a  D isserta tio n  P ro p o sa l: S u g g estio n s fo r S tu d en ts in  E d u ca tio n  a n d  th e

S o cia l a n d  B eh a v io ra l S cien ces. S y ra cu se, N Y : S y ra cu se U n iv ersity  P ress, 2 0 0 5 .
5.  N o rth ey , M a rg o t, L o rn e T ep p erm a n , a n d  P a trizia  A lb a n ese. M a k in g  S en se: A  S tu d en t s G u id e to  R esea rch  a n d  W ritin g ; S o cia l

S cien ces. 5 th  ed . O n ta rio : O x fo rd  U n iv ersity  P ress, 2 0 12 .

Anthropology
1.  B a rfield , T h o m a s, ed . T h e D ictio n a ry  o f A n th ro p o lo g y . O x fo rd : B la ck w ell, 2 0 0 0 .
1.  W in th ro p , R o b ert H . D ictio n a ry  o f C o n cep ts in  C u ltu ra l A n th ro p o lo g y . N ew  Y o rk : G reen w o o d  P ress, 19 9 1.
2.  B a rn a rd , A la n , a n d  J o n a th a n  S p en cer, ed s. E n cy clo p ed ia  o f S o cia l a n d  C u ltu ra l A n th ro p o lo g y . 2 n d  ed . L o n d o n : R o u tled g e, 2 0 10 .
2.  E m b er, M elv in , C a ro l R . E m b er, a n d  Ia n  A . S k o g g a rd , ed s. E n cy clo p ed ia  o f W o rld  C u ltu res: S u p p lem en t. N ew  Y o rk : G a le

G ro u p /T h o m so n  L ea rn in g , 2 0 0 2 .
2.  In g o ld , T im , ed . C o m p a n io n  E n cy clo p ed ia  o f A n th ro p o lo g y : H u m a n ity , C u ltu re, a n d  S o cia l L ife. N ew  ed . L o n d o n : R o u tled g e,

2 0 0 2 .
2.  L ev in so n , D a v id , ed . E n cy clo p ed ia  o f W o rld  C u ltu res. 10  v o ls. B o sto n : G . K . H a ll, 19 9 6 .
2.  L ev in so n , D a v id , a n d  M elv in  E m b er, ed s. E n cy clo p ed ia  o f C u ltu ra l A n th ro p o lo g y . 4  v o ls. N ew  Y o rk : H en ry  H o lt, 19 9 6 .
3.  B ern a rd , H . R u ssell, ed . H a n d b o o k  o f M eth o d s in  C u ltu ra l A n th ro p o lo g y . W a ln u t C reek , C A : A lta M ira  P ress, 2 0 0 0 .
3.  . R esea rch  M eth o d s in  A n th ro p o lo g y : Q u a lita tiv e a n d  Q u a n tita tiv e A p p ro a ch es. 4 th  ed . L a n h a m , M D : A lta M ira  P ress,

2 0 0 5 .
3.  C u rren t T o p ics in  A n th ro p o lo g y : T h eo ry , M eth o d s, a n d  C o n ten t. 8  v o ls. R ea d in g , M A : A d d iso n -W esley , 19 7 1 7 4 .
3.  G len n , J a m es R . G u id e to  th e N a tio n a l A n th ro p o lo g ica l A rch iv es, S m ith so n ia n  In stitu tio n . R ev . a n d  en l. ed . W a sh in g to n , D C :

N a tio n a l A n th ro p o lo g ica l A rch iv es, 19 9 6 . A lso  a t h ttp :// w w w .n m n h .si.ed u /n a a /g u id es.h tm .
3.  P o g g ie, J o h n  J ., J r., B illie R . D eW a lt, a n d  W illia m  W . D ressier, ed s. A n th ro p o lo g ica l R esea rch : P ro cess a n d  A p p lica tio n . A lb a n y :

S ta te U n iv ersity  o f N ew  Y o rk  P ress, 19 9 2 .
4.  A b stra cts in  A n th ro p o lo g y . A m ity v ille, N Y : B a y w o o d  P u b lish in g , 19 7 0 . A lso  a t h ttp :// a n th ro p o lo g y .m eta p ress.co m /.
4.  A n n u a l R ev iew  o f A n th ro p o lo g y . P a lo  A lto , C A : A n n u a l R ev iew s, 19 7 2 . A lso  a t h ttp ://w w w .a n n u a lrev iew s.o rg /jo u rn a l/a n th ro .
4.  T h e U rb a n  P o rta l. C h ica g o : U n iv ersity  o f C h ica g o  U rb a n  N etw o rk . h ttp ://u rb a n .u ch ica g o .ed u /.

Business
1.  F ried m a n , J a ck  P . D ictio n a ry  o f B u sin ess T erm s. 4 th  ed . H a u p p a u g e, N Y : B a rro n s E d u ca tio n a l S eries, 2 0 0 7 .
1.  L in k , A lb ert N . L in k s In tern a tio n a l D ictio n a ry  o f B u sin ess E co n o m ics. C h ica g o : P ro b u s, 19 9 3 .
1.  N isb erg , J a y  N . T h e R a n d o m  H o u se D ictio n a ry  o f B u sin ess T erm s. N ew  Y o rk : R a n d o m  H o u se, 19 9 2 .
1.  W iech m a n n , J a ck  G ., a n d  L a u ren ce U rd a n g , ed s. N T C s D ictio n a ry  o f A d v ertisin g . 2 n d  ed . L in co ln w o o d , IL : N a tio n a l T ex tb o o k ,

19 9 3 .
2.  F o lso m , W . D a v is, a n d  S ta cia  N . V a n D y n e, ed s. E n cy clo p ed ia  o f A m erica n  B u sin ess. R ev . ed . 2  v o ls. N ew  Y o rk : F a cts o n  F ile,

2 0 0 4 .
2.  T h e L ifesty le M a rk et A n a ly st: A  R eferen ce G u id e fo r C o n su m er M a rk et A n a ly sis. W ilm ette, IL : S ta n d a rd  R a te a n d  D a ta  S erv ice,

19 8 9 2 0 0 8 .
2.  M cD o n o u g h , J o h n , a n d  K a ren  E g o lf, ed s. T h e A d v ertisin g  A g e E n cy clo p ed ia  o f A d v ertisin g . 3  v o ls. N ew  Y o rk : F itzro y  D ea rb o rn ,

2 0 0 3 .
2.  V ern o n , M a rk . B u sin ess: T h e K ey  C o n cep ts. N ew  Y o rk : R o u tled g e, 2 0 0 2 .
2.  W a rn er, M a lco lm , a n d  J o h n  P . K o tter, ed s. In tern a tio n a l E n cy clo p ed ia  o f B u sin ess a n d  M a n a g em en t. 2 n d  ed . 8  v o ls. L o n d o n :

T h o m so n  L ea rn in g , 2 0 0 2 .
3.  B ry m a n , A la n , a n d  E m m a  B ell. B u sin ess R esea rch  M eth o d s. 3 rd  ed . N ew  Y o rk : O x fo rd  U n iv ersity  P ress, 2 0 11.
3.  D a n iells, L o rn a  M . B u sin ess In fo rm a tio n  S o u rces. 3 rd  ed . B erk eley : U n iv ersity  o f C a lifo rn ia  P ress, 19 9 3 .
3.  M o ss, R ita  W ., a n d  D a v id  G . E rn sth a u sen . S tra u ss s H a n d b o o k  o f B u sin ess In fo rm a tio n : A  G u id e fo r L ib ra ria n s, S tu d en ts, a n d

R esea rch ers. 3 rd  ed . W estp o rt, C T : L ib ra ries U n lim ited , 2 0 12 .
3.  S ek a ra n , U m a , a n d  R o g er B o u g ie. R esea rch  M eth o d s fo r B u sin ess: A  S k ill B u ild in g  A p p ro a ch . 5 th  ed . N ew  Y o rk : J o h n  W iley  a n d

S o n s, 2 0 0 9 .
3.  W o y , J a m es B ., ed . E n cy clo p ed ia  o f B u sin ess In fo rm a tio n  S o u rces. 2 8 th  ed . 2  v o ls. D etro it: G a le C en g a g e L ea rn in g , 2 0 11.
4.  B u sin ess P erio d ica ls In d ex . N ew  Y o rk : H . W . W ilso n , 19 5 8 . A lso  a t h ttp ://w w w .eb sco h o st.co m /a ca d em ic/ (a s B u sin ess

P erio d ica ls In d ex  R etro sp ectiv e).
5.  F a rrell, T h o m a s J ., a n d  C h a rlo tte D o n a b ed ia n . W ritin g  th e B u sin ess R esea rch  P a p er: A  C o m p lete G u id e. D u rh a m , N C : C a ro lin a

A ca d em ic P ress, 19 9 1.
6.  V etter, W illia m . B u sin ess L a w , L eg a l R esea rch , a n d  W ritin g : H a n d b o o k . N eed h a m  H eig h ts, M A : G in n  P ress, 19 9 1.

Com m unication, Journalism , and M edia Studies
1.  H o ra k , R a y . W eb ster s N ew  W o rld  T eleco m  D ictio n a ry . In d ia n a p o lis: W iley  T ech n o lo g y , 2 0 0 8 .
1.  M iller, T o b y , ed . T elev isio n : C ritica l C o n cep ts in  M ed ia  a n d  C u ltu ra l S tu d ies. L o n d o n : R o u t-led g e, 2 0 0 3 .
1.  N ew to n , H a rry . N ew to n s T eleco m  D ictio n a ry . 2 6 th  ed . N ew  Y o rk : F la tiro n  B o o k s, 2 0 11.
1.  W a tso n , J a m es, a n d  A n n e H ill. A  D ictio n a ry  o f C o m m u n ica tio n  a n d  M ed ia  S tu d ies. 8 th  ed . N ew  Y o rk : B lo o m sb u ry  A ca d em ic,

2 0 12 .
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1.  W eik , M a rtin  H . C o m m u n ica tio n s S ta n d a rd  D ictio n a ry . 3 rd  ed . N ew  Y o rk : C h a p m a n  a n d  H a ll, 19 9 6 .
2.  B a rn o u w , E rik , ed . In tern a tio n a l E n cy clo p ed ia  o f C o m m u n ica tio n s. 4  v o ls. N ew  Y o rk : O x fo rd  U n iv ersity  P ress, 19 8 9 .
2.  J o h n sto n , D o n a ld  H ., ed . E n cy clo p ed ia  o f In tern a tio n a l M ed ia  a n d  C o m m u n ica tio n s. 4  v o ls. S a n  D ieg o , C A : A ca d em ic P ress,

2 0 0 3 .
2.  J o n es, S tev e, ed . E n cy clo p ed ia  o f N ew  M ed ia : A n  E ssen tia l R eferen ce to  C o m m u n ica tio n  a n d  T ech n o lo g y . T h o u sa n d  O a k s, C A :

S a g e, 2 0 0 3 .
2.  S tern , J a n e, a n d  M ich a el S tern . J a n e a n d  M ich a el S tern s E n cy clo p ed ia  o f P o p  C u ltu re: A n  A  to  Z  G u id e o f W h o s W h o  a n d

W h a t s W h a t, fro m  A ero b ics a n d  B u b b le G u m  to  V a lley  o f th e D o lls a n d  M o o n  U n it Z a p p a . N ew  Y o rk : H a rp erP eren n ia l, 19 9 2 .
2.  V a u g h n , S tep h en  L . E n cy clo p ed ia  o f A m erica n  J o u rn a lism . N ew  Y o rk : R o u tled g e, 2 0 0 8 .
3.  C la rk , V iv ien n e, J a m es B a k er, a n d  E ileen  L ew is. K ey  C o n cep ts a n d  S k ills fo r M ed ia  S tu d ies. L o n d o n : H o d d er a n d  S to u g h to n ,

2 0 0 3 .
3.  S to k es, J a n e. H o w  to  D o  M ed ia  a n d  C u ltu ra l S tu d ies. L o n d o n : S a g e, 2 0 0 3 .
3.  S to rey , J o h n . C u ltu ra l S tu d ies a n d  th e S tu d y  o f P o p u la r C u ltu re. 3 rd  ed . E d in b u rg h : E d in b u rg h  U n iv ersity  P ress, 2 0 10 .
4.  B lo ck , E lea n o r S ., a n d  J a m es K . B ra ck en . C o m m u n ica tio n  a n d  th e M a ss M ed ia : A  G u id e to  th e R eferen ce L itera tu re. E n g lew o o d ,

C O : L ib ra ries U n lim ited , 19 9 1.
4.  B lu m , E lea n o r, a n d  F ra n ces G o in s W ilh o it. M a ss M ed ia  B ib lio g ra p h y : A n  A n n o ta ted  G u id e to  B o o k s a n d  J o u rn a ls fo r R esea rch

a n d  R eferen ce. 3 rd  ed . U rb a n a : U n iv ersity  o f Illin o is P ress, 19 9 0 .
4.  C a tes, J o  A . J o u rn a lism : A  G u id e to  th e R eferen ce L itera tu re. 3 rd  ed . W estp o rt, C T : L ib ra ries U n lim ited , 2 0 0 4 .
4.  C D  R ev iew . H a n co ck , N H : W G E  P u b ., 19 8 9 9 6 .
4.  C o m m u n ica tio n s A b stra cts. L o s A n g eles: D ep t. o f J o u rn a lism , U n iv ersity  o f C a lifo rn ia , L o s A n g eles, 19 6 0 . A lso  a t

h ttp ://w w w .eb sco h o st.co m /a ca d em ic/.
4.  F ilm  R ev iew  A n n u a l. E n g lew o o d , N J : J . S . O zer, 19 8 1 2 0 0 2 .
4.  M a tlo n , R o n a ld  J ., a n d  S y lv ia  P . O rtiz, ed s. In d ex  to  J o u rn a ls in  C o m m u n ica tio n  S tu d ies th ro u g h  19 9 5 . A n n a n d a le,V A : N a tio n a l

C o m m u n ica tio n  A sso cia tio n , 19 9 7 .
4.  M ed ia  R ev iew  D ig est. A n n  A rb o r, M I: P ieria n  P ress, 19 7 4 2 0 0 6 .
4.  N ew  Y o rk  T h ea tre C ritics  R ev iew s. N ew  Y o rk : C ritics  T h ea tre R ev iew s, 19 4 3 9 5 .
4.  N ew  Y o rk  T im es D irecto ry  o f th e F ilm . N ew  Y o rk : A rn o  P ress, 19 7 1 .
4.  R eco rd s in  R ev iew . G rea t B a rrin g to n , M A : W y eth  P ress, 19 5 7 8 1.
4.  S terlin g , C h risto p h er H ., J a m es K . B ra ck en , a n d  S u sa n  M . H ill, ed s. M a ss C o m m u n ica tio n s R esea rch  R eso u rces: A n  A n n o ta ted

G u id e. M a h w a h , N J : E rlb a u m , 19 9 8 .
6.  C h ristia n , D a rrell, S a lly  J a co b sen , a n d  D a v id  M in th o rn , ed s. S ty leb o o k  a n d  B riefin g  o n  M ed ia  L a w . 4 6 th  ed . N ew  Y o rk : B a sic

B o o k s, 2 0 11.

Econom ics
1.  P ea rce, D a v id  W ., ed . M IT  D ictio n a ry  o f M o d ern  E co n o m ics. 4 th  ed . C a m b rid g e, M A : M IT  P ress, 19 9 2 .
2.  D u rla u f, S tev en  N ., a n d  L a w ren ce E . B lu m e, ed s. T h e N ew  P a lg ra v e D ictio n a ry  o f E co n o m ics. 8  v o ls. N ew  Y o rk : P a lg ra v e

M a cm illa n , 2 0 11.
2.  G reen w a ld , D o u g la s, ed . T h e M cG ra w -H ill E n cy clo p ed ia  o f E co n o m ics. 2 n d  ed . N ew  Y o rk : M cG ra w -H ill, 19 9 4 .
2.  M o k y r, J o el, ed . T h e O x fo rd  E n cy clo p ed ia  o f E co n o m ic H isto ry . 5  v o ls. O x fo rd : O x fo rd  U n iv ersity  P ress, 2 0 0 3 . A lso  a t

h ttp ://w w w .o x fo rd -eco n o m ich isto ry .co m /.
3.  F letch er, J o h n , ed . In fo rm a tio n  S o u rces in  E co n o m ics. 2 n d  ed . L o n d o n : B u tterw o rth s, 19 8 4 .
3.  J o h n so n , G len n  L . R esea rch  M eth o d o lo g y  fo r E co n o m ists: P h ilo so p h y  a n d  P ra ctice. N ew  Y o rk : M a cm illa n , 19 8 6 .
4.  J o u rn a l o f E co n o m ic L itera tu re. N a sh v ille, T N : A m erica n  E co n o m ic A sso cia tio n , 19 6 9 . A lso  a t h ttp ://w w w .jsto r.o rg /.
5.  M cC lo sk ey , D o n a ld  [D eird re] N . T h e W ritin g  o f E co n o m ics. N ew  Y o rk : M a cm illa n , 19 8 7 .
5.  T h o m so n , W illia m . A  G u id e fo r th e Y o u n g  E co n o m ist. 2 n d  ed . C a m b rid g e, M A : M IT  P ress, 2 0 11.

Education
1.  B a rro w , R o b in , a n d  G eo ffrey  M ilb u rn . A  C ritica l D ictio n a ry  o f E d u ca tio n a l C o n cep ts: A n  A p p ra isa l o f S elected  Id ea s a n d  Issu es in

E d u ca tio n a l T h eo ry  a n d  P ra ctice. 2 n d  ed . N ew  Y o rk : T ea ch ers C o lleg e P ress, 19 9 0 .
1.  C o llin s, J o h n  W illia m s, a n d  N a n cy  P . O B rien , ed s. T h e G reen w o o d  D ictio n a ry  o f E d u ca tio n . 2 n d  ed . S a n ta  B a rb a ra , C A :

G reen w o o d , 2 0 11.
1.  G o rd o n , P eter, a n d  D en is L a w to n . D ictio n a ry  o f B ritish  E d u ca tio n . 3 rd  ed . L o n d o n : W o b u rn  P ress, 2 0 0 3 .
2.  A lk in , M a rv in  C ., ed . E n cy clo p ed ia  o f E d u ca tio n a l R esea rch . 6 th  ed . 4  v o ls. N ew  Y o rk : M a cm illa n , 19 9 2 .
2.  G u th rie, J a m es W ., ed . E n cy clo p ed ia  o f E d u ca tio n . 2 n d  ed . 8  v o ls. N ew  Y o rk : M a cm illa n  R eferen ce U S A , 2 0 0 3 .
2.  L ev in so n , D a v id  L ., P eter W . C o o k so n  J r., a n d  A la n  R . S a d o v n ik , ed s. E d u ca tio n  a n d  S o cio lo g y : A n  E n cy clo p ed ia . N ew  Y o rk :

R o u tled g eF a lm er, 2 0 0 2 .
2.  P eterso n , P en elo p e, E v a  B a k er, a n d  B a rry  M cG a w , ed s. T h e In tern a tio n a l E n cy clo p ed ia  o f E d u ca tio n . 3 rd  ed . 8  v o ls. O x fo rd :

A ca d em ic P ress, 19 9 4 .
2.  U n g er, H a rlo w  G . E n cy clo p ed ia  o f A m erica n  E d u ca tio n . 3 rd  ed . 3  v o ls. N ew  Y o rk : F a cts o n  F ile, 2 0 0 7 .
3.  B a u sell, R . B a rk er. A d v a n ced  R esea rch  M eth o d o lo g y : A n  A n n o ta ted  G u id e to  S o u rces. M etu ch en , N J : S ca recro w  P ress, 19 9 1.
3.  K eev es, J o h n  P ., ed . E d u ca tio n a l R esea rch , M eth o d o lo g y , a n d  M ea su rem en t: A n  In tern a tio n a l H a n d b o o k . 2 n d  ed . N ew  Y o rk :

P erg a m o n , 19 9 7 .
3.  T u ck m a n , B ru ce W ., a n d  B ria n  E . H a rp er. C o n d u ctin g  E d u ca tio n a l R esea rch . 6 th  ed . L a n h a m , M D : R o w m a n  a n d  L ittlefield , 2 0 12 .
4.  E d u ca tio n  In d ex . N ew  Y o rk : H . W . W ilso n , 19 2 9 . A lso  a t h ttp ://w w w .eb sco h o st.co m /w ilso n / (a s E d u ca tio n  In d ex  R etro sp ectiv e

a n d  E d u ca tio n  A b stra cts).
4.  E R IC  D a ta b a se. L a n h a m , M D : E d u ca tio n a l R eso u rces In fo rm a tio n  C en ter, 2 0 0 4 . h ttp :// w w w .eric.ed .g o v /.
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4.  O B rien , N a n cy  P . E d u ca tio n : A  G u id e to  R eferen ce a n d  In fo rm a tio n  S o u rces. 2 n d  ed . E n g lew o o d , C O : L ib ra ries U n lim ited , 2 0 0 0 .
5.  C a rv er, R o n a ld  P . W ritin g  a  P u b lish a b le R esea rch  R ep o rt: In  E d u ca tio n , P sy ch o lo g y , a n d  R ela ted  D iscip lin es. S p rin g field , IL : C .

C . T h o m a s, 19 8 4 .

G eography
1.  W ith erick , M . E ., S im o n  R o ss, a n d  J o h n  S m a ll. A  M o d ern  D ictio n a ry  o f G eo g ra p h y . 4 th  ed . L o n d o n : A rn o ld , 2 0 0 1.
1.  T h e W o rld  F a ctb o o k . W a sh in g to n , D C : C en tra l In tellig en ce A g en cy , 19 9 0 s . h ttp s://w w w .cia .g o v /lib ra ry /p u b lica tio n s/th e-w o rld -

fa ctb o o k /.
2.  D u n b a r, G a ry  S . M o d ern  G eo g ra p h y : A n  E n cy clo p ed ic S u rv ey . N ew  Y o rk : G a rla n d , 19 9 1.
2.  M cC o y , J o h n , ed . G eo -D a ta : T h e W o rld  G eo g ra p h ica l E n cy clo p ed ia . 3 rd  ed . D etro it: T h o m so n  /G a le, 2 0 0 3 . A lso  a t

h ttp ://w w w .g a le.cen g a g e.co m /.
2.  P a rk er, S y b il P ., ed . W o rld  G eo g ra p h ica l E n cy clo p ed ia . 5  v o ls. N ew  Y o rk : M cG ra w -H ill, 19 9 5 .
3.  H isto rica l G IS  C lea rin g h o u se a n d  F o ru m . W a sh in g to n , D C : A sso cia tio n  o f A m erica n  G eo g ra p h ers. h ttp ://w w w .a a g .o rg /.
3.  W a lfo rd , N ig el. G eo g ra p h ica l D a ta : C h a ra cteristics a n d  S o u rces. N ew  Y o rk : J o h n  W iley  a n d  S o n s, 19 9 5 .
4.  C o n zen , M ich a el P ., T h o m a s A . R u m n ey , a n d  G ra em e W y n n . A  S ch o la r s G u id e to  G eo g ra p h ica l W ritin g  o n  th e A m erica n  a n d

C a n a d ia n  P a st. C h ica g o : U n iv ersity  o f C h ica g o  P ress, 19 9 3 .
4.  C u rren t G eo g ra p h ica l P u b lica tio n s. N ew  Y o rk : A m erica n  G eo g ra p h ica l S o ciety  o f N ew  Y o rk , 19 3 8 . A lso  a t

h ttp ://w w w 4 .u w m .ed u /lib ra ries/A G S L /.
4.  G eo g ra p h ica l A b stra cts. N o rw ich , U K : G eo  A b stra cts, 19 6 6 .
4.  O k u n o , T a k a sh i. A  W o rld  B ib lio g ra p h y  o f G eo g ra p h ica l B ib lio g ra p h ies. J a p a n : In stitu te o f G eo scien ce, U n iv ersity  o f T su k u b a ,

19 9 2 .
5.  D u rren b erg er, R o b ert W ., J o h n  K . W rig h t, a n d  E liza b eth  T . P la tt. G eo g ra p h ica l R esea rch  a n d  W ritin g . N ew  Y o rk : C ro w ell, 19 8 5 .
5.  N o rth ey , M a rg o t, D a v id  B . K n ig h t, a n d  D ia n n e D ra p er. M a k in g  S en se: A  S tu d en t s G u id e to  R esea rch  a n d  W ritin g ; G eo g ra p h y

a n d  E n v iro n m en ta l S cien ces. 5 th  ed . D o n  M ills, O N : O x fo rd  U n iv ersity  P ress, 2 0 12 .

Law
1.  G a rn er, B ry a n  A ., ed . B la ck s L a w  D ictio n a ry . 9 th  ed . S t. P a u l, M N : T h o m so n /W est, 2 0 0 9 .
1.  L a w , J o n a th a n , a n d  E liza b eth  A . M a rtin , ed s. A  D ictio n a ry  o f L a w . 7 th  ed . O x fo rd : O x fo rd  U n iv ersity  P ress, 2 0 0 9 .
1.  R ich a rd s, P . H ., a n d  L . B . C u rzo n . T h e L o n g m a n  D ictio n a ry  o f L a w . 8 th  ed . N ew  Y o rk : P ea rso n  L o n g m a n , 2 0 11.
2.  B a k er, B ria n  L ., a n d  P a trick  J . P etit, ed s. E n cy clo p ed ia  o f L eg a l In fo rm a tio n  S o u rces. 2 n d  ed . D etro it: G a le R esea rch , 19 9 3 .
2.  C o rp u s J u ris S ecu n d u m . B ro o k ly n , N Y : A m erica n  L a w  B o o k ; S t. P a u l, M N : W est, 19 3 6 .
2.  G a le E n cy clo p ed ia  o f A m erica n  L a w . 3 rd  ed . 14  v o ls. D etro it: G a le C en g a g e L ea rn in g , 2 0 11. A lso  a t

h ttp ://w w w .g a le.cen g a g e.co m /.
2.  H a ll, K erm it, a n d  D a v id  S co tt C la rk , ed s. T h e O x fo rd  C o m p a n io n  to  A m erica n  L a w . N ew  Y o rk : O x fo rd  U n iv ersity  P ress, 2 0 0 2 .

A lso  a t h ttp ://w w w .o x fo rd referen ce.co m /.
3.  C a m p b ell, E n id  M o n a , L ee P o h -Y o rk , a n d  J o y cey  G . T o o h er. L eg a l R esea rch : M a teria ls a n d  M eth o d s. 4 th  ed . N o rth  R y d e,

A u stra lia : L B C  In fo rm a tio n  S erv ices, 19 9 6 .
3.  O n lin e L eg a l R esea rch : B ey o n d  L ex isN ex is a n d  W estla w . L o s A n g eles: U n iv ersity  o f C a lifo rn ia .

h ttp ://lib g u id es.la w .u cla .ed u /o n lin eleg a lresea rch .
4.  C u rren t In d ex  to  L eg a l P erio d ica ls. S ea ttle: U n iv ersity  o f W a sh in g to n  L a w  L ib ra ry , 19 4 8 . A lso  a t

h ttp ://lib .la w .w a sh in g to n .ed u /cilp /cilp .h tm l.
4.  C u rren t L a w  In d ex . L o s A lto s, C A : In fo rm a tio n  A ccess; F a rm in g to n  H ills, M I: G a le C en g a g e L ea rn in g , 19 8 0 .
4.  In d ex  to  L eg a l P erio d ica ls a n d  B o o k s. N ew  Y o rk : H . W . W ilso n , 19 2 4 . A lso  a t h ttp ://w w w .eb sco h o st.co m /w ilso n /.
5.  B a st, C a ro l M ., a n d  M a rg ie H a w k in s. F o u n d a tio n s o f L eg a l R esea rch  a n d  W ritin g . 4 th  ed . C lifto n  P a rk , N Y : D elm a r C en g a g e

L ea rn in g , 2 0 10 .
5.  G a rn er, B ry a n  A . T h e E lem en ts o f L eg a l S ty le. 2 n d  ed . N ew  Y o rk : O x fo rd  U n iv ersity  P ress, 2 0 0 2 .
6.  T h e B lu eb o o k : A  U n ifo rm  S y stem  o f C ita tio n . 19 th  ed . C a m b rid g e, M A : H a rv a rd  L a w  R ev iew  A sso cia tio n , 2 0 10 . A lso  a t

h ttp s://w w w .leg a lb lu eb o o k .co m /.

Political Science
1.  R o b ertso n , D a v id . A  D ictio n a ry  o f M o d ern  P o litics. 4 th  ed . L o n d o n : E u ro p a , 2 0 0 5 .
2.  T h e A lm a n a c o f A m erica n  P o litics. C h ica g o : U n iv ersity  o f C h ica g o  P ress, 19 7 2 . A lso  a t h ttp :// n a tio n a ljo u rn a l.co m /a lm a n a c.
2.  H a w k esw o rth , M a ry  E ., a n d  M a u rice K o g a n , ed s. E n cy clo p ed ia  o f G o v ern m en t a n d  P o litics. 2 n d  ed . 2  v o ls. L o n d o n : R o u tled g e,

2 0 0 4 .
2.  L a l, S h iv , ed . In tern a tio n a l E n cy clo p ed ia  o f P o litics a n d  L a w s. 17  v o ls. N ew  D elh i: E lectio n  A rch iv es, 19 8 7 .
2.  M iller, D a v id , ed . T h e B la ck w ell E n cy clo p a ed ia  o f P o litica l T h o u g h t. O x fo rd : B la ck w ell, 19 9 1.
3.  G reen , S tep h en  W ., a n d  D o u g la s J . E rn est, ed s. In fo rm a tio n  S o u rces o f P o litica l S cien ce. 5 th  ed . S a n ta  B a rb a ra , C A : A B C -C lio ,

2 0 0 5 .
3.  J o h n so n , J a n et B u tto lp h , a n d  H . T . R ey n o ld s. P o litica l S cien ce R esea rch  M eth o d s. 7 th  ed . L o s A n g eles: C o n g ressio n a l Q u a rterly

P ress, 2 0 12 .
4.  A B C  P o l S ci. S a n ta  B a rb a ra , C A : A B C -C lio , 19 6 9 2 0 0 0 .
4.  H a rd y , G a y le J ., a n d  J u d ith  S ch iek  R o b in so n . S u b ject G u id e to  U .S . G o v ern m en t R eferen ce S o u rces. 2 n d  ed . E n g lew o o d , C O :

L ib ra ries U n lim ited , 19 9 6 .
4.  P A IS  In tern a tio n a l J o u rn a ls In d ex ed . N ew  Y o rk : P u b lic A ffa irs In fo rm a tio n  S erv ice, 19 7 2 . A lso  a t h ttp ://w w w .csa .co m /.
4.  U n ited  S ta tes P o litica l S cien ce D o cu m en ts. P ittsb u rg h : U n iv ersity  o f P ittsb u rg h , U n iv ersity  C en ter fo r In tern a tio n a l S tu d ies,

19 7 5 9 1.

2 6 2



4.  W o rld w id e P o litica l S cien ce A b stra cts. B eth esd a , M D : C a m b rid g e S cien tific A b stra cts, 19 7 6 . A lso  a t h ttp ://w w w .csa .co m /.
5.  B id d le, A rth u r W ., K en n eth  M . H o lla n d , a n d  T o b y  F u lw iler. W riter s G u id e: P o litica l S cien ce. L ex in g to n , M A : D . C . H ea th , 19 8 7 .
5.  L o v ell, D a v id  W ., a n d  R h o n d a  M o o re. E ssa y  W ritin g  a n d  S ty le G u id e fo r P o litics a n d  th e S o cia l S cien ces. S y d n ey : A u stra la sia n

P o litica l S tu d ies A sso cia tio n , 19 9 2 .
5.  S ch m id t, D ia n e E . W ritin g  in  P o litica l S cien ce: A  P ra ctica l G u id e. 4 th  ed . B o sto n : L o n g m a n , 2 0 10 .
5.  S co tt, G reg o ry  M ., a n d  S tep h en  M . G a rriso n . T h e P o litica l S cien ce S tu d en t W riter s M a n u a l. 7 th  ed . B o sto n : P ea rso n , 2 0 12 .
6.  A m erica n  P o litica l S cien ce A sso cia tio n . A P S A  S ty le M a n u a l/o r P o litica l S cien ce. R ev . W a sh in g to n , D C : A m erica n  P o litica l S cien ce

A sso cia tio n , 2 0 0 6 . h ttp ://w w w .ip so n et.o rg /d a ta  /files/A P S A S ty leM a n u a l2 0 0 6 .p d f.

Psychology
1.  C o lm a n , A n d rew  M . O x fo rd  D ictio n a ry  o f P sy ch o lo g y . 3 rd  ed . O x fo rd : O x fo rd  U n iv ersity  P ress, 2 0 0 9 . A lso  a t

h ttp ://w w w .o x fo rd referen ce.co m /.
1.  E y sen ck , M ich a el W ., ed . T h e B la ck w ell D ictio n a ry  o f C o g n itiv e P sy ch o lo g y . O x fo rd : B la ck w ell, 19 9 7 .
1.  H a y es, N ick y , a n d  P eter S tra tto n . A  S tu d en t s D ictio n a ry  o f P sy ch o lo g y . 4 th  ed . L o n d o n : A rn o ld , 2 0 0 3 .
1.  W o lm a n , B en ja m in  B ., ed . D ictio n a ry  o f B eh a v io ra l S cien ce. 2 n d  ed . S a n  D ieg o , C A : A ca d em ic, 19 8 9 .
2.  C o lm a n , A n d rew  M ., ed . C o m p a n io n  E n cy clo p ed ia  o f P sy ch o lo g y . 2  v o ls. L o n d o n : R o u tled g e, 19 9 7 .
2.  C ra ig h ea d , W . E d w a rd , C h a rles B . N em ero ff, a n d  R a y m o n d  J . C o rsin i, ed s. T h e C o rsin i E n cy clo p ed ia  o f P sy ch o lo g y  a n d

B eh a v io ra l S cien ce. 4 th  ed . 4  v o ls. N ew  Y o rk : J o h n  W iley  a n d  S o n s, 2 0 10 .
2.  K a zd in , A la n  E ., ed . E n cy clo p ed ia  o f P sy ch o lo g y . 8  v o ls. W a sh in g to n , D C : A m erica n  P sy ch o lo g ica l A sso cia tio n ; O x fo rd : O x fo rd

U n iv ersity  P ress, 2 0 0 0 .
2.  W ein er, Irv in g  B ., a n d  W . E d w a rd  C ra ig h ea d , ed s. T h e C o rsin i E n cy clo p ed ia  o f P sy ch o lo g y . 4 th  ed . 4  v o ls. H o b o k en , N J : W iley ,

2 0 10 .
3.  B rea k w ell, G ly n is M ., S ea n  H a m m o n d , C h ris F ife-S ch a w , a n d  J o n a th a n  A . S m ith . R esea rch  M eth o d s in  P sy ch o lo g y . 3 rd  ed .

L o n d o n : S a g e, 2 0 0 6 .
3.  E lm es, D a v id  G ., B a rry  H . K a n to w itz, a n d  H en ry  L . R o ed ig er III. R esea rch  M eth o d s in  P sy ch o lo g y . 9 th  ed . B elm o n t, C A :

W a d sw o rth  C en g a g e L ea rn in g , 2 0 12 .
3.  R eed , J effrey  G ., a n d  P a m  M . B a x ter. L ib ra ry  U se: A  H a n d b o o k  fo r P sy ch o lo g y . 3 rd  ed . W a sh in g to n , D C : A m erica n  P sy ch o lo g ica l

A sso cia tio n , 2 0 0 3 .
3.  S h a u g h n essy , J o h n  J ., E u g en e B . Z ech m eister, a n d  J ea n n e S . Z ech m eister. R esea rch  M eth o d s in  P sy ch o lo g y . 7 th  ed . B o sto n :

M cG ra w -H ill, 2 0 0 5 .
3.  W ilso n , C h risto p h er. R esea rch  M eth o d s in  P sy ch o lo g y : A n  In tro d u cto ry  L a b o ra to ry  M a n u a l. D u b u q u e, IA : K en d a ll-H u n t, 19 9 0 .
4.  A n n u a l R ev iew  o f P sy ch o lo g y . P a lo  A lto , C A : A n n u a l R ev iew s, 19 5 0 . A lso  a t h ttp ://a rjo u r n a ls.a n n u a lrev iew s.o rg /jo u rn a l/p sy ch .
4.  A P A  P sy cN E T . W a sh in g to n , D C : A m erica n  P sy ch o lo g ica l A sso cia tio n , 19 9 0 s . h ttp ://w w w .a p a .o rg /p u b s/d a ta b a ses/p sy cn et/.
4.  N A S P S P A  A b stra cts. C h a m p a ig n , IL : H u m a n  K in etics P u b lish ers, 19 9 0 s . A lso  a t h ttp :// jo u rn a ls.h u m a n k in etics.co m /.
4.  P u b M ed . B eth esd a , M D : U S  N a tio n a l L ib ra ry  o f M ed icin e. h ttp ://w w w .n cb i.n lm .n ih .g o v /p u b m ed /.
4.  S cien ce C ita tio n  In d ex . P h ila d elp h ia : In stitu te fo r S cien tific In fo rm a tio n , 19 6 1 . A lso  a t h ttp ://w o k in fo .co m /.
5.  S o lo m o n , P a u l R . A  S tu d en t s G u id e to  R esea rch  R ep o rt W ritin g  in  P sy ch o lo g y . G len v iew , IL : S co tt F o resm a n , 19 8 5 .
5.  S tern b erg , R o b ert J ., a n d  K a rin  S tern b erg . T h e P sy ch o lo g ist s C o m p a n io n : A  G u id e to  W ritin g  S cien tific P a p ers fo r S tu d en ts a n d

R esea rch ers. 5 th  ed . C a m b rid g e: C a m b rid g e U n iv ersity  P ress, 2 0 10 .
6.  P u b lica tio n  M a n u a l o f th e A m erica n  P sy ch o lo g ica l A sso cia tio n . 6 th  ed . W a sh in g to n , D C : A m erica n  P sy ch o lo g ica l A sso cia tio n ,

2 0 10 .

Religion
1.  B o w k er, J o h n , ed . T h e C o n cise O x fo rd  D ictio n a ry  o f W o rld  R elig io n s. O x fo rd : O x fo rd  U n iv ersity  P ress, 2 0 0 5 . A lso  a t

h ttp ://w w w .o x fo rd referen ce.co m /.
1.  P y e, M ich a el, ed . C o n tin u u m  D ictio n a ry  o f R elig io n . N ew  Y o rk : C o n tin u u m , 19 9 4 .
2.  F reed m a n , D a v id  N o el, ed . T h e A n ch o r Y a le B ib le D ictio n a ry . 6  v o ls. N ew  H a v en , C T : Y a le U n iv ersity  P ress, 2 0 0 8 .
2.  J o n es, L in d sa y , ed . E n cy clo p ed ia  o f R elig io n . 2 n d  ed . 15  v o ls. D etro it: M a cm illa n  R eferen ce U S A , 2 0 0 5 .
2.  M a rtin , R ich a rd  C ., ed . E n cy clo p ed ia  o f Isla m  a n d  th e M u slim  W o rld . 2  v o ls. N ew  Y o rk : M a cm illa n  R eferen ce U S A , 2 0 0 3 .
2.  R o u tled g e E n cy clo p ed ia s o f R elig io n  a n d  S o ciety  (series). N ew  Y o rk : R o u tled g e.
2.  S k o ln ik , F red , a n d  M ich a el B eren b a u m , ed s. E n cy clo p a ed ia  J u d a ica . 2 n d  ed . 2 2  v o ls. D etro it: M a cm illa n  R eferen ce U S A , 2 0 0 7 .
3.  K en n ed y , J a m es R ., J r. L ib ra ry  R esea rch  G u id e to  R elig io n  a n d  T h eo lo g y : Illu stra ted  S ea rch  S tra teg y  a n d  S o u rces. 2 n d  ed ., rev .

A n n  A rb o r, M I: P ieria n , 19 8 4 .
4.  B ro w n , D a v id , a n d  R ich a rd  S w in b u rn e. A  S electiv e B ib lio g ra p h y  o f th e P h ilo so p h y  o f R elig io n . R ev . ed . O x fo rd : S u b -fa cu lty  o f

P h ilo so p h y , 19 9 5 .
4.  C h in y a m u , S a lm s F . A n  A n n o ta ted  B ib lio g ra p h y  o n  R elig io n . [L ilo n g w e,] M a la w i: M a la w i L ib ra ry  A sso cia tio n , 19 9 3 .
4.  G u id e to  S o cia l S cien ce a n d  R elig io n  in  P erio d ica l L itera tu re. F lin t, M I: N a tio n a l L ib ra ry  o f R elig io u s P erio d ica ls, 19 7 0 8 8 .
4.  In d ex  o f A rticles o n  J ew ish  S tu d ies (R A M B I). J eru sa lem : J ew ish  N a tio n a l a n d  U n iv ersity  L ib ra ry , 2 0 0 2 .

h ttp ://jn u l.h u ji.a c.il/ra m b i/.
4.  In d ex  to  B o o k  R ev iew s in  R elig io n . C h ica g o : A m erica n  T h eo lo g ica l L ib ra ry  A sso cia tio n , 19 9 0 . A lso  a t h ttp ://w w w .o v id .co m / (a s

A T L A  R elig io n  D a ta b a se).
4.  Isla m ic B o o k  R ev iew  In d ex . B erlin : A d iy o k , 19 8 2 .
4.  O B rien , B etty  A ., a n d  E lm er J . O B rien , ed s. R elig io n  In d ex  T w o : F estsch riften , 19 6 0 19 6 9 . C h ica g o : A m erica n  T h eo lo g ica l

L ib ra ry  A sso cia tio n , 19 8 0 . A lso  a t h ttp ://w w w .o v id .co m / (a s A T L A  R elig io n  D a ta b a se).
4.  R elig io n  In d ex  O n e: P erio d ica ls. C h ica g o : A m erica n  T h eo lo g ica l L ib ra ry  A sso cia tio n , 19 7 7 . A lso  a t h ttp ://w w w .o v id .co m / (a s

A T L A  R elig io n  D a ta b a se).
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4.  R elig io n  In d ex  T w o : M u lti-a u th o r W o rk s. C h ica g o : A m erica n  T h eo lo g ica l L ib ra ry  A sso cia tio n , 19 7 6 . A lso  a t
h ttp ://w w w .o v id .co m / (a s A T L A  R elig io n  D a ta b a se).

6.  C N S  S ty leb o o k  o n  R elig io n : R eferen ce G u id e a n d  U sa g e M a n u a l. 3 rd  ed . W a sh in g to n , D C : C a th o lic N ew s S erv ice, 2 0 0 6 .

Sociology
1.  A b ercro m b ie, N ich o la s, S tep h en  H ill, a n d  B ry a n  S .T u rn er. T h e P en g u in  D ictio n a ry  o f S o cio lo g y . 5 th  ed . L o n d o n : P en g u in , 2 0 0 6 .
1.  J o h n so n , A lla n  G . T h e B la ck w ell D ictio n a ry  o f S o cio lo g y : A  U ser s G u id e to  S o cio lo g ica l L a n g u a g e. 2 n d  ed . O x fo rd : B la ck w ell,

2 0 0 2 .
1.  S co tt, J o h n , a n d  M a rsh a ll G o rd o n , ed s. A  D ictio n a ry  o f S o cio lo g y . 3 rd  ed . rev . N ew  Y o rk : O x fo rd  U n iv ersity  P ress, 2 0 0 9 . A lso  a t

h ttp ://w w w .o x fo rd referen ce.co m /.
2.  B eck ert, J en s, a n d  M ila n  Z a firo v k si, ed s. E n cy clo p ed ia  o f E co n o m ic S o cio lo g y . L o n d o n : R o u tled g e, 2 0 0 6 .
2.  B o rg a tta , E d g a r F ., ed . E n cy clo p ed ia  o f S o cio lo g y . 2 n d  ed . 5  v o ls. N ew  Y o rk : M a cm illa n  R eferen ce U S A , 2 0 0 0 .
2.  L ev in so n , D a v id  L ., P eter W . C o o k so n , a n d  A la n  R . S a d o v n ik , ed s. E d u ca tio n  a n d  S o cio lo g y : A n  E n cy clo p ed ia . N ew  Y o rk :

R o u tled g eF a lm er, 2 0 0 2 .
2.  R itzer, G eo rg e, ed . E n cy clo p ed ia  o f S o cia l T h eo ry . 2  v o ls. T h o u sa n d  O a k s, C A : S a g e, 2 0 0 5 .
2.  S m elser, N eil J ., a n d  R ich a rd  S w ed b erg , ed s. T h e H a n d b o o k  o f E co n o m ic S o cio lo g y . P rin ceto n : P rin ceto n  U n iv ersity  P ress, 2 0 0 5 .
3.  A b y , S tep h en  H ., J a m es N a len , a n d  L o ri F ield in g , ed s. S o cio lo g y : A  G u id e to  R eferen ce a n d  In fo rm a tio n  S o u rces. 3 rd  ed .

W estp o rt, C T : L ib ra ries U n lim ited , 2 0 0 5 .
3.  L ieb erso n , S ta n ley . M a k in g  It C o u n t: T h e Im p ro v em en t o f S o cia l R esea rch  a n d  T h eo ry . B erk eley : U n iv ersity  o f C a lifo rn ia  P ress,

19 8 7 .
4.  A n n u a l R ev iew  o f S o cio lo g y . P a lo  A lto , C A : A n n u a l R ev iew s, 19 7 5 . A lso  a t h ttp ://w w w .a n n u a lrev iew s.o rg /jo u rn a l/so c.
4.  A p p lied  S o cia l S cien ces In d ex  a n d  A b stra cts (A S S IA ). B eth esd a , M D : C a m b rid g e S cien tific A b stra cts, 19 8 7 . A lso  a t

h ttp ://w w w .csa .co m /.
4.  S o cia l S cien ce R esea rch . S a n  D ieg o , C A : A ca d em ic P ress, 19 7 2 . A lso  a t h ttp ://w w w .scien ce

d irect.co m /scien ce/jo u rn a l/0 0 4 9 0 8 9 X .
4.  S o cio lo g ica l A b stra cts. B eth esd a , M D : S o cio lo g ica l A b stra cts, 19 5 2 . A lso  a t h ttp ://w w w .p ro q u est.co m /.
5.  S o cio lo g y  W ritin g  G ro u p . A  G u id e to  W ritin g  S o cio lo g y  P a p ers. 6 th  ed . N ew  Y o rk : W o rth , 2 0 0 8 .
5.  T o m o v ic, V la d isla v  A ., ed . D efin itio n s in  S o cio lo g y : C o n v erg en ce, C o n flict, a n d  A ltern a tiv e V o ca b u la ries; A  M a n u a l fo r W riters o f

T erm  P a p ers, R esea rch  R ep o rts, a n d  T h eses. S t. C a th a rin es, O N : D ilito n  P u b lica tio n s, 19 7 9 .

W om enõs Studies
1.  B a ta ille, G retch en  M ., a n d  L a u rie L isa , ed s. N a tiv e A m erica n  W o m en : A  B io g ra p h ica l D ictio n a ry . 2 n d  ed . N ew  Y o rk : R o u tled g e,

2 0 0 1.
1.  H en d ry , M a g g y , a n d  J en n ifer S . U g lo w , ed s. T h e P a lg ra v e M a cm illa n  D ictio n a ry  o f W o m en s B io g ra p h y . 4 th  ed . N ew  Y o rk  :

P a lg ra v e M a cm illa n , 2 0 0 5 .
1.  M ills, J a n e. W o m a n w o rd s: A  D ictio n a ry  o f W o rd s a b o u t W o m en . N ew  Y o rk : H . H o lt, 19 9 3 .
1.  S a lem , D o ro th y  C ., ed . A frica n  A m erica n  W o m en : A  B io g ra p h ica l D ictio n a ry . N ew  Y o rk : G a rla n d , 19 9 3 .
2.  H in e, D a rlen e C la rk , ed . B la ck  W o m en  in  A m erica . 2 n d  ed . 3  v o ls. N ew  Y o rk : O x fo rd  U n iv ersity  P ress, 2 0 0 5 .
2.  K ra m a ra e, C h eris, a n d  D a le S p en d er, ed s. R o u tled g e In tern a tio n a l E n cy clo p ed ia  o f W o m en : G lo b a l W o m en s Issu es a n d

K n o w led g e. 4  v o ls. N ew  Y o rk : R o u tled g e, 2 0 0 0 .
2.  T iern ey , H elen , ed . W o m en s S tu d ies E n cy clo p ed ia . R ev . a n d  ex p a n d ed  ed . 3  v o ls. W estp o rt, C T : G reen w o o d  P ress, 19 9 9 .
2.  W illa rd , F ra n ces E ., a n d  M a ry  A . L iv erm o re, ed s. G rea t A m erica n  W o m en  o f th e 19 th  C en tu ry : A  B io g ra p h ica l E n cy clo p ed ia .

A m h erst, N Y : H u m a n ity  B o o k s, 2 0 0 5 .
3.  C a rter, S a ra h , a n d  M a u reen  R itch ie. W o m en s S tu d ies: A  G u id e to  In fo rm a tio n  S o u rces. L o n d o n : M a n sell, 19 9 0 .
3.  S ea rin g , S u sa n  E . In tro d u ctio n  to  L ib ra ry  R esea rch  in  W o m en s S tu d ies. B o u ld er, C O : W estv iew  P ress, 19 8 5 .
4.  S tu d ies o n  W o m en  a n d  G en d er A b stra cts. O x fo rd sh ire, U K : C a rfa x , 19 8 3 . A lso  a t h ttp :// w w w .ro u tled g e-sw a .co m /.
4.  V iV a : A  B ib lio g ra p h y  o f W o m en s H isto ry  in  H isto rica l a n d  W o m en s S tu d ies J o u rn a ls. A m sterd a m : In tern a tio n a l In stitu te o f

S o cia l H isto ry , 19 9 5 . h ttp ://w w w .iisg .n l/w o m h ist/v iv a  h o m e.p h p .
4.  W o m en  S tu d ies A b stra cts. R u sh , N Y : R u sh  P u b lish in g , 19 7 2 . A lso  a t h ttp ://w w w .eb sco h o st.co m /a ca d em ic/ (a s W o m en s

S tu d ies In tern a tio n a l).
4.  W o m en s R ev iew  o f B o o k s. W ellesley , M A : W ellesley  C o lleg e C en ter fo r R esea rch  o n  W o m en , 19 8 3 . A lso  a t

h ttp ://w w w .o ld city p u b lish in g .co m /W R B /W R B .h tm l.

Natural Sciences
G eneral
1.  M cG ra w -H ill D ictio n a ry  o f S cien tific a n d  T ech n ica l T erm s. 6 th  ed . N ew  Y o rk : M cG ra w -H ill, 2 0 0 3 . A lso  a t

h ttp ://w w w .a ccessscien ce.co m /.
1.  M o rris, C h risto p h er, ed . A ca d em ic P ress D ictio n a ry  o f S cien ce a n d  T ech n o lo g y . S a n  D ieg o , C A : A ca d em ic, 19 9 2 .
1.  P o rter, R a y , a n d  M a rily n  B a iley  O g ilv ie, ed s. T h e B io g ra p h ica l D ictio n a ry  o f S cien tists. 3 rd  ed . 2  v o ls. N ew  Y o rk : O x fo rd

U n iv ersity  P ress, 2 0 0 0 .
1.  W a lk er, P eter M . B ., ed . C h a m b ers D ictio n a ry  o f S cien ce a n d  T ech n o lo g y . L o n d o n : C h a m b ers, 2 0 0 0 .
2.  C o n sid in e, G len n  D ., a n d  P eter H . K u lik , ed s. V a n  N o stra n d s S cien tific E n cy clo p ed ia . 10 th  ed . 3  v o ls. H o b o k en , N J : W iley , 2 0 0 8 .

A lso  a t h ttp ://d x .d o i.o rg /10 .10 0 2 /9 7 8 0 4 7 17 4 3 9 8 9 .
2.  H eilb ro n , J . L ., ed . T h e O x fo rd  C o m p a n io n  to  th e H isto ry  o f M o d ern  S cien ce. O x fo rd : O x fo rd  U n iv ersity  P ress, 2 0 0 3 . A lso  a t

h ttp ://w w w .o x fo rd referen ce.co m /.
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2.  M cG ra w -H ill E n cy clo p ed ia  o f S cien ce a n d  T ech n o lo g y . 10 th  ed . 2 0  v o ls. N ew  Y o rk : M cG ra w -H ill, 2 0 0 2 . A lso  a t
h ttp ://w w w .a ccessscien ce.co m /.

2.  N a tu re E n cy clo p ed ia : A n  A Z  G u id e to  L ife o n  E a rth . N ew  Y o rk : O x fo rd  U n iv ersity  P ress, 2 0 0 1.
3.  D irecto ry  o f T ech n ica l a n d  S cien tific D irecto ries: A  W o rld  B ib lio g ra p h ic G u id e to  M ed ica l, A g ricu ltu ra l, In d u stria l, a n d  N a tu ra l

S cien ce D irecto ries. 6 th  ed . P h o en ix , A Z : O ry x  P ress, 19 8 9 .
3.  H u rt, C h a rlie D eu el. In fo rm a tio n  S o u rces in  S cien ce a n d  T ech n o lo g y . 3 rd  ed . E n g lew o o d , C O : L ib ra ries U n lim ited , 19 9 8 .
3.  N ielsen , H a rry  A . M eth o d s o f N a tu ra l S cien ce: A n  In tro d u ctio n . E n g lew o o d  C liffs, N J : P ren tice-H a ll, 19 6 7 .
4.  A p p lied  S cien ce a n d  T ech n o lo g y  In d ex . N ew  Y o rk : H . W . W ilso n , 19 13 . A lso  a t h ttp ://w w w .eb sco h o st.co m /w ilso n /.
4.  B o o k  R ev iew  D ig est. N ew  Y o rk : H . W . W ilso n , 19 0 5 . h ttp ://w w w .eb sco h o st.co m /w ilso n /.
4.  B ritish  T ech n o lo g y  In d ex . L o n d o n : L ib ra ry  A sso cia tio n , 19 6 2 8 0 .
4.  C o m p u m a th  C ita tio n  In d ex . P h ila d elp h ia : In stitu te fo r S cien tific In fo rm a tio n , 19 8 1 2 0 0 6 .
4.  G en era l S cien ce In d ex . N ew  Y o rk : H . W . W ilso n , 19 7 8 . A lso  a t h ttp ://w w w .eb sco h o st.co m  /w ilso n / (a s G en era l S cien ce

A b stra cts).
4.  G en etics C ita tio n  In d ex : E x p erim en ta l C ita tio n  In d ex es to  G en etics w ith  S p ecia l E m p h a sis o n  H u m a n  G en etics. C o m p iled  b y

E u g en e G a rfield  a n d  Irv in g  H . S h er. P h ila d elp h ia : In stitu te fo r S cien tific In fo rm a tio n , 19 6 3 .
4.  In d ex  to  S cien tific R ev iew s: A n  In tern a tio n a l In terd iscip lin a ry  In d ex  to  th e R ev iew  L itera tu re o f S cien ce, M ed icin e, A g ricu ltu re,

T ech n o lo g y , a n d  th e B eh a v io ra l S cien ces. P h ila d elp h ia : In stitu te fo r S cien tific In fo rm a tio n , 19 7 4 .
4.  S cien ce a n d  T ech n o lo g y  A n n u a l R eferen ce R ev iew . P h o en ix , A Z : O ry x  P ress, ca . 19 8 9 .
4.  S cien ce C ita tio n  In d ex . P h ila d elp h ia : In stitu te fo r S cien tific In fo rm a tio n , 19 6 1 . A lso  a t h ttp ://w o k in fo .co m /.
4.  T ech n ica l B o o k  R ev iew  In d ex . N ew  Y o rk : S p ecia l L ib ra ries A sso cia tio n , 19 3 5 8 8 .
5.  B o o th , V ern o n . C o m m u n ica tin g  in  S cien ce: W ritin g  a  S cien tific P a p er a n d  S p ea k in g  a t S cien tific M eetin g s. 2 n d  ed . C a m b rid g e:

C a m b rid g e U n iv ersity  P ress, 19 9 3 .
5.  M o n tg o m ery , S co tt L . T h e C h ica g o  G u id e to  C o m m u n ica tin g  S cien ce. C h ica g o : U n iv ersity  o f C h ica g o  P ress, 2 0 0 3 .
5.  V a liela , Iv a n . D o in g  S cien ce: D esig n , A n a ly sis, a n d  C o m m u n ica tio n  o f S cien tific R esea rch . 2 n d  ed . O x fo rd : O x fo rd  U n iv ersity

P ress, 2 0 0 9 .
5.  W ilso n , A n th o n y , et a l. H a n d b o o k  o f S cien ce C o m m u n ica tio n . B risto l, U K : In stitu te o f P h y sics, 19 9 8 . A lso  a t

h ttp ://d x .d o i.o rg /10 .12 0 1/9 7 8 0 8 4 9 3 8 6 8 5 5 .
6.  R u b en s, P h illip , ed . S cien ce a n d  T ech n ica l W ritin g : A  M a n u a l o f S ty le. 2 n d  ed . N ew  Y o rk : R o u tled g e, 2 0 0 1.

Biology
1.  A lla b y , M ich a el, ed . T h e O x fo rd  D ictio n a ry  o f N a tu ra l H isto ry . O x fo rd : O x fo rd  U n iv ersity  P ress, 19 8 5 .
1.  C a m m a ck , R ich a rd , a n d  T eresa  A tw o o d , ed s. O x fo rd  D ictio n a ry  o f B io ch em istry  a n d  M o lecu la r B io lo g y . 2 n d  ed . O x fo rd : O x fo rd

U n iv ersity  P ress, 2 0 0 8 . A lso  a t h ttp ://w w w .o x fo rd refer en ce.co m /.
1.  L a w ren ce, E lea n o r, ed . H en d erso n s D ictio n a ry  o f B io lo g y . 15 th  ed . N ew  Y o rk : B en ja m in  C u m m in g s, 2 0 11.
1.  M a rtin , E liza b eth , a n d  R o b ert S . H in e, ed s. A  D ictio n a ry  o f B io lo g y . 6 th  ed . O x fo rd : O x fo rd  U n iv ersity  P ress, 2 0 0 8 . A lso  a t

h ttp ://w w w .o x fo rd referen ce.co m /.
1.  S in g leto n , P a u l, a n d  D ia n a  S a in sb u ry . D ictio n a ry  o f M icro b io lo g y  a n d  M o lecu la r B io lo g y . 3 rd  ed . rev . N ew  Y o rk : W iley , 2 0 0 6 .

A lso  a t h ttp ://d x .d o i.o rg /10 .10 0 2 /9 7 8 0 4 7 0 0 5 6 9 8 1.
2.  C reig h to n , T h o m a s E ., ed . E n cy clo p ed ia  o f M o lecu la r B io lo g y . 4  v o ls. N ew  Y o rk : J o h n  W iley  a n d  S o n s, 19 9 9 . A lso  a t

h ttp ://d x .d o i.o rg /10 .10 0 2 /0 4 7 12 0 9 18 X .
2.  D u lb ecco , R en a to , ed . E n cy clo p ed ia  o f H u m a n  B io lo g y . 2 n d  ed . 9  v o ls. S a n  D ieg o , C A : A ca d em ic P ress, 19 9 7 .
2.  E ld red g e, N iles, ed . L ife o n  E a rth : A n  E n cy clo p ed ia  o f B io d iv ersity , E co lo g y , a n d  E v o lu tio n . 2  v o ls. S a n ta  B a rb a ra , C A : A B C -C lio ,

2 0 0 2 .
2.  H a ll, B ria n  K eith , a n d  W en d y  M . O lso n , ed s. K ey w o rd s a n d  C o n cep ts in  E v o lu tio n a ry  D ev elo p m en ta l B io lo g y . C a m b rid g e, M A :

H a rv a rd  U n iv ersity  P ress, 2 0 0 3 .
3.  H u b er, J effrey  T ., J o  A n n e B o o rk m a n , a n d  J ea n  B la ck w ell, ed s. In tro d u ctio n  to  R eferen ce S o u rces in  th e H ea lth  S cien ces. 5 th  ed .

N ew  Y o rk : N ea l-S ch u m a n , 2 0 0 8 .
2.  P a g el, M a rk  D ., ed . E n cy clo p ed ia  o f E v o lu tio n . 2  v o ls. O x fo rd : O x fo rd  U n iv ersity  P ress, 2 0 0 2 . A lso  a t h ttp ://w w w .o x fo rd -

ev o lu tio n .co m /.
3.  W y a tt, H . V ., ed . In fo rm a tio n  S o u rces in  th e L ife S cien ces. 4 th  ed . L o n d o n : B o w k er-S a u r, 19 9 7 .
4.  B io lo g ica l A b stra cts. P h ila d elp h ia : B io S cien ces In fo rm a tio n  S erv ice o f B io lo g ica l A b stra cts, 19 2 6 . A lso  a t h ttp ://w w w .o v id .co m /.
4.  B io lo g ica l a n d  A g ricu ltu ra l In d ex . N ew  Y o rk : H .W .W ilso n , 19 6 4 . A lso  a t h ttp ://w w w .eb sco  h o st.co m /w ilso n /.
4.  E n v iro n m en ta l S cien ces a n d  P o llu tio n  M a n a g em en t. B eth esd a , M D : C a m b rid g e S cien tific A b stra cts. A lso  a t

h ttp ://w w w .p ro q u est.co m /.
4.  G en etics C ita tio n  In d ex : E x p erim en ta l C ita tio n  In d ex es to  G en etics w ith  S p ecia l E m p h a sis o n  H u m a n  G en etics. C o m p iled  b y

E u g en e G a rfield  a n d  Irv in g  H . S h er. P h ila d elp h ia : In stitu te fo r S cien tific In fo rm a tio n , 19 6 3 .
5.  M cM illa n , V icto ria  E . W ritin g  P a p ers in  th e B io lo g ica l S cien ces. 5 th  ed . B o sto n : B ed fo rd / S t. M a rtin s, 2 0 12 .
6.  S cien tific S ty le a n d  F o rm a t: T h e C S E  M a n u a l fo r A u th o rs, E d ito rs, a n d  P u b lish ers. 7 th  ed . B eth esd a , M D : C o u n cil o f S cien ce

E d ito rs, 2 0 0 6 .

Chem istry
1.  H a w ley , G essn er G o o d rich , a n d  R ich a rd  J . L ew is S r. H a w ley s C o n d en sed  C h em ica l D ictio n a ry . 15 th  ed . N ew  Y o rk : W iley , 2 0 0 7 .
2.  H a y n es, W illia m  M ., ed . C R C  H a n d b o o k  o f C h em istry  a n d  P h y sics. 9 2 n d  ed . B o ca  R a to n , F L : C R C  P ress, 2 0 11.
2.  K irk -O th m er E n cy clo p ed ia  o f C h em ica l T ech n o lo g y . 5 th  ed . 2  v o ls. H o b o k en , N J : W iley -In terscien ce, 2 0 0 7 . A lso  a t

h ttp ://d x .d o i.o rg /10 .10 0 2 /0 4 7 12 3 8 9 6 1.
2.  M ey ers, R o b ert A ., ed . E n cy clo p ed ia  o f P h y sica l S cien ce a n d  T ech n o lo g y . 3 rd  ed . 18  v o ls. S a n  D ieg o , C A : A ca d em ic, 2 0 0 2 . A lso  a t
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h ttp ://w w w .scien ced irect.co m /scien ce/referen ce w o rk s/9 7 8 0 12 2 2 7 4 10 7 .
3.  L eslie, D a v ies. E fficien cy  in  R esea rch , D ev elo p m en t, a n d  P ro d u ctio n : T h e S ta tistica l D esig n  a n d  A n a ly sis o f C h em ica l
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a b b rev ia tio n s fo r d eg rees, 2 4 .2 .3
n a m es o f co u rses a n d  su b jects, 2 2 .1.3
sch o la rly  a b b rev ia tio n s, 2 4 .7

a ccess d a tes, in  cita tio n s, 3 .2 .2 , 15 .4 .1.3
a ck n o w led g m en ts, A .2 .1.8 , A .2 .1.9
a d d resses

e-m a il, 2 0 .4 .2
street, 2 3 .1.7 , 2 3 .2 .2 , 2 4 .3 .2

a d jectiv es, co m p o u n d  fo rm s o f, 2 0 .3 .1, 2 0 .3 .2
a d v ertisem en ts, cita tio n  o f

in  a u th o r-d a te sty le, 18 .2 .2 , 19 .8 .1.2 , 19 .8 .3 .4
in  n o tes-b ib lio g ra p h y  sty le, 16 .2 .3 , 16 .4 .3 .1, 17 .8 .1.2 , 17 .8 .3 .4

a lp h a b etiza tio n , p rin cip les o f, 16 .2 .2 .1, 18 .2 .1.1
A n n a ls o f th e C o n g ress o f th e U n ited  S ta tes, 17 .9 .2 .1, 19 .9 .2 .1
a n th o lo g ies, cita tio n  o f w o rk s in

in  a u th o r-d a te sty le, 19 .1.9 .3
in  n o tes-b ib lio g ra p h y  sty le, 17 .1.8 .3

A p o cry p h a , a b b rev ia tio n s in , 2 4 .6 .2 . S ee a lso  B ib le a n d  o th er sa cred  w o rk s
a p o stro p h es, 2 0 .1, 2 0 .2 , 2 1.11
a p p en d ix es

fo rm a t req u irem en ts fo r, A .2 .3 .2
m u ltim ed ia  files in , 2 6 .3 , A .2 .3 .2
ta b les a n d  fig u res in , 8 .3 .2 , 2 6 .1.1, 2 6 .1.2 , A .2 .3 .2 , A .3 .1.3 , A .3 .1.4

a p p o sitiv es, p u n ctu a tio n  o f, 2 1.2 .4
A ra b ic, n a m es in , 16 .2 .2 .2 , 18 .2 .1.2
a rg u m en t, b u ild in g  a n , 5 .1 5 .6 , fig . 5 .1, 9 .1. S ee a lso  cla im s; d ra fts; ev id en ce; h y p o th esis; q u estio n s, resea rch ; rea so n s; w a rra n ts
a rt ex h ib itio n  ca ta lo g s, cita tio n  o f
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in  a u th o r-d a te sty le, 19 .8 .5 .1
in  n o tes-b ib lio g ra p h y  sty le, 17 .8 .5 .1

a rtw o rk s
cita tio n  o f: in  a u th o r-d a te sty le, 18 .2 .2 , 19 .8 .1; in  n o tes-b ib lio g ra p h y  sty le, 16 .2 .3 , 16 .4 .3 .1, 17 .8 .1
titles o f, 2 2 .3 .2 .1

a u th o r-d a te sty le cita tio n s, 3 .2 .1, 2 6 .1.3
b a sic fo rm  o f, 15 .3 .2 , p p . 2 16 17 , 18 .1 18 .3 , fig . 18 .1
sp ecific ty p es o f so u rces in : a b stra cts, 19 .5 .5 ; a rtw o rk s a n d  g ra p h ics, 19 .8 .1; B ib le a n d  o th er sa cred  w o rk s, 19 .5 .2 ; b lo g s, 19 .7 .2 ;

b o o k s, 19 .1; C D -R O M s a n d  D V D -R O M s, 19 .5 .8 ; cla ssica l, m ed iev a l, a n d  o th er ea rly  E n g lish  litera ry  w o rk s, 19 .5 .1;
d isserta tio n s a n d  th eses, 19 .6 .1; electro n ic d iscu ssio n  g ro u p s a n d  m a ilin g  lists, 19 .7 .4 ; g o v ern m en t d o cu m en ts, 19 .9 ;
in terv iew s a n d  p erso n a l co m m u n ica tio n s, 19 .6 .3 ; jo u rn a l a rticles, 19 .2 ; lectu res a n d  p a p ers p resen ted  a t m eetin g s, 19 .6 .2 ;
leg a l ca ses, 19 .9 .7 ; liv e p erfo rm a n ces, 19 .8 .2 ; m a g a zin e a rticles, 19 .3 ; m a n u scrip t co llectio n s, 19 .6 .4 ; m icro fo rm  ed itio n s,
19 .5 .7 ; m o v ies, telev isio n , ra d io , a n d  th e lik e, 19 .8 .3 ; n ew sp a p er a rticles, 19 .4 ; o n lin e co llectio n s, 19 .5 .9 ; p a m p h lets a n d
rep o rts, 19 .5 .6 ; p u b lic d o cu m en ts, 19 .9 ; referen ce w o rk s, 19 .5 .3 ; rev iew s, 19 .5 .4 ; so cia l n etw o rk in g  serv ices, 19 .7 .3 ; so u n d
reco rd in g s, 19 .8 .4 ; tex ts in  th e v isu a l a n d  p erfo rm in g  a rts, 19 .8 .5 ; U S  C o n stitu tio n , 19 .9 .5 ; w eb sites, 19 .7 .1

S ee a lso  p a ren th etica l cita tio n s; referen ce lists; a n d  sp ecific elem en ts o f cita tio n s b y  n a m e
a u th o r s n a m e, in  cita tio n s, 3 .2 .2 , 15 .4 .1.1

a u th o r-d a te sty le, 18 .1, fig . 18 .1, 18 .2 .1.1, 18 .3 , 19 .1.1, 19 .2 ; a n o n y m o u s a u th o rs, 19 .1.1.5 ; m u ltip le a u th o rs, fig . 18 .1, 18 .2 .1.1, 19 .1.1;
p seu d o n y m s, 19 .1.1.4 , 19 .7 .2 , 19 .7 .4 , 19 .8 .3 .5

n o tes-b ib lio g ra p h y  sty le, 16 .1, fig . 16 .1, 16 .2 .2 .1, 17 .1.1, 17 .2 ; a n o n y m o u s a u th o rs, 17 .1.1.5 ; m u ltip le a u th o rs, fig . 16 .1, 16 .2 .2 .1, fig .
16 .2 , 17 .1.1; in  p a ren th etica l n o tes, 16 .4 .3 .2 ; p seu d o n y m s, 17 .1.1.4 , 17 .7 .2 , 17 .7 .4 , 17 .8 .3 .5 ; in  sh o rten ed  n o tes, 16 .4 .1, fig . 16 .2

S ee a lso  n a m es

b a ck  m a tter, A .1.4 , A .2 .3 . S ee a lso  sp ecific elem en ts o f b a ck  m a tter b y  n a m e
b a r ch a rts. S ee ch a rts
B ib le a n d  o th er sa cred  w o rk s

a b b rev ia tio n s in , 2 4 .6
cita tio n  o f: in  a u th o r-d a te sty le, 18 .2 .2 , 19 .5 .2 ; in  n o tes-b ib lio g ra p h y  sty le, 16 .2 .3 , 16 .4 .3 .1, 17 .5 .2
titles o f, 2 2 .3 .2 .3

B ib lio g ra p h ic In d ex , 3 .3 .4
b ib lio g ra p h ies

a rra n g em en t o f en tries in , 16 .2 .2
a ssem b ly  o f, 15 .5
b a sic p a ttern  o f, 15 .3 .1, p p . 14 4 4 5 , 16 .1, fig . 16 .1, 16 .2
o m issio n  o f so u rces fro m , 16 .2 .3 , 2 6 .1.3

rela tio n sh ip  to  n o tes, 16 .1, fig . 16 .1, 16 .2
sa m p le p a g e fro m , A .2 .3 .5 , fig . A .15
sp a cin g  o f, A .1.3
ty p es o f, 16 .2 .1, 16 .2 .2

b ib lio g ra p h ies, sp ecia lized  (so u rce ty p e), lo ca tin g  to p ics a n d  so u rces in , 2 .1.2 , 3 .3 .4 , 3 .3 .9
b ib lio g ra p h y  sty le cita tio n s. S ee n o tes-b ib lio g ra p h y  sty le cita tio n s
b lo g s

cita tio n  o f: in  a u th o r-d a te sty le, 18 .2 .2 , 19 .7 .2 ;
in  n o tes-b ib lio g ra p h y  sty le, 16 .2 .3 , 17 .7 .2

titles o f, 2 2 .3 .2 .1, 2 2 .3 .2 .2
b o o k s

cita tio n  o f, 3 .2 .2 ; in  a u th o r-d a te sty le, fig . 18 .1, 19 .1; in  n o tes-b ib lio g ra p h y  sty le, fig . 16 .1, fig . 16 .2 , 17 .1
ev a lu a tio n  o f, a s so u rces, 3 .1.2 , 3 .4 .1, 3 .4 .2

titles o f, 2 2 .3 .2 .1
S ee a lso  ch a p ters a n d  o th er p a rts o f b o o k s

b ra ck ets, 2 1.8 .2
in  cita tio n s: a u th o r-d a te sty le, 19 .1.1.5 , 19 .1.2 , 19 .1.3 .3 , 19 .1.4 .2 , 19 .1.7 .1, 19 .1.9 .3 , 19 .5 .2 ; n o tes-b ib lio g ra p h y  sty le, 16 .2 .1, 17 .1.1.4 ,

17 .1.1.5 , 17 .1.2 .3 , 17 .1.6 .1, 17 .1.6 .3
a n d  en d -o f-lin e b rea k s, 2 0 .4 .2
w ith  m o d ifica tio n s in  q u o ta tio n s, 7 .5 , 2 5 .3 .1
a n d  m u ltip le p u n ctu a tio n  m a rk s, 2 1.12 .2 .2

b ra n d  n a m es, 2 2 .1.3
B ritish  g o v ern m en t d o cu m en ts, cita tio n  o f

in  a u th o r-d a te sty le, 19 .9 .10
in  n o tes-b ib lio g ra p h y  sty le, 17 .9 .10

C a n a d ia n  g o v ern m en t d o cu m en ts, cita tio n  o f
in  a u th o r-d a te sty le, 19 .9 .9
in  n o tes-b ib lio g ra p h y  sty le, 17 .9 .9

ca p ita liza tio n
in  a b b rev ia tio n s, 2 4 .1.3
in  cita tio n s: a u th o r-d a te sty le, 18 .1.3 ; n o tes-b ib lio g ra p h y  sty le, 16 .1.3
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o f fo reig n -la n g u a g e term s, 2 2 .2 .1
h ea d lin e-sty le, 2 2 .3 .1.1
m o d ifica tio n  o f, in  q u o ta tio n s, 2 5 .3 .1.2
o f n a m es, 2 2 .1
o f p a p er title a n d  titles o f elem en ts, A .1.5
sen ten ce-sty le, 2 2 .3 .1.2
in  ta b les a n d  fig u res, 2 6 .2 , 2 6 .3
o f titles o f w o rk s, 2 2 .3 .1

C D -R O M s, cita tio n  o f
in  a u th o r-d a te sty le, 19 .5 .8
in  n o tes-b ib lio g ra p h y  sty le, 17 .5 .8

ch a p ters a n d  o th er p a rts o f b o o k s
cita tio n  o f: in  a u th o r-d a te sty le, fig . 18 .1, 19 .1.1.1, 19 .1.9 ; in  n o tes-b ib lio g ra p h y  sty le, fig . 16 .1, 17 .1.1.1, 17 .1.8
titles o f, 2 2 .3 .2 .2

ch a p ter-title p a g es, A .2 .2 .3
ch a rts

a rea  ch a rts, ta b le 8 .7
b a r ch a rts, 8 .2 , fig . 8 .1, 8 .3 , fig . 8 .4 , fig . 8 .5 , fig . 8 .6 , fig . 8 .7 , ta b le 8 .7
b u b b le ch a rts, ta b le 8 .7
d efin itio n  o f, 8 n 1
d esig n  o f, 8 .3 , 2 6 .3 .1

effectiv e u se o f, 8 .2 8 .4 , ta b le 8 .7
eth ica l u se o f, 8 .4 , fig . 8 .10
h isto g ra m s, ta b le 8 .7
im a g e ch a rts, ta b le 8 .7
la b els w ith in , 8 .3 .2 , fig . 8 .7
p ie ch a rts, 8 .3 .3 .2 , ta b le 8 .7
rela tio n sh ip  to  tex t, 8 .3 .1, fig . 8 .4 , fig . 8 .5
sca tterp lo ts, ta b le 8 .7
S ee a lso  fig u res

C h ica g o  M a n u a l o f S ty le, T h e
o n  a b b rev ia tio n s, p . 3 3 1, 2 4 .5
o n  cita tio n s: a u th o r-d a te sty le, 18 .2 .1.1, p . 2 3 1; n o tes-b ib lio g ra p h y  sty le, 16 .2 .2 .1, p . 16 6
o n  co p y rig h t reg istra tio n , A .2 .1.3
o n  en  d a sh es, 2 1n 1
o n  fo reig n  la n g u a g es, 2 2 .2 .1
o n  m a th em a tica l ex p ressio n s, 2 3 .1.9
o n  n a m es, 2 2 .1
o n  p erm issio n s fo r m a teria l u n d er co p y rig h t, p . 3 4 6 , 2 6 .1.3 , A .3 .2

C h in ese, n a m es in , 16 .2 .2 .2 , 18 .2 .1.2
cita tio n  o f so u rces

electro n ic v s. p rin t, 15 .4
in fo rm a tio n  req u ired  fo r, 15 .2 .2
a n d  p la g ia rism , 7 .9 , 15 .1, 2 5 .1
rea so n s fo r, 15 .1
reco rd in g  in fo rm a tio n  fo r, 3 .2 .2 , 4 .2 .1, 15 .5 , 15 .6 , 16 .1, fig . 16 .1
situ a tio n s req u irin g , 7 .9 , 15 .2 .1

so ftw a re fo r, 3 .2 .2 , 15 .6
sty les fo r, 3 .2 .1, 15 .3
S ee a lso  a u th o r-d a te sty le cita tio n s; n o tes-b ib lio g ra p h y  sty le cita tio n s

cla im s
a n ticip a tio n  o f rea d ers  q u estio n s, 5 .1, 5 .2 , 5 .4 .3 , 6 .2 .5
in  b u ild in g  a n  a rg u m en t, 4 .1, 5 .1 5 .6
ev a lu a tio n  o f, in  so u rces, 2 .1.3 , 4 .1, 4 .3 .3
a n d  n o te-ta k in g , 4 .3 .2 , 4 .5
sta tem en t o f, 6 .2 .2 , 9 .2 , 10 .1.4 , 10 .2 .1
o n  sto ry b o a rd , 6 .2 .1
a n d  w a rra n ts, 5 .4 .4 , fig . 5 .1
S ee a lso  ev id en ce; h y p o th esis; q u estio n s, resea rch ; rea so n s

cla ssica l, m ed iev a l, a n d  ea rly  E n g lish  litera ry  w o rk s, cita tio n  o f
in  a u th o r-d a te sty le, 18 .2 .2 , 19 .5 .1
in  n o tes-b ib lio g ra p h y  sty le, 16 .2 .3 , 16 .4 .3 .1, 17 .5 .1

cla ss p a p ers, 7 .10
fo rm a t req u irem en ts fo r, p p . 3 7 1 7 2 , A .2 , fig . A .1
su b m issio n  req u irem en ts fo r, p p . 3 7 1 7 2 , A .3 .2 A .3 .3

cla u ses, p u n ctu a tio n  o f, 2 1.2 .1, 2 1.2 .3 , 2 1.3 , 2 1.4

2 7 1



C o d e o f R eg u la tio n s, 17 .9 .3 , 19 .9 .3
co lo n s, 2 1.4

a n d  m u ltip le p u n ctu a tio n  m a rk s, 2 1.12 .2 .1
in  n o ta tio n s o f tim e, 2 3 .1.5
in  titles, 17 .1.2 , 19 .1.3

co lo r a n d  sh a d in g , u se o f, 8 .3 .2 , 8 .3 .3 , 2 6 .2 .3 , A .3 .1.2 , A .3 .1.3 , A .3 .1.4
co m m a s, 2 1.2

in  cita tio n s: a u th o r-d a te sty le, 18 .1.2 ; n o tes-b ib lio g ra p h y  sty le, 16 .1.2
in tro d u cin g  q u o ta tio n s, 2 5 .2 2 5 .3
a n d  m u ltip le p u n ctu a tio n  m a rk s, 2 1.12
w ith in  n u m b ers, 2 3 .2 .2
series, 2 1.2 .2
a n d  titles, 2 2 .3 .3

C o m p ila tio n  o f th e M essa g es a n d  P a p ers o f th e P resid en ts, 17 8 9 18 9 7 , 17 .9 .3 , 19 .9 .3
co m p o u n d  term s, sp ellin g  o f, 2 0 .1.2 .1, 2 0 .2 .2 .2 , 2 0 .3 .1 2 0 .3 .2
co n clu sio n

fo rm a t req u irem en ts fo r, A .2 .2 .7
in  o ra l p resen ta tio n s, 13 .2 .3
p la n n in g  a n d  w ritin g , 6 .2 , 9 .2 , p . 10 4 , 10 .2

C o n g ressio n a l G lo b e, 17 .9 .2 .1, 19 .9 .2 .1
co n g ressio n a l p u b lica tio n s, cita tio n  o f

in  a u th o r-d a te sty le, 19 .9 .2
in  n o tes-b ib lio g ra p h y  sty le, 17 .9 .2

C o n g ressio n a l R eco rd , 17 .9 .2 .1, 17 .9 .2 .3 , 19 .9 .2 .1, 19 .9 .2 .3
C o p y rig h t L a w  &  G ra d u a te R esea rch  (C rew s), A .3 .2

co p y rig h t p a g e, A .2 .1.3

d a sh es (em ), 2 1.2 .4 , 2 1.7 .2
a n d  m u ltip le p u n ctu a tio n  m a rk s, 2 1.12 .1
2 -em , 2 1.7 .3
3 -em , 16 .2 .2 .1, 18 .2 .1.1, 2 1.7 .3

d a ta . S ee ev id en ce; g ra p h ics; so u rces
d a ta b a ses, co m m ercia l, 15 .4 .1.4 . S ee a lso  sp ecific ty p es o f so u rces a ccessed  th ro u g h  d a ta b a ses b y  n a m e (e.g ., jo u rn a ls a n d  jo u rn a l

a rticles)
d a te o f p u b lica tio n , in  cita tio n s, 3 .2 .2

a u th o r-d a te sty le, 18 .2 .1.1, 18 .3 .2 ; b o o k s, 19 .1.2 , 19 .1.4 , 19 .1.9 .3 ; jo u rn a ls, 19 .2 .2 ; m a g a zin e a rticles, 19 .3
n o tes-b ib lio g ra p h y  sty le: b o o k s, 17 .1.3 , 17 .1.4 .2 , 17 .1.6 , 17 .1.8 .3 ; jo u rn a ls, 17 .2 .4 .2 ; m a g a zin e a rticles, 17 .3

d a tes a n d  tim e, referen ces to , 2 0 .4 .2
B C  a n d  A D , 2 3 .3 .2 , 2 4 .4 .3
B C E  a n d  C E , 2 3 .3 .2 , 2 4 .4 .3
d eca d es, cen tu ries, a n d  era s, 2 3 .3 .2 , 2 4 .4 .3
m o n th , d a y , a n d  y ea r, 2 3 .2 .4 , 2 3 .3 .1, 2 4 .4 .2
n a m es o f d a y s, m o n th s, h o lid a y s, a n d  th e lik e, 2 2 .1.2
tim es o f d a y , 2 3 .1.5 , 2 4 .4 .1

d ecim a ls a n d  fra ctio n s, 2 0 .3 .2 .2 , 2 3 .1.3 , 2 3 .1.4 , 2 3 .2 .2
d ed ica tio n , A .2 .1.4
d ia ries a n d  letters (p u b lish ed ), cita tio n  o f, in

n o tes-b ib lio g ra p h y  sty le, 17 .1.9 . S ee a lso
m a n u scrip ts, u n p u b lish ed

d ictio n a ries, selectio n  o f, p . 2 8 1. S ee a lso  en cy clo p ed ia s a n d  d ictio n a ries
d isserta tio n s a n d  th eses

a b stra ct, A .2 .1.13
a p p en d ix es, A .2 .3 .2
b in d in g  o f, A .3 .3
ch a p ter-title p a g es, A .2 .2 .3
cita tio n  o f: in  a u th o r-d a te sty le, 19 .6 .1; in  n o tes-b ib lio g ra p h y  sty le, 17 .6 .1
cita tio n s in , sa m p le p a g es w ith : a u th o r-d a te sty le, fig . A .11, A .2 .3 .5 , fig . A .16 ; n o tes-b ib lio g ra p h y  sty le, fig . A .10 , fig . A .14 , A .2 .3 .4 ,

A .2 .3 .5 , fig . A .15
co n clu sio n , A .2 .2 .7
co p y rig h t p a g e, A .2 .1.3
d ed ica tio n  a n d  ep ig ra p h , A .2 .1.4 , A .2 .1.5 , fig . A .9
d ep a rtm en t o r u n iv ersity  g u id elin es fo r, p p . 3 7 1 7 2
ed ito ria l o r resea rch  m eth o d , A .2 .1.12
elem en ts o f, A .2
ex tern a l rep o sito ries fo r, 2 6 .1.3 , p . 3 7 1, A .3 .2 , A .3 .3
file p rep a ra tio n  o f, A .3 .1
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fo o tn o tes v s. en d n o tes in , 16 .3 .1
fo rm a t req u irem en ts fo r, p p . 3 7 1 7 2 , A .1 A .2
fro n t m a tter fo r, A .2 .1
g lo ssa ry , A .2 .1.11, fig . A .8 , A .2 .3 .3
illu stra tio n s (in  b a ck  m a tter), A .2 .3 .1
in a p p ro p ria te a ssista n ce w ith , 7 .10
in tro d u ctio n , A .2 .2 .1
list o f a b b rev ia tio n s, A .2 .1.10 , fig . A .7
lists o f ta b les, fig u res, a n d  illu stra tio n s, A .2 .1.7 , fig . A .5 , fig . A .6
litera tu re rev iew , 3 .5 , 10 .1.1
m u ltiv o lu m e, A .1.4 .1, A .2 .1.2 , A .2 .1.6
o p en  a ccess to , A .3 .2
p a g in a tio n  o f, A .1.4
p a rt-title p a g es, A .2 .2 .2
p erm issio n s fo r m a teria l u n d er co p y rig h t, p . 3 4 6 , 2 6 .1.3 , A .2 .1.9 , A .3 .2
p refa ce a n d  a ck n o w led g m en ts, A .2 .1.8 , A .2 .1.9
p u b lica tio n  o f, A .3 .2
su b h ea d in g s, 6 .2 .4 , 9 .2 , 9 .3 , A .1.5 , A .2 .1.6 , A .2 .2 .4
su b m issio n  p a g e, A .2 .1.1
su b m issio n  req u irem en ts fo r, A .3 .2 A .3 .3
ta b le o f co n ten ts, A .2 .1.6 , fig . A .3 , fig . A .4
ta b les a n d  fig u res, sa m p le p a g es w ith , fig . A .12 , fig . A .13
title p a g e, A .2 .1.2 , fig . A .2
titles o f, 2 2 .3 .2 .2
w ritin g  su p p o rt g ro u p s fo r, 2 .4

D O Is (d ig ita l o b ject id en tifiers), in  cita tio n s, 15 .4 .1.3 , fig . 16 .1, fig . 18 .1
D o m in io n  L a w  R ep o rts (C a n a d a ), 17 .9 .9 , 19 .9 .9
d o ts, 2 1.1. S ee a lso  ellip ses; U R L s (u n ifo rm  reso u rce lo ca to rs)
d ra fts

a n d  a rg u m en t, 5 .1 5 .6
a n d  cita tio n  o f so u rces, 15 .5
p la n n in g , 6 .1 6 .3
rev isin g , 9 .1 9 .5 , 10 .1 10 .3 , 11.1 11.5
w ritin g , 7 .1 7 .11
S ee a lso  sto ry b o a rd

D V D -R O M s, cita tio n  o f
in  a u th o r-d a te sty le, 19 .5 .8
in  n o tes-b ib lio g ra p h y  sty le, 17 .5 .8

e-b o o k s, cita tio n  o f
in  a u th o r-d a te sty le, 19 .1.10
in  n o tes-b ib lio g ra p h y  sty le, 17 .1.10
S ee a lso  b o o k s

ed itio n  n u m b ers (b o o k s), in  cita tio n s, 3 .2 .2
a u th o r-d a te sty le, fig . 18 .1, 18 .1.6 , 19 .1.2 , 19 .1.4
n o tes-b ib lio g ra p h y  sty le, fig . 16 .1, 16 .1.6 , 17 .1.3 , 17 .1.6 .3

ed ito ria l o r resea rch  m eth o d , A .2 .1.12
ed ito r s n a m e, in  cita tio n s, 3 .2 .2

a u th o r-d a te sty le, fig . 18 .1, 18 .1.6 , 18 .2 .1.1, 18 .3 .2 , 19 .1.1, 19 .1.5 , 19 .1.6
n o tes-b ib lio g ra p h y  sty le, fig . 16 .1, 16 .1.6 , 16 .2 .2 .1, fig . 16 .2 , 16 .4 .1, 17 .1.1, 17 .1.4 , 17 .1.5
S ee a lso  a u th o r s n a m e, in  cita tio n s

electro n ic d iscu ssio n  g ro u p s a n d  m a ilin g  lists cita tio n  o f: in  a u th o r-d a te sty le, 18 .2 .2 , 19 .7 .4 ; in  n o tes-b ib lio g ra p h y  sty le, 16 .2 .3 ,
17 .7 .4

a n d  resea rch  to p ics, 2 .1.1, 2 .1.3
electro n ic so u rces, cita tio n  o f, 15 .4 . S ee a lso  o n lin e so u rces; a n d  sp ecific ty p es o f so u rces b y  n a m e
E lem en ts o f T y p o g ra p h ic S ty le, T h e (B rin g h u rst), A .1.2
elev a to r sto ry , 2 .4 , 13 .4
ellip ses, 7 .5 , 2 1.1

a n d  en d -o f-lin e b rea k s, 2 0 .4 .2
a n d  o m issio n s fro m  q u o ta tio n s, 2 5 .3 .2

e-m a il
a d d resses, 2 0 .4 .2
m essa g es, cita tio n  o f: in  a u th o r-d a te sty le, 18 .2 .2 , 19 .6 .3 ; in  n o tes-b ib lio g ra p h y  sty le, 16 .2 .3 , 17 .6 .3

em  d a sh es. S ee d a sh es (em )
en cy clo p ed ia s a n d  d ictio n a ries

cita tio n  o f: in  a u th o r-d a te sty le, 18 .2 .2 , 19 .5 .3 ; in  n o tes-b ib lio g ra p h y  sty le, 16 .2 .3 , 17 .5 .3
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ev a lu a tio n  o f, a s so u rces, 3 .1.2 , 3 .1.3
lo ca tin g  to p ics a n d  so u rces in , 2 .1.2 , 3 .3 .5

en  d a sh es, 2 1n 1
en d n o tes, p . 14 5

co m p a red  to  fo o tn o tes, 16 .3 .1
fo rm a ttin g  o f, 16 .3 .2 16 .3 .4 , A .2 .3 .4
a n d  p a ren th etica l n o tes, 16 .4 .3 .1
sa m p le p a g e o f, fig . A .14 , A .2 .3 .4
su b sta n tiv e v s. b ib lio g ra p h ica l, 7 .6 , 16 .3 .1, 16 .3 .5 .2
S ee a lso  n o tes

ep ig ra p h s, 2 5 .2 .2 .3 , A .2 .1.5 , fig . A .9
eq u a tio n s a n d  fo rm u la s, 2 3 .1.9 , A .3 .1.2
ev id en ce

in  b u ild in g  a n  a rg u m en t, 5 .1 5 .6 , 9 .1, 14
a n d  co m p etin g  p o in ts o f v iew , 3 .1.2 , 14
a n d  n o te-ta k in g , 4 .3 .2
o rg a n izin g  a n d  in tro d u cin g  in  d ra ft, 6 .2 .8 , 7 .7
a n d  rea so n s, 3 .1.1, 4 .2 .2 , 5 .4 .2
o n  sto ry b o a rd , 2 .3 .3 , 4 .5 , 6 .2 .1
a n d  w a rra n ts, 5 .5
S ee a lso  cla im s; rea so n s

E x ch eq u er C o u rt R ep o rts (C a n a d a ), 17 .9 .9 , 19 .9 .9
ex cla m a tio n  p o in ts, 2 1.6

a n d  m u ltip le p u n ctu a tio n  m a rk s, 2 1.12 .1, 2 1.12 .2 .1
in  titles, 17 .1.2 .1, 19 .1.3 .1, 2 2 .3 .3

F ed era l C o u rts R ep o rts (C a n a d a ), 17 .9 .9 , 19 .9 .9
F ed era l R eg ister, 17 .9 .3 , 19 .9 .3
F ed era l R ep o rter, 17 .9 .7 , 19 .9 .7
F ed era l S u p p lem en t, 17 .9 .7 , 19 .9 .7
feed b a ck , lea rn in g  fro m , 12 .1 12 .2
fig u res

in  a p p en d ix  o f p a p er, 2 6 .1.1, 2 6 .1.2 , A .2 .3 .1, A .2 .3 .2 , A .3 .1.4
ca p tio n s fo r, 8 .3 .1, 2 6 .1.1, 2 6 .1.3 , 2 6 .3 .2 , A .2 .1.7 , fig . A .6 , A .3 .1.4
cita tio n  o f: in  a u th o r-d a te sty le, 19 .1.8 .2 , 2 6 .1.3 ; in  n o tes-b ib lio g ra p h y  sty le, 17 .1.7 .2 , 2 6 .1.3
co lo r a n d  sh a d in g  in , 8 .3 .2 , 8 .3 .3 , A .3 .1.4
d efin itio n  o f, 8 n 1, p . 3 5 8
d esig n  o f, 8 .3 , 2 6 .1.2 , A .3 .1.4
effectiv e u se o f, 8 .1 8 .3 , ta b le 8 .7
eth ica l u se o f, 8 .4 , fig . 8 .10 , fig . 8 .11, fig . 8 .12
file p rep a ra tio n  fo r, A .3 .1.4
la b els w ith in , 8 .3 .2
list o f (in  p a p er), A .1.3 , A .2 .1.7 , fig . A .6
n u m b erin g  o f, 2 6 .1.1, 2 6 .3 .2 , A .3 .1.4
p o sitio n  o f, in  tex t, 2 6 .1.1, 2 6 .3 .3 .2
rela tio n sh ip  to  tex t, 8 .3 .1, fig . 8 .3 , fig . 8 .4 , fig . 8 .5 , 2 6 .3 .3 .1
reso lu tio n  a n d  sca lin g  o f, A .3 .1.4
sa m p le p a g e w ith , fig . A .12
size a n d  o rien ta tio n  o f, 2 6 .1.2 , A .3 .1.4
so u rce lin es fo r, 2 6 .1.3 , 2 6 .3 .3 .2
ty p es o f, 8 n 1, p . 3 5 8
S ee a lso  ch a rts; g ra p h s

file p rep a ra tio n  a n d  m a n a g em en t, A .3 .1
film s. S ee m o v ies
first-p erso n  p ro n o u n s, a p p ro p ria te u se o f, 11.1.7 , 13 .1.2
fo n ts. S ee ty p o g ra p h ic o p tio n s
fo o tn o tes, p . 14 5

w ith  a u th o r-d a te sty le cita tio n s, 18 .3 .3
co m p a red  to  en d n o tes, 16 .3 .1
fo rm a ttin g  o f, 16 .3 .2 16 .3 .4
w ith  p a ren th etica l n o tes, 16 .4 .3 .1
sa m p le p a g e w ith , fig . A .10
su b sta n tiv e v s. b ib lio g ra p h ica l, 7 .6 , 16 .3 .1, 16 .3 .5 .2
to  ta b les, 2 6 .1.3 , ta b le 2 6 .2 , ta b le 2 6 .3 , 2 6 .2 .7
S ee a lso  n o tes

fo reig n  la n g u a g es
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n a m es in , 16 .2 .2 .2 , 18 .2 .1.2
titles in , 17 .1.2 .3 , 17 .2 .2 , 17 .4 .1, 19 .1.3 .2 , 19 .2 .3 , 19 .4 .1, 2 2 .3 .1
w o rd s a n d  p h ra ses in , 2 2 .2 .1

fo rm a t, p a p er
b lo ck  q u o ta tio n s, 7 .5 , 2 5 .2 .2 , A .1.3
co lo r a n d  sh a d in g  in , 8 .3 .2 , 8 .3 .3 , 2 6 .2 .3 , A .3 .1.2 , A .3 .1.3 , A .3 .1.4
a n d  file p rep a ra tio n , A .3 .1
fo n ts, 8 .3 .2 , A .1.2
g ra p h ics, 8 .3 , 2 6 .1, 2 6 .3
h ea d ers a n d  fo o ters, A .1.4
h y p erlin k s, 2 0 .4 .2 , A .2 .3 .2 , A .3 .1.2 , A .3 .2
h y p h en a tio n  a n d  ju stifica tio n , 2 0 .4 , A .3 .1.2
in d en ta tio n , 16 .1.7 , 16 .3 .4 , 18 .1.7 , A .1.3
lists, 2 3 .4 .2 .1
m a rg in s, A .1.1, A .3 .1.2 , A .3 .1.3
m u ltip le v o lu m es, A .1.4 .1, A .2 .1.2 , A .2 .1.6
o u tlin es, 2 3 .4 .2 .2
p a g in a tio n , A .1.4
p a p er sto ck , A .3 .3
sp a cin g , A .1.3
su b h ea d in g s, A .1.5 , A .2 .1.6 , A .2 .2 .4
titles (m a in , p a rts, a n d  ch a p ters), A .1.5 , A .2 .1.6 , A .2 .2 .2 , A .2 .2 .3
ty p e size, A .1.2 , A .1.5
ty p o g ra p h ic o p tio n s, 8 .3 .2 , A .1.2 , A .1.5  , A .2 .2 .4
S ee a lso  b ib lio g ra p h ies; n o tes; referen ce lists; a n d  sp ecific elem en ts o f p a p ers b y  n a m e

fro n t m a tter, A .1.3 , A .1.4 , A .2 .1. S ee a lso  sp ecific elem en ts o f fro n t m a tter b y  n a m e

G erm a n , ca p ita liza tio n  in , 2 2 .3 .1.2
g lo ssa ry , A .2 .1.11, fig . A .8 , A .2 .3 .3
G o o g le S ch o la r, 3 .3 .2
g o v ern m en ta l a n d  p o litica l b o d ies

cita tio n  o f p u b lica tio n s o f: in  a u th o r-d a te sty le, 19 .9 ; in  n o tes-b ib lio g ra p h y  sty le, 17 .9
n a m es o f, 2 2 .1.3 , 2 3 .1.6

g ra p h ics
d efin itio n  o f, 8 n 1, p . 3 5 8
d esig n  o f, 8 .3 , 2 6 .1.2
effectiv e u se o f, 8 .1 8 .4 , ta b le 8 .7 , p . 3 5 8
eth ica l u se o f, 8 .4 , fig . 8 .10 , fig . 8 .11, fig . 8 .12
in  p o ster p resen ta tio n s, 13 .3
so ftw a re fo r, 8 .2 , 8 .3 , 13 .3 , p p . 3 5 8 5 9 , A .3 .1.3 , A .3 .1.4
ty p es o f, 8 n 1, p . 3 5 8
S ee a lso  fig u res; ta b les

g ra p h s
d efin itio n  o f, 8 n 1
d esig n  o f, 8 .3 , 2 6 .3 .1
effectiv e u se o f, 8 .2 8 .4 , ta b le 8 .7
eth ica l u se o f, 8 .4 , fig . 8 .11, fig . 8 .12
la b els w ith in , 8 .3 .2
lin e g ra p h s, 8 .2 , fig . 8 .2 , 8 .3 , fig . 8 .4 , fig . 8 .8 , fig . 8 .9 , ta b le 8 .7
rela tio n sh ip  to  tex t, 8 .3 .1, fig . 8 .3
S ee a lso  fig u res

h u m a n ities
a b b rev ia tio n  sty le in , p p . 3 3 0 3 1, 2 4 .5
cita tio n  sty le in , 3 .2 .1, 15 .3 , p p . 14 4 4 5
m o d els fo r resea rch  in , 3 .1.2
n u m b er sty le in , p . 3 17 , 2 3 .1.1
q u o tin g , p a ra p h ra sin g , a n d  su m m a rizin g  in , 7 .4
resea rch  q u estio n s in , 1.2 .1, 2 .1.4
so u rces in , 3 .1.1, 3 .4 .2

h y p erlin k s, 2 0 .4 .2 , A .2 .3 .2 , A .3 .1.2 , A .3 .2
h y p h en s, 2 1.7 .1

in  co m p o u n d s a n d  w o rd s fo rm ed  w ith  p refix es, 2 0 .3
a t en d s o f lin es, 2 0 .4
in  h y p erlin k s, 2 0 .4 .2
in  n u m b er sp a n s, 2 0 .3 .2 .2 , 2 3 .2 .4 , ta b le 2 3 .2
S ee a lso  d a sh es (em )
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h y p o th esis
d ev elo p m en t o f, 2 .2 , 4 .1.2 , 5 .3
a n d  n o te-ta k in g , 4 .3 .2 , 4 .5
o n  sto ry b o a rd , 2 .3 .1
S ee a lso  cla im s; q u estio n s, resea rch

Ib id ., u se o f, 16 .4 .2 , 17 .5 .1.1
illu stra tio n s. S ee g ra p h ics
in d en ta tio n , u se o f, 16 .1.7 , 16 .3 .4 , 18 .1.7 , A .1.3
in d ex es, sp ecia lized , 2 .1.1
In tern et. S ee o n lin e so u rces; a n d  sp ecific ty p es o f so u rces b y  n a m e
in terv iew s

cita tio n  o f: in  a u th o r-d a te sty le, 18 .2 .2 , 19 .6 .3 , 19 .8 .3 .3 ; in  n o tes-b ib lio g ra p h y  sty le, 16 .2 .3 , 17 .6 .3 , 17 .8 .3 .3
co n d u ctin g , 3 .1.1

in tro d u ctio n
fo rm a t req u irem en ts fo r, A .2 .2 .1
in  o ra l p resen ta tio n s, 13 .2 .1
p la n n in g  a n d  w ritin g , 6 .2 , 9 .2 , p . 10 4 , 10 .1

issu e n u m b ers, in  cita tio n s, 3 .2 .2
a u th o r-d a te sty le, 19 .2 .5
n o tes-b ib lio g ra p h y  sty le, 17 .2 .4 .1

ita lics
in  a b b rev ia tio n s, 2 4 .1.3 , 2 4 .7
in  cita tio n s: a u th o r-d a te sty le, 18 .1.4 ; n o tes-b ib lio g ra p h y  sty le, 16 .1.4
in  fo reig n -la n g u a g e term s, 2 2 .2 .1
m o d ifica tio n  o f, in  q u o ta tio n s, 2 5 .3 .1.3
in  n a m es, 2 2 .1.3
a n d  p lu ra l fo rm s, 2 0 .1.2 .2 , 2 0 .1.2 .4
a n d  p o ssessiv e fo rm s, 2 0 .2 .2 .4
in  titles o f w o rk s, 2 2 .3 .2 .1
in  w o rd s d efin ed  a s term s, 2 2 .2 .2

J a p a n ese, n a m es in , 16 .2 .2 .2 , 18 .2 .1.2
J ew ish  B ib le, a b b rev ia tio n s in , 2 4 .6 .1. S ee a lso  B ib le a n d  o th er sa cred  w o rk s
jo u rn a ls a n d  jo u rn a l a rticles

a ccess th ro u g h  co m m ercia l d a ta b a ses, 15 .4 .1.4 , 17 .2 , 19 .2
cita tio n  o f, 3 .2 .2 ; in  a u th o r-d a te sty le, fig . 18 .1, 19 .2 ; in  n o tes-b ib lio g ra p h y  sty le, fig . 16 .1, fig . 16 .2 , 17 .2
ev a lu a tio n  o f, a s so u rces, 3 .1.1, 3 .1.2 , 3 .3 .8 , 3 .4
titles o f, 2 2 .3 .2 .1, 2 2 .3 .2 .2

k ey  term s
lo ca tin g  so u rces v ia , 3 .3 .2 , 3 .3 .6 , 3 .4 .1, 4 .3 .4
in  n o te-ta k in g , 4 .2 .1, 4 .2 .3 , 4 .3 .4 , 4 .5 .3
in  p a p er, 6 .2 .2 6 .2 .4 , 7 .3 , 10 .1.5

L a w  R ep o rts (U n ited  K in g d o m ), 17 .9 .10 , 19 .9 .10
lea d ers (p u n ctu a tio n ), 2 1.1, 2 6 .2 .6 .1, A .2 .1.6 , A .2 .1.7 , fig . A .4 , fig . A .5
L ea g u e o f N a tio n s T rea ty  S eries, 17 .9 .6 , 19 .9 .6
lectu res a n d  p a p ers p resen ted  a t m eetin g s, 13 .1 13 .3

cita tio n  o f: in  a u th o r-d a te sty le, 19 .6 .2 ; in  n o tes-b ib lio g ra p h y  sty le, 17 .6 .2
titles o f, 2 2 .3 .2 .2

leg a l ca ses
cita tio n  o f: in  a u th o r-d a te sty le, 19 .9 .7 ; in  n o tes-b ib lio g ra p h y  sty le, 16 .2 .3 , 16 .4 .3 .1, 17 .9 .7
n a m es o f, 2 2 .1.3

letters o f th e a lp h a b et
a s g ra d es, 2 2 .2 .2
p lu ra l fo rm s o f, 2 0 .1.2 .2
p o ssessiv e fo rm s o f, 2 0 .2 .1
referred  to  a s letters, 2 2 .2 .2
S ee a lso  a lp h a b etiza tio n ; ca p ita liza tio n

lib ra ry , lo ca tin g  to p ics a n d  so u rces in , 2 .1.1, 3 .3 , 3 .4 .3
L ib ra ry  o f C o n g ress d a ta , 3 .2 .2 , 3 .3 .6 , 3 .3 .8
lin e g ra p h s. S ee g ra p h s
lists

o f a b b rev ia tio n s, 2 4 .1.2 , A .1.3 , A .2 .1.10 , fig . A .7
o f ta b les a n d  fig u res, A .1.3 , A .2 .1.7 , fig . A .6
in  tex t, 2 3 .4 .2 .1
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litera ry  stu d ies, q u o ta tio n  p ra ctices in , 2 5 .2 .2 .1, 2 5 .3 .1.2 , 2 5 .3 .2 .3 2 5 .3 .2 .5
litera tu re rev iew , 10 .1.1, 13 .1.1
liv e p erfo rm a n ces, cita tio n  o f

in  a u th o r-d a te sty le, 18 .2 .2 , 19 .8 .2
in  n o tes-b ib lio g ra p h y  sty le, 16 .2 .3 , 16 .4 .3 .1, 17 .8 .2

m a g a zin es a n d  m a g a zin e a rticles, 3 .1.3
cita tio n  o f: in  a u th o r-d a te sty le, 18 .3 .2 .3 , 19 .2 , 19 .3 ; in  n o tes-b ib lio g ra p h y  sty le, 17 .2 , 17 .3
titles o f, 2 2 .3 .2 .1, 2 2 .3 .2 .2

m a n u scrip ts, u n p u b lish ed
cita tio n  o f: in  a u th o r-d a te sty le, 19 .6 .4 ; in  n o tes-b ib lio g ra p h y  sty le, 16 .2 .3 , 17 .6 .4
titles o f, 2 2 .3 .2 .2 , 2 2 .3 .2 .3

m a p s
cita tio n  o f: in  a u th o r-d a te sty le, 18 .2 .2 , 19 .8 .1; in  n o tes-b ib lio g ra p h y  sty le, 16 .2 .3 , 16 .4 .3 .1, 17 .8 .1
so u rce lin es fo r, 2 6 .1.3

m a rg in s, g en era l g u id elin es fo r, A .1.1 m ea su re, u n its o f, 2 3 .1.1, 2 4 .5 , 2 6 .2 .4
M erria m -W eb ster s B io g ra p h ica l D ictio n a ry , 16 .2 .2 .2 , p . 2 8 1, 2 2 .1.1
M erria m -W eb ster s C o lleg ia te D ictio n a ry , p . 2 8 1, 2 2 .2 .1, p . 3 3 1
M erria m -W eb ster s G eo g ra p h ica l D ictio n a ry , p . 2 8 1
m icro fo rm  ed itio n s, cita tio n  o f

in  a u th o r-d a te sty le, 19 .5 .7
in  n o tes-b ib lio g ra p h y  sty le, 17 .5 .7

m o n ey , referen ces to , 2 3 .1.4
m o v ies

cita tio n  o f: in  a u th o r-d a te sty le, 19 .8 .3 .1; in  n o tes-b ib lio g ra p h y  sty le, 17 .8 .3 .1
titles o f, 2 2 .3 .2 .1, 2 2 .3 .2 .2

m u sica l co m p o sitio n s, titles o f, 2 2 .3 .2 .1, 2 2 .3 .2 .2 , 2 2 .3 .2 .3
m u sica l sco res, cita tio n  o f

in  a u th o r-d a te sty le, 19 .8 .5 .3
in  n o tes-b ib lio g ra p h y  sty le, 17 .8 .5 .3

n a m es
o f a ca d em ic co u rses a n d  su b jects, 2 2 .1.3
b ra n d , 2 2 .1.3
ca p ita liza tio n  o f, 2 2 .1
co m p o u n d  fo rm s o f, 16 .2 .2 .2  , 18 .2 .1.2 , 2 0 .3 .2 .1, 2 2 .1.1
o f electro n ic tech n o lo g y , 2 2 .1.3
o f eth n ic a n d  n a tio n a l g ro u p s, 2 0 .1.1, 2 2 .1.1
g o v ern m en ta l a n d  p o litica l, 2 2 .1.3 , 2 3 .1.6
o f h isto rica l ev en ts a n d  cu ltu ra l term s, 2 2 .1.2 , 2 3 .1.6
in itia ls in , 17 .1.1, 18 .3 .2 .1, 19 .1.1, 2 0 .4 .2 , 2 4 .2 .1
ita lics in , 2 2 .1.3 , 2 2 .2 .1
o f leg a l ca ses, 2 2 .1.3
w ith  n u m b ers, 2 3 .1.6
p erso n a l: a n d  a b b rev ia tio n s, 2 4 .2 .1; a lp h a b etiza tio n  o f, 16 .2 .2 .1, 18 .2 .1.1; a n d  en d -o f-lin e b rea k s, 2 0 .4 .2 ; in  fo reig n  la n g u a g es,

16 .2 .2 .2 , 18 .2 .1.2 , 2 2 .2 .1; w ith  p a rticles, 16 .2 .2 .2 , 18 .2 .1.2 , 2 2 .1; p lu ra l fo rm s o f, 2 0 .1.1; p o ssessiv e fo rm s o f, 2 0 .2
o f p la ces, p . 2 4 1, 2 1.2 .4 , 2 2 .1.1, 2 4 .3 .1
o f p la n ts a n d  a n im a ls, 2 2 .1.3
a n d  p ro fessio n a l titles, 2 2 .1.1, 2 4 .2 .2
o f relig io u s a n d  secu la r o rg a n iza tio n s, 2 3 .1.6
o f sh ip s, a ircra ft, a n d  o th er v essels, 2 2 .1.3
sp ellin g  o f, p . 2 8 1
S ee a lso  a u th o r s n a m e, in  cita tio n s; p u b lish er s n a m e, in  cita tio n s

n a tu ra l a n d  p h y sica l scien ces
a b b rev ia tio n  sty le in , 2 0 .1.2 .3 , p . 3 3 1, 2 4 .5
cita tio n  sty le in , 3 .2 .1, 15 .3 , p p . 2 16 17
n u m b er sty le in , p . 3 17 , 2 3 .1, 2 3 .2 .2
q u o tin g , p a ra p h ra sin g , a n d  su m m a rizin g  in , 7 .4
resea rch  q u estio n s in , 1.2 .1
so u rces in , 3 .1.1, 3 .4 .2

n ew sp a p ers a n d  n ew sp a p er a rticles, 3 .1.3
cita tio n  o f: in  a u th o r-d a te sty le, 18 .3 .2 .3 , 19 .4 ; in  n o tes-b ib lio g ra p h y  sty le, 16 .2 .3 , 16 .4 .3 .1, 17 .4
titles o f, 2 2 .3 .2 .1, 2 2 .3 .2 .2

N ew  T esta m en t, a b b rev ia tio n s in , 2 4 .6 .3 . S ee a lso  B ib le a n d  o th er sa cred  w o rk s
n o te n u m b ers, in  cita tio n s

a u th o r-d a te sty le, 19 .1.8 .2
n o tes-b ib lio g ra p h y  sty le, 17 .1.7 .2
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n o tes
b a sic p a ttern  o f, 15 .3 .1, p p . 14 4 4 5 , 16 .1, fig . 16 .1, 16 .3
fo o tn o tes v s. en d n o tes, 16 .3 .1
fo rm a ttin g  o f, 16 .3 .2 16 .3 .4 , A .2 .3 .4
Ib id ., 16 .4 .2 , 17 .5 .1.1
ju d icio u s u se o f, 7 .6 , 16 .3 .5 .2
fo r m u ltip le cita tio n s, 16 .3 .5 .1
n u m b erin g  o f, 16 .3 .2 , 16 .3 .3
p a ren th etica l, p p . 14 4 4 5 , 16 .4 .3 , 2 5 .2 .1.1
rela tio n sh ip  to  b ib lio g ra p h y  en tries, 16 .1, fig . 16 .1, 16 .2
sa m p le p a g es w ith , fig . A .10 , fig . A .14 , A .2 .3 .4
sh o rten ed , 15 .3 .1, p p . 14 4 4 5 , 16 .4 .1
sp a cin g  o f, A .1.3
su b sta n tiv e, 7 .6 , 16 .3 .5 .2
su p erscrip ts in  tex t fo r, 16 .3 .2 , 16 .3 .4 , 2 5 .2 .1.1, 2 5 .2 .2 .1

n o tes-b ib lio g ra p h y  sty le cita tio n s, 3 .2 .1, 2 6 .1.3
b a sic fo rm  o f, 15 .3 .1, p p . 14 4 4 5 , 16 .1 16 .4 , fig . 16 .1, fig . 16 .2
sp ecific ty p es o f so u rces in : a b stra cts, 17 .5 .5 ; a rtw o rk s a n d  g ra p h ics, 17 .8 .1; B ib le a n d  o th er sa cred  w o rk s, 17 .5 .2 ; b lo g s, 17 .7 .2 ;

b o o k s, 17 .1; C D -R O M s a n d  D V D -R O M s, 17 .5 .8 ; cla ssica l, m ed iev a l, a n d  o th er ea rly  E n g lish  litera ry  w o rk s, 17 .5 .1; d isserta tio n s
a n d  th eses, 17 .6 .1; electro n ic d iscu ssio n  g ro u p s a n d  m a ilin g  lists, 17 .7 .4 ; g o v ern m en t d o cu m en ts, 17 .9 ; in terv iew s a n d
p erso n a l co m m u n ica tio n s, 17 .6 .3 ; jo u rn a l a rticles, 17 .2 ; lectu res a n d  p a p ers p resen ted  a t m eetin g s, 17 .6 .2 ; leg a l ca ses, 17 .9 .7 ;
liv e p erfo rm a n ces, 17 .8 .2 ; m a g a zin e a rticles, 17 .3 ; m a n u scrip t co llectio n s, 17 .6 .4 ; m icro fo rm  ed itio n s, 17 .5 .7 ; m o v ies,
telev isio n , ra d io , a n d  th e lik e, 17 .8 .3 ; n ew sp a p er a rticles, 17 .4 ; o n lin e co llectio n s, 17 .5 .9 ; p a m p h lets a n d  rep o rts, 17 .5 .6 ; p u b lic
d o cu m en ts, 17 .9 ; referen ce w o rk s, 17 .5 .3 ; rev iew s, 17 .5 .4 ; so cia l n etw o rk in g  serv ices, 17 .7 .3 ; so u n d  reco rd in g s, 17 .8 .4 ; tex ts in
th e v isu a l a n d  p erfo rm in g  a rts, 17 .8 .5 ; U S  C o n stitu tio n , 17 .9 .5 ; w eb sites, 17 .7 .1

S ee a lso  b ib lio g ra p h ies; n o tes; a n d  sp ecific elem en ts o f cita tio n s b y  n a m e
n o te-ta k in g , 4 .2 4 .5 , fig . 4 .1
n o u n s

co m p o u n d s a n d  fo rm s w ith  p refix es, 2 0 .3
effectiv e u se o f, 11.1
p lu ra l fo rm s o f, 2 0 .1
p o ssessiv e fo rm s o f, 2 0 .2
p ro p er (see n a m es)

n u m b ers
a d d resses, 2 3 .1.7 , 2 3 .2 .2
in  cita tio n s: a u th o r-d a te sty le, 18 .1.5 ; n o tes-b ib lio g ra p h y  sty le, 16 .1.5
co m p o u n d s in clu d in g , 2 0 .3 .2 .2
d a tes, 2 3 .2 .4 , 2 3 .3
d ecim a ls a n d  fra ctio n s, 2 0 .3 .2 .2 , 2 3 .1.3 , 2 3 .1.4 , 2 3 .2 .2
a n d  en d -o f-lin e b rea k s, 2 0 .4 .2
eq u a tio n s a n d  fo rm u la s, 2 3 .1.9 , A .3 .1.2
g ra p h ic p resen ta tio n  o f, 8 .1 8 .4 , ta b le 8 .1, ta b le 8 .2
in  lists, 2 3 .4 .2 .1
m o n ey , 2 3 .1.4
o rd in a l, 2 3 .1.1, 2 3 .3 .1
in  o u tlin es, 2 3 .4 .2 .2
in  p a g in a tio n  o f p a p er, A .1.4
in  p a rts o f p u b lish ed  w o rk s, 2 3 .1.8
p ercen ta g es, 2 0 .3 .2 .2 , 2 3 .1.3
p lu ra l fo rm s o f, 2 0 .1.2 .2 , 2 3 .2 .1
p o ssessiv e fo rm s o f, 2 0 .2 .1
p u n ctu a tio n  w ith in , 2 3 .2 .2 , 2 3 .2 .3
sp a n s o f, 2 0 .3 .2 .2 , 2 3 .2 .4 , ta b le 2 3 .2
sp elled  o u t v s. n u m era ls, 2 3 .1
in  ta b les a n d  fig u res, 2 6 .2 , 2 6 .3
tim e referen ces, 2 3 .1.5 , 2 3 .2 .2 , 2 4 .5
u n its o f m ea su re, 2 3 .1.1
v erb a l p resen ta tio n  o f, 8 .1, ta b le 8 .1, ta b le 8 .2
S ee a lso  p a g e n u m b ers a n d  o th er lo ca to rs

n u m era ls
a ra b ic, 2 3 .1
ro m a n , 2 3 .2 .4 , ta b le 2 3 .1
S ee a lso  n u m b ers

O ld  T esta m en t, a b b rev ia tio n s in , 2 4 .6 .1. S ee a lso  B ib le a n d  o th er sa cred  w o rk s
o n lin e co llectio n s, cita tio n  o f
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in  a u th o r-d a te sty le, 19 .5 .9
in  n o tes-b ib lio g ra p h y  sty le, 17 .5 .9

o n lin e so u rces, 2 2 .1.3
ca teg o ries o f, 15 .4 .1.2
cita tio n  o f, 15 .4 .1
ev a lu a tio n  o f, 3 .1.3 , 3 .3 , 3 .4 .3 , 15 .4 .1
a n d  resea rch  to p ics, 2 .1.1, 2 .1.2 , 2 .1.3
rev isio n  d a tes o n , 15 .4 .1.1
S ee a lso  sp ecific ty p es o f so u rces b y  n a m e

o ra l p resen ta tio n s, 13 .1 13 .2
o u tlin es, 2 .3 , 6 .2 .1, 2 3 .4 .2 .2 . S ee a lso  sto ry b o a rd
O x fo rd  C la ssica l D ictio n a ry , 17 .5 .1.1, 19 .5 .1.1

p a g e n u m b ers a n d  o th er lo ca to rs
in  a u th o r-d a te sty le cita tio n s: b a sic p a ttern , 3 .2 .2 , 18 .1.1, 18 .1.5 ; B ib le a n d  o th er sa cred  w o rk s, 19 .5 .2 ; b o o k s, 19 .1.8 ; e-b o o k s,

19 .1.10 ; jo u rn a ls, 19 .2 .6 ; m a g a zin e a rticles, 19 .3 ; m a n u scrip t co llectio n s, 19 .6 .4 .2 ; m icro fo rm  ed itio n s, 19 .5 .7 ; n ew sp a p er
a rticles, 19 .4 .2 ; referen ce w o rk s, 19 .5 .3

in  n o tes-b ib lio g ra p h y  sty le cita tio n s: b a sic p a ttern , 3 .2 .2 , 16 .1.1, 16 .1.5 ; B ib le a n d  o th er sa cred  w o rk s, 17 .5 .2 ; b o o k s, 17 .1.7 ; e-
b o o k s, 17 .1.10 ; jo u rn a ls, 17 .2 .5 ; m a g a zin e a rticles, 17 .3 ; m a n u scrip t co llectio n s, 17 .6 .4 .2 ; m icro fo rm  ed itio n s, 17 .5 .7 ;
n ew sp a p er a rticles, 17 .4 .2 ; in  p a ren th etica l n o tes, 16 .4 .3 .2 ; referen ce w o rk s, 17 .5 .3 ; in  sh o rten ed  n o tes, 16 .4 .1

sp a n s o f, 2 0 .3 .2 .2 , 2 3 .2 .4 , ta b le 2 3 .2
in  tex t, 2 3 .1.8 , 2 3 .2 .2

p a g in a tio n , g en era l g u id elin es fo r, A .1.4
p a in tin g s

cita tio n  o f: in  a u th o r-d a te sty le, 18 .2 .2 , 19 .8 .1; in  n o tes-b ib lio g ra p h y  sty le, 16 .2 .3 , 16 .4 .3 .1, 17 .8 .1
titles o f, 2 2 .3 .2 .1

p a m p h lets, cita tio n  o f
in  a u th o r-d a te sty le, 19 .5 .6
in  n o tes-b ib lio g ra p h y  sty le, 16 .2 .3 , 17 .5 .6

p a ra p h ra sin g , 2 5 .3 .1.4
a n d  cita tio n  o f so u rces, 15 .2 .1
in  d ra ftin g , 7 .4
in  n o te-ta k in g , 4 .2 , 4 .4
a n d  p la g ia rism , 7 .9

p a ren th eses, 2 1.2 .4 , 2 1.8 .1, 2 3 .4 .2
in  cita tio n s: a u th o r-d a te sty le, 18 .3 ; n o tes-b ib lio g ra p h y  sty le, 16 .1.2 , 16 .4 .3
a n d  d efin itio n s o f fo reig n  term s, 2 2 .2 .1
a n d  en d -o f-lin e b rea k s, 2 0 .4 .2
a n d  m u ltip le p u n ctu a tio n  m a rk s, 2 1.12 .2 .2

p a ren th etica l cita tio n s
b a sic p a ttern  o f, 15 .3 .2 , p p . 2 16 17 , 18 .1, fig . 18 .1, 18 .3 , p . 2 3 1
w ith  fo o tn o tes, 18 .3 .3
fo rm a ttin g  o f, 18 .3 .2
fo r m u ltip le cita tio n s, 18 .3 .2 .5
p la cem en t o f, in  tex t, 18 .3 .1, 2 5 .2 .1.1, 2 5 .2 .2 .1
rela tio n sh ip  to  referen ce lists, 18 .1, fig . 18 .1, 18 .2 .1.1
sa m p le p a g e w ith , fig . A .11

p a ren th etica l cita tio n s referen ce list sty le cita tio n s. S ee a u th o r-d a te sty le cita tio n s
p a rt-title p a g es, A .2 .2 .2
P D F , su b m issio n  o f p a p er a s, A .3 .1.2 , A .3 .2
p ercen ta g es, 2 0 .3 .2 .2 , 2 3 .1.3
p erio d ica ls. S ee jo u rn a ls a n d  jo u rn a l a rticles; m a g a zin es a n d  m a g a zin e a rticles; n ew sp a p ers a n d  n ew sp a p er a rticles
p erio d s, 2 1.1

in  a b b rev ia tio n s, 2 1.12 .1, 2 4 .1.3
in  cita tio n s: a u th o r-d a te sty le, 18 .1.2 ; n o tes-b ib lio g ra p h y  sty le, 16 .1.2
a n d  m u ltip le p u n ctu a tio n  m a rk s, 2 1.12
sp a ce a fter (term in a l), A .1.3  p erm issio n s, fo r m a teria l u n d er co p y rig h t, p . 3 4 6 , 2 6 .1.3 , A .2 .1.9 , A .3 .2

p erso n a l co m m u n ica tio n s, cita tio n  o f
in  a u th o r-d a te sty le, 18 .2 .2 , 19 .6 .3
in  n o tes-b ib lio g ra p h y  sty le, 16 .2 .3 , 17 .6 .3

p h o to g ra p h s
cita tio n  o f: in  a u th o r-d a te sty le, 18 .2 .2 , 19 .8 .1; in  n o tes-b ib lio g ra p h y  sty le, 16 .2 .3 , 16 .4 .3 .1, 17 .8 .1
titles o f, 2 2 .3 .2 .1

p h y sica l scien ces. S ee n a tu ra l a n d  p h y sica l scien ces
p la ce-n a m es, p . 2 4 1, 2 1.2 .4 , 2 2 .1.1, 2 4 .3 .1
p la ce o f p u b lica tio n , in  cita tio n s, 3 .2 .2
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a u th o r-d a te sty le, 19 .1.7
n o tes-b ib lio g ra p h y  sty le, 17 .1.6

p la g ia rism , a v o id in g , 4 .2 .3 , 7 .9 , 15 .1, 2 5 .1
p la y s

cita tio n  o f: in  a u th o r-d a te sty le, 18 .2 .2 , 19 .8 .5 .2 ; in  n o tes-b ib lio g ra p h y  sty le, 16 .2 .3 , 17 .8 .5 .2
q u o ta tio n  o f d ia lo g u e fro m , 2 5 .2 .2 .2
titles o f, 2 2 .3 .2 .1

p lu ra l term s, sp ellin g  o f, 2 0 .1, 2 0 .2 .1, 2 3 .3 .1
p o d ca sts, cita tio n  o f

in  a u th o r-d a te sty le, 19 .8 .3 .5
in  n o tes-b ib lio g ra p h y  sty le, 17 .8 .3 .5

p o etry
cita tio n  o f: in  a u th o r-d a te sty le, 19 .1.8 .2 , 19 .5 .1.3 ; in  n o tes-b ib lio g ra p h y  sty le, 17 .1.7 .2 , 17 .5 .1.3
q u o ta tio n s fro m , 2 5 .2 .1.2 , 2 5 .2 .2 .2 , 2 5 .3 .2 .5
titles o f, 2 2 .3 .2 .1, 2 2 .3 .2 .2

p o ssessiv e term s, sp ellin g  o f, 2 0 .2
p o ster p resen ta tio n s, 13 .3
p refa ce, A .2 .1.8
p refix es, sp ellin g  o f w o rd s w ith , 2 0 .3 .3
p resid en tia l p u b lica tio n s, cita tio n  o f

in  a u th o r-d a te sty le, 19 .9 .3
in  n o tes-b ib lio g ra p h y  sty le, 17 .9 .3

p ro cra stin a tio n . S ee tim e m a n a g em en t
p ro fessio n a l titles, 2 2 .1.1, 2 4 .2 .2
p ro o frea d in g , 11.4 , p . 2 8 2
P ro Q u est D isserta tio n s a n d  T h eses d a ta b a se, p . 3 7 1, A .2 .1.13 , A .3 .2
p seu d o n y m s, in  cita tio n s

a u th o r-d a te sty le, 19 .1.1.4 , 19 .7 .2 , 19 .7 .4 , 19 .8 .3 .5
n o tes-b ib lio g ra p h y  sty le, 17 .1.1.4 , 17 .7 .2 , 17 .7 .4 , 17 .8 .3 .5

p u b lic d o cu m en ts, cita tio n  o f
in  a u th o r-d a te sty le, 18 .2 .2 , 19 .9
in  n o tes-b ib lio g ra p h y  sty le, 16 .2 .3 , 17 .9

P u b lic P a p ers o f th e P resid en ts o f th e U n ited  S ta tes, 17 .9 .3 , 19 .9 .3
p u b lish er s n a m e, in  cita tio n s, 3 .2 .2 , 15 .4 .1.1

a u th o r-d a te sty le: b o o k s, 19 .1.4 .2 , 19 .1.7 ; w eb sites, 19 .7 .1
n o tes-b ib lio g ra p h y  sty le: b o o k s, 17 .1.3 .2 , 17 .1.6 ; w eb sites, 17 .7 .1

p u n ctu a tio n , 2 1.1 2 1.12
in  a b b rev ia tio n s, 2 0 .1.2 .3 , 2 4 .1.3
in  cita tio n s: a u th o r-d a te sty le, 18 .1.2 , 18 .3 .1; n o tes-b ib lio g ra p h y  sty le, 16 .1.2 , 16 .3 .2
a n d  en d -o f-lin e b rea k s, 2 0 .4 .2
m o d ifica tio n  o f, in  q u o ta tio n s, 2 5 .3 .1.2 , 2 5 .3 .2
w ith in  n u m b ers, 2 3 .2 .2 , 2 3 .2 .3
sp a ce a fter (term in a l), A .1.3
o f titles, 2 2 .3 .3
S ee a lso  sp ecific p u n ctu a tio n  m a rk s b y  n a m e

q u estio n  m a rk s, 2 1.5
a n d  m u ltip le p u n ctu a tio n  m a rk s, 2 1.5 , 2 1.12 .1, 2 1.12 .2 .1
in  titles, 17 .1.2 .1, 19 .1.3 .1, 2 2 .3 .3

q u estio n s, resea rch
d ev elo p m en t o f, 1.1 1.2 , 2 .1 2 .2
a n d  n o te-ta k in g , 4 .3 .2 , 4 .5
sta tem en t o f, 10 .1.2 , 10 .1.3
ty p es o f, 1.2
S ee a lso  cla im s; h y p o th esis

q u o ta tio n  m a rk s, 2 1.10
in  cita tio n s: a u th o r-d a te sty le, 18 .1.4 ; n o tes-b ib lio g ra p h y  sty le, 16 .1.4
a ro u n d  d efin itio n s o f fo reig n -la n g u a g e term s, 2 2 .2 .1
a n d  en d -o f-lin e b rea k s, 2 0 .4 .2
iro n ic u se o f, 2 2 .2 .2
a n d  m u ltip le p u n ctu a tio n  m a rk s, 2 1.10 , 2 1.12 .2 .1
a n d  p lu ra l fo rm s, 2 0 .1.2 .4
a n d  p o ssessiv e fo rm s, 2 0 .2 .2 .4
a ro u n d  q u o ted  m a teria l, 2 5 .2 2 5 .3
sin g le, 2 1.10 , 2 1.12 .2 .1, 2 5 .2 .1.2 , 2 5 .3 .1.2
a ro u n d  titles o f w o rk s, 2 2 .3 .2 .2
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a ro u n d  w o rd s d efin ed  a s term s, 2 2 .2 .2
q u o ta tio n s

b lo ck  sty le, 7 .5 , 2 5 .2 .2 , A .1.3
cita tio n  o f, fro m  seco n d a ry  so u rces: in  a u th o r-d a te sty le, 19 .10 ; in  n o tes-b ib lio g ra p h y  sty le, 17 .10
in  d ra ftin g , 7 .4
in  en d n o tes o r fo o tn o tes, 16 .3 .5 .2
ep ig ra p h s, 2 5 .2 .2 .3 , A .2 .1.5 , fig . A .9
fro m  fo reig n  la n g u a g es, 2 2 .2 .1
in co rp o ra tin g  in to  tex t, 7 .5 , 2 5 .2
in sertio n s in to , 2 5 .3 .1.4
m o d ifica tio n  o f, 7 .5 , 2 5 .3
in  n o te-ta k in g , 4 .2 .2 , 4 .3 .3
o m issio n s fro m , 2 5 .3 .2
p la cem en t o f so u rce cita tio n s fo r: in  a u th o r-d a te sty le, 18 .3 .1, 2 5 .2 .1.1, 2 5 .2 .2 .1; in  n o tes-b ib lio g ra p h y  sty le, 16 .3 .2 , 16 .4 .3 .2 ,

2 5 .2 .1.1, 2 5 .2 .2 .1
a n d  p la g ia rism , 7 .9 , 15 .2 .1, 2 5 .1
ru n -in  sty le, 7 .5 , 2 5 .2 .1
sp a cin g  o f, A .1.3

Q u r a n , 2 4 .6 .5 . S ee a lso  B ib le a n d  o th er sa cred  w o rk s

ra d io  p ro g ra m s
cita tio n  o f: in  a u th o r-d a te sty le, 19 .8 .3 .2 ; in  n o tes-b ib lio g ra p h y  sty le, 17 .8 .3 .2
titles o f, 2 2 .3 .2 .1, 2 2 .3 .2 .2

R ea d ers  G u id e to  P erio d ica l L itera tu re, 3 .3 .7
rea so n s

in  b u ild in g  a n  a rg u m en t, 2 .3 .2 , 5 .1 5 .6 , 14
a n d  ev id en ce, 3 .1.1, 4 .2 .2 , 5 .4 .2
a n d  n o te-ta k in g , 4 .3 .2
o rg a n izin g  in  d ra ft, 6 .2 .5 , 6 .2 .8
o n  sto ry b o a rd , 2 .3 .3 , 4 .5
a n d  w a rra n ts, 5 .4 .4 , fig . 5 .1
S ee a lso  cla im s; ev id en ce

referen ce lists
a rra n g em en t o f en tries in , 18 .2 .1
a ssem b ly  o f, 15 .5
b a sic p a ttern  o f, 15 .3 .2 , p p . 2 16 17 , 18 .1, fig . 18 .1, 18 .2
o m issio n  o f so u rces fro m , 18 .2 .2
rela tio n sh ip  to  p a ren th etica l cita tio n s, 18 .1, fig . 18 .1, 18 .2 .1.1
sa m p le p a g e fro m , A .2 .3 .5 , fig . A .16
sp a cin g  o f, A .1.3

referen ce w o rk s, cita tio n  o f
in  a u th o r-d a te sty le, 18 .2 .2 , 19 .5 .3
in  n o tes-b ib lio g ra p h y  sty le, 16 .2 .3 , 17 .5 .3
S ee a lso  en cy clo p ed ia s a n d  d ictio n a ries
R eg ister o f D eb a tes, 17 .9 .2 .1, 19 .9 .2 .1

rep o rts (so u rce ty p e), cita tio n  o f
in  a u th o r-d a te sty le, 19 .5 .6
in  n o tes-b ib lio g ra p h y  sty le, 16 .2 .3 , 17 .5 .6

resea rch
a ca d em ic, p . 5 , 1.2 , 2 .1.1, 2 .4
a s co n v ersa tio n , 3 .1.2 , p . 3 7 , 5 .1, 5 .2 , 5 .4 .3 , 10 .1.1, 10 .2 .2 , 13 .1 13 .4 , 14 , 15 .1
g o a ls fo r, p p . 12 13 , 3 .1.2
p ro fessio n a l, p . 5 , 1.2 .2
sp irit o f, 14

rev iew s (b o o k s a n d  liv e p erfo rm a n ces)
cita tio n  o f: in  a u th o r-d a te sty le, 19 .5 .4 ; in  n o tes-b ib lio g ra p h y  sty le, 16 .2 .3 , 17 .5 .4
lo ca tin g  so u rces v ia , 3 .3 .4

R ev ised  S ta tu tes o f C a n a d a , 17 .9 .9 , 19 .9 .9
rev isin g , 9 .1 9 .5 , 10 .1 10 .3 , 11.1 11.5

scu lp tu res
cita tio n  o f: in  a u th o r-d a te sty le, 18 .2 .2 , 19 .8 .1; in  n o tes-b ib lio g ra p h y  sty le, 16 .2 .3 , 16 .4 .3 .1, 17 .8 .1
titles o f, 2 2 .3 .2 .1

sea rch  en g in es, 2 .1.3 , 3 .3 .2 , 3 .4 .2 . S ee a lso  o n lin e so u rces
sem ico lo n s, 2 1.2 .4 , 2 1.3

in  cita tio n s: a u th o r-d a te sty le, 18 .3 .2 .5 ; n o tes-b ib lio g ra p h y  sty le, 16 .3 .5 .1
a n d  m u ltip le p u n ctu a tio n  m a rk s, 2 1.12 .2 .1
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series, 2 1.2 .2 , 2 1.3
sen ten ces, rev isin g , 11.1 11.5
series titles

in  cita tio n s: a u th o r-d a te sty le, 19 .1.6 ; n o tes-b ib lio g ra p h y  sty le, 17 .1.5
titles o f, 2 2 .3 .2 .3

sic, u se o f, 2 5 .3 .1.1
sla sh es, 2 1.9 , 2 5 .2 .1.2
so cia l n etw o rk in g  serv ices, cita tio n  o f, 15 .4 .1.2

in  a u th o r-d a te sty le, 18 .2 .2 , 19 .7 .3
in  n o tes-b ib lio g ra p h y  sty le, 16 .2 .3 , 17 .7 .3

so cia l scien ces
a b b rev ia tio n  sty le in , p p . 3 3 0 3 1, 2 4 .5
cita tio n  sty le in , 3 .2 .1, 15 .3 , p p . 14 4 4 5 , p p . 2 16 17
m o d els fo r resea rch  in , 3 .1.2
n u m b er sty le in , p . 3 17 , 2 3 .1.1
q u o tin g , p a ra p h ra sin g , a n d  su m m a rizin g  in , 7 .4
resea rch  q u estio n s in , 1.2 .1, 2 .1.4
so u rces in , 3 .1.1, 3 .4 .2

so ftw a re fu n ctio n s
a lp h a b etizin g  n a m es, 16 .2 .2 .1, 18 .2 .1.1
a u to m a ted  n u m b erin g  o f elem en ts, A .3 .1.1
cita tio n  m a n a g em en t, 3 .2 .2 , 15 .6
d efin in g  sty les, A .1.5 , A .3 .1.1
file p rep a ra tio n  a n d  m a n a g em en t, A .3 .1
g ra p h ics, 8 .2 , 8 .3 , 13 .3 , p p . 3 5 8 5 9 , A .3 .1.3 , A .3 .1.4
h y p h en a tio n  a n d  ju stifica tio n , 2 0 .4 , A .3 .1.2
sectio n  b rea k s, A .1.4 .1, A .3 .1.1
sp ecia l ch a ra cters, 2 1.11, 2 5 .3 .2 .1, A .3 .1.2
sp ell-ch eck in g , 11.4 , p . 2 8 2
w o rd -p ro cessin g  (g en era l), 2 1.11, p . 3 7 2 , A .2 .2 .4 , A .3 .1.1, A .3 .1.2

so u n d  reco rd in g s, cita tio n  o f
in  a u th o r-d a te sty le, 19 .8 .4
in  n o tes-b ib lio g ra p h y  sty le, 17 .8 .4

so u rces
a v a ila b ility  o f, 2 .1.4
cita tio n  o f (see cita tio n  o f so u rces)
critica l en g a g em en t w ith , 2 .1.3 , 3 .1.2 , 4 .1 4 .6
lim itin g  n u m b er o f, 2 .1.2 , 2 .1.4 , 6 .2 .2
n o te-ta k in g  fro m , 4 .2 4 .5
o n lin e (see o n lin e so u rces)
p la g ia rism  o f, 7 .9 , 15 .1, 2 5 .1
p rim a ry , 3 .1.1, 3 .1.2
seco n d a ry , 3 .1.2 , 17 .10
selectio n  a n d  ev a lu a tio n  o f, 3 .1 3 .5 , 15 .1, 15 .4 .1.1
tertia ry , 3 .1.3 , 3 .4 .2
S ee a lso  sp ecific ty p es o f so u rces b y  n a m e

S o  w h a t? q u estio n , 1.1 1.2 , 2 .1, 5 .4 .1, 6 .2 .2 , 10 .1.3 , 13 .4
S p a n ish , n a m es in , 16 .2 .2 .2 , 18 .2 .1.2
sp ellin g

ch eck in g  fo r erro rs in , 11.4 , 12 .1 12 .2 , p . 2 8 2
o f co m p o u n d s a n d  w o rd s w ith  p refix es, 2 0 .3
a n d  en d -o f-lin e b rea k s, 2 0 .4
m o d ifica tio n  o f, in  q u o ta tio n s, 2 5 .3 .1.1
o f n u m b ers, 2 3 .1
o f p lu ra l term s, 2 0 .1, 2 0 .2 .1, 2 3 .3 .1
o f p o ssessiv e term s, 2 0 .2
so ftw a re fo r ch eck in g , 11.4 , p . 2 8 2

S ta tu tes a t L a rg e o f th e U n ited  S ta tes o f A m erica , 17 8 9 18 7 3 , 17 .9 .2 .5 , 19 .9 .2 .5
S ta tu tes o f C a n a d a , 17 .9 .9 , 19 .9 .9
sto ry b o a rd , 2 .3 , 4 .5 , p . 4 9 , 5 .4 5 .6 , 6 .2
su b h ea d in g s, 6 .2 .4 , 9 .2 , 9 .3 , A .1.5 , A .2 .1.6 , A .2 .2 .4
su b m issio n  p a g e, A .2 .1.1
su m m a rizin g

in  d ra ftin g , 7 .4
in  n o te-ta k in g , 4 .2 .2 , 4 .4

S u p rem e C o u rt R ep o rter, 17 .9 .7 , 19 .9 .7
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