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TO THE STUDENT 
This guide for authors of term papers, essays, and theses 

explains, and illustrates with copious examples and specimen 
pages, present-day styling and typescript preparation, the 
handling of prose and verse citations, foreign-language prob­
lems (titles, proper names, word division, etc.), foptnoting 
and bibliographical procedures, and other matters indispen­
sable for the achievement of correctness, clarity, ease of 
reading, consistency, and good appearance. 

It also corresponds in the main with the MLA Style 
Sheet, which has been influential in simplifying and regu­
larizing the scholarly style of many American journals and 
university presses. At the same time, its sphere of usefulness 
extends by design beyond the humanities, even though it 
does not deal expressly with certain usages, especially as 
regards footnote citation, peculiar to some other fields. It is 
not dogmatic, but makes appropriate allowances for per­
sonal choice between correct alternatives, and for usages 
that may be prescribed or favored by a particular depart­
ment or school. 

Taking a realistic view of students' needs, this manual 
avoids unwarranted and confusing distinctions between the 
styling of papers or theses and the preparation of manu­
scripts for publication. It thus provides a useful guide to 
principles that can be applied, with minor adjustments, to 
the styling of printers' copy. A similar volume by the same 
author, A Style Manual for Autlwrs, Midland Book No. 76 
(Bloomington: Indiana University Press, 1965), contains 
additional information of use to writers of books or of articles 
for scholarly journals. 

Bloomington, Indiana 
March, 1964 



PREFACE TO THE REVISED EDITION 

Improvements in the present edition consist mainly in 
scattered clarifications and refinements in the text and index, 
some expansion in the sections on quoted matter, and a more 
comprehensive treatment of the effectual handling of cross 
references and of authors' names, pseudonyms, and titles­
both English and foreign-cited in text, footnotes, bibliog­
raphy, and index. 

A continuing effort has been made to forgo excessive de­
tails, to introduce abundant illustrations, and to encourage, 
on the part of the user, a certain degree of self-reliance and 
discrimination. 

Bloomington, Indiana 
December, 1966 
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I 

GENERAL SUGGESTIONS 

1 Identical copy. Retain an extra and identical copy of your 
typescript, containing all corrections, inserts, and other alter­
ations. 

2 Copyreading. Copyread your manuscript carefully (whether 
you do your own typing or not), checking for accuracy and 
consistency in usage and style, word division, punctuation, 
spacing, etc. Complete and verify all quotations as regards 
source, spelling, punctuation, accent marks, etc. 

3 Revision. Allow some time to elapse, if possible, between 
your first and final drafts. Before submission, try to elimi­
nate pompous and pedantic diction, cliches, digressions and 
irrelevancies, ambiguities and omissions in footnotes, un­
suitable abbreviations in the text proper, 0 colloquialisms, 
meaningless words, circumlocutions, and repetitious words, 
phrases, or subject matter. Reduce so far as possible the 
number of your footnotes and lengthy quotations. Consult 
your dictionary frequently. 

4 Consistency. To avoid delays, vexations, and added expense, 
have it clearly understood that your typist will adhere 
strictly to the system of styling that you have prescribed. 

To achieve consistency, keep before you a list of your spell­
ings of variable proper nouns and words like role-role, co­
ordinate-coordinate-coordinate, theater-theatre, wilful-

0 Among those to be avoided in the text arc abbreviations of months 
(Feb.), MS for manuscript, except in references (do not say "this MS," 
but "MS. 16" is permissible). U.S., St. (Street), Jas. (James), Rev. 
("the Rev. Jones"), Vol., p., 1st. Allowed are: Mr., Dr., St. (Saint), 
A.O., A.M., i.e., e.g., etc., viz., and, in parenthetical references, Vol., p., 
vv., cf., and the like. 
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willful, sizable-sizeable, per cent-percent; also forms like 
Mar.-March, April 1940-April, 1940, & Co.-and Co., p. 24 
n.-p. 24n., Chap.-chap.-ch., etc. Note the use of required 
or optional capitals with words relating to religious denom­
inations or sects, philosophical, literary, or artistic schools: 
Baptist, Epicurean, epicurean, Romantic Movement, ro­
manticism, Naturalism, naturalist, Pre-Raphaelites, etc. 

5 Corrections and insertions. If it is permissible in informal 
papers and reports to make last-minute corrections and in­
sertions, these may be written (typed, if you do not write 
legibly) above the line (not in margins) or pasted (not pinned 
or clipped) to the page. Do not use proofreaders' marks. 
Indicate precisely where insertions are to be made, using a 
caret (,..,) below the line rather than a virgule (/)-also called 
a "slash" or "slant"-and revise spacing, paragraphing, foot­
notes, etc., as required. Pages or footnotes added later are 
numbered 6a, 6b, etc. If you remove an entire page, say page 
11, double number the preceding page (10-11) to preserve 
continuity of pagination. In theses and other manuscripts of 
permanent record, such alterations should obviously be 
avoided. 

6 First person. It is now generally agreed that writers need 
have no compunction about writing in the first person. The 
use of 'T' is honest and straightforward, does not in itself 
reflect vanity, and is superior to self-conscious and clumsy 
efforts to suggest detachment-"we do not believe," "the 
present writer," "this editor," etc. 

7 Dictionaries. Whether you use Funk and Wagnalls' Stand­
ard College Dictionary, The Random House Dictionary, 
Webster's New World Dictionary of the American Language, 
New Collegiate, or New International, refer consistently to 
the same volume. 

14 



II 

FORM OF THE MANUSCRIPT 

8 Paper. Use white, fairly opaque, nonglossy paper of standard 
size (81h x 11 inches). Submit no copy, even a rough draft, on 
onionskin paper. Readers may object to "'erasable" paper 
because it is lacking in opacity, slippery to handle, and diffi­
cult to write on with a pen; also, it smudges easily, and Xerox 
copies are wanting in contrast. 

For term papers and reports, a good bond paper of ade­
quate body is satisfactory. A thesis will require, in addition 
to one original, several copies made by whatever process­
carbon, Multilith, Xerox, etc.-is allowed by your school or 
department. The appearance of carbon copies will be deter­
mined by the paper selected, the kind of typewriter used, the 
typist's touch, and the quality and condition of the carbon 
paper. A satisfactory weight of paper (if a particular one is 
not specified by your school) is best determined by experi­
ment. Twenty-pound stock, often recommended, may pro­
duce smudging in the third carbon copy. Sixteen-pound 
paper has its advocates, as does thirteen-pound-that most 
likely to produce clear copies. One may consider using six­
teen-pound paper for the first two copies, and thirteen­
pound for the rest. Rag content should be at least 50 per cent 
as a safeguard against eventual color changes and brittle­
ness. The best paper has 100 per cent rag content. 

9 Carbon paper. Use only a superior grade of black carbon 
paper. For uniformity in appearance, discard it after typing 
approximately five to eight pages. Uniformity can be con­
trolled also by purchasing at one time all the paper, both 
white and carbon, that will be needed. 

15 



1 O Type. The common type sizes are pica ( 10 characters to the 
inch) and elite (12 to the inch). Pica is sometimes specified 
for theses. For appearance' sake, avoid mixed type sizes and 
styles. 

11 Margins. Leave approximately l lf.! inches at top and left, 
and 1 inch at bottom and right. Insert paper with left edge 
at zero, and set margin stops at 15 and 75 for pica type, or 
at 18 and 90 for elite. Center of typed page will be at 45 and 
54 respectively. (These directions do not apply to some elec­
tric models and foreign machines.) 

12 Spacing and indention. Double space the text proper. Single 
space verse and long prose citations, footnotes, parts of table 
of contents and bibliography, and index, as explained below. 
Begin first line on ordinary page nine lines from top. Para­
graphs are often indented seven spaces, sometimes five. For 
other indentions see index. 

13 Page numbers are set one inch from top of page (i.e., on the 
sixth line) and flush with the right margin. Numbers (op­
tional) on pages bearing section headings (Preface; Chapter 
I, etc.) are centered at bottom margin. Write page number 
without period, hyphens, or parentheses. 

Consider {but do not number) the title page as page i, and 
use lower-case Roman for all pages preceding the first page 
of text. {The copyright page and table of contents are not 
numbered.) After page 1 {Arabic), number consecutively to 
last page of manuscript. Do not number the vita if placed at 
the end. On numbering of inserted pages, see section 5. 

14 Blank pages and half titles. Omit blank pages except for 
one or two at beginning and end. Use half titles only in works 
divided into parts. They should precede each numbered part 
and each section of reference matter (appendix, bibliog­
raphy, index, etc.). Write title, in capitals, slightly above cen­
ter of page. Assign a page number, but omit it on the page 
itself. 

15 Covers that are inexpensive and easily removed are suitable 
for term papers and the like. Papers having reference matter 
at the end should not be stapled. A thesis is best kept in one 
or more spring binders. 

16 



Ill 

THE PARTS AND THEIR FORMS 

16 Parts of the manuscript. Sections of a manuscript, each of 
which starts a new page, are commonly arranged in the 
following order: 0 

blank leaves 
title page 
copyright page 
preface (or foreword) 
list of abbreviations 
acknowledgments 
table of contents 
list of illustrations 
list of tables 
introduction 

text 
appendix 
notes (if typed at end) 
glossary 
bibliography 
author index 
subject index 
vita (if placed at end) 
blank leaves 

17 Title page. Schools and departments usually prescribe the 
contents and layout of thesis title pages. The following di­
rections, illustrated in specimen pages 1 and 2, represent only 
one of several possible forms. Center all lines on page (using 
45 or 54 as center guide). Typ.e title, if one line in length, 
on the tenth line from top of page. If more than one line, 
begin on the ninth line. Use capitals only. Underline any 
words that would appear in italics if printed, and omit period 
at end. In a long title, double space between lines and use 
inverted pyramid form, dividing lines, if possible, by thought 
groups. 

0 This is the usual fonnat for books. For a thesis, check local re­
quirements as regards order of contents, additional parts such as ap­
proval sheet, abstract, etc. 

17 



Type author's name, in capitals, twenty spaces below a 
single-line title, or twenty-one spaces below the first line of a 
multiple-line title. Two spaces above name, type BY or 
EDITED BY, centered, in capitals. 

Matter at the bottom of the title page should preserve the 
usual one-inch margin. (See specimen pages.) 

Title pages for short papers, reports, or essays may look 
pretentious unless they off er additional useful information 
such as name of course, section number, date, etc. 

18 Preface (or foreword) (omit in table of contents). Brief 
remarks addressed to the reader concerning the purpose, 
limits, background, etc., of the study, editions, materials, or 
techniques employed, a sliort list of abbreviations used in the 
footnotes, and acknowledgments (if any) 0 should be put in 
a preface or foreword rather than in an introduction (see 
section 21, "Introduction"). Type heading, in capitals, at 
least twelve lines from top of page, and begin text from 
three to five lines below. A short preface should be dropped 
farther to give better centering on page. 

19 Table of contents (see specimen pages 3-8). All copy, in­
cluding the heading, should be centered vertically on page; 
but the heading should not be less than ten spaces from top 
of page, nor should the last line be less than one inch from 
the bottom. Three spaces below the heading, and flush with 
the left margin, type the word "Chapter" (initial capital 
only), and across the page, ending at the right margin, the 
word "Page." Triple space before the first entry and between 
all major entries (chapters, appendices, etc.). Single space 

0 
Acknowledgment of special help and favors (e.g., consultation on 

technical matters, the loan of a manuscript, or the granting of access 
to private papers) is a courtesy that cannot be overlooked; but a stu­
dent may without compunction refrain from expressing thanks, how­
ever heartfelt, to his thesis director or committee for their routine work. 
Acknowledgments should be phrased concisely and circumspectly. 

An alternate device is to insert a separate, unnumbered sheet, bearing 
the appropriate heading, immediately before the table of contents. If a 
short paragraph suffices, type it on the upper portion of this insertion, 
and omit the heading. 

18 



in chapter headings of more than one line in length, indent­
ing the second line two spaces. 

Align chapter numbers (Roman capitals) so that the long~ 
est begins at left margin. Each is followed by a period 
(aligned vertically) and two spaces. Unnumbered headings 
(Appendix, Sources Consulted, Index, etc.) begin at left 
margin. Leaders (double-spaced periods) should connect the 
last word of chapter and main headings with page number. 
The first period should not appear in the first space following 
the heading, and the last period should not appear beyond 
the space preceding P in the word "Page.'' Align leaders ver­
tically. 

Apportion entries filling two pages of a table of contents 
fairly evenly. Do not repeat headings on second page, but 
repeat "Chapter" and "Page" ten spaces from the top. Make 
the first entry on this page a new chapter or major section 
heading, rather than a carry-over line from the first page. 
(See specimen pages 6, 7.) 

In an analytical table of contents (which should avoid ex­
treme complexity), separate subheadings from main head­
ings and from each other by double spacing. Indent three 
spaces from first word of main heading. Indent carry-over 
lines two spaces, and single space. Triple space before the 
next main heading. Type subheadings in lower case, capital­
izing important words. If numbered, use system prescribed 
under section 49, "Outline Form." Page references may be 
put in parentheses, reserving page column for main entries. 
(See specimen pages 3, 6-8.) 

20 Lists of illustrations and tables follow the general form of 
the table of contents. Write entries, double-spaced, in capitals 
and lower case; single space carry-over lines and indent two 
spaces. Number plates in Roman capitals, figures and tables 
in Arabic. For best fonn, consult published works in your 
field. 

21 Introduction. An introduction, properly considered, is a 
part of the text and not a substitute for the preface (q.v.). In 
some studies, such as critical editions, introductions are justi-
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fied (see specimen pages 4, 5); but in many theses they can 
be dispensed with in favor of a more direct beginning in 
Chapter I. If preliminary matter is so treated, a suitable 
heading can be devised such as "The Historical Setting"; "A 
Half-Century of Research"; "The Ideological Background"; 
"Aims and Methods," etc. A historical or review-of-previous­
studies approach must, of course, be confined within sensible 
limits. If "Introduction" is used along with numbered head­
ings, number it also and treat it as Chapter I. 

22 Chapter headings (see specimen page 9). Nine spaces from 
top of page, type CHAPTER I, centered, in capitals. Two 
spaces below write chapter title, in capitals, also centered. 
Omit period. If longer than one line,· single space and use 
inverted pyramid form. Begin text three spaces below. 

23 Subheadings within chapters (use these only if clearly war­
ranted, not as mere padding) consist, in descending order of 
importance, of centered major headings, sideheads flush with 
left margin, and paragraph headings. In major headings, capi­
talize principal words and omit period at end. Underlining 
is not necessary; but if a subordinate rank of major beadings 
is used, the more important ones may be underlined for con­
trast. These are usually not numbered. If a long heading 
would extend to the left of regular paragraph indentions, use 
inverted pyramid form and single space between lines. Allow 
three spaces above the heading and three below. Major head­
ings may be included in table of contents. 

24 Sideheads. Capitalize only the first word and proper nouns 
or adjectives, and omit period at end. If sidehead would ex­
tend beyond center of page, use two or more lines of approxi­
mately equal length, single spaced, and all flush with left 
margin. If these headings are clearly used for enumeration, 
they may be numbered in Arabic, followed by a period. Al­
low three spaces above sidehead, and two below. 

Main headings and sideheads (but not paragraph head­
ings) at the foot of a page should be followed by at least two 
lines of type. If this is impossible, leave the page short and 
resume on the next page. 

In papers, centered Roman numerals (capitals) may 
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be used in place of chapters to indicate broad divisions. 
Descriptive headings are usually omitted. Divisions indicat­
ing clear breaks in context may be shown also by extra spac­
ing, i.e., by dropping three spaces instead of the usual two. 

25 Paragraph headings (underlined, but usually not num­
bered) start at normal paragraph indention and are run into 
the paragraph. Capitalize as in other sideheads, and. termi­
nate with a period or a period and dash (typed as two 
hyphens: - -). 

26 Mottoes at heads of chapters, dropped three spaces below 
heading, begin slightly to the left of center of page (unless 
very short) and end at right margin. Omit quotation marks. 
Type source below text, ending at least one inch short of the 
right margin. Introduce source with a dash (- -) and omit 
period at end. Begin text three lines below. 

27 Appendix. Heading and title (which should always be 
given) are spaced like chapter headings (q.v.); but an ap­
pendix that fills less than a page should be centered verti­
cally. Label multiple appendices APPENDIX A, etc., in 
capitals, and begin each on a new page. 

28 Bibliography. See chapters XII, XIII. 
29 Index. Although usually not required, a good index adds 

greatly to the usefulness of theses that contain complex sub­
ject matter or numerous references to proper names or place 
names. All entries may usually be put in a single index if it is 
of moderate length. If not, an author index may precede the 
subject index. Both are listed in the table of contents. Do not 
index front matter preceding introduction or text. 

Heading is typed nine spaces from top of page, centered. 
Three spaces below, single-spaced and running from left to 
right margins, a note may be added explaining the limita­
tions of the index, basis of selection of items, etc. Drop three 
spaces for first entry. 

It is easier to type indexes in a single column, but double 
column is permissible. In either case, single space within each 
entry, double space between entries. Indent carry-over lines 
two or three spaces, and leave three spaces between letters of 
the alphabet. If you use double columns, the first column 

..... ~ ... 
-~-~ 
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should start at the left margin and the second column should 
end at the right margin. Lines in the two columns should be 
of the same maximum length, and short enough to leave a 
well-defined clear space vertically. Start the right-hand col­
umn two or three spaces to the right of center. 

Entries may begin either with capitals (except in the case 
of glosses, word studies, and other special forms) or, except 
for proper nouns, with lower case. Use commas after entry 
and between page references. Omit period after last page 
reference. Use corrected, modernized spellings when pos­
sible, avoiding the use of "sic." The form "Chap. IV, passim' 
may be used if appropriate, but specific page references are 
preferred. "Passim" and other words that are not index 
entries are underlined (for italics). Write cross references as 
follows: Esquemeling, Alexandre, see Oexmelin; but write 
"see also Hamlet" without underlining. Write titles thus: 
Scots Poem, A; Progress of Romance, The. Footnotes may be 
indicated in various ways: 56n, 76 n., 76 n. 3; 56n, 76 and n.; 
39 (n. 16), 158 (nn. 38, 39). 

Consult, on this subject, Sina Spiker, Indexing Your Book. 
A Practical Guide for Authors (Madison: University of Wis­
consin Press, 1964), and the Chicago Manual of Style, section 
"Indexes." As a general guide to form, see the index to the 
present volume. On names of persons and the use of cross 
references, see below, sections 112-13, 115-17. 

30 Vita, in theses, should contain the following minimal infor­
mation: full name, place and date of birth, educational back­
ground and degrees (with a list of professors under whom the 
candidate studied for advanced degrees), and previous occu­
pations and employment. The vita is not numbered, and is 
not included in the table of contents. 
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IV 

PUNCTUATION AND THE MECHANICS 
OF WRITING 

31 Comma. Use a comma (a) before and after the abbrevia­
tions "i.e.," "e.g.," and "viz.," but not preceding "such as"; (b) 
to separate independent clauses (unless they are extremely 
short or have the same subject) joined by a pure conjunction 
(and, but, or, for, neither, nor, yet, so), noting that this rule 
concerns clauses so joined, not verbs (cf. "He finished the 
play in March and published it in April"); (c) to separate 
subordinate clauses that either precede or follow the main 
clause, unless they are short and closely related in thought; 0 

(d) in nonrestrictive clauses (those that can be omitted with­
out changing the meaning of the main clause), e.g., "His first 
novel, which cost him his health, was never published" (cf. 
"The novel which cost him his health was his best"). 

In series containing three or more parts, final commas be­
fore "and" or "or" are recommended for clarity (e.g., "red, 
black, and blue pennants"; "the Hist<>nJ was printed for Ball, 
Taylor, and Osborn"), notwithstanding a growing tendency 
to dispense with them. A comma may usually be omitted in 
an appositive used to distingui;h its principal from other 
persons or things called by the same name, e.g., "the poet 
Young," "in his novel Ivanhoe"; but cf. "in her next novel, 
Virginia." 

• For further elucidation of this and other points of grammar and 
correct usage, the student should own a modem work like Porter G. 
Perrin, K. \V. Dykema, and W. R. Ebbitt, Writers Guide arul Index to 
English, 4th ed. (Chicago: Scott, Foresman & Co., 1965). Consult also 
the Chicago Manual of Style, section "Punctuation," and the index. 
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32 Spacing. Leave one space after commas, colons, and semi­
colons. Leave two spaces after periods and other terminal 
punctuation, e.g., between sentences and after periods fol­
lowing number or letter before a main section heading. 
Exceptions: one space is more pleasing after certain forms 
like "p. 45, n. 6." Do not space after the first period in most 
abbreviations: A.D., A.M. (a.m.), N.Y., U.S., Ph.D., P.S., 
e.g., i.e., n.p., n.d.; but space after initials of persons ( R. A. 
Jones) unless initials alone are used (R.A.J .). 

33 Hyphen. Hyphens are used mainly 

• in compound numbers from twenty-one to ninety-nine 
• between compound adjectival modifiers preceding nouns 

(e.g., a well-known man; an up-to-date process; single­
spaced lines; second- and third-year courses), but not with 
proper nouns (e.g., a New England winter), unambiguous 
adverbs, especially those ending inly (e.g., an ever chang­
ing scene; a hastily written essay), or modifiers that fol­
low nouns (e.g., a man well known for his charity; a process 
that is up to date) 

• to separat~ identical vowels resulting from prefixion (e.g., 
re-educate, supra-auditory, semi-invalid, co-ordinal; but 
note the present trend to write "cooperate" and "coordi­
nate"). A dieresis over e or o may replace the hyphen (e.g., 
preeminent) 

• to distinguish meaning (e.g., recreation, re-creation; refor­
mation, re-formation; recount, re-count, etc.) 

• in a limited number of miscellaneous compounds (e.g., 
D-Day, self-sufficiency, half-wit, loud-speaker, make-up, 
pitter-patter, un-co-operative, non-cooperation). 

Bear in mind (a) that hyphens are optional in some words 
(e.g., weekend, nearby, today, goodbye); (b) that the trend 
in present-day American usage (though this is not apparent 
in the more traditional manuals and dictionaries) is toward 
fewer hyphenated words (cf. office seeker, hero worship, 
fellow man, cross reference, songbird, antisocial, coauthor, 
extralegal, nonfictional, postclassical); (c) that a dictionary is 
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indispensable for guidance in the correct use of hyphens and 
of separate and solid words (e.g., news room, newsstand, mas­
ter stroke, masterwork, water level, watermark, etc.). 

34 Dash. Distinguish between a hyphen (-) and a dash (-), 
indicated in typing by two hyphens (--),noting the use of the 
latter with dates in the sense of "to" (see section 38, line 2), 
and-as used here-with parenthetical remarks. Neither is 
preceded nor followed by a space, and a comma and dash are 
not used together. A four-hyphen dash (- - - -) is used where 
a sentence is left unfinished or ends abruptly (e.g., in dia­
logue), and for an omitted word or part of a word; but in 
proper nouns written with omitted letters, hyphens may be 
used to represent these letters, if known, e.g., L - - d K - - - s 
(Lord Karnes), H - - - shire (Hampshire). If the exact word is 
unknown, use a prolonged dash. In titles and quoted matter, 
follow the original form, e.g., Histoire de Mademoiselle de 
ooo 

35 Quotation marks. Double quotation marks are preferred for 
general use, and single quotation marks for quotations within 
quotations, linguistic citations, and other limited usages. 
Punctuate as follows: commas and periods precede quotation 
marks, including the combination (' ") at the end of a quota­
tion within a quotation. But with single words and phrases, 
and in bibliographical description, the preferred placement 
of the single quotation mark is: deshielo 'thaw', "A Misread­
ing of Poe's 'Ligeia'," "Jalousie appears to be a ... form of the 
traditional 'psychological novel'." 

Semicolons and colons follow quotation marks. Use care 
in placing question or exclamation' marks in relation to quota­
tion marks according to the sense required (e.g., He asked, 
"Are you coming?" Is it true that "Absence makes the heart 
grow fonder"?). Foreign quotation marks (e.g., French or 
German), which are both shaped and punctuated differently 
from ours, are not used with passages cited in an English text. 

36 Parentheses. In parenthetical matter beginning with a capi­
tal (i.e., following terminal punctuation), the period should 
precede the last parenthesis. Example: (First edition, 1831.) 
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In other cases, period follows. Example: ... in 1840 (first 

published in 1831). 

37 Square brackets, rather than parentheses, should enclose 

• words, letters, dates, etc., interpolated by the writer within 
quoted matter or within titles, e.g., ". . . was a frequent 
visitor in his [Swift's] home"; " ... had give[n]"; A Trip 

[in 1791] through the Northern States 

• dates, page numbers, and other data relating to published 
material, lacking or incorrect in the original and supplied 
by the writer, e.g., [Paris], 1710; p. 149 [for 194]; [David 
Henshaw], The Triumphs of Europe 

• parenthetical matter falling within parentheses. This is 
sometimes unavoidable, but in the commonest occurrences 
-e.g., (New Verse, XI [Oct. 1934], 8); (The Eccentric 
Design [New York, 1959], p. 10)-commas are often sub­
stituted (see section 106, sample note 28) 

• phonetic transcription 

• the word ·"sic."0 

li typewriter is not equipped with brackets, they can be 
added neatly by hand. Although the improvised form made 
;"i~ virgule and underscores ( [" J) is widely favored, it 
is likely to result in poor spacing, especially when enclosing a 
single letter or digit. 

38 Dates and numerals. Note the following forms: April-May, 
1940; April 5, 1940 - - June 5, 1941; from January 1 to March 
15; the 6th of July. Be consistent in using alternate forms: 
June 5, 1941 or 5 June 1941; June 1941 or June, 1941. If a 
comma precedes the year date, another follows if the 
sentence continues: "On June 1, 1855, he .... " Write "382 
B.C.," but "A.D. 405," to agree with the reading "anno 
Domini 405." 

0 "Sic" may properly be usecl to call attention to errors, misspellings, 
etc.--especially if these might be mistaken for typists' errors; but avoicl 
overuse with mere archaisms and frequent misspellings in certain 
classes of quoted matter. 
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Spell out (a) a number or date that begins a sentence, (b) 
numbers of less than three digits except dates, page numbers, 
connected groups (of numbers, dimensions, distances, sums 
of money, etc.), and numbers used in footnotes, (c) round 
numbers (e.g., three hundred, fifteen hundred, four thou­
sand). 

Use commas in numbers having four or more digits, except 
in dates and page numbers. Write "the 1840's" (or "1840s"), 
"the forties" (but not "the 40's"), "sixteenth-century poetry" 
(not "16th"). 

Inclusive page numbers and dates may be written in full 
or in condensed form, e.g., 162-70, 1830-35. (The MLA Style 
Sheet allows this for dates but would have page numbers 
through 999 written in full.) When the first number ends in 
two ciphers, write the second number in full (e.g., 1600-
1648); when the last digit but one in the first number is a 
cipher, write either the final digit of the second number 
(e.g., 102-3, 1604-5) or the entire second number (102-103, 
1604-1605). Do not write "1604-05." 

39 Possessives. Formation of the possessive case in words end­
ing in a sibilant (s, z) is not uniform, but the following pro­
cedures may be used for consistency: in one-syllable words, 
add 's (Keats's, Voss's, James's); in words of two or more 
syllables, add apostrophe but omit s (Dickens', Simonides', 
duchess', for conscience' sake), also in plural forms that add 
-es to a singular form ending ins, sh, ch, x, or z (Churches', 
Joneses', Knoxes'). In foreign names, follow the same rule 
after determining whether or not the final s is pronounced 
(Solis', Mme de Genlis', Dumas's, Ninon de Lenclos's). 

Avoid the possessive with titles ("The Mill on the Floss's 
conclusion") and, generally, with inanimate objects ("the 
academy's members," "the Tower of London's interior"), not­
ing common exceptions ("a day's journey," "for appearance' 
sake," etc.). 

40 Word division at ends of typed lines (to be avoided when­
ever possible) is governed by strict rules of syllabication and, 
at the same time, by conventions bearing upon good appear­
ance. The right-hand margin is flexible, therefore try to 
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avoid (a) more than two consecutive lines ending in hyphens, 
(b) separation of single letters (a-bridge, man-y, e-te, a-stro), 
(c) carry-over of two letters (hearti-ly, delight-ed, au-be, 
chari-te, Zwischenpau-se), (d) further division of words al­
ready hyphenated (daugh-ter-in-law, au-des-sus, Saint-Lau­
rent, lobens-wiir-dig), (e) divisions of names of persons, a 
first and last name, and initials and last name, (f) word frag­
ments at the end of a paragraph or page. Do not divide words 
of one syllable or integral combinations like A.D. 825, num­
bers (Arabic or Roman), etc. 

41 English words are divided as follows: 
1. In the United States (but not in Great Britain) the divi­

sion is primarily on the basis of sound: the pronunciation of 
the line-end fragment must be compatible with that of the 
whole word. Thus syllabication will often be at variance \vith 
etymology: finan-cier, bibliog-raphy, philol-ogy, perso-nae, 
ambig-uous, prec-ipice, chil-dren. 

2. They may, however, divide in accordance with etymol­
ogy, meaning, and sound: biblio-phile, philo-logical, person­
ify, ambi-guity, pre-fix, child-ish. 

3. Words sometimes divide immediately before a suffix 
( wish-ing, ;udg-ment, blu-ish, hum-ble, social-ism), some­
times not (tack-ling, stop-ping, tick-lish, witti-cism, sati-rist). 

4. Double like consonants usually divide (Rus-sian, dif­
ficult), but not always (dress-ing, dull-ard, all-over, pass­
ably). 

For further refinements, see the Chicago Manual of Style. 
When in doubt about syllabication, consult any of the latest 
dictionaries. 

42 French words are divided as follows: 
1. A single consonant between vowels (including the 

~asalized vowels an, en, in, on, un, etc.) goes with the follow­
ing syllable: co-me-die, a-mou-reux, cir-con-ven-tion, main­
te-nant. 

2. Two consecutive consonants usually divide: bap-teme, 
empor-tent, tor-til-lage; but two unlike consonants, the sec­
ond of which is l or r, belong with the following syllable: 
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eta-blir, pro-creer, ven-tre-bleu. Exceptions are n in a nasal­
ized vowel (ban-lieue, ron-ron), and rl, Zr, which always 
divide (par-ler, mer-luche, Mal-ram:). 

3. In words containing three consecutive consonants, the 
first two usually end a syllable, and the other goes with the 
next syllable: Alc-mene, comp-tais, ponc-tue, ving-tieme. 
Exceptions are the combinations consonant-plus-Z or r, which 
ordinarily begin a syllable: ar-brisseau, es-clan-dre. Words 
containing a prefix may follow the general rule: ins-truit, 
cons-tant, subs-tance, trans-pirer; but it is equally correct to 
divide between prefix and root: in-struit, con-stant, sub­
stance, tran-spirer. 

4. Two consonants representing one sound do not divide: 
tou-cher, or-phi-que, mnno-the-isme. 

5. The commonplace liquid sound gn is never divided 
(ma-gni-fique, monta-gne); but in certain less commonly 
used words of learned or foreign origin these consonants, 
pronounced separately, are divided: diag-nostique, stag­
nation, reg-nicole, etc. 

43 Italian words are divided as follows: 
I. A single consonant between vowels goes with the fol­

lowing syllable: do-ma-ni, li-be-ra-to-re. 
2. Double like consonants are divided: repub-blica, at­

tiz-zamento. 
3. Two consonants, the first of which is Z, m, n, or r, are di­

vided: al-hero, lam-pada, man-dare, por-porato. 
4. Other combinations of two consonants go with the fol­

lowing syllable: da-gli, antipa-sto, monta-gne, chiaro-scuro; 
but consonants that cannot be proI}()unced together are di­
vided: prag-matisnw, op-tare, seg-mento, dog-matico. 

5. The first of three consonants, except s, goes with the 
preceding syllable: com-prare, Lon-dra, sem-preverde, chiac­
chierare; but di-stributivo, e-straneo. 

6. Diphthongs containing an unstressed i or u are never 
divided: giu-sto, gio-varsi, uo-mini, Eu-ropa, princi-pio. (Cer­
tain vowel combinations can divide because they are not true 
diphthongs: pa-esano, co-eterno.) 
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44 Spanish words are divided as follows: 
1. A word has as many syllables as it has vowels or diph­

thongs: ba-ul, an-ti-ci-par-se, o-pe-ra-cio-nes, ca-lien-te. 
2. A single consonant between vowels goes with the fol­

lowing syllable: i-ma-gi-na-ble, a-le-man, espa-iiol. 
3. ch, U, and rr go with the following syllable: le-che, 

ta-llador, papa-rrucha. 
4. Two consonants between vowels usually divide: ac­

ciOn, in-negable, nin-guno, os-ten-toso, or-nato. 
5. land r go with a preceding consonant: a-blan-dar, re­

trac-taciOn, fil-traci6n; but prepositional prefixes form sep­
arate syllables: sub-lunar, des-re-glado. 

6. In the combination s plus a consonant, the s goes with 
the preceding syllable, prefix or not: es-lab6n, abs-tener. 

45 German words are divided as follows: 
1. A single consonant and groups of consonants which 

represent single sounds (ch, sch, ph, th, st) go with the fol­
lowing syllable: Li-te-ra-tur, Miir-chen, Spre-cher, For­
schung, Stro-phen, ka-tholisch, Mei-ster. 

2. Other ~onsonant groups are usually divided: Hun-ger, 
ir-gend, im-mer, interes-sieren. 

3. If ck is divided, spelling changes to k-k: stiickeln­
stuk-keln. Tz is divided t-z: blit-zen. 

4. Compound words are divided into their component 
parts: Ver-ein, Manu-script, Falsch-heit, blut-rot, ehr-bar. 

5. In foreign words, b, d, g, k, p, t plus l or r are carried 
over: Pu-blikum, Me-trum, Ma-krone. 

46 Russian words. Russian and other Slavic words (including 
transliterations) divide in an involved manner that can best 
be explained by a person conversant with them. 

47 Latin words are divided as follows: 
1. A consonant between vowels goes with the following 

syllable (pe-cu-nia, fi-gu-ra) except when there is a prefix 
present: ab-orior, prod-eo, per-incle. 

2. Double consonants usually divide: tris-tis, bel-lum; but 
b, p, d, t, g, c, ch, ph, th plus l or rare carried over: pa-tribus, 
ne-glectum, mi-thrax, a-pl1ron. 
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3. When there are more than two consonants between 
vowels, all but the first go with the following syllable (mon­
strum, claus-tra) except when there is a prefix present: trans­
gress11s, post-habeo. Words containing the combination l, m, 
n, r plus ct, ps, pt are sometimes divided between the second 
and third letters: consump-tus, farc-tus. 

4. Two contiguous vowels or a vowel and a diphthong 
can be divided: the-atrum, de-aeque. 

48 Greek words divide according to the same general principles 
as do Latin words. 

49 Outline form (this does not apply to chapter subheadings) 
commonly follows this style: 0 

I. Expository aphorisms 
II. Paradoxical aphorisms 

A. Polar paradoxical aphorisms 
I. Polar aphorisms of parallel structure 

a. parallelism of antithesis 
b. parallelism of analysis 
c. parallelism of synthesis 

2. Polar aphorisms of equational structure 
3. Polar aphorisms of comparative structure 

B. Non-Polar paradoxical aphorisms 

Further divisions under c, above, would be introduced, in 
order, by (1), (a), (i), etc. Note that a minimum of two is 
logically required for each rank, i.e., I implies a II, 1 implies 
a 2, etc. A single heading is otherwise absorbed into the head­
ing immediately preceding it. 

0 The illustration is from an article by Hmokl E. Pagliaro in PMLA, 
LXXIX ( 1964), 45 n. 
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v 
TITLES CITED IN TEXT AND IN FOOTNOTES 

50 Form of title. Take book title from title page only. Take title 
of article from title page of article itself, not from table of 
contents. Add punctuation (often omitted in printed titles) 
as needed to avoid ambiguity or confusion, e.g., Sidney's 
Appearance: A Study in Elizabethan Porlraiture. Give a title 
in its original form, even though it seems wrong or at variance 
with common practice: retain original spellings and archa­
isms like Compleat, De Foe, French Avantures, using "sic" 
only after misspellings and other errors that might appear 
to be your own. Special circumstances may require the use of 
translated or transliterated titles (see section 120, paragraph 
12, third entry). 

Underline (to indicate italics) titles and subtitles of books 
(but not the Bible or books thereof), pamphlets, plays, sep­
arately published poems (regardless of length), 0 and peri­
odicals. In mentioning a periodical or newspaper, one need 
not treat a definite article or the name of a city as part of the 
title (e.g., "in the Indiana Quarlerly for Bookmen"; "in the 
Chicago Tribune"); but bibliographical citations should read 
The Chicago Tribune, etc. Enclose a title within a title in 
quotation marks, e.g., Textual Studies of Goethe's "Faust." 
Do not underline punctuation marks (except apostrophes) or 
spaces between words (except in hyphenated words when 
both parts are in the same line). 

0 If the history of publication cannot be readily ascertained, one 
may italicize titles of long poems, and enclose those of short poems in 
quotation marks. 
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51 Poems, articles, theses, etc. Titles of poems not published 
separately, articles, chapters, sections or essays in a volume 
by several authors, and unpublished theses are enclosed in 
quotation marks and not underlined. Book titles that figure in 
such titles are underlined, e.g., "Plutarch and Rousseau's First 
Discours." 

52 Names of series or particular editions are not underlined 
and need not be in quotation marks. (See section 89, and sec­
tion 106, sample notes 9, 10.) 

53 English titles. Capitalize all words except prepositions, con­
junctions, and articles, unless one of these is the first or the 
last word (the longer prepositions, like "toward," are some­
times capitalized). Capitalize any word following a colon. 
Usage varies as regards hyphenated compounds, and not all 
writers observe the Chicago Manual of Style rule that only 
nouns and proper adjectives, in the second component, are 
capitalized (e.g., High-Speed Trains; but Fifty-first Street, 
English-speaking Peoples, etc.). Hyphenated words that are 
considered to be one word rather than a compound are often 
capitalized as follows: "If'-clauses, Dumb-show, the A-text, 
Gold-mine, Well-being, Self-scrutiny, etc. 

54 French and Italian titles allow great latitude as regards cap­
italization. Follow these acceptable rules for consistency. 
Capitalize an initial article, the noun following, and an ad­
jective that may come between, e.g., Les Femmes sava11tes; 
Le Grand Dictio11naire geographique; Piccolo Mondo antico. 
A proper noun or a noun used metaphorically may he capi­
talized, e.g., "Documents inedits sur l'Hotel de Bourgognc"; 
Le Rouge et le Noir; La Republiq11e des Lettres. If a title 
begins with a word other than an article or an adjective, 
subsequent words (with the exception of proper nouns) are 
not capitalized, e.g., De l'amitie; Sur la pierre blanche; 
Sull'oceano; Alie porte cI'ltalia. See other examples below, 
sections 106, 120. The same form has long been favored in 
France and Italy for periodical titles (La Nouvelle Revue 
fra119aise; Revue de litterature comparee; Giornale italiano 
di filologia); but a number of editors here and abroad now 
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use additional capitals (Revue des Lettres Modernes; 
Giornale Storico della Letteratura Italiana). Use one form 
consistently. 

55 Spanish titles. Capitalize the first word only in a book title 
(La verdad sospechosa; Amor con vista). Periodical titles, 
here and abroad, often use additional capitals (La Espana 
Modema; Nueva Revista de Filologia); but forms like Revista 
espaiiola de teologfo are not uncommon. Use one form con­
sistently. 

56 German titles. Capitalize all nouns, e.g., Zwolf mittelhoch­
deutsche M innelieder und Reimreden. See other examples 
below, section 120, paragraphs 2, 3, 4, 7. 

57 Greek and Latin titles. Capitalize the first word only, also 
proper nouns and adjectives based thereon, e.g., Archivum 
Romanicum. Additional capitals may be used in postclassical 
works, e.g., Eikon Basilike; Pro se Defensio (Milton); Bio­
graphia Literaria (Coleridge). On punctuation, see section 96. 
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VI 

FOREIGN WORDS AND PHRASES 

58 Underlining. Isolated words and phrases originating with 
the author are underlined if regarded as truly foreign (e.g., 
aficionado, pasticcio, quatrocento, chacun d son gout, piece 
a these, Zeitgeist). Those already naturalized (e.g., mores, a 
priori, leitmotif, literati, cliche, resume) are not underlined. 
The list is subject to periodic revision. 0 

Do not underline (a) quotations in a foreign language, 
(b) words or phrases quoted or used in a particular sense 
by an author, school, etc. (e.g., Goethe's concept of Faust 
as a "rhapsodisches Drama"), (c) names of foreign institu­
tions, buildings, etc., or foreign titles preceding proper 
names (e.g., Opernhaus; Real Museo de Pinturas; Academic 
de Marseille; the Champs-Elysees; le Pere Charlevoix). It 
follows that, except for titles within titles and a few special 
situations, there is no need for underlining and using quota­
tion marks around the same word. 

59 Accent marks. If your typewriter does not have foreign ac­
cent marks or a dieresis, add them neatly by hand (do not use 
typed apostrophes or quotation marks). Omit French and 
Spanish (but not Italian) accents on capitals. Supply by hand 
umlaut on German letters (including capitals), and the char­
acter J3 if needed to reproduce quotations and titles exactly. 

60 Ligatures in capitalized Old English and foreign words may 

• Foreign words are no longer designated as such in some of the 
latest dictionaries, but they are plainly marked in The Random Ho11se 
DictionanJ, Webster's New World Dictionary, and in the older Colle­
giate and unabridged. 
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be suggested thus: AElfred, OEuvres; otherwise write 
"waeter," "coeur," etc., without attempting to join letters in 
typing. Ligatures are not used in quotations from Latin, in 
Anglicized derivatives from Latin, or from Greek through 
Latin (e.g., Aeneid, Aeschylus, Oedipus, subpoena). 
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VII 

QUOTED MATIER IN TEXT 

61 Effective quoting. Quotations have important functions in 
scholarly writing, and some papers and theses require more 
than others; yet a proliferation of citations (and, as a result, of 
footnotes) does not in itself reflect thorough and meticulous 
scholarship, or good writing. A common product of note­
taking is a stock of apt and tentatively usable quotations; but 
these must be introduced skilfully and as sparingly as pos­
sible. 

Avoid direct quotations, both short and long, that contain 
nothing beyond bare factual content to warrant verbatim 
citation. Present the content, with appropriate indications 
of source, in your own words: it will be more succinct and 
readable, and will likely require fewer footnotes. 

Avoid a string of quotations, all of which say essentially the 
same thing, as a device to prove or reinforce a point or argu­
ment. 

Avoid raw, lengthy quotations that readers will find repel­
lent, onerous, and, in some degree, a waste of time. Delete 
superfluous and irrelevant words and sentences (indicating 
ellipses), and paraphrase wherever possible. 

A clarifying interpolation in a quoted text must not be­
cloud or distort the original phraseology: "In his [Arnold's] 
home," uThe exploits of my hero [Itanoko]," are preferred to 
"In [Arnold's) home," "The exploits of [Itanoko)." 

In general, quote from foreign authors in the original, 
using translation and transliteration only as a practical neces­
sity. 

When you compose an English sentence that incorporates 
quoted matter, make sure that the whole is syntactically 
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sound. For example, the subjunctive in "Florian doit a Rous­
seau le paradoxe qui veut que l'amour soit eternel en nais­
sant'' does not read correctly in the hybrid sentence "Florian 
owed to Rousseau the notion that 'l'amour soit eternel en 
naissant'." Similar incongruities can be remedied in various 
ways: one of the best-as the foregoing example should sug­
gest-is to avoid any quotation that can readily be para­
phrased in English. 

62 Best edition. Many texts are unsuitable for ordinary quot­
ing, e.g., unauthorized and pirated editions, cheap-paper 
classics and popular translations of the nineteenth century, 
school editions, many modern paperbacks, and obsolete edi­
tions. Select carefully the best text for your purpose, seeking 
advice when in doubt. If the desired text is unobtainable 
through interlibrary loan, microfilm copy, etc., another edi­
tion or, if need be, a translation may suffice; but do not as­
swne that the text of one edition is identical-or even similar 
-to that of another. If appropriate, explain in the preface 
or in a footn~te your use of a second-choice text. 

63 Typing quotations. Run into the text, with quotation marks, 
all prose quotations less than four typed lines in length unless 
they can be typed seriatim (sometimes interspersed with 
longer quotations) or require special emphasis. Separate 
from the context quotations of four or more lines in length, 
drop three spaces, and single space; omit quotation marks, 
except those that may occur in the original. Double space 
between paragraphs, and triple space before resuming text. 

Manuals of style often recommend that long (single­
spaced) citations be indented four or five spaces from the left 
margin, or three spaces from both margins, allowing seven 
spaces (as in the main text) for paragraphing. This arrange­
ment, which has some esthetic appeal and many devotees, is 
none the less troublesome, invites many short quotations, and 
adds only a modicum of clarity. In theses at least, given a 
choice, it would seem sensible to save effort and space by 
bringing long quotations to normal left and right margins-as 
many books are printed. For paragraphing, see section 69. 

64 Capitalization. Although quotations must be scrupulously 
reproduced with respect to wording, spelling, and punctu-
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ation it is common practice to alter capital and lower-case 
letter~ introducing them, e.g., "It is apparent that 'as they 
part, Hugh is angry .. .'" ("as," in the original, was capi­
talized);" ... summed them up thus: 'The picture which the 
novelist drew .. .'" ("the," in the original, was not capital­
ized). Similarly the first word of a long, single-spaced quota­
tion, introduced by a colon or following a period, may be 
capitalized though not so written in the original. It is correct 
also, in this case, to begin with the original lower-case 
word, preceded, at left margin, by an ellipsis sign ( ... ). Fol­
low one style consistently. 

65 Italics. Unless there is a special reason (as in a critical edi­
tion) for indicating the original typography, quotations from 
early books in which proper names, prefaces, etc., are printed 
in italics may be written without underlining. 

66 Parenthetical references. Parenthetical source references in 
short prose quotations precede a final period, e.g., " ... of his 
own" (p. 6). If other terminal punctuation occurs, omit 
period, e.g.," ... of his own!" (p. 6) In a long (single-spaced) 
prose quotation, reference follows terminal punctuation, 
e.g., ... of his own. (p. 6) or [p. 6] See section 75, paragraph 
2, (d). 

67 Verse quotations of a single line may be run in the text with 
quotation marks unless they require unusual emphasis. Two 
lines may be so treated, separated by a virgule (/). Longer 
passages are dropped three spaces and centered on page, the 
margin being determined in general by the longest line. If 
lines are of unusual length, indent five spaces and indent 
carry-over lines an additional t}lree to five spaces. (For 
further particulars, consult the Chicago Manual of Style.) 
Use single spacing and no quotation marks unless they occur 
in the original. Triple space after last line. (See specimen page 
10.) 

Line reference may, if space allows, follow the last line 
quoted, with no period, e.g., 

Lies buried in this lonely place. ( vv. 30-32) 

Reference to longer lines may be dropped two spaces, flush 
with the right-hand margin of the quoted matter. Titles, di-
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visions, etc., are written similarly: (Inferno, X, 87) or (In­
ferno X.87), (trans. B. Q. Morgan), etc. In extended citations 
from poems usually printed with numbered lines, use like 
numbers in the right margin. References to a particular 
volume may be omitted if the lines quoted can be found 
readily in various editions; but if line numbers or other de­
tails do not agree with editions usually cited (e.g., the Globe 
Shakespeare), the source used should be specified. 

68 Ellipses at the beginning of or within a sentence or line of 
verse, quoted title, etc., are indicated by three periods. Leave 
one space at either end of the ellipsis sign (except next to quo­
tation marks) and between each period, Example: He says 
that "they ignore the modern ... trends." (Note that no 
ellipsis is shown before "they," where there is an earlier 
omission.) As pointed out above, two other forms are possi­
ble: "He says: 'They ignore the modem ... trends,'" and, 
somewhat more labored, "He says: ' ... they ignore the mod­
em ... trends.'" A comma, semicolon, or colon may precede 
or follow the ellipsis, separated from the nearest period by 
one space. 

To indicate an ellipsis following a complete sentence, or 
between two sentences, use three spaced periods in addition 
to the sentence period. If ellipsis occurs afrer the conclusion 
of the first sentence, leave no space before the first of the 
four periods (the sentence period). A space before the first 
period denotes an omission prior to the sentence period (the 
fourth period). Example: "The confusion is immense .... 
There is no rigorous measure .... " Since the fourth period 
in the latter case represents terminal punctuation, a question 
or exclamation mark may be substituted as required. 

In extended French and Spanish texts, indicate ellipsis by 
three unspaced periods, with one space preceding and fol­
lowing, e.g., "La Bruyere ... soutient la mcme cause .... " In 
Italian texts, use four unspaced periods for all ellipses, or 
three following a punctuation mark. No space precedes, but 
one space follows, e.g., "L'italiano moderno, la lingua che si 
studia oggi nelle scuole,. .. e .... una lingua convenzionale .... " 
Do not use these patterns with incidental foreign quotations 
in an English text. 
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Show omission of one or more lines of verse or of one or 
more paragraphs in a long prose citation by a row of triple­
spaced periods equal in length to the longest line quoted. In­
dicate omissions at beginning and end of verse citations as 
follows: 

... why Man restrains 
His fiery course .... 

69 Paragraphing. In a long quotation, indent the first word 
five spaces if it begins a paragraph (see specimen page 10). 
If it does not, start at the left margin of the quoted passage 
with a capital (no ellipsis sign), or with an ellipsis sign fol­
lowed by a lower-case word. If, in a quotation composed of 
consecutive paragraphs, an ellipsis occurs at the beginning 
of any paragraph other than the first, begin with an ellipsis 
sign at the usual indention, followed by a capitalized or 
lower-case word as required. 

One need not be overscrupulous about accounting for 
original paragraphing. A footnote reading "pp. 18, 25" may 
properly refer to a continuous passage quoted in the text and 
broken only by an ellipsis sign. Several passages may, within 
the bounds of intelligibility, be so treated. 

70 Titles of persons, such as "Mr.," "Dr.," "Profe~sor," are com­
monly omitted in references to prominent authors under dis­
cussion, scholars cited, or deceased persons, though they are 
appropriate in more personal references, acknowledgments, 
etc. The titles "Miss" and "Mrs." (also omitted by some) may 
be replaced by a given name. Retain conventional titles with 
certain eminent names, e.g., Mrs. Browning, Mme de Main­
tenon, Dr. Johnson, Sir Walter (Sco1:t), etc. 

71 End of page. Main headings and sideheads, poem titles, in­
complete couplets, tercets, and quatrains should not occur in 
the last line of a page, and the last line of a verse or single­
spaced prose citation should not be relegated to the page 
following. 
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VIII 

FOOTNOTE REFERENCES IN TEXT 

72 Placement. Use care in selecting the most natural and logi­
cal place for footnote reference numbers. References to 
quoted matter are usually put at the end of the quoted text, 
rather than after the author's name or an introductory phrase 
(see specimen page 10). 

73 Numbering. In a paper, including one with numbered di­
visions, number the notes consecutively throughout. In a 
thesis, number them consecutively by chapters. Multiple 
notes on technical textual matters (as in a critical edition) 
are placed be{ore ordinary notes, and use as references 
lower-case Roman a, b, c, etc., repeating after z is reached. 
These letters may precede punctuation and quotation marks. 
If used next to a regular footnote reference number, separate 
with a comma, with no spacing. In exceptional cases it is ex­
pedient to repeat the same reference number one or more 
times on a single page, or to use multiple references (e.g., 
dervis8·b), thus avoiding repetitious footnotes. 

Raise footnote reference numbers in the text slightly above 
the line of type. Do not use parentheses. Numbers should 
follow punctuation and quotation marks. Examples: . . . 
papers.2 

••• papers.)2 ••• papers";2 etc. 
74 Symbols. The special footnote symbols 0

, f, t, §, ~. #, espe­
cially useful after algebraic notations or wherever reference 
numbers would be confusing or inapt, are suitable also for 
papers or works like the present manual that have few foot­
notes. They may be used also for certain kinds of occasional 
footnotes in a work that has, at the same time, a number of 
ordinary footnotes using numerical references. These sym-
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bols may be doubled or tripled, thus providing eighteen 
references; but in practice few are usually needed, for they 
are used in sequence only on a single page, i.e., one note on 
page 2 and one note on page 3 will each be designated by a 
single asterisk. 
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IX 

FOOTNOTES 

75 Effective footnoting. Footnotes serve mainly to give (a) 
sources of quotations, opinions, and important facts cited in 
the text, and (b) the author's comments and explanations, 
additional facts, editorial and critical apparatus, technical 
data, etc., which, though relevant, would seem labored or 
distracting in the text itself. Bear in mind that footnotes re­
sult inevitably in continual (and often unrewarding) dis­
tractions to the reader, and that they should therefore be 
used as sparingly as is consistent with need, effectiveness, 
and clarity. Avoid, if possible, multiple footnotes in any one 
sentence. 

Avoid notes (a) that are not strictly relevant and essential, 
especially sources for facts that are of common knowledge or 
easily verified, (b) that repeat unnecessarily the substance of 
previous notes or textual matter, (c) that may be combined 
with adjacent notes (often accomplished effectively by re­
wording the text, rearranging material, or grouping several 
consecutive references), (d) that can be replaced in the text 
by short, parenthetical references to works frequently cited, 0 

also by remarks like "italics added,"f (e) that are overlong: 
many long notes can be eliminated or at least shortened by 
adding information in the text, (f) that are of extreme length 
or complexity (such matter, if indispensable, may be put into 
one or more appendices or in the bibliography). 

0 Avoid overextending this practice to references that belong prop­
erly in footnotes. N ates in the text proper must not distract the reader 
or suggest that two discrepant systems of footnoting are in use. 

t Use italics for emphasis as little as possible in text and in quoted 
matter. 



Use cross references sparingly; usually they should point 
forward rather than back. 

A source reference usually precedes a quotation or remark 
introduced by the author's name or its equivalent; if not so 
introduced, it may follow. (See section 106, sample footnotes 
27-34.) 

76 Multiple references. If a footnote contains references to 
several authors or titles, separate these with semicolons, e.g., 
Smith, p. 10; Jones, p. 2. 

77 Placement. Footnotes typed at the bottom of the page are 
the most convenient for readers; but in a paper it may be per­
missible to place them at the end, preceding the bibliography. 
Because most theses are now microfilmed, their footnotes are 
best distributed by pages. 

One space below the last line of text, and beginning at the 
left margin, type a solid line ten to fifteen spaces in length. 0 

Drop two spaces for the first note. Indent footnote number 
three to five spaces. Raise it slightly above the type line (with 
no space following) or, if local custom permits, put it on 
the type line, followed by a period and two spaces (see 
specimen pages 9-11). 

Single space within each note and between paragraphs 
thereof, but double space between successive notes. Begin 
each note with a capital (except for glosses, definitions, and 
quotations beginning with an ellipsis sign) and end with 
terminal punctuation. Carry the second and succeeding lines 
to left margin. 

A horizontal arrangement of two or three very short notes 
is permitted (see specimen page 11), but none may be car­
ried over to the next line. On pag~s where there are many 
short notes, they may be arranged in two columns, the first 
number in the second column following the last number in 
the first column. Place the second column halfway between 
the beginning of the first column and the right-hand margin. 

78 Overrunning page. If a note cannot be ended without over­
running the bottom margin, complete it at the foot of the 

0 This form is by no means standardized: one manual will prefer a 
solid line from left to right margins, another will omit the line altogether. 

45 



next page, immediately preceding notes for that page. In this 
case a solid line separating completed note and text can be 
typed from margin to margin. Such a note should be broken 
within a sentence to make the reader aware of the carry-over. 
(See specimen page 11.) 

79 Prose citations several lines or paragraphs in length are not 
dropped two spaces, but are run in the text of the footnote, 
with quotation marks at beginning and end. Intervening 
paragraphs begin, but do not end, with quotation marks. Do 
not double space between paragraphs. 

80 Verse citations of one or two lines may b~ run in the text of 
a footnote; otherwise, center lines on page and omit quota­
tion marks. Leave two spaces before and after. Source may 
be indicated parenthetically one space below the last line, 
ending approximately below the last letter of the longest line 
quoted. 

81 First references to published books and articles should give 
all pertinent bibliographical details. As an aid to the reader, 
repeat this form at the first recurrence of the reference in 
succeeding ch;tpters. The remainder of this chapter shows the 
correct order of details, subject to possible omissions consis­
tent with the form and sense of a given note. 

82 Author's name is written with given name or initials first, 
and is followed by a comma. Use the name by which the 
author is best known, i.e., (a) give the fullest form used in the 
work cited (e.g., Paul Elmer More rather than Paul More or 
Paul E. More); (b) omit unused first and middle names (e.g., 
Harry Sinclair Lewis; Francis Scott Key Fitzgerald); (c) use 
customary modem spellings of older names (e.g., Defoe 
rather than De Foe); (d) choose the best-known name of a 
titled person (e.g., Benjamin Disraeli rather than Lord 
Beaconsfield; Lord Chesterfield rather than Philip Dormer 
Stanhope); (e) normalize an author's name preceding (but 
not contained within) a foreign title (e.g., in citing a French 
edition of the Decameron, write "Boccaccio" rather than 
"Boccace"). Omit authors' names that would appear self­
evident in repeated titles; also those obviously associated 
with works by a particular author under discussion or with 
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titles such as Hamlet, the Divine Comedy, or the Aeneid. 
If you have a bibliography, let it serve to amplify single 

or simplified names used in your footnotes (e.g., Dante, Vol­
taire, Goethe, T. S. Eliot). If you luive no bibliography, foot­
notes must serve in its stead by giving authors' names (the 
first time cited) in appropriately expanded form-for ex­
ample, by replacing a first initial, if possible, by a given 
name as an aid to the reader. On bibliographical form, see 
sections 112, 115-17. 

Ha work has several authors, give the first name, followed 
by "and others" or "et al." (All the names may be given if 
there are no more than three.) A pseudonym, when first used, 
may be followed by the author's real name, in brackets. For 
anonymous works of known or conjectured authorship, en­
close the name in brackets. In the latter case, insert a question 
mark before the last bracket, e.g., [Daniel Defoe?]. See be­
low, section 113. 

Avoid repeating authors' names unnecessarily in footnotes. 
If "Max Fuchs" is cited in the text, the volume reference in 
the note should begin with the title. Avoid, if possible, the 
unnecessary repetition that results from splitting a name 
between the text ("Fuchs") and a footnote ("Max Fuchs"). 
In subsequent references, "Fuchs" along is sufficient if no 
other author with the same surname is cited. 

83 French names. French writers of both sexes often have sev­
eral given names; but the form favored by the writer or by 
current usage should be used (e.g., Emile Faguet; Jean-Paul 
Sartre). For clarity, retain the hyphen used between given 
names (this is especially importan~ in the case of compound 
surnames). Note that, whereas M.-J. Chenier stands for 
Marie-Joseph Chenier, M. R. Canat (a form often found on 
title pages) stands for Monsieur Rene Canat. 

Check unfamiliar surnames on title pages of older books 
(through the early nineteenth century) for best spelling ac­
cording to modem usage (l'Enclos-Lenclos; de Lille­
Delille; Des Houlieres-Deshoulieres), and follow one form 
consistently. See also below, section 115. 

Use the particle de after a given name (Guy de Maupas-
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sant) or a title (Mme de Stael; Abbe de Prades; the Marquis 
de Sade), but not with a surname alone (Musset; Tocque­
ville). Exceptions are surnames beginning with a vowel or 
mute h (D'Alembert; D'Holbach) and those pronounced as 
one syllable (De Gaulle; De Seze; De Thou). American 
writers (unlike the French) commonly capitalize the particle 
in phrases such as ''he asked De Gaulle," "a work by D'U rfe," 
while retaining the lower-case de after a given name or title 
(Charles de Gaulle; the Marquis d'Argenson). A particle that 
combines with an article is never omitted: one writes "the 
sonnets of Du Bellay," "a translation by Des Carets," "Mau­
passant's reference to the Chevalier Des Grieux." Occasional 
surnames are found to be indexed now one way and now an­
other (Deffand-Du Deffand; Chatelet-Du Chatelet). The 
form that you prefer will determine whether you write, for 
example, "Mme du Deffand" or "Mme Du Deffand." Use 
one form consistently. 

84 Spanish names are sometimes used in the full paternal-plus­
maternal form (Ortega y Gasset), but more often a name 
will have co~tracted to the paternal form alone (Juan de 
Valdes) or to the paternal-maternal form without the con­
junction (Blasco Ibanez). Particles are treated as in French 
(Valdes is correct, not de Valdes). If, in a compound paternal 
name, the first name is "weak," i.e., commonplace and un­
distinguished (this includes most names in -ez, and the name 
Garcia), the last name is often used in general reference, 
e.g., Pedro L6pez de Ayala may be called Ayala (or by the 
full paternal name L6pez de Ayala), but not L6pez. Similarly, 
in a combined paternal-maternal name that has a "weak" 
paternal name, the maternal name may be used in general 
reference, e.g., Federico Garcia Lorca may be referred to as 
Lorca (or by the full name Garcia Lorca), but not as Garcia. 

Spanish names are discussed further in section 116. 
85 Names of institutions, societies, agencies, etc., as given on a 

title page, may appear as author. See section 106, sample 
note 5, and section 120, paragraph 9. 

86 Title, in a u;ork having no bibliography, should, if of moderate 
length, be given the first time in full, e.g., Fran~ois Froger, 
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A Relation of a Voyage Made in the Years 1695-96-97 on the 
Coasts of Africa, Streights of Magellan, Brasil, Cayenna, arul 
the Antilles; Mary S. Locke, Anti-SlavenJ in America, from 
the Introduction of African Slnves to the Prohibition of the 
Slave Trade (1619-1808). Include subtitle when practicable; 
but avoid cluttering your title with prolix matter found on 
some title pages. An extremely long title may be given in 
clear, short-title form, e.g., [Daniel Defoe], The Life, Adven­
tures, and Pyracies, of t11e Farrwus Captain Singleton ... 
(the remainder-over one hundred words-being omitted). 
In informal writing, or if mentioned incidentally, Captain 
Singleton would suffice. 

If you have a bibliography, give title in sufficient detail to 
convey its contents, e.g., Francis Hall, Travels in Canada, 
and the United States, in 1816 and 1817. Part of a title such as 
The Theatre, its Development in France arn::l England, and a 
History of its Greek and Latin Origins, may be omitted if it 
has no bearing on the subject you are treating. Most subtitles 
can be omitted. Many titles can be cited the first time in 
clearly abridged form (e.g., [Daniel Defoe], Captain Single­
ton; Emerson W. Gould, Fifty Years on the Mississippi) and 
expanded in the bibliography. The prime function of the 
latter would seem to minimize the need for ellipsis signs in 
footnote titles; but this is a matter of personal taste. Titles 
once cited may be simplified further in subsequent notes, 
e.g., Hall, Travels. 

In a footnote relating to a title in the text, do not repeat 
that title verbatim or in abridged form; begin instead with 
the place of publication, a page reJerence, etc. (see section 
106, sample note 1). Avoid also the expansion, in a footnote, 
of a short title cited in the text. 

Title is followed by a comma unless the next detail is in 
parentheses. 

If a chapter of a book or part of a volume by several 
authors is cited, it is enclosed in quotation marks (not under­
lined), followed by a comma and often by the word "in" 
preceding the volume title (see section 106, sample notes 11, 
12). Chapter titles in books are rarely cited. 
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87 Editor's, compiler's, or translator's name is given in normal 
order, preceded by "ed.," "comp.," or "trans.," and followed 
by a comma unless the next detail is in parentheses. If par­
ticular reference is made, not to the text, but to an editor's or 
translator's technique, critical remarks, etc., this name may 
come first in the reference, followed by a comma and "ed." or 
"trans." In this case, title of the work comes next, followed by 
a comma, the word "by," and the author's name. (See section 
106, sample notes 6, 8, 9, 11, 13-15.) 

88 Edition used, if not the first, is indicated in abbreviated form: 
4th ed., rev. ed., new ed., etc. A comma follows unless the 
next detail is in parentheses. (See sectbn 106, sample notes 
4, 19.) 

89 Series name or that of a particular edition may be omitted 
in a footnote if it occurs in the bibliography. Name is not un­
derlined, and quotation marks or parentheses need not be 
used unless you are following a particular style. A comma 
follows unless the next detail is in parentheses. (See section 
106, sample notes 9, 10.) 

90 Number of volumes, usually omitted when reference is to 
specific volume(s) or if this detail is given in the bibliogra­
phy, is written with Arabic number followed by "vols." and 
a comma, unless the next detail is in parentheses. (See section 
106, sample note 2 and remark.) 

91 Place of publication, publisher, date are written within 
parentheses followed by a comma. 0 These items, together 
with edition and page reference, may be omitted singly or in 
combination in references to well-known and frequently 
edited poems and plays (e.g., The Deserted Village; works 
by Shakespeare or O'Neill), also in standard reference works 
(encyclopedias, dictionaries, DNB, etc.). Facts of publication 
(place, publisher, date) may be omitted, in a paper or chap­
ter, after the first citation, unless they serve a particular pur­
pose. 

92 Place of publication. For clarity and to avoid ambiguity, 
place name may be identified by country or state: 

° For alternate forms when entire reference, including title, is in 
parentheses, see section 106, sample note 28 an<l remark. 
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Cartagena, Colombia 
Bloomington, Ind.: Principia Press 
Bloomington: Indiana Univ. Press 
Cambridge, Mass., 1935 
Cambridge: Cambridge Univ. Press 

It is often correct to list more than one place of publication 
(Boston & New York: Houghton Miffiin Co.) or to indicate 
joint publication (New York: The Modern Lang. Assoc. of 
America; London: Oxford Univ. Press). In some cases one 
place suffices (Chicago: Scott, Foresman & Co., omitting their 
offices at Atlanta, Dallas, and New York, though given on title 
page; New York: Holt, Rinehart & Winston, omitting Toronto 
and London if the book was printed in the United States). 

Writers sometimes Anglicize foreign places of publication 
(Turin, Munich, The Hague, etc.), but in works dealing with 
European literature, or requiring more precise bibliographi­
cal description, original spellings are often preferred (To­
rino, Miinchen, La Haye, Geneve, Londres, Francofurti, 
Oxonii, etc.). 

Place of publication is followed by a colon if publisher's 
name is given, or by a comma if followed directly by the 
date. If place is not given on title page, supply it in brackets 
if it can be determined. If unknown, write "n.p." 

93 Publishers' names are usually given in theses, also in any 
work that has no bibliography, and are often omitted in 
papers that provide these names in a list of references. They 
often furnish essential information, as in the case of a title 
printed in the same year or in the same city by two or more 
publishers. Sometimes they are given in titles of recent date 
and, in the same manuscript, omitted in those presumably 
out of print. (The dividing date is arbitrary: one may include 
publishers of works printed within, say, the last twenty years. 
or within the copyright period of fifty-six years.) 

Names should be simplified: instead of "Librairie academi­
que Perrin et C1•, libraires-editeurs," write "Perrin et C"'," or 
simply "Perrin"; "Macmillan & Co." may be written "Mac­
millan." (Note use of ampersand and abbreviation "Co.") 
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Further abbreviation (e.g., New York Univ. Press) is com­
mon in some fields (including the humanities) but not in 
others. 

94 Date is typed in Arabic numerals even if original is in Roman. 
If one or more volumes of a work have yet to appear, write 
the date thus: 1964 - -. If date is not given on title page, deter­
mine it, if at all possible, from other sources (copyright 
notice, library catalogues, etc.) and enter it in brackets. If 
date is unknown, write "n.d." If conjectured, put a question 
mark before last bracket or write "c. 1932," etc. (See remark 
on "c." in section 104; also various specimens in sample notes 
and in bibliographical section, and additional remarks in the 
next two sections.) 

95 Articles. The full title, in quotation marks, is followed by 
a comma, the name of the periodical (underlined, and often 
abbreviated), a comma, the volume number (in Roman capi­
tals), the date (in parentheses), a comma, and the pagina­
tion, omitting "p.'' or "pp." Place of publication may be added 
in exceptional cases for clarification, e.g., Hispania (Madrid). 
For recent is-sues, the precise month or number may be in­
cluded: (Nov., 1966), (Spring, 1966), in which the commas 
are optional; IV, No. 2 (1966) or IV, 2 (1966), though once a 
periodical is bound by volumes this detail usually serves .no 
purpose. Dates must be so written if the periodical does not 
have consecutive pagination throughout the year (see section 
106, sample notes 22, 23). If a periodical is published in 
more than one series, series number must be included, e.g., 
The Library, 5th ser., XV (March 1960), 10. The designation 
may also be Old Series or New Series (O.S., N.S. or, com­
monly, o.s., n.s.), sometimes placed before the volume num­
ber, sometimes after, e.g., The American Monthly Magazine, 
n.s., I (1836) or I, n.s. (1836). 

For articles in newspapers and weeklies, give date, section 
number, page, and column, as needed, omitting volume num­
ber. (See section 106, sample notes 20, 25.) 

96 Volume and page numbers. Write the former in Roman 
capitals, the latter in Arabic (except when small Roman is 
used for prefaces, etc.). The correct form for a work of more 
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than one volume is III, 28-31, omitting "Vol." and "pp." (For 
exceptions, see title in next paragraph and section 106, sam­
ple notes 5, 7, 11.) In Greek and Latin works, comma may 
be omitted after both author and title. Note spacing and use 
of periods in the following: Cicero De amicitia XXVII.101; 
Plato Republic 546A; and, in biblical references, Judges XIX. 
27-28 (or 19:27-28). Plays, works divided into cantos, etc., 
may be written similarly (e.g., Macbeth V.iii.22; Inferno 
X.87) or, more conventionally, Macbeth, V, iii, 22, etc. 

The date of a particular volume of a work published over a 
period of years can, if desired, be shown thus: The Letters 
of Sir Walter Scott, VI (London, 1934), p. 8---not (London, 
1934), VI, 8, for here the correct date would be 1932-37, that 
of the edition. A shorter form of this reference, when place is 
omitted, may be written thus: VI (1934), 8. (See section 106, 
sample notes 6, 7.) 

In citing a single-volume work, and otherwise when no 
volume number is given, write "p. 11," "pp. 28-31," "Ibid., p. 
5," etc. Note also: p. 28, n. 2; III, 28, n. 2. Page numbers cited 
from the same volume are separated by commas (e.g., pp. 
2, 14, 34), references from different volumes by semicolons 
(e.g., I, 3, 5; II, 45). 

An alternate system of notation is used in the Readers' 
Guide to Periodical Literature and in certain types of pub­
lication: American Journal of Sociology, 58:359-360, 1953. 
This and other variations may be acceptable in your field. 
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x 
ABBREVIATIONS AND LATINISMS IN FOOTNOTES 

97 Underlining. Note that the Latinisms below are not under­
lined for italics: this accords with the trend encouraged by 
the MLA Style Sheet. 

98 Ibid. (for ibidem, "in the same place") is used to repeat as 
much as possible of a reference in the note immediately 
preceding: 

5 Smith, Works, IV, 55. 
0 Ibid., II, 21 (rwt "Smith, ibid., II, 21"). 
7 Ibid., p. 30 (rwt "Ibid., II, 30"). 
8 Ibid. 

Do not use ;,ibid." if the note preceding contains more than 
one title. 

99 Op. cit. (for opere citato, "in the work cited"), referring to 
one of several titles cited in a note immediately preceding or 
(usually) to a title in an earlier note, has fallen into some 
disfavor, for its overuse easily results in ineffectual pedantry. 
If an author's name appears in the text, a footnote reference 
"Op. cit., p. 5" is correct, although the simpler form "p. 5" 
suffices and is even preferable in annotating a compact series 
of quotations from the same work. If the author's name is not 
given or plainly inferred from the text, the form "Pope, p. 5" 
is recommended (here an added "op. cit." is clearly redun­
dant). 

Do not force the reader, by a careless use of "op. cit." or 
notes like "Pope, p. 5," to search back more than a page or two 
for the title in question; instead, repeat the title or use a 
short title (see section 106, sample notes 3, 7, 8). Check this 
point carefully in your manuscript. Do not use "op. cit." to 
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refer to a title cited in a previous chapter, or to repeat the 
title of a periodical when reference is to another author. 

100 Loe. cit. (for loco citato, "in the place cited") may be used 
with or without the author's name to repeat an entire refer­
ence. It should not substitute for "ibid.," should not be fol­
lowed by a page reference (here the author's name or "op. 
cit." would be used), and should not refer to a previous '1oc:. 
cit." unless the full citation appears on the same or preceding 
page. Example: 

16 Paul Netti, "Goethe and Mozart," in Goethe Bicentennial 
Studies, p. 83. 

11 Thomas, p. 3. 
18 Netti, loc. cit. 

Titles must be used rather than "op. cit." or "loc. cit." when 
more than one work by a given author has been cited. 

101 Idem ("the same") is a conventional device for repeating an 
author's name. In notes at the foot of the page, it should 
refer only to matter on the same or preceding page. Its use by 
American writers has decreased markedly in favor of repeat­
ing the name itself. 

102 Passim and cf. Use "passim" sparingly: specific page refer­
ences are preferable. Avoid the use of "cf." (for confer, "com­
pare") when "see" is intended. 

103 Abbreviating titles, etc. Titles, editions, manuscripts, li­
braries, and even authors cited many times may be abbrevi­
ated or otherwise simplified by symbols, key letters, etc., pro­
vided that your preface or any early footnote explains the 
method followed. (See section 10.f:), sample notes 17, 18.) 
Titles of familiar periodicals and reference works are com­
monly abbreviated (e.g., HR, Hispanic Review; TLS, [Lon­
don] Times Literary Supplement; DNB, Dictionary of Na­
tional Biography); see list preceding the annual bibliographi­
cal number of PliJLA or periodicals in your field. In a paper 
that has no bibliography, or in any work that contains titles 
that the reader will possibly not comprehend in abbreviated 
form, it is well to write full titles the first time cited. Often it 
suffices to use abbreviations in the footnotes, and full titles in 
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the bibliography. If the number of journals is large, or if ab­
breviations have to be devised, insert an explanatory list after 
the preface, or even at the beginning of the bibliography if 
abbreviations are used there also. 

104 Some common abbreviations. Note the form, spacing, punc­
tuation, and capitalization of the following: 

abr. (abridged; abridgment) 
Act IV, sc. iv (or Sc. II in a play not divided into acts) 
A.M.ora.m. 
anon. (anonymous) 
art., arts. (article, articles) 
b. (born) 
biog. (biography, biographer, biographical) 
Bk. VI, Bks. VI, IX 
c. or ca. (circa, with dates; do not use in sense of "copy­

righted"); "c. 1550" implies a closer approximation than 
does "1550?" 

Chap. VI (or, occasionally, vi), Chaps. VI-VII (or, oc-
casionally, chap., chaps.; ch., chs.) 

col., cols. (column, columns) 
comp. (compiler; compiled by) 
d. (died) 
diss. (dissertation) 
ed., eds. (edition, editions; editor, editors; edited by) 
ed. cit. (edition cited) 
esp. (especially, as in "see esp. Chap. II") 
fac. or facsim. (facsimile) 
fasc. (fascicle) 
fig., figs. (figure, figures) 
fl. (floruit, he or she flourished) 
fol., fols. or foll. (folio, folios) 
illus. (illustration; illustrated) 
I., II. (line, lines, preferably spelled out to avoid confusion 

with numerals) 
MS, MSS (MS takes a period when referring to a specific 

manuscript, e.g., MS. E) 
n., nn. (note, notes) 
n.d. (no date) 
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n.p. (no place) 
n.s., or, less often, N.S. (new series; capitalize for New 

Style) 
No.6 
o.s., or, less often, O.S. (old series; capitalize for Old Style) 
p., pp.; pp. 25 f. (or, better, pp. 25-26; pp. 25, 26); pp. 25 ff. 

(i.e., p. 25 and several pages following; inferior some­
times to notation of exact pages) 

par., pars. (paragraph, paragraphs) 
pl., pis. (plate, plates) 
Pt., Pts., pt., pts. (part, parts) 
pub. or publ., pubs. (published; publication, publications) 
rev. (revised, revised by; review, reviewed by) 
s.v. (sub verbo or voce, "under the word--") 
Sec., Secs., sec., secs. (section, sections) 
ser., or, less often, Ser. (series) 
sig., sigs. (signature, signatures) 
sig. CSr or Sr (recto), 5v or Sv (verso) 
st., sts. (stanza, stanzas) 
trans. or tr. (translator; translated by) 
Vol. X, Vols. X-XI 
vs. or v. (versus) 
vs., vss., or v., vv. (verse, verses) 

American writers often prefer the following forms to the 
alternatives given in parentheses: 

above (supra; ante) 
and others (et al.) 
below (infra; post) 
ff. (et seq.) 
n.d. (s.d., for sine die) 
n.p. (s.I., for sine loco) 
see (vide) 
to wit (sc. or scil., for scilicet) 

105 Beginning of note. At the beginning of a footnote or sen­
tence, some writers prefer "Page," "Pages," "Line," "Lines," 
etc., to "P.," "Pp.," "L.," "LI.," etc., as being more pleasing to 
the eye. 

57 



XI 

SAMPLE FOOTNOTE REFERENCES 

106 Sample footnotes. The following footnotes illustrate various 
points covered above. 

~orma.n L. Torrey, The Spirit of Vol.taire (New York: 
Col.umbia Univ. Press, 1~38), ~ lil' b5th author's name 
and title appeared in the t.ex-t;, the oote 'Houl.d begin with the 
first parenthesis: (New York, etc.) J 

2John Morley, Diderot and the Encyclo~dists, 2 'WlB. 
(I.ondon: l!aCl'lillan, 1B97). Tllf?eW"'YOrkri mi be addedJ but 
this edition llBS printed in England. In a co11111Dner type of 
note, follDwea by a page reference, n2 wlB.n ~uJ.d normally 
be omitted; but if needed, the mte 'li)uld then read: ••• 
Encyclopaedists (2 volB.; London: Mac:miJ.J.an, 1697), I, 10] 

Jnide:rot, II, 73-75. [Short-title form of citation in n. 2] 

4[No~l-Antoine Pluche ], Histoire du ciel. ••• , 2nd ed. 
(Paris, 1740), I, 60. [AnonyirDus 'li)rk.-A'DriQged title Jllight 
be expanded if oot given later in bibliography J 

5Smithsonian Institution, Smithsonian Treasury of Sci-
ence, ed. Webster P. True (New York: siITim & Schuster-;-[1960]), r,uo. 

6shelley, Co/t.lete ~obrlca, ed. R. Ingpen & w. E. Peck 
(New York, l.926-)o~ IV (~. 73. [Rather full form, sug­
gesting first reference in notes. Vol.UJnB date usue.ll.y omitted] 

7shelley, W:>rlm, IV (New York, J.926), p. 73. [Simpli­
fied form, again specifying date of a particuJ.ar vol.wne. Note 
use of np."] 
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6 l·brks, ed. Ingpen & Peck, IV, 73. [The saioo, further 
simplil'i8aT 

9Jean de La Bruyere, OEuvres, ed. Servois, Les Grands 
F.crivains franqais (Paris, 1912), I, 3. [V.brk in a series] 

10John Robert I-bore, Defoe's Sources for "Robert Drury's 
Journal, n Indiana Univ. Pa.~iiB,""lfiiiiiaiiRies Seriesrro:-9 
'(IDDoiiifngton: Indiana Univ., 1943), pp. 22-23. [Title within 
title; ~rk in a series] 

11WilliBJll F. Bottiglia, "Volte.ire's Candide: Analysis of 
a Classic," in Studies on Voltaire and the Eigltteenth Century, 
ed. 'lheodore Bes:teriiiaii, Vol. VII ( oeoovi:°Institut et Musee 
Voltaire, 1959), p. a. [This, and n. J2, represent individual 
contributions in a series or volUJTe by various authors] 

12Frank E. Farlay, "The Dying Indian, n 

versary Papers (Boston, 1913), pp. 251-53. 
t:eeniere-;aEO in n. 11] 

in Kittredge Anni­
["In" may be imit'-

13JoseJ;il Addison, '\ok>rics ed. Tickell (I.onclon, 1721) 1 I, 
xii. [Usual reference ~author's edited works. Cf. the next 
note] 

~mas Tickell, ed., l-brks, by Joseph Addison (London, 
1721) • • • • (Here the rei'erence concerns the editor's con­
tribution rather than Addison's writings. If both figure in 
several references, use the fonn shown in n. 13] 

15otis E. Fellow and Norman L. Torrey, eds., The !.e of 
Enlightetu111nt: An Anthology of Eig}lteenth-Century French Lit­
erature (NBW Yori: Crofts, l~), p. 21. TOr;-r. ~fEs& 
Co. Colon and hyphen added in title. Cited il'l later notes as 
!2 of Enlightennent] 

1~garet L. Pflueger, "The Influence of M:lntaigne on 
Rousseau's First Discourse" (diss., Ohio State Univ., l9hl), 
p. 3. [Quotation markS With unpublished material] 

u . ( Bibllotheque Ingu:!Jnbertine de Carpentras hereafter 
called Carp.), Ml. 1671, fol. Bl. 

16 Carp. 1671, fol. lll. (Simplified form of n. 17] 
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19Ebcyclopaedia Britannica, 13th ed., art. "Paper.n 
( Stancla?d 'IOrks requti'Ei fuin:una:L publication data. An alter­
nate, l!Dre explicit form: nPaper,n Encyclopaedia Britannica, 
13th ed., XIX, 725 (or, Vol. m, omitting page riiil!lber). Il' 
antbor1 e name :is important, such a reference may begin: 'lhomas 
Babington Macaulay, "Goldsmith, Oliver,n etc. References to 
editions after the 14th (192~), which are umnunbered, may be 
written thus: (Chicago, 1961), V, 25] 

20chicago Tribune, Nov. 10, 1943, p. 24, col. 4. [Standard 
newspaper reference. See also n. 25] 

21E. E. Stoll, "Symbolism in Coleridge," PMLA, LXIll 
(1948), 263. [Standard periodical reference] --

22WiJ.1iam R. Parker, "Report o.f the Delegate to the Ansr­
icso Council of Learned Societies,n PMLA, LXXIll (April 1958), 
JO. [Unlike the regnlar :issuss, thiBAPril (bibliographical) 
munber has separate pagination, therefore the mnth :is added. 
er. the next tliO notesJ 

23Atlantic M:>nthly, CCXI (June 1963), 64. 

24Deutsche Zeitung, V (Oct. 4, 1950), 5. 

25Tilre: Mar. 17, 1947, p. 59. [The conmDner weeklies, 
like neliiijiipers , are uau.al.ly cited without 'VO lmne 'Cllllllber, and 
parentheses are omitted around dates] 

26nesrontaines, Le Nouvsan Gulliver (1730), as quoted in 
Leonora c. Rosenfield, From B8aat:Ha:Cbine to Man-Ha.chine (New 
York: Oxford Univ. Preas, 19Ii1),p. 1B3. - -

27R. M. Smith, "Three Interpretations of Romo and Juliet,n 
South Atlantic Balletin, XXIIl (1948), 60-77, il'ter 'iiimma.r--:-­
izfog tfu'Eie Hcoril'Hcting interpretations" 'Which prevail 811J)ng 
er.I.tics, rejects them one by one and concludes: "Ib ~IB ••• ?" 
[Illustrates source placed at beginning or note. See n. 28 for 
interp;>lated reference enclosed in parenthesesJ also nn. 29, JO] 

28c. D. I.ocock (R>ema of Shelle~, I.ondon, 1911, II, 280, 
529), .following Mrs. ~ere secon collected eclition (1839), 
prints tham as tlio 0 [Also correct, though 11Dre troublesome: 
c. D. I.ocock (Poel!IB ot Shelley [London, 1911], II, 280, 529), 
etc. Sbdl.arlj, a Jlllrwdicai re.ference 1.n parentheses may be 
written: ( ••• !'.'.!!• XXXVI, 1963, 459)] 
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29He states (p. 10) that he had "heard rational 111m • n 

3°rn III, 9, he says: 11!.ond:>n "WaS ••• •" 

3lnsoon after his return in 1842, he was tried by a Court 
Martial •• ·" (~). 

32And perhaps edit.or-in-chief, :l:f' that is lihat Boawll1a 
nengaged ••• to superintend" mans (Hill-lbwell, I, 307). 
(Or, ••• mans. Hill-lbwell, I, 307. Follow one style con­
sistently. Although references in nn. 31 and 32 are put at the 
end (the leas awkward position), the form aho'lll in nn. 27-30 
is generally preferred if' practicable] 

33
11 ••• a M.gh degree of taste •• •" (ibid., p. 5). 

34,,. • • a high degree of taste • • • • a (Ibid., p. 5.) 
(In the last tliO examples, note the change in ellipsis sign, 
capitall.zation, and closing period. Follow one style consis­
tently] 
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XII 

BIBLIOGRAPHY 

107 Placement. In published works, bibliographies in some fields 
are distributed by chapters, and in critical editions they often 
follow the introduction. In theses, th~y are traditionally put 
at the end. 

108 Heading. Since relatively few studies offer in the bibliogra­
phy section an exhaustive list of works by a given author, or 
on a given subject, the heading "Bibliography" may be both 
overpretentious and inaccurate. Choose therefore a more 
precise heading such as "Works Cited," "List of References, 
Partially Annotated," "Selected List of References," "Selected 
Bibliography," "Sources Consulted," etc. 

Type heading, in capitals, on the twelfth line from top of 
page. Begin first entry five spaces below heading, or below a 
possible statement explaining abbreviations, omissions, and 
other special features. (Such remarks, set three spaces below 
heading, are single-spaced and run from left to right margin.) 

109 Contents. The bibliography must contain every work cited 
(i.e., quoted or adduced as evidence or authority) in the 
text and footnotes, with the exception of primary sources 
quoted from secondary sources, and sources of incidental al­
lusions, familiar quotations, etc., inclusion of which would be 
mere pedantry. It may also contain (except under the head­
ing "Works Cited") works consulted but not used or quoted. 

For easy reference, all entries-primary and secondary 
printed sources, journals, occasional manuscripts-can usu­
ally be put in a single section; but a separation of disparate 
material (printed and manuscript sources, public documents, 
news articles, editorials, reports, decrees, etc.) is sometimes 
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desirable, especially if the number of items is large. For best 
fonn, consult works in your field. Another common division 
consists of works about an author, and works by the author. 
Division headings (if any) are centered on page, the impor­
tant words capitalized, with triple spacing before and after. 
They need not be numbered or underlined. 

110 Annotation. Brief annotations enhance the value of many 
bibliographies. See section 120, entries Sainte-Beuve in para­
graph 3 and Weintraub in paragraph 7, also the several vol­
umes of Cabeen (ed.), A Critical Bibliography of French 
Literature (Syracuse University Press), the source of these 
examples. 

111 Form. Begin each entry at left margin, indent subsequent 
lines of the same entry from three to five spaces, and single 
space. Double space between entries. Do not carry over part 
of an entry to the next page. First page may be numbered at 
bottom margin. 

112 Author's name is written with the surname first, and is fol­
lowed by a period. Use the name by which the author is best 
known (for particulars, refer to section 82), and replace a 
first initial, if possible, by a given name (e.g., Smith, A[bner] 
B.) as an aid to the reader in using library card catalogues. 

Use cross references for (a) hyphenated surnames (e.g., 
Jones, Edward Burne-. See Burne-Jones, Edward); (b) 
writers known by two names (e.g., Seton-Thompson, Ernest. 
See Seton, Ernest Thompson; Beaconsfield, Benjamin Dis­
raeli, 1st Earl of. See Disraeli, Benjamin) or who have writ­
ten under two names (e.g., Canfield, Dorothy. See Fisher, 
Dorothy Canfield; Saineanu, Laz~r. See Sainean, Lazare); 
(c) persons who, having legally changed their names, con­
tinue to publish; (d) prominent authors whose real names 
and pen names are equally well known (see section 113); (e) 
names that the reader might not find immediately by reason 
of subtleties in spelling or fonn (e.g., Decker, Thomas. Sec 
Dekker, Thomas; Morgan, Augustus de. See De Morgan, 
Augustus). 

113 Anonymous authors; pseudonyms. In anonymous works, 
any intimation of authorship on title page should be included 
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(see section 120, paragraph 10, sample entries Literary 
Amusements and Le Mari silphe). If a work is signed only 
with initials, enter these in lieu of full name, e.g., enter A.B.S. 
as S., A.B., or, if name is known, S[mith], A[bner] B. If a 
name is represented by asterisks or some other typographical 
device, enter the title only, followed by "By the Marquis of 
0 0 0 

," etc. Enter anonymous works of known or presumed 
authorship as follows: [Defoe, Daniel], or [Defoe, Daniel?]. 

There is no clear-cut principle governing entries of pseu­
donymous works; the Encyclopaedia Britannica, for ex­
ample, contains articles on Owen Meredith and Novalis, 
whose real names (Lytton and Harde!1berg) are main entries 
in the Library of Congress catalogue. Use as your main 
entry the name to which your reader will presumably turn 
first, e.g., a familiar assumed name such as Anatole France, 
Gorki, Meredith, Novalis, or Voltaire. The more obvious pen 
names are often referred to the real name (e.g., Mark Twain 
to Clemens, Boz to Dickens). Cross references from the 
author's real name are sometimes useful (e.g., Clemens­
Twain), scnnetimes not (e.g., Thibault-Anatole France; 
Arouet-Voltaire). The correct form of entry is Graham, Tom 
[Sinclair Lewis J; or, Graham, Tom, pseud. of Sinclair Lewis. 
If, in this example, other titles are listed under Lewis, a 
pseudonymous title may be included with these, adding 
brackets ([Lewis, Sinclair] or, when name is repeated, 
[ ]) and, following the title, "By Tom Graham." The 
pseudonym entry would then read Graham, Tom. See Lewis, 
Sinclair. 

114 Repeated name. To repeat an author's name, type a solid 
line from five to seven spaces long, starting at left margin 
and ending with a period. Arrange titles by a single author 
alphabetically (including collected works, contrary to usual 
library cataloguing system) unless there is good reason for 
choosing a chronological order. Both styles should not be 
used in the same section. If there are one or more titles by 
Arnold B. Smith, and another by the same Smith in collabora­
tion with Tracy R. Jones, enter this title last as follows: 
---, and Tracy R. Jones. (Or, Jones, Tracy R.; see section 
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120, paragraph 5, third entry and remark.) This would be 
followed by works by Smith and two collaborators, etc. In 
listing like names, the simpler forms precede the more com­
plex: Jones, John, precedes Jones, John Thomas. 

11 S French names that include the particle de are alphabetized 
thus: Aubigne, Theodore-Agrippa d'; Gaulle, Charles de; 
La Place, Pierre-Antoine de; Maupassant, Guy de. Names jn 
which de is combined with the article (Des Barreaux; Du 
Guesclin), and Anglicized forms (De la Mare; De Selincourt), 
are alphabetized under D. 

Down to the early nineteenth century, authors' names on 
title pages are often at variance with modern usage, and 
unreliable as guides to correct listing. Typical cases arc 
(a) names that now include a once separate particle (Abbe de 
Lille-Delille; Des Essarts-Desessarts); (b) those that now 
include a once separate definite article (Le Sage-Lesage; 
Le Tourneur-Letourneur), with numerous exceptions such 
as Mme de La Fayette; La Fontaine; La Salle; (c) compound 
surnames, usually alphabetized under the first name (Dupont 
de Nemours; Fabre d'Eglantine; Martin du Gard; Petit de 
Julleville), but sometimes under the last name (Arnaud, 
Baculard d'; Bachaumont, Petit de; Saint-Gelais, Mellin de), 
and often, depending upon which biographical dictionary, 
bibliography, or library catalogue one consults, both ways, 
as in the case of Bernardin de Saint-Pierre-Saint-Pierre, 
Bernardin de; (d) titled persons, generally listed thus: Aubi­
gnac, Fran9ois Hedelin, Abbed'; Hauteroche, Noel Le Bre­
ton, Sieur de; but there are exceptions such as Duvergier de 
Hauranne, Jean, Abbe de Saint-Cyran; Vauquelin de La 
Fresnaye, Jean, Sieur des Yveteaux. 

Note also the following entry forms: Aime-Martin, Louis­
Aime, called (or knou;n as); or, Aime-Martin, Louis. See 
Martin, Louis-Aime; Delisle de Sales, Jean-Claude lsoarcl, 
called; Gaussin, Jeanne-Catherine Gaussem, called. 

For further guidance, one would do well to start with the 
Larousse encyclopedias and the catalogue of the Biblio­
theque Nationale. Occasional disagreements, especially in 
categories (c) and (d), above, are handled by means of cross 
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references, e.g., Choderlos de Laclos, Pierre. See Laclos, 
Pierre Choderlos de; Saint-Cyran, Abbe de. See Duvergier de 
Hauranne, Jean. 

116 Spanish names in their full form consist of given name 
(Jose) plus paternal name (Ortega) plus conjunction (y) 
plus maternal name (Gasset). While this form is usual in 
some instances, most names drop the conjunction and the 
maternal name (e.g., Lazaro Cardenas; Juan de Valdes; 
Pedro Calder6n de la Barca). Another common simplifica­
tion consists in dropping only the conjunction, thus bringing 
together the paternal and maternal names (e.g., Vicente 
Blasco Ibanez; Manuel Avila Camacho). As a general rule, 
alphabetize Spanish names by the paternal name only, treat­
ing particles in the same way as the French particle de. The 
foregoing names would be listed as follows: 

Avila Camacho, Manuel 
Blasco Ibanez, Vicente 
Calder6n de la Barca, Pedro 
Cardenas, Lazaro 
Ortega y Gasset, Jose 
Valdes, Juan de 

Names like Jose Leon Toral, Esteban Manuel de Villegas, 
and Carlos Antonio L6pez cannot be alphabetized correctly 
until one determines whether the second name is the paternal 
name, or a second given name. In a combined paternal­
maternal name like Federico Garcia Lorca, having a "weak" 
paternal name (explained above, section 84), the maternal 
name (Lorca) is used so commonly for general reference that 
in bibliography and indexing it is well to use cross refer­
ences: Lorca, Federico Garcia. See Garcia Lorca. 

For further guidance consult the Espasa-Calpe Enciclo­
pedia universal ilustrada europeo-americana and Library 
of Congress cards. 

117 German, Dutch, and Flemish names that include the particles 
von, am, zur, van, ten, etc., are alphabetized thus: Amim, 
Bettina von; Bohm von Bawerk, Eugen; Billow, Dietrich 
Heinrich, Freiherr von; Graff, Regnier de; Harr, Bernard ter; 
Hoff, Jacobus van den. Names of persons living and writing 
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in the United States and in Great Britain usually begin with 
the particle: von Engeln, Oskar Dietrich; Von Holst, Her­
mann Eduard; Van Doren, Carl; van Loon, Hendrik vVillem. 
In the latter group, verify personal preferences as regards 
capitalization of the particle, and use cross references for all 
except well-known writers, e.g., Eyck, Andrew ten. See Ten 
Eyck, Andrew. 

German names written with an umlaut (ii, o, ii) are listed 
as though spelled out (ae, oe, ue). 

For further guidance consult foreign biographical dic­
tionaries and encyclopedias (e.g., Der grosse Brockhaus) and 
Library of Congress cards. 

118 Details. The amount of bibliographical detail required in an 
entry will be determined by the nature of the study. It is 
usually unnecessary to enter excessively long titles, the for­
mat (fol., 8vo, etc.), authors of prefaces and introductions, 
or the pagination of books. Articles, however, show complete 
pagination as well as continuations in later numbers or vol­
umes (see section 120, entry Henderson in paragraph 12). In 
a bibliography containing many titles published in one place, 
the name may be omitted if so explained at the outset, e.g., 
"Place of publication is Paris unless otherwise noted." Except 
in special cases, record the total number of volumes in a 
multivolume work rather than particular volumes cited in 
footnotes. (Cf., in section 120, paragraph 3, entries Chan­
ning and Sainte-Beuve; paragraph 4, entries Mirabeau and 
Voltaire.) 

In a bibliography entry, retain the same order of details as 
prescribed above for footnote refer~nces; but list the author's 
last name first, and use periods rather than commas to sep­
arate the main parts of the entry, i.e., author, title (book or 
article), and facts of publication. Omit parentheses with the 
latter. Supply missing data (author, place, date, etc.) in 
brackets, if determinable, and add question marks in cases 
of conjecture. 

Enter anonymous works under their titles, not un.der a sec­
tion labeled "Anonymous." Retain initial articles in titles, but 
alphabetize under the next word, e.g., list A Voyage . .. under 
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V. In foreign works, English "ed.," "trans.," "vols.," "introduc­
tion by," etc., may be used instead of their foreign equiva­
lents. Foreign places of publication are discussed above, 
section 92. For further technical discussion, see Ronald B. 
McKerrow, An Intmduction to Bibliography for Literary 
Students (Oxford: Clarendon Press, 1928), and Fredson 
Bowers, Principles of Bibliographical Description (New 
York: Russell and Russell, 1962). 

119 Checking. As a final and most important step, compare each 
title cited in your footnotes with the corresponding entry in 
the bibliography. Failure to do so will invariably result in 
omissions, discrepancies, and errors in various details. 

68 



XIII 

SAMPLE BIBLIOGRAPHY ENTRIES 

120 Sample bibliography entries. The following examples illus­
trate common types of bibliographical entry and their styling. 

1. Edited or translated wrkB: 

Dante Alighieri. The Divine Col!El~of Dante Alighieri, 
trans. J. A. cirlyI0,'""1l'ru>mas y, anal'. H. Wick-
steed; Introd. by c. H. Grand.gent. 'Ihe M:>dern Library. 
New York: Random House, 1932. [Less formally, 
"Dante, n since nAllghierin recurs in title. Grandgent•s 
introclnction is included because of this scholar1s 
eminence in Dante studies] 

Dictio~ of Political ,.,no3• ed. R. Pal.grave. 3 vols. 
New rK: MaC!ilillan, 901- • [Or Sir Robert Pal.grave, 
although the simpler .form serves lts purp:>se here] 

Fordham, Elias P. Personal Narrative of Travels ••• 
1817-1818, ed. F. I. Ogg. cieveiailcI':A":'1r."Clark eo., 
'1'905.-,r.ength of title warrants abridgrrent here] 

Leslie, Charles. Histoire de la Ja.iraigue, trans. Raulin. 
2 vols. Londr8s, 1751.- -

Teuffel, WilhelJll Sigmnnd. ~'tey of Roman Literature, 
rev. & enlarg. Ludwig S wa J 'tr~rge c. w. 
Warr. 2 vols. London: George Bell & Sons, 1900. 

2. 'ibrlm in a series: 

.!!!! Auf'~re Pat::ibr Calendar !.e!! Selections, ed. Wini.fred 
TiiriiSr. ications of the Huguenot Society of London, 
No. 40. I.ondon: Fro:me, Butler & Tanner, 1940. 

69 



Bowers, David F., ed. Foreign Influences ~ AIOOricnn 
Life: Essa:ys and Critical Bibhograpllies. Princeton 
Studie~Amer1can Ci'Viiizatfon, Vol. II. Princeton: 
Princeton Univ. Press, 1941.i. 

Judson, Alexander c. Sidney's Amarance: ! Stu$Y in 
Elizabethan Portraiture. Indana Univ. !'iibhcal!oos • 
H\iiilanities Series No. 41. Bloomington: Indiana Univ. 
Press, 19SB. 

KOnig, Karl. Ueberseeische 'I-Ort.er :iJn Franzosischen 
(16.-18. Jahrhundert). Beihef~zur Zeitschrti't fUr 
romanische Fhilologie, No. 91. Halle: Max Nien:eyer 
Verlag, 1939. [Or, omit "Verlag"] 

). Part (chapter, essay, etc.) of a 'W:>rk or series: 

Channing, Edward. The Jeffersonian System, 1801-lBll, Vol. 
XIl of The ArneriCan Nation: A History, eir.A.""T."Ha.rt. 
New YorK:Harper & Bros., 191l6. [Eiisentially a 
separate b:>ok, though in a mu.ltivolWl¥l "WOrk, th:l3 title 
is i ta.licized; cf. the next t'WO entries] 

Feise, Ernst. "Zurn Problem von Goethes Clavigo,n Studies 
in German Literature in Honor of Alexander RnclOijii HOb1-
Te'la.-:'!l'iiiv. of Wlscoosiii'"Stiid!is 1n tangua~ 
'SrUure, No. 22. Madison, 1925. ["In" may be used 
before "Studies." Page mmibers are oot essential., 
though sone writers prefer to include them] 

Sainte-Beuve, Charles-Augustin. "Les Confessions de 
J .-J. Rousseau, n in his Causeries du lundi, III, 78-97. 
Paris: Garnier, n.d. - --
Excellent analysis of origioali ty of styls of Confessions: 
naturalness, realism occasional archaiS111S, and Chann. 
(Dated Nov. 4, lB5oJ [Essay in a collectionJ annotated 
entry (see also Weintraub in paragraph 7)] 

4. Foreign titles: 

Eslava :y Elizondo, H. Breve me11Dria hist.Orica ae la rmJ.­
eica religioea ~ ESpaaa. Madrid, 1860. - - -

CR!pi'ert, Herbert Georg. "Der Dichter und das Drama uneerer 
Zeit." ~ Literatur, XXXVIII (1937), 231-34. 

• Paul Ernst und die Trag6die. Diss., Greifswald. 
--r:e~1·pzig,-I9~ [l'ii'Sl!Blied; cf. Wycoco in paragraph 11) 
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Massini Ezcurra, Josff M. El cancionero argentino. Santa 
Fe, Arg., 1956. [Ident:rfication of place n8111! added] 

Mirabeau, Victor Riquetti, Marquis de. L 1Ami des homrnes, 
ou Traite de la population. New ed. ;--5'Vo!B." ""'XVI'giion, 
I76z.---

Restori, A. nPer la storia ITDlsicale dei trovatori proven­
zale.11 Riviata musicale italiana, IIl (1896), 407-51. 

Voltaire, Frani;ois-Marie Arouet de. OEuvres completes, 
ed. M>land. 52 vols, Paris: Garnier, 1877-85. 

[See also Metchenko in paragraJii 12] 

5. Several wrka by one author: 

Fell.011B, Oti~ E, ~ Opinion of M>liere (1800-1850). 
Brown Univ. Studies, Vol. III. Providence: Brown 
Univ., 1937. 

• Review of Diderot, ~~Years, 1713-1759, 
----oy-Arthur M. Wil.Son. l"R, XXXI lJ.951fJ;-m-81~ --

---' and No:nnan L, Torrey, eds. The ~of Enlighten-
ment: An Anthology of Eighteenth~tUry Trench Li tera­
tu:re. "1Te1r YOrk: F.~. Crofts & ~:-itSlOn and 
iiYP!len added. Note that second nam3 follows footnote 
style. So!IE authors and manuals (e:g., Chicago) 
prefer to give surname first] 

Owilliam, John. The Exile of Elba: A Fbem • • • • !.ondon, 
(1814). ----- --

• The @;rial gaptive; or, The Unexampled Career 
---orthe"1SC- ror, apo eon -;-. :-7 2 voli. tondon, 

IB'lr. 

6. rbrkB by two or mre authors: see the third entry in pre­
ceding paragraph, and MetchenkD in paragraph 12. 

7. Data supplied in brackets: 

Benezet, Anthony. Short Observations on Slavery, Intro­
ductory to sone """llS:rracts tmm Uie ~itin~ oi: l'lieAbbEf 
ttiiYTiir".-: ~70?]. Tor, nc.'W,nTn-­
'Oriic"Kets l 
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(Fieher, Charles EchiBrd?). Kanzas [sic] and the Consti­
~· Boston: Damrell&'P.OOre, lB>b."" - ---

Schill.er, Friedrich. Werke ••• , ed. E. Jenny. 10 -vols. 
[Basel: Birkhauser~S.] [Redundancies in titles 
(here, Schillera ~) are usu.ally a-voided] 

W[eintraub], S[tanley], ed. "St. Pancras Manifesto." 
Shaw Review, III, No. 1 (1960), 21-31. 
Text ~litical tract by G. B. Shaw and Sir William 
Geary. [Annotated entry. Also correct: III, 1 (1960), 
etc.] 

[See also British Museum in paragraph 9] 

a. Deecript:i:ve, rather than e.ctual, title: 

Bo~, Forrest L. f:Bibliographical ootes on early Ameri­
can translations from the French]. Papers of' the Bib­
liographical Society of' America, xxtV (1941), 7fJ, 7'2, 
159=61, 205-6. -

[See also the second entry in paragraph SJ 

9. Institution, organization, govermnent, etc., es author: 

British Musemn, Department of Printed Books. Subject In­
dex of' the Modern W:>rke Added to the Library of' th;­
'Bri tiih MusSlllTI [1681-193~ :-- ,Eid. G. K. FOrleSCue 
and ot.herB:'l'I -vols. London, 1902-37. 

Great Britain, Parliamentary Papers. ~p>rt of' the Com­
mi ttee of the House of' Col1l!IX>ns in onsequencaof"""llie 
severiil"'"lbTIOn51!8IaTI:ve to tfle-ir'reatliint of IT!soners 
of war •••• I.onaon, 1199.-

Philadelphia Bibliographical Center and Union Library 
Catalogue. Union List of' MicrofihE. Rev. ed. Sup­
plenmt, 1949-52. "'Tnii Arbor, Mich.: J. W. Edwards, 
1953. 

U .s. Congress. State Papers and Corresp>nclence Bearing 
upon the Purchase of' the Territory of' Louisiana. 
S7th Congress, 2ndse'S'B.", House Ik>ciiiiient No. LJl. 
Washington, 1903. 
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10. Anonyrroua works: 

DIJaudet and D:l.ckens.n TIS, May ll, 1940, p. 231. [Or, The 
(I.ondon) ~ Literary Supplenent] 

H., Jj.s,, n'l'he 'lost• S:lxth Douay D:l.ary.n N&Q, CLXXVI 
{19~)' 84-86. -

Literary AmwlellElnta; Evening Entertainer. By a Female Hand. 
2 vols. Dublin: s:-P.rice and others, 1782. 

Is Mari silphe, par M. F •••• c.A.L.P.d.T. Musique de M. 
- FoUrnier. Toulouse: Jean Baour, 1775. [Probable in­

terpretation: M::>nsieur F ., collecteur k la porte de 
Toulouae] 

ll. Unpublished works: 

Musa, Mark. "Inferno, Canto xrx.n Pa.per read before the 
Renaiasanci'"""C'IiiDof Indiana University, Jan. 20, 1963. 

Wycoco, Renedios S. "The Typea of North-A1T1Srican Indian 
Tales." Dias., Indiana Univ., May 1951. 

12. Periodicals and anmials: 

Cowley, Malcolm. "Footnote on French Prosody. n New Re-
pa.blic, May 22, 1944, pp. 714, 716. - -

Henderson, W. B. Drayton. "M:lntaigne•s Apolof!e of Ray­
ITOnd Setond and King Lear. 11 Shakespeare soC: El., 
M'"(~ 209-53; rt (1940), 40:54. -- --

Metchenko, A., A. Denent•ev, and G. I.omidze. "For a Pro­
found Elaboration of the History of Soviet Literature" 
( nza glubokuyu razrabotku istorii sovetskoj 1i teratury"). 
KolTlllllllliat, No. 13, 1956, pp. 83-100. [Translated and 
transliterated title. Use aa.m:i form (without under­
lining) in translating book titles] 

Muirhead, Arnold. "A Jeremy Bentham Collection." The 
Library, 5th Ber., I (1947), 6-27. 

Steen, J. van der. "Vondels Jempaar en de Slang." De 
~ Taalgida, LIIl (1959), 326-32. 
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Takahashi, Atsuko. "A Study of' Theodore Dreiser's 
Thought." Essays and Studies in British and American 
Literature (Tokyo Woman's Christian College}, VII 
(Summer 1959), 71-102. [M:>del for lesser-kno'Wl'I pa.b­
lications: place of origin added] 

Thompson, Wade Clayton. "The Aesthetic Theory of Henry 
David 'lhoreau." DA., XX (1960), 3756 (Columbia). 
(Dissertation abs'tract] 

13. Encyclopedias; standard reference wries: 

"Goldsmith, Olivar." Encyclopaedia Britannica. l.lith ed., 
X, 494-98. [Or, Vol. X (oMittiog page Ci\iinbers)] 

"Gosset, Isaac." mB, vm:, 261-62. 

Macaulay, Thomas Babington, "Goldsmith, Oliver." Ency­
clopaedia Britannica, [etc.], 
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CRAPrER X 

THE SIA VERY Q!J]STION DURING THE RE'IOWTIONARY 
PERIOD, 1769-1794 

fur:l.ng the last rev yea.re of the legal existeuce of 

colonial. slavery, """1anitarian literature """ significantly 

expanded by several new 'IC>r!m directed against the ensl.ave­

..,nt of Negroos.1 Tho vie"" or th~ celebrated TbomB.11 Clark­

son ware presented anew in 1769 in the Id6e ~ ~ ~ ,!!.!: 

~ traitenBnt ~ ~ and in an ~ ~ ~ desava.nta-

2! ~ ~ ~· '.!he f:lrut thirty-one pages of the fonmir 

'Y:lrk contained axtracte !mm his Latin dissertation on slav­

ery 1 
2 and the remaining pages, on the treatmont of slaves, 

g:rve accounts end anecdotes of tortures and crnel ties COJD­

l!Dnly witnessed in Santo Doml.ngo, 3 The translator, Grana­

gnec, added twenty-five pages or introductory relllllrlm, In 

the SBJm year the AbbS Nicolas Bergier pibl.ished his ~­

,!!!!!:! thlillog1.qt!111 cont.Un:ing three articles ( •Hi1Jo11Dphe11, • 

~e familiar th9111> of the wretched South American Indians 
was not, howaver, rorg11tteiu see Drobecq•11 JlOlllD "La Cacique et 
la Frano;oi.115" ldlich appeared in tha Almanach des Muses in 1789 
(pp, 163-64 J lbiret•s ~ !!! ~ (17891,~9. 

2This competed in 1785 Sor the prize offered by Ca.mbrldge 
UUiversity for an essay on the question Anne liceat irrvitos 
in ae:rvitutem dare? An English tranalatIOU; mRieTiii'W­
~ ~ !Jie S\.....,Z and Co1111111rce or the HmnanJi:cirre --
PiDllBhe"'din n n "'iii 'I'1l!ll,"iiiidtl1iini w;;r:9"" e nch adap-
tation.o by 1789. 

3.nie eeoond extract "&Dt 1•esaentiel d•un mifnDi.re ••• en­
..,,,.e i K. de Sartinee, Hiniatn> d•Etat, par un Pntfet Aposto­
lique, aloni dane la Colonia [Saint-Doml.ngna] ,• Thie part 
embraces 76 pages, 

83 
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84 

98 

the BDthor:l.ty of S:lm>n Kent.on, • • • seya, ILoganls !om 1Rlll 

striking and manly, his C0UJ1tenance calm and nobls • • • • • n2li 

Hore than seventy yea.re later, Franklin B. Sa1m1l gives a sim­

ilar, but embellished, dsscr:l.ption or logan1 

logan """ now in tbs prillla or life, a fins spec:lman or 
robust lllBDhood vi th a ci:11:111anding presence, dignified in bear­
ing and bmve es the bravest or ths braTe. He """ bnll t in 
the styls of the prin>va1 forest, ei.x feet t... or uore, broad 
•boul.darnd, lithe of l.1Jnb and ol.ert and "" soft of tread as a 
tiger1 he """ self-reliant and atraigbt es a11 arrnw. He is 
describe<! es handsome, with !!Dre than usual. rava11-traillng 
l.ocke and es having jet-black eyes vigilant es the eyes o~,2"' 
eagle, firm-set DDuth and tbs lcl.ndly features of a child. 

While these descriptions J!11:1 haw some basis in feet, they also 

suggest a confusion with a Captain Jamos Logan, the warrior 

adopted by Oeneral Benjamin logan--"a fine-1.oolcl.ng fellow, six 

reef: tall and splsndidl,y forlll!ld1 with courage of the higj:lest 

quaJ.i ty• a!ld cepabls of great "dsllcec:y and ki11dmss" t.o >«nre11 

and chlldnm. 26 In an;y SV9nt, it is aes:y to 1Jmgina that the;y 

are in some degree a romnntic co11cept1on like that in "Lavi11-

ia•sn poeJD: 

Brava was Logan, none 'llllre bravar, 
Daring 'll8l' by land and ma1n1 

Tall """ logan, none were tallerJ 
Jlail 'd the SacheJD of the plain. 

24nie ~ ~' I (1842), 18. 
2~1'Jgari the ~. p. 67. Sawvel """ doubtless aware that 

logan •S"Iiiiliiil niiim\Tah-gah-jute) Jl8ant "hie eyelash•• •tick 
out or aOOve, n __ nas if looking t.lm:lugh or oftr l!!lo?T19thing, and 
BO ""ll cauJ.d ... all 18P71agU (Rodp). 

26
Jacob P. Dun11, True Indian Storiee ••• (Indianapolis, 

1909), pp. 166, 168. -- --- ---
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:fable, Care (Cura) shaped a creato..re out of' clay and Jupiter 

gave this shape a spirit or soul. Earth (llwmll) 1"18 sntitlsd 

to provide the DBllll: a hums.a being (Hom), according to Sat­

urn's verdict. As to its rightf'ul. ollDBr he decided: •Uter 

death Jupiter vill receive the spirit, F.arth the b:Jd;y. care, 

ho'llB'VBr, since she :first shaped this creature 1 shall. p:>ssess 

it. as long es it llws.• (•eurn enim quia prima r1mc1.t, tene­

at quam:liu vllltrit.•)66 

Burdsch stresses the p:>int thet, accarding to this :fa­

ble, man is •solange sr lebt ••• das Kind der Sorge.• But 

Faust has f'orf'ei ted ths nature of' a free human being by con­

cluding the pact with Mepiistopheles. 'lbs "Uebel'!lllnsch• Faust, 

he conti1111Ss, "bleibt, seitdm er sich der Hagie ergeben, f'rei 

wn der Sorge.•67 "Aber,• he g11es on, •em Ende, nachdem er 

die cliistere Macht der Hagie innerllch u"berwnden, • • • steht 

er an1' dam Weg •iru! Freie• ••• und deshal.b ••• V'llrf'iil1t 

jetzt sein kilrparllchar Tail dmn 11&tilrllchen KeDsch.eDl.oae, 

w:l.rd Eigentwn der Erde •• ee By the latter Burdsch meam thet 

:frequently that lil:dch spurs on, incites• (Harper). Stirllll.us 
even nore than excitare means the spnrring to some ~ 
Owmoere trans la teitJi8' above phrase w:I. th •routs us :from our 
beds w:I. th the sharpest oi;. goads n (Ssneca, Ad Lucilium epia­
tulae DDrales, with an Ellgllsh translation"""li;y'1!1cli&ra ~ 
mere, ~sical Library, Nsv York, 19301 II, 1!27). '!be 
desperate deeds to 11hich Sorge ioci tes the rich and p:11111r:f'Dl 
are implied iD Seneca's passage but not iD Burdsch•s trans­
lat1Dn. 

86. Burdach quo tee only in llerman translat1Dn (pp. 41 r. ). 
'Jhe Latin quotation ia talmn from Heidegger, p. 196. 

67. Page w.. BB. Page 45. 
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Unless otherwise indicated, references are to numbered sections 
rather than to page numbers. 

Abbreviations 
avoided in text, 3 
in footnotes, 97-105 
list of, in manuscript, 18, 103 
punctuation of, 32 
of titles in footnotes, 103 

Accent marks, foreign, 59 
Aclmowledgments, 18 
A.D., 3 n., 32, 38 
Alphabetizing 

in bibliography, 114-18 
in index, 29 

Alterations in manuscript, 5 
A.M., a.m., 3 n., 32, 104 
Ampersand (&), 93 
Anonymous works, how cited 

in bibliography, 113, 118 
in footnotes, 82, 106 n. 4 

Appendix, 27, 75 
Articles 

cited in bibliography, 118 
cited in footnotes, 81, 95 
titles of, how cited, 51 
see also Titles 

Author's copy, 1 
Authors 

anonymous and pseudony­
mous, 82, 112, 113 

cited in bibliography, 112-
17, 120 passim 

cited in footnotes, 82-85, 106 
passim 

Authors-Cont. 
conjectured, 82 
Dutch, how written, 117 
Flemish, how written, 117 
French, how written, 58, 83, 

115 
German, how written, 117 
institutions, societies, etc., 

as, 85 
simplified names of, 82, 112 
Spanish, how written, 58, 84, 

116 
works by several, 82 

B.C., 38; see also A.D. 
Bible 

books of, not underlined, 50 
references to, how punctu­

ated, 96 
Bibliography 

annotated entries, 110 
anonymous and pseudony­

mous works, 112, 113, 
118 

articles cited in, 118 
authors' names 

how alphabetized 
Dutch, 117 
English, 112 
Flemish, 117 
French, 115 

87 



Bibliography-Cont. 
authors' names-Cont. 

how alphabetized-Cont. 
German, 117 
Spanish, 116 

form of, 112, 113 
repeated, 114 

contents, 109 
data required in, 118 
form of entries, 111, 118, 

120 
heading, 108 
number of volumes, how re­

corded, 118 
place of publication, when 

omitted, 118 
placement in manuscript, 

107 
sections of a, 109 
titles, how alphabetized, 118 

Blank pages, 14 
Books 

cited in footnotes, 50, 81 
titles of, how cited, 50 
see auo Titles 

Brackets 
with author's interpolations, 

37 
with bibliographical data 

supplied by author, 37, 
82, 92, 94 

with phonetic transcription, 
37 

replacing parentheses, 37 
with "sic," 37 
how written, 37 

c., ca., 94, 104 
Capitalization 

in quoted matter, 64 
of titles, see Titles 

88 

Carbon paper, 9 
Carry-over lines 

in footnotes, 78 
in text, 71 

cf., 3 n., 102 
Chap., 104 
Chapter 

headings, 22 
subheadings, 19, 23-25 
titles, how cited, 51, 86 

Checking the manuscript, 2, 3, 
99, 119 

Colon , 
followed by capital, in titles, 

53 
spacing after, 32 

Comma 
abbreviations preceded and 

followed by, 31 
with appositives, 31 
with dates, 38 
with independent clauses, 31 
with nonrestrictive clauses, 

31 
in numbers over 999, 38 
in a series, 31 
spacing after, 32 
with subordinate clauses, 31 

Compiler's name, how cited, 87 
Compound words, 33 

capitalization of, in titles, 53 
Consistency, aids to, 4 
Contents, see Table of contents 
Copyreading, 2 
Corrections in manuscript, 5 
Covers and binders, 15 
Cross references 

in bibliography, 112, 113, 
115-17 

in footnotes, 75 
in index, 29 



Dash 
in consecutive dates, 38 
for omitted letters or words, 

34 
spacing of, 34 
how typed, 34 

Dates 
A.D., B.C., with, 38 
commas with, 38 
inclusive, 38 
publication, how cited, 91, 

94,95,96 
when spelled out, 38 
supplied in brackets, 37, 94 
how written, 3$ 

Dictionaries, 7, 33, 41, 58 n. 
Dieresis, 33, 59 
Dissertations, unpublished, how 

cited, 51, 120 par. 11 
Division of words, see Words, 

division of 
Divisions of the manuscript, 16 
Dutch proper names, how writ­

ten, 117 

ed., 87, 88, 104, 118 
Edition, choice of, 62 
Editions, how cited, 52, 88, 91 
.Editor's name, how cited, 87 
e.g., 3 n., 31, 32 
Ellipsis 

in French, Spanish, and 
Italian, 68 

in prose quotations, 64, 68, 
69 

sign, omission of, 64, 86 
in titles cited, 68, 86 
in verse quotations, 68 

Encyclopedia, how cited, 106 
n. 19, 120 par. 13 

End of page, matter prohibited 
at, 24, 71 

English 
possessives, 39 
titles, capitalization of, 53 
word division in, 40, 41 

et al., 82, 104 

f .• ff .• 104 
First person, use of, 6 
Flemish proper names, how 

written, 117 
Footnote references in text 

letters in lieu of numbers, 73 
numbering of, 73 
placement, 72, 73 
symbols in lieu of numbers, 

74 
Footnotes 

abbreviations used in, 97-
105 

articles cited in, 95 
authors cited in, 82-85 
bibliographical data 

omitted in, 91 
required in, 81 

compiler's name cited in, 87 
cross references in, 75 
dates of works cited in, 94, 

95, 96 
editions cited in, 88 
editor's name cited in, 87 
effective use of, 75 
first reference to book or ar­

ticle, 81 
form of, 77, 98, 100, 106, 

specimen pages 9-11 
Greek and Latin titles cited 

in, 96 
multiple references in, how 

punctuated, 76 

89 



Footnotes-Cont. 
number of volumes, how 

cited, 90 
overrunning page, 78, speci­

men page 11 
page numbers cited in, 96 
place of publication cited in, 

91, 92 
placement of, 77 
prose quoted in, 79 
publishers' names cited in, 

93 
series titles cited in, 89 
source cited in, placement in 

sentence, 75 
titles cited in, 86 
translator's name cited in, 87 
verse quoted in, 80 
volume numbers cited in, 

95,96 
Foreign titles, see Titles; 

Words, diyision of 
Foreign words 

accent marks in, 59 
avoided in bibliographical 

matter, 92, 118 
ligatures in, 60 
syllabication of, see Words, 

division of 
underlined or not, 58, speci­

men page 11 
Foreword, see Preface 
French 

ellipsis in, 68 
proper names, how written, 

58, 83, 115 
titles, capitalization of, 54 
word division in, 40, 42 

German 
proper names, how written, 

58, 117 

90 

German-Cont. 
titles, capitalization of, 56 
word division in, 40, 45 

Greek 
titles 

capitalization of, 57 
how punctuated, 96 

word division in, 40, 48 

Half titles, 14 
Headings and subheadings, 22-

25 
Hyphen, 

in consecutive dates and 
other numerals, 38 

for omitted letters, 34 
spacing of, 34 
use of, 33, 34 

Hyphenated words, 33, 53; see 
also Words, division of 

"I," use of, 2 
Ibid., 98, 100 
Idem, id., 101 
i.e., 3 n., 31, 32 
Illustrations, list of, 20 
Indention 

of footnote numbers, 77 
in index, 29 
in lists of illustrations and 

tables, 20 
of mottoes, 26 
of paragraph headings, 25 
of paragraphs, 12 
of prose quotations, 63, 69 
in table of contents, 19 
of verse quotations, 67 

Index, 29 
Initials of persons 

as author entry in bibliogra­
phy, 112 



Initials of persons--Cont. 
French, how written, 83 
punctuation of, 32 
replaced by full name, 82, 

112 
Insertions in manuscript, 5 
Introduction, 21 
Italian 

ellipsis in, 68 
titles, capitalization of, 54 
word division in, 40, 43 

Italics 
added by author, 75 and n. 
omitted 

with "ibid.," etc., 97 
in quoted matter, 65 

for see, etc., in index, 29 
see also Foreign words; 

Titles 

Journals, see Periodicals 

I., II., 104, 105 
Latin 

titles 
capitalization of, 57 
how punctuated, 96 

word division in, 40, 47 
Ligatures, 60 
Loe. cit., 100 

Manuscript 
bibliographical citation of, 

106 nn. 17, 18 
copyreading of, 2 
corrections and insertions, 5 
form of, 8-15 
preparation, general sugges­

tions, 1-7 
Margins, 11 
Mottoes, 26 

MS, MSS, 3 n., 104 

n., nn., 29, 104 
Names, proper 

Dutch, 117 
English, 82, 112-14 
Flemish, 117 . 
French,58,83,115 
German, 58, 117 
Spanish, 58, 84, 116 
see also Authors 

n.d., 32, 94 
Newspapers, how cited, 50, 95; 

see al.so Titles 
n.p., 32, 92 
n.s., 95, 104 
Numbers, page 

inclusive, 38 
in manuscript, 13 
see also Numerals 

Numerals 
comma with, 38 
inclusive, 38 
when spelled out;· 38 
see al.so Numbers, page 

Op. cit., 99, 100 
o.s., 95, 104 
Outline form, 49 

p., pp., 3 n., 95, 96, 104, 105 
Pagination 

of manuscript, 5, 13 
of reference matter, 66, 67, 

95,96, 118 
Pamphlet titles, how cited, 50 
Paper for typescripts, 8 
Paragraph headings, 25 
Paragraphing 

in extended quotations, omit­
ted, 69 

in quoted matter, 63 

91 



Parenthesis with period, 36, 66 
Parenthetical references, 3 n., 

36, 66, 67, 75, 80 
Parts of the manuscript, 16 
passim, 29, 102 
Period 

with parenthesis, 36 
spacing after, 32 

Periodicals 
cited in bibliography, 118 
cited in footnotes, 81, 82, 95, 

96 
titles of 

abbreviated, 103 
how cited, 50, 54, 55 

Place of publication 
in bibliography, how cited, 

118 
in footnotes, how cited, 91, 

92 
foreign, how treated 92 

Plays ' 
bibliographical data omitted 

91 , 

references to, how cited, 96 
titles of, how cited, 50 

P.M., see A.M. 
Poems 

bibliographical data omitted 
67, 91 , 

ellipsis in, 68 
in footnotes, how typed, 80 
line numbers, how used, 67 
parenthetical source refer-

ences to, 67 
titles of, how cited, .50, 51, 

96 
how typed, 67, 80, specimen 

page 10 
Possessives, how written, 39 

92 

Preface 
contents of, 18 
placement, 16 

Proper names, see Initials; 
Names, proper 

Prose quotations 
in footnotes, how typed, 79 
paragraphing in, 69 
parenthetical· source refer-

ences in, 66 
how typed, 63, 79, specimen 

pages 9-11 
see alsn Ellipsis 

Pseudonymous works how 
cited, 82, 113 ' 

Publishers' names 
how cited, 91, 93 
omission of, 91, 93 

Quotation marks 
double, 35, 79 
foreign, 35 
punctuation with, 35 
single, 35 

Quoted matter 
accuracy in, 2, 61 
best edition for, 62 
effective use of, 61 
how typed, 63, 79, 80, speci­

men pages 9-11 
see al.!io Poems; Prose quota­

tions 

Reference indexes, see Foot-
note references in text 

Reviews, how cited, 120 par. 5 
Revision of manuscript, 3, 5 
Russian, word division in, 46 

Secondary sources, how cited, 
106 n. 26 



Semicolon, spacing after, 32 
ser., 95, 104 
Series title, how cited, 52, 89 
sic 

use of, 37 n., 50 
how written, 37 

Sideheads, 24 
Spacing 

after punctuation, 32 
in quoted matter, 63, 67 
single and double, 12 
in subheadings, 23, 24 

Spanish 
ellipsis in, 68 
proper names, how written, 

58, 84, 116 
titles, capitalization of, 55 
word division in, 40, 44 

Spelling, consistency in, 4 
Square brackets, see Brackets 
Subheadings, see Chapter 
Subtitles, when omitted, 86 
Syllabication, see 'Nords, di-

vision of 
Symbols as footnote references, 

74 

Table of contents 
form of, 19, specimen pages 

3-8 
preface and vita omitted in, 

18, 30 
Tables, list of, 20 
Theses, unpublished, how 

cited, 51, 120 par. 11 
Title page, form of, 17, speci­

men pages 1, 2 
Titles 

abbreviations of, 18 
abridged, 86, 106 nn. 3, 4, 7 

Titles-Cont. 
in bibliography, 118 
capitalization of 

English, 53 
French, 54 
German, 56 
Greek, 57 
Italian, 54 
Latin,57 
Spanish, 55 

correct citation of, 50-52 
descriptive, 120 par. 8 
in footnotes, 86 
foreign, 54-57, 120 par. 4 

and passim 
Greek and Latin, how punc-

tuated, 96 
of persons, 70 
punctuation added in, 50 
in quotation marks, 50, 51 
short, 86, 99 
within titles, 50, 51 
translated, 50 
transliterated, 50 
underlined, 50 
of unpublished works, 51 

Translator's name, how cited, 
87 

Type sizes, elite and pica, 10 

Underlining, see Italics; Titles 
Unpublished works, how cited, 

51, 106 nn. 17, 18; 120 
par. 11 

v., vs., 3 n., 104 
Verse quotations, see Poems 
Vita, 13, 30 
Vol., Vols., 3 n., 90, 96, 104, 

106 n. 2 

93 



Volume numbers, how cited, 
95, 96 

Volumes, number of, how 
cited, 90, 118 

Weeklies, how cited, 50, 95, 
96, 103, 106 n. 25, 118 

Words 
division of 

basic rules, 40, specimen 
pages 9-11 

English words, 41 

94 

Words-Cont. 
division of-Cont. 

French words, 42 
German words, 45 
Greek words, 48 
Italian words, 43 
Latin words, 47 
Slavic words, 46 
Spanish words, 44 

hyphenated, 33, 53 
incomplete, how written, 34 
omitted, how represented, 34 
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