RULES FOR COMPOSITION






CAPITALIZATION

CAPITALIZE—

I.

2.

Proper nouns and adjectives:
George, America, Englishman; Elizabethan, French (see 46).

Generic terms forming a part of geographical names:

Atlantic Ocean, Dead Sea, Baffin’s Bay, Gulf of Mexico,
Strait of Gibraltar, Straits Settlements, Mississippi River,
Three Rivers, Laughing Brook, Rocky Mountains, Blue
Hills, Pike’s Peak, Mount of Olives, Great Desert, Death
Valley, Prince Edward Island, Sea (Lake) of Galilee.

But do not capitalize words of this class when simply
added, by way of description, to the specific name,
without forming an organic part of such name:

the river Elbe, the desert of Sahara, the island of Madagascar.

Adjectives and nouns, used singly or in conjunction,
to distinguish definite regions or parts of the world:
Old World, Western Hemisphere, North Pole, Equator,
the North (=Scandinavia), the Far East, Orient, Levant; the
North, South, East, West (United States).

But do not, as a rule, capitalize adjectives derived
from such names, even if used substantively; nor
nouns simply designating direction or point of com-
pass:

oriental customs, the orientals, southern states, a southerner
(but: Northman= Scandinavian); an invasion of barbarians
from the north, traveling through the south of Europe.
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4.

Generic terms for political divisions: (1) when the
term is an organic part of the name, following the
proper name directly; (2) when, with the preposition
“of,” it is used in direct connection with the proper
name to indicate certain minor administrative sub-
divisions in the United States; (3) when used singly
as the accepted designation for a specific division;
(4) when it is part of a fanciful or popular appel-
lation used as if a real geographical name:

(1) Holy Roman Empire, German Empire (=Deutsches
Reich), French Republic (=République Frangaise), United
Kingdom, Northwest Territory, Cook County, Evanston
Township, Kansas City (New York City—exception); (2)
Department of the Lakes, Town- of Lake, Borough of Man-
hattan; (3) the Union, the States, the Republic (=United
States), [the Confederacy], the Dominion (=Canada); (4)
Celestial Empire (Celestials), Holy (Promised) Land, Badger
State, Eternal City, Garden City.

But do not (with the exceptions noted) capitalize such
terms when standing alone, nor when, with “of,”
preceding the specific name:

the empire, the state; empire of Russia, kingdom of Bel-
gium, [kingdom of God, or of heaven], duchy of Anhalt,
state of Illinois, county of Cook, city of Chicago.

Numbered political divisions:
Eleventh Congressional District, First Ward, Second Precinct.

The names of thoroughfares, parks, squares, blocks,
buildings, etc.:
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Drexel Avenue, Ringstrasse, Via Appia, Chicago Drainage
Canal; Lincoln Park; Trafalgar Square; Monadnock Block;
Lakeside Building, Capitol, White House, County Hospital,
Boston Public Library, New York Post-Office, British
Museum, Théitre Frangais, Lexington Hotel, Masonic Temple,
[Solomon’s temple, but, when standing alone: the Temple].
But do mot capitalize such general designations of
buildings as ‘“‘courthouse,” “post-office,” “library,”
etc., except in connection with the name of the place
in which they are located.

7. The names of political parties, religious denomina-
tions or sects, and philosophical, literary, and artistic
schools, and their adherents:

Republican, Conservative, National Liberal, Social Democ-
racy (where, as in continental Europe, it is organized as
a distinct parliamentary faction); Christian, Protestantism,
Evangelical Lutheran, Catholic (Papist, Ultramontane), Re-
formed, Greek Orthodox, Methodism, Anabaptist, Seventh-
Day Adventists, the Establishment, High Church (High
Churchman), Christian Science, Theosophist, Jew (but: gen-
tile), Pharisee (but: scribe); Epicurean, Stoic, Gnosticism,
Neoplatonism, Literalist; the Romantic movement; the Sym-
bolic school of painters.

But do not capitalize any of the above or similar
words, or their derivatives, when used in their origi-
nal or acquired general sense of pervading spirit,
point of view, trend of thought, attitude of mind, or
mode of action:

republican form of government, a true democrat and a con-
servative statesman, socialism as an economic panacea, the
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communistic theory, single-taxer, anarchism; catholicity of
mind, puritanical ideas, evangelical spirit, nonconformist,
dissenter; pharisaic superciliousness; deist, pantheism, ra-
tionalist; epicurean tastes, stoic endurance, dualism and
monism in present-day philosophy, an altruistic world-view;
the classics, a realistic novel.

8. The names of monastic orders and their members:
Black Friars, Dominican, Jesuitism.

9. The proper (official) titles of social, religious, educa-
tional, political, commercial, and industrial organiza-
tions and institutions:

Union League Club, Knights Templar; Young People’s
Society of Christian Endeavor, Associated Charities; Smith-
sonian Institution, State University of Towa, Hyde Park High
School; the Commercial Academy (Handelsakademie) of
Leipzig, the Paris Lyceum (Lycée de Paris); [the forty Im-
mortals]; Civic Federation, Cook County Democracy, Tam-
many Hall; Associated Press, Typographical Union No. 16;
The Macmillan Company, Chicago, Milwaukee & St. Paul
Railroad.

But do not capitalize such generic terms when used
to designate a class; nor when standing alone, even
if applied to a specific institution, except to avoid
ambiguity:

young people’s societies, the high school at Lemont, local
typographical unions; the club, the association, the company;
but: “He joined the Hall [Tammany],” “a member of the
[French] Academy;” “The University announces . .. .”
(see 42).

10. The names of legislative, judiciary, and administra-
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II.

I12.

tive bodies and governmental departments, and their
branches, when specifically applied:

Congress (Senate, House of Representatives [the House],
Committee of Ways and Means), Parliament (House of
Lords, House of Commons), Reichstag, Chamber of Deputies
(the Chamber), General Assembly of Illinois, Chicago City
Council, Board of Aldermen, South Park Commissioners;
Supreme Court of the United States, Circuit Court of Cook
County, [Sanhedrin]; Department of the Interior, Census
Office, Springfield Board of Education, Department of Pub-
lic Works.

But do not capitalize such general, paraphrastic, or
incomplete designations as—
the national assembly, the legislature of the state, the upper

house of Congress, the German federal parliament, the
Dutch diet; the council, the department, the board.

Ordinals used to designate Egyptian dynasties,
sessions of Congress, names of regiments, and in
similar connections:

the Eighteenth Dynasty, the Fifty-third Congress, the Second
Illinois Regiment Band.

Commonly accepted appellations for historical
epochs, periods in the history of a language or
literature, and geological ages and strata:

Stone Age, Middle Ages, Crusades, Renaissance, Reforma-
tion, Inquisition, Commonwealth (Cromwell’s), Commune
(Paris); Old English (OE—see 110), Middle High German
(MHG), the Age of Elizabeth; Pleistocene, Silurian, Lower
Carboniferous.
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13.

14.

I5.

16.

17.

18.

Names for important events:

Thirty Years’ War, Peasants’ War (German), Revolution
(French), Revolutionary War or War of Independence
(American), Whiskey Insurrection (American), Civil War
(American), War of 1812, Franco-Prussian War, Battle of
Gettysburg; Peace of Utrecht, Louisiana Purchase.

Political alliances, and such terms from secular or
ecclesiastical history as have, through their associa-
tions, acquired special significance as designations
for parties, classes, movements, etc. (see 7):

Protestant League, Holy Alliance, Dreibund; the Roses, the
Roundheads, Independents, Independency (English history).

Conventions, congresses, expositions, etc.:

Council of Nicaea, Parliament of Religions, Fifteenth Inter-
national Congress of Criminology, Westminster Assembly,
Chicago World’s Fair, Louisiana Purchase Exposition.

Titlesof specifictreaties,acts, laws (juridical), bills,etc. :
Treaty of Verdun, Art. V of the Peace of Prague, Edict of
Nantes, Concordat, the Constitution (of the United States,
when standing alone, or when referred to as a literary
document), Declaration of Independence, Act of Emancipa-
tion, Magna Charta, Corn Law, Reform Bill (English).

Creeds and confessions of faith:
Apostles’ Creed, Augsburg Confession, Thirty-nine Articles;
[the Golden Rule].

Civic and ecclesiastical feast-days:

Fourth of July (the Fourth), Labor Day, Thanksgiving Day;
Easter, Passover, Feast of Tabernacles, New Year’s Day
[but: sabbath =day of rest).
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19. Titles, civil and military, preceding the name, and
academic degrees, in abbreviated form, following
the name; all titles of nobility, purely honorary,
when referring to specific persons, with or without
the name attached; familiar names applied to par-
ticular persons; orders (decorations) and the titles
accompanying them; titles, without the name, used
in direct address; and the words “President,” “Czar”’
(“Tsar”), ‘“Kaiser,” “Sultan,” and ‘“Pope,” stand-
ing alone, when referring to the president of the
United States, the emperor of Russia, the emperor
of Germany, the sultan of Turkey, and the pope
at Rome:

Queen Victoria, ex-President Cleveland, Rear-Admiral Dewey,
United States Commissioner of Education Harris, Dr. Davis;
Timothy Dwight, D.D., LL.D.; the Prince of Wales, the
Marquis of Lorne, His Majesty, His Grace; the Apostle
to the Gentiles, “the Father of his Country;” order of the
Red Eagle, Knight Commander of the Bath; “Allow
me to suggest, Judge . . . . ;” “The President [of the
United States] was chosen arbitrator,” ‘“the Kaiser’s
Moroccan policy,” “the Pope’s attitude toward the French
Republic.”

But do not capitalize the titles of occupants _of actu-
ally existing offices, when following the name (see
42); when standing alone, without name (with the
exceptions noted above, and see 42); or when, fol-
lowed by the name, they are preceded by the article
(13 the » :
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20.

21.

22.

McKinley, president of the United States; B. L. Gildersleeve,
professor of Greek (see 42); Ferdinand W. Peck, commis-
sioner-general to the Paris Exposition; the emperor of
Germany, the vice-president, the secretary of the interior, the
senator, the archbishop of Canterbury, the mayor of Chicago;
the archduke Francis Ferdinand, the apostle Paul.

Abbreviations like Ph.D., M.P., and F.R.G.S. (such
titles to be set without space between the letters).
But do not capitalize such phrases when spelled out:
doctor of philosophy, fellow of the Royal Geographical
Society.

Nouns and adjectives used to designate the Supreme
Being or Power, or any member of the Christian
Trinity; and all pronouns referring to the Deity,
when not immediately preceded or followed by a
distinctive name, and unless such reference is other-
wise perfectly clear:

the Almighty, Ruler of the universe, the First Cause, the
Absolute, Providence (personified), Father, Son, Holy Ghost,
the Spirit, Savior, Messiah, Son of man, Christology, the
Logos, [the Virgin Mary]; “Put your trust in Him who rules
all things;” but: “When God had worked six days, he rested
on the seventh.”

But do mot capitalize such expressions and deriva-
tives as—

(God’s) fatherhood, (Jesus’) sonship, messiahship, messianic
hope, christological.

“Nature” and similar terms, and abstract ideas,
when personified:
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23.

24.

“Nature wields her scepter mercilessly;” Vice in the old
English morality-plays.

“Father” used for church father, and “reformers”
used of Reformation leaders, whenever the meaning
otherwise would be ambiguous:

the Fathers, the early Fathers, the Greek Fathers, [Pilgrim

Fathers], the Reformers (but: the church reformers of the
fifteenth century).

The word “church” in properly cited titles of
nationally organized bodies of believers in which,
through historical associations, it has become insepa-
rably linked with the name of a specific locality; or
when forming part of the name of a particular
edifice:

Church of Rome, Church of England, High Church; Church
of the Holy Sepulcher, Fifth Avenue Baptist Church, First
Methodist Church.

But do mot capitalize, except as noted above, when
standing alone, in any sense—universal, national,
local—or when the name is not correctly or fully
quoted:

the church (=organized Christianity), the Eastern (Greek
Orthodox) church, the Roman Catholic church, the estab-

lished church (but: the Establishment), the state church; the
Baptist church in Englewood.

Note.—In exceptional cases, where the opposition of Church
and State constitutes a fundamental part of the argument, and it
is desired to lend force to this antithesis, emphasis may be added
by capitalizing the two words. (See Preface.)
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25.

26.

27.

28.

29.

Names for the Bible and other sacred books:

(Holy, Sacred) Scriptures, Holy Writ, Word of God, Book of
Books; Koran, Vedas.

But do not capitalize adjectives derived from such
nouns:

biblical, scriptural.

Versions of the English Bible:
King James’s Version, Authorized Version (A. V.), Revised
Version (R. V.), Polychrome Bible.

Books and divisions of the Bible:

Old Testament, Pentateuch, Exodus, II (Second) Kings,
Book of Job, Psalms (Psalter), Song of Songs, the [Mosaic]
Law and the [writings of the] Prophets, Minor Prophets,
Wisdom literature, Septuagint (LXX); Gospel of Luke,
Synoptic Gospels, Fourth Gospel, Acts of the Apostles (the
Acts), Epistle to the Romans, Pastoral Epistles, Apocalypse
(Revelation), Sermon on the Mount, Beatitudes, Lord’s Prayer,
Ten Commandments (Decalogue).

But do not capitalize words like ““ book,” ““ gospel,”
“epistle,” or “psalm” in such connections as the
following:

the five books of Moses, the first forty psalms, the gospels
and epistles of the New Testament, [the synoptic problem],
the biblical apocalypses.

Biblical parables:

parables of the Prodigal Son and the Lost Coin.

The following miscellaneous biblical terms:
Last Supper, Eucharist, the Passion, the Twelve (apostles),
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30.

3I1.

the Seventy (disciples), the Servant, the Day of Yahweh, the
Chronicler, the Psalmist.

The first word of a sentence, and in poetry the first
word of each line:
In summer, on the headlands,
The Baltic Sea along,
Sits Neckan, with his harp of gold,
And sings his plaintive song.
In Greek and Latin poetry, however, capitalize only
the first word of a paragraph, not of each verse:
Totow 8’ dodos dede mepuchvrds, of 88 crwmy
elat’ dkovovres' 6 & *Axudv véorov dede,
Avypdy, ov ék Tpolys émerelharo Tlalrds *Abyvy.
100 & Imepwidfev ppeai aivlero Géomw dodnyy
kovpy "Ikapiowo, mepippwv MyveXdmea:

The first word after a colon only when introducing
a complete passage, or sentence which would have
independent meaning, as in summarizations and quo-
tations not closely connected with what precedes;
or where the colon has the weight of such expression
as “as follows,” ‘“namely,” “for instance,” or a
similar phrase, and is followed by a logically com-
plete sentence:

“In conclusion I wish to say: It will be seen from the above

that . . .. ;” “As the old proverb has it: ‘Haste makes
waste;’” “My theory is: The moment the hot current strikes
the surface . . . . ;” “Several objections might be made to

this assertion: First, it might be said that . . . .”
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32.

33-

But do not capitalize the first word of a quotation, if
immediately connected with what precedes (unless,
as the first word of a sentence, beginning a paragraph
in reduced type); nor the first word after a colon, if
an implied “namely,” or a similar term, is followed
by a brief explanatory phrase, logically dependent
upon the preceding clause; or if the colon signal-
izes a note of comment:

“The old adage is true that ‘haste makes waste;’” “Two
explanations present themselves: either he came too late for
the train, or he was detained at the station;” ‘“We could not
prevail upon the natives to recross the stream: so great was
their superstition.”

As a rule, the first word in sections of enumeration,
if any individual link contains two or more distinct
clauses (not inclosed in parentheses), separated by
a semicolon, colon, or period, unless all are depend-
ent upon the same term preceding them and leading
up to them:

‘““His reasons for refusal were three: (1) He did not have the
time. (2) He did not have the means; or, at any rate, had no
funds available at the moment. (3) He doubted the feasibility
of the plan.” But: ‘“‘He objected fhat (1) he did not have the
time; (2) he did not have the means; or, at any rate, had no
funds available; (3) he doubted the feasibility of the plan.”
(See 125.)

As a rule, nouns followed bya numeral—particu-
larly a capitalized Roman numeral—indicating their
order in a sequence:
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35.

36.

Room 16, Ps. 20, Grade IV, Art. IT, Act I; Vol. I, No. 2 (of
journals; otherwise “no.”), Book II, Div. III, Part IV.

But do mot capitalize such minor subdivisions of
publications as—

- sec. 4, scene 1; chap. 2 (ii), p. 7 (vii), vs. 11,1. 5, n. 6. (On

the abbreviation of these words see 100.)

The first word of a cited speech (thought) in direct
discourse, whether preceded by a colon or a comma
(on this see 118):

“On leaving he remarked: ‘Never shall I forget this day;’”
“With the words, ‘Never shall I forget this day,’ he departed;”
“T thought to myself: This day I shall never forget” (without
quotation marks).

In resolutions, the first words following “ WHEREAS”’
and “Resolved” (these are preceded by a comma):

WHEREAS, It has pleased God . . . . ; therefore be it
Resolved, That . . . .

The exclamations “ O ” and “Oh”:
“O Lord!” “Oh, that I were home again!”

All the principal words (i. e., nouns, pronouns,
adjectives, adverbs, verbs, first and last words) in
English titles of publications (books, pamphlets, doc-
uments, periodicals, reports, proceedings, etc.), and
their divisions (parts, chapters, sections, poems, arti-
cles, etc.); in subjects of lectures, papers, toasts, etc.;
in cap-and-small-cap and italic center-heads (both
of which, however, should be avoided), and bold-
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38.

face cut-in and side-heads; in cap-and-small-cap box-
headsin tables (for illustrations of these see 260—63):
The Men Who Made the Nation; The American College—
Its Past and Present; the Report of the Committee of Nine;
“In the Proceedings of the National Educational Association
for 1899 there appeared a paper entitled, ‘What Should Be
the Attitude of the University on the Political Questions of
Today?’” (In mentioning newspapers and magazines do not
treat the definite article ‘“the” as part of the title, unless
necessary to the sense: the Forum, the North American
Review, the Chicago Tribune; but: The World To-Day.)
Note.—The Botanical Gazette capitalizes only first words
and proper names.
In foreign titles of the same class follow these general
rules: In Latin, capitalize proper nouns and adjec-
tives; in French, Italian, Spanish, and Swedish,
capitalize only proper nouns; in German and Dan-
ish, capitalize both common and proper nouns; in
Dutch, follow the same general rules as in German,
and capitalize also proper adjectives:
De amicitia, Bellum Gallicum; Histoire de la littérature
frangaise, Novelle e racconti popolari italiani, Antologia de
poetas lUiricos castellanos, Svenska litteraturens historie; Ge-
schichte des deutschen Feudalwesens, Videnskabens Fremskridt
i det nittende Aarhundrede; Geschiedenis der Nederlandsche
Taal.

Titles of ancient manuscripts (singular, MS; plural,
MSS):

Codex Bezae, Vatican Palimpsest, Gospel according to the
Egyptians, Oxyrhynchus Logia (Sayings) of Jesus.
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39

| 40.

41.

42.

In titles with the main words capitalized, all nouns
forming parts of hyphenated compounds:

“ Twentieth-Century Progress,” “The Economy of High-
Speed Trains.”

But do not capitalize such components when other
than nouns:

Fifty-first Street, ‘“Lives of Well-known Authors,” “World-
Dominion of English-speaking Peoples.”

In zoblogical, botanical, and similar technical matter,
the scientific (Latin) names of divisions, orders,
families, and genera (the names of species in lower-
case type, except when proper names in nominative
or genitive cases, or proper adjectives [not geographi-
cal]):

Vertebrata, Reptilia, Cruciferae, Salix; Felis leo, Cocos
nucifera; (but: Rosa Carolina, Trifolium Willdenovii, Par-
kinsonia Torreyana [Styrax californica]). (Names of species,
as a rule, are to be set in italics; see 61.) )

In astronomical work, the names of the bodies of
our solar system:

Sun, Moon, Earth, the Milky Way.

Divisions, departments, officers, and courses of study
of the University of Chicago, in all official work
dealing with its administration or curricula:

(the University), the School of Education (the School), the
University Extension Division (but: the division), the Depart-
ment of Anthropology (but: the department); the Board of
Trustees (the Trustees, the Board), the Senate, the Council,
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the Faculty of the College of Commerce and Administration
(but: the faculty); the President, the Registrar, Professor of
Physics, Assistant in Chemistry, Fellow, Scholar; the Van
Husen Scholarship (but: the scholarship); courses in Political
Economy, Autumn Quarter (but: a quarter), First Term (but:
two terms; major, minor); [Hall (referring to the University
dormitories)].

UseE CariTALs AND SMALL CAPITALS FOR—
43. The names of town and state in the date line, and

the salutatory phrase at the beginning, of letters,
and the signature and residence at the end of letters
or articles, etc.:

CHICAGO, ILL., January 1, 1906
(Set to the right, with one em’s indention, and in smaller type
than the body of the letter.)
MY DEAR MR. SMITH:
(Set flush, followed by a colon, in the same type as the body
of the letter, and in a separate line, unless preceded by
another line giving the name and address, in which case it
should be run in with the text of the letter [see 54]).

CHARLES W. Scorr
(Set to the right, with one em’s indention, and in the same
type as the body of the letter or article.)

HARVARD UNIVERSITY
Cambridge, Mass.
(Set to the left, with two ems’ indention, in smaller type.)
(If this address contains more than one line, or the date or
similar matter is added, only the first line is to be set in caps
and small caps; the second, in caps and lower-case, and
centered under the first.)
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44.

In resolutions, the word “WHEREAS” (see 35); in
notes (not footnotes), the word ‘“NotE,” which
should be followed by a period and a dash; in con-
stitutions, by-laws, etc., the word ‘“SecTION” intro-
ducing paragraphs and followed by a number:

Note.—It should be noticed that . . . .
SectiON 1. This association shall be styled . . . .

SET IN SMALL CAPITALS—

45.

A.M. and P.M. (ante and post meridiem), and B.cC.
and A.D. (“before Christ” and anno domini); these
are to be set with a thin space between:

11:30 A.M.; 53 B.C., 1906 A.D.

UsE SMALL INITIAL LETTER FOR (i. €., “ lower-case’’)—

46.

47.

48.

Words of common usage, originally proper names,
and their derivatives, in whose present, generalized
acceptation their origin has become obscured, and
generally all verbs derived from proper names (see 1):
utopia, bohemian, philistine, titanic, platonic, quixotic,
bonanza, china, morocco, guinea pig, boycott, roman (type),
italicize, christianize, anglicize, macadamized.

Such minor subdivisions in literary references as—
chapter, section, page, verse, line, note. (See 33, 100, and
218.)

In italic side-heads, all but the first word and proper
names.

For illustrations see 156 and 261.
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49. The first word of a quotation which, through a con-
junction or similarly, is immediately connected with

what precedes, even if such word in the original
begins a sentence.

For illustration and exception see 118; cf. 31.
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THE USE OF ITALICS

ItALICIZE—

50.

si'

Words or phrases to which it is desired to lend
emphasis, importance, etc.:

“This was, however, not the case;” ‘“It is sufficiently plain
that the sciences of life, at least, are studies of processes.”

From foreign languages, words and phrases inserted
into the English text, and not incorporated into the
English language; and single sentences or brief pas-
sages not of sufficient length to call for reduced type
(see 75):

“‘the Darwinian Weltanschauung;” ‘“Napoleon’s coup d’état;”
“the debater par excellence of the Senate;” “De gustibus non
est disputandum, or, as the French have it, Chacun & son
goait.”

But do not italicize foreign titles preceding names,
or names of foreign institutions or places the meaning
or position of which in English would have required
roman type, and which either are without English
equivalents or are by preference used in lieu of these;
nor words of everyday occurrence which have become
sufficiently anglicized, although still retaining their
accents:

Pere Lagrange, Freiherr von Schwenau; the German
Reichstag, the Champs Elysées, the Museo delle Terme;
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a priori ennui per annum

a propos entrée per capita
attaché ex cathedra per contra
bona fide ex officio post mortem
bric-a-brac exposé pro and con(tra)
café fagade protégé
chargé d’affaires féte pro tem(pore)
confrere habeas corpus  régime
connoisseur levée résumé
cul-de-sac littérateur role

débris matinée savant

début mélée soirée
décolleté motif umlaut
dénouement naive téte-a-téte
dépdt (=depository) née versus (vs.)
dramatis personae net via

éclat névé vice versa
élite papier maché vis-a-vis

52. Titles of publications—books (including plays, essays,

cycles of poems, and single poems of considerable
length, usually printed separately, and not from the
context understood to form parts of a larger vol-
ume), pamphlets, treatises, tracts, documents, and
periodicals (including regularly appearing proceed-
ings and transactions; and also applying to the
name of a journal appearing in the journal itself):

Spencer, Principles of Sociology; A Midsummer Night's
Dream; Carlyle, Essay on Burns; Idylls of the King; Paradise
Lost; the Independent, the Modern Language Review, the Chi-
cago Tribune, Report of the United States Commissioner of
Education, Transactions of the Illinois Society for Child Study.

Nore.—The Botanical Gazette uses italics for such titles in the
text only; in footnotes, roman. Its own name it prints in caps
and small caps.
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53.

55-

Books of the Bible, both canonical and apocryphal,
and titles of ancient manuscripts, should be set in
roman type (see 27 and 38).

The following words, phrases, and abbreviations
used in literary references:
ibid., idem,loc.cit.,0p.cit.,ad loc.,s.v., supra,infra, passim, vide.
But do not italicize—
of., i.e., e.g. (set with a thin space).
Address lines in speeches, reports, etc., and primary
address lines in letters:
My. President, Ladies and Gentlemen :
Mr. John Smith, 321 Dearborn Street, Chicago, Ill.

DEar Sir: I take pleasure in announcing . . . .
(Set this flush, in aseparate line, with nouns capitélized [see43))
In signatures, the position or title added after the
name. If this consists of only one word, it is run into
the same line with the name; if of more than one,
but no longer than the name, center the first letter
under the name line, and indent one em on the
right; if longer than the name, center the name over
the second line and set this flush. These rules are,
however, subject to the exigencies of special cases:

ARTHUR P. MAGUIRE, Secretary

Yours very truly,
CARTER H. HARRISON
Mayor of Chicago
CHARLES M. GAYLEY
Professor of English Language and Literature



24

The University of Chicago Press

56.

57.

58.

59.

60.

61.

62.
63.

a), b), ¢), etc., used to indicate subdivisions (single
parenthesis if beginning a paragraph, double paren-
theses if “run in”); and q, b, ¢, etc., affixed to the
number of verse, page, etc., to denote fractional part:
Luke 4 : 31a (with a hair-space).

Letters used to designate unknown quantities, lines,
etc., in algebraic, geometrical, and similar matter:
ac+bc=c (a+Db); the lines ad and AD; the nth power.

As a rule, letters in legends or in the text referring
to corresponding letters in accompanying illustra-
tions:

‘At the point 4 above (see diagram).”

References to particular letters:

the letter », a small v.

s. and d. (= shillings and pence) following numerals:
3s. 6d. (with a hair-space).

In zodlogical, botanical, and similar matter, scien-
tific (Latin) names of species; and in astronomical
matter, names of stars or constellations:

Felis leo, Rosa Carolina; Saturn, Cassiopeia.

In resolutions, the word ‘‘ Resolved” (see 35).

After headlines, as a rule, the word ““Continued;”
and [To be continued] at the end of articles:

THE SCOPE OF SOCIOLOGY—Continued
[To be continued)



Manual of Style: Quotations 25

QUOTATIONS

Pur BETWEEN QUOTATION MARKS (and in roman type —

64.

65.

66.

67.

68.

i. e., “ roman-quote”’)—

Citations, run into the text, of a passage from an
author in his own words (see 75).

Quotations from different authors following each
other uninterrupted by any intervening original
matter.

A word or phrase accompanied by its definition:
“Drop-folio” means a page-number at the bottom of the
page; Such a piece of metal is called a “slug.”

An unusual, technical, ironical, etc., word or phrase
in the text, whether or not accompanied by a word,
like “so-called,” directing attention to it:

Her “five o’clocks” were famous in the neighborhood; She
was wearing a gown of “‘lobster-colored” silk; He was elected
“master of the rolls;” We then repaired to what he called
his “quarter deck;” A “lead” is then inserted between the
lines; This so-called “man of affairs;” A self-styled “con-
noisseur.”

In translations, the English equivalent of a word,
phrase, or passage from a foreign language:

Weltanschauung, “world-view” or ‘fundamental aspect of
life;” Mommsen, Romische Geschichte (“‘History of Rome”’).

The particular word or words to which attention is
directed:
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70.

7I.

720

73.

74.

the term “lynch law;” the phrase “liberty of conscience;”
the concepts “good” and “bad;” the name “ Chicago.”
Serial titles:

“English Men of Letters” series; ‘“International Critical
Commentary.”

Titles of shorter poems (see 52):

Shelley’s “To a Skylark.”

Cited titles of subdivisions (e. g., parts, books, chap-
ters, etc.) of publications; of papers, lectures, ser-
mons, articles, toasts, mottoes, etc.:

The Beginnings of the Science of Political Economy, Vol. 1,
‘The British School,” chap. 2, “John Stuart Mill;” the
articles “Cross,” “Crucifixion,” and ‘“Crusade” in Hast-
ings’ Dictionary of the Bible; The subject of the lecture was
‘Japan—Its Past, Present, and Future;” the next toast on
the programme was “Our German Visitor;”” The king’s
motto is “ For God and My Country.”

NortEe.—The Botanical Gazelte, in footnotes, uses no quotation
marks for such titles.

References to the Preface, Introduction, Table of
Contents, Index, etc., of a specific work, should be
set with capitals, without quotation marks:

Preface, p. iii; “The Introduction contains . . . . ;” “The
Appendix occupies a hundred pages;” but: “The book has
a very complete index.”

Names of ships:

the U. S. SS. “Oregon.”

Titles of works of art:
Murillo’s “The Holy Family.”
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SET IN SMALLER TYPE—

75. Ordinarily, all prose extracts which will make three
or more lines in the smaller type, and all poetry
citations of two lines or more. An isolated prose
quotation, even though its length would bring it
under this rule, may properly be run into the text, if
it bears an organic relation to the argument pre-
sented. On the other hand, a quotation of one or
two lines which is closely preceded or followed by
longer extracts, set in smaller type, may likewise be
reduced, as a matter of uniform appearance.

76. As a rule, reduce from 11-pt. and 10-pt. to 9-pt.,
from g-pt. to 8-pt., from 8-pt. to 6-pt. (see 233).

7%7. Reduced citations should not have quotation marks,
except in such cases as noted in 65; nor should
quotation marks, as a rule, be used in connection
with italics.

GENERAL RULES—

78. Quotation marks should always include ellipses, and
the phrase “etc.” when it otherwise would not be
clear that it stands for an omitted part of the matter
quoted, perfect clearness in each individual case
being the best criterion:

““Art. II, sec. 2, of the Constitution provides that ‘each state
shall appoint . . . . a number of electors equal to the whole

number of senators and representatives . . . . ;’” “He also
wrote a-series of ‘Helps to Discovery, etc.’””—“etc.” here
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79.

8o.

81.

indicating, not that he wrote other works which are unnamed,
but that the title of the one named is not given in full; but,
on the other hand: ‘“Preaching from the text, ‘For God so
loved the world,” etc. . . . . P—-*etc.” here being placed
outside of the quotation marks in order to show that it does
not stand for other, unnamed, objects of God’s love.

Quoted prose matter (i. e., matter set with quotation
marks; see above) which is broken up into para-
graphs should have the quotation marks repeated
at the beginning of each paragraph.

Where alignment is desired, the quotation marks
should be “cleared”—i.e., should project beyond
the line of alignment:
“Keep away from dirtiness—keep away from mess.
Don’t get into doin’ things rather-more-or-less!”

Double quotation marks are used for primary quota-
tions; for a quotation within a quotation, single;
going back to double for a third, to single for a
fourth, and so on:

“The orator then proceeded: ‘The dictionary tells us that
“the words ‘freedom’ and ‘liberty,’ though often inter-
changed, are distinct in some of their applications.” * ”’
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SPELLING

SPELL oUuT—

82. All civil and military titles, and forms of address,

83.

preceding the name, except Mr., Messrs., Mrs.
(French: M., MM., M=, M!) Dr., Rev., Hon.
(do not, except in quotations, set the Rev., the Hon.);
Esq., following the name, should likewise always be
abbreviated.

Christian names, as George, Charles, John (not:
Geo., Chas., Jno.), except where the abbreviated
form is used in quoted matter or in original signa-
tures; and “von” as part of a person’s name.

Note.—In the matter of alphabetizing names the following
rules should be observed:

a) Hyphenated names are ordinarily alphabetized under the
name following the hyphen; thus, Henry Chandler-Taylor comes
under Taylor and not under Chandler (Taylor, Henry Chandler-).

b) French and German names preceded by the particles “de”
and ‘“‘von,” written in the usual fashion with lower-case letters,
are regularly listed under the letter following the particle. In
individual cases it may be found that the person always capital-
izes the particle and treats it as a part of the surname. (Ram-
beau, Emile de; Sternthal, Max von; De Bey, Robert.)

¢) The Dutch prefix “Van” is regularly capitalized and
treated as the first part of the surname; such names are listed
under V. (Van Maastricht, Hendryk.)

d) Spanish names having two parts connected by the particle
“y” are listed under the name preceding the connective. (Go-
mez y Pineda, Liberio.)
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84.

¢) Names beginning with “Mc,” whether the “Mc” part is
written “Mc,” “Mac,” “M’,” or “Mac” without the following letter
being capitalized (as in “Macomber”’), fall into one alphabetical
list, as if spelled “Mac.”

In ordinary reading-matter, all numbers of less than
three digits, unless of a statistical or technical charac-
ter, or occurring in groups of six or more following
each other in close succession:

“There are thirty-eight cities in the United States with a
population of 100,000 or over;” “a fifty-yard dash;” “two
pounds of sugar;” “Four horses, sixteen cows, seventy-six
sheep, and a billy goat constituted the live stock of the farm;”
“He spent a total of two years, three months, and seventeen
days in jail.” But: ‘“He spent 128 days in the hospital;”
“a board 20 feet 2 inches long by 13 feet wide and 1} inches
thick;” “the ratio of 16 to 1;” “In some quarters of Paris,
inhabited by wealthy families, the death-rate is 1 to every 65
persons; in others, inhabited by the poor, it is r to 15;” “His
purchase consisted of 2 pounds of sugar, 20 pounds of flour,
1 pound of coffee, 3 pound of tea, 3 pounds of meat, and
1} pounds of fish, besides 2 pecks of potatoes and a pint of
vinegar.”

Treat all numbers in connected groups alike, as far
as possible; do not use figures for some and spell out
others; if the largest contains three or more digits,
use figures for all (see 86); per cent. should always
take figures:

“The force employed during the three months was 87, 93,
and 106, respectively;” 1-I0 per cent.

85. Round numbers (i.e., approximate figures in even
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86.

87.

88.

units, the unit being 100 in numbers of less than
1,000, and 1,000 in numbers of more):

“The attendance was estimated at five hundred” (but: “at
550”); ““a thesis of about three thousand words” (but: “of
about 2,700”); “The population of Chicago is approximately
two millions” (but: “1,900,000”). Cases like 1,500, if for
some special reason spelled out, should be written “fifteen
hundred,” not “one thousand five hundred.”

All numbers, no matter how high, commencing a
sentence in ordinary reading-matter:

“Five hundred and ninety-three men, 417 women, and 126
children under eighteen, besides 63 of the crew, went down
with the ship.”

When this is impracticable, reconstruct the sentence;
e.g.:

“The total number of those who went down with the ship
was 593 men,” etc.

Sums of money, when occurring in isolated cases in
ordinary reading-matter:

“The admission was two dollars.”

When several such numbers occur close together, and
in all matter of a statistical character, use figures:
““Admission: men, $2; women, $1; children, 25 cents.”
Time of day, in ordinary reading-matter:

at four; at half-past two in the afternoon; at seven o’clock.
Statistically, in enumerations, and always in connec-
tion with A. M. and . M., use figures:

at 4:15 P. M. (omit “o’clock” in such connections).



32

The University of Chicago Press

89.

90.

oI.

92.

93-

4.

95.

Ages:

eighty years and four months old; children between six and
fourteen.

Numbers of centuries, of Egyptian dynasties, of
sessions of Congress, of military bodies, of political
divisions, of thoroughfares, and in all similar cases,
unless brevity is an important consideration (see
5,6, and 11):

nineteenth century; Fifth Dynasty; Fifty-fourth Congress,
Second Session; Fifteenth Infantry I. N. G.; Sixth Con-
gressional District, Second Ward; Fifth Avenue.
References to particular decades:

in the nineties.

Names of months, except in statistical matter or in
long enumerations:
from January 1 to April 15 (omit, after dates, s¢, d, and ¢k).

“United States,” except in quotations and such con-
nections as: General Schofield, U. S. A.; U. S. SS.
“Qregon;” in footnotes and similar references: U. S.
Geological Survey.

“Railroad (-way),” and “Fort” and “Mount” in
geographical appellations:

Chicago, Milwaukee & St. Paul Railroad (not: R. R. or Ry.);
Fort Wayne, Mount Elias.

In most cases, all names of publications. This rule,
like many another, is open to modification in particu-
lar instances, for which no directions can here be
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given. Expediency, nature of context, authoritative
usage, and author’s preference are some of the points
to be considered. Generally, if in doubt, spell out;
good taste will condone offenses in this direction
more readily than in the opposite.

ABBREVIATE—

96.

97.

Names of states and territories in the United States
following those of towns, with the usual exceptions, as
follows:

Ala. La. Ore.
Alaska Me. Pa.
Ariz. Mass. P. I. =Philippine
Ark. Md. Islands
Cal. Mich. P. R.=Porto Rico
Colo. Minn. R. 1
Conn. Miss. Samoa
D.C. Mo. S.C.
Del. Mont. S.D.
Fla. N. C. Tenn.
Ga. N. D. Tex.
H. I. =Hawaiian Neb. Utah
Islands Nev. Vt.
Id. N. H. Va.
Tl N.J. Wash.
Ind. N. M. Wis.
Ta. N. Y. W. Va.
Kan. 0. Wyo.
Ky. Ok.
In technical matter (footnote references, bibliogra-

phies, etc.), “Company”” and “Brothers,” and the
word “and” (& =“short and” or “ampersand”), in
names of commercial firms:
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08.

99.

The Macmillan Co., Macmillan & Co., Harper Bros.; Chicago,
Milwaukee & St. Paul Railroad.

In text matter, not of a technical character, “Com-
pany” and ‘“Brothers” may, however, be spelled
out:

“Harper Brothers have recently published . . . . ;” “The

Century Company announces . . . . ;” “The extraordinary
story of the South Sea Company.” :

“Saint”’ before a name:

St. Louis, St. Peter’s Church, SS. Peter and Paul.

“St.” should, however, preferably be omitted in con-
nection with the names of apostles, evangelists, and
church fathers:

Luke, Paul, Augustine; not: St. Luke, St. Paul, St. Augustine.

In references to Scripture passages, most books of
the Bible having more than one syllable, as follows:

OLD TESTAMENT

Gen. Neh. Hos.
Ex. Esther Joel
Lev. Job Am.
Num. Psalms (Psalter) Obad.
Deut. Prov. Jonah
Josh. Eccles. Mic.
Judg. Song of Sol. Nah.
Ruth Isa. Hab.
I and II Sam. Jer. Zeph.
T and II Kings Lam. Hag.
T and II Chron. Ezek. Zech.

Ezra Dan. Mal.
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NEW TESTAMENT
Matt. Gal. Philem.
Mark Eph. Heb.
Luke Phil. Jas.
John Col. I and II Pet.
Acts Iand IT Thess. I, II, and III John
Rom. I and II Tim. Jude
I and II Cor. Titus Rev.
APOCRYPHA
I and II Esd. Wisd. of Sol. Sus.
Tob.=Tobit Ecclus. Bel and Dragon
Jud. =Judith Bar. Pr. of Man.
Rest of Esther Song of Three I, II, I, and IV
Children Macc.

100.

In literary references, in footnotes and matter of a
bibliographical character, “volume,” ‘“number,”
“chapter,” “article,” “section,” ‘“page,” *column,”
“verse,” “line,” “note,” ‘‘figure,” followed by their
number (see 33 and 218); and the word “follow-
ing” after the number to denote continuance:

Vol. I (plural, Vols.), No. 1 (Nos.), chap. 2 (chaps.), Art. IIT
(Arts.), sec. 4 (secs.), p. 5 (pp.), col. 6 (cols.), vs. 7 (vss.),
1. 8 (1L.), n. 9 (nn.); pp. 5-7 (=pages 5 to 7 inclusive), pp. 5, 6
(=pages 5 and 6); pp. 5f. (=page 5 and the following page),
pp- 5 f. (=pages 5 and the following pages); Fig. 7.

Where such phrases occur in isolated instances in
the text, in continuous narrative (and not inclosed in
parentheses), it is often preferable to spell them out,
especially if beginning a sentence:

“Volume II of this work contains, on- page 25, a reference
to....;’ but: “Volume IL . . . . contains (p.25) . ...”
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101I. The common designations of weights and measures

in the metric system, when following a numeral:

1m., 2dm., 3cm, 4 mm.; c.m. (=cubic meter), cd., c.c.,
cmm.; g. (=gram; gr.=grain).

GENERAL RULES—

102. In extracts from modern authors whose spelling and

103

104

105

.

punctuation differ but slightly from ours, and where
such variations do not affect the meaning, use office
style. In citations from Old English works, and in
such cases where it appears to be essential to the
writer’s plan or the requirements of the context to
give a faithful rendering, follow the original copy.
Titles should always be accurately quoted.

Form possessive of proper names ending in s or
another sibilant, if monosyllabic, by adding an
apostrophe and s; if of more than one syllable, by
adding an apostrophe alone:

King James’s Version, Burns’s poems, Marx’s theories;
Moses’ law, Jesus’ birth, Demosthenes’ orations, Berlioz’
compositions; for convenience’ sake.

Before sounded % and long #, use “a” as the form
of the indefinite article:

a hotel, a harmonic, a historical, a union, [a euphonious word,
such a one].

Do not use ligature @ and @, but separate the letters,
in quotations from Latin, and in anglicized derivatives
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from Latin, or from Greek through Latin, where e
has not been substituted for the diphthong:
Aurea prima sata est aetasque, vindice nullo,

sponte sua, sine lege, fidem rectumque colebat;
poena metusque aberant . . . .

the Aeneid, Oedipus Tyrannus, Caesar, aesthetic, subpoena.

In quotations from Old English, and from French
and such other modern languages as employ it, use
the ligature:

Alfred, AS hwete="wheat;” Euvres de Balzac, chef-d’euvre.

106. Differentiate “farther” and “further” by using the
former in the sense of “more remote,” “at a greater.
distance;” the latter in the sense of ‘“moreover,”
“in addition”:
the farther end, he went still farther; further he suggested, a
further reason.

107. Spell:
abridgment archaeology behavior castor (roller)
accouter ardor biased catechize
acknowledgment armor blessed caviler
adz artisan bowlder center
aegis asbestos ~ burned check
Aeolian ascendency caesura chiseled
aesthetic ascendent caliber chock-full
afterward Athenaeum canceled clamor
ambassador ax candor clinch
amid aye cannoneer clue
among bark (vessel) cannot color
anyone (n.) barreled cafion controller:
appareled bazaar carcass cotillon
arbor Beduin caroled councilor

* In official publications of the University of Chicago, “comptroller.”
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counselor glycerin mediaeval Sanskrit
cozy good-bye meter Savior
criticize governor mileage savor

cue graveled miter scathe
cyclopedic gray modeled scepter
defense gruesome Mohammedan sepulcher
demarkation Gipsy mold sergeant
demeanor haematoxylin  molt Shakspere
diarrhoea harbor moneyed skepticism
disheveled hectare mortgager skilful
disk hemorrhage movable smolder
dispatch hindrance mustache somber
distil Hindu neighbor someone (n.)
downward honor nomad specter
draft horror odor staunch
drought impale offense subpoena
dueler impaneled paean succor
dulness imperiled paleography sumac
dwelt incase paleontology syrup
embitter inclose paneled taboo
emir incrust parceled talc
encyclopedic ~ incumbrance  parole theater
endeavor indorse parquet thraldom
enfold ingraft partisan thrash
engulf instal penciled today
enrol instil Phoenix tomorrow
ensnare insure plow tonight
envelope (n.)  intrench practice (n. & v.)tormentor
enwrapped intrust pretense toward
equaled jeweled primeval trammeled
error Judea programme tranquilize
Eskimo judgment pigmy traveler
exhibitor kidnaper quarreled trousers
fantasy Koran raveled tumor
favor labeled reconnoiter upward
fetish labor reinforce valor
fiber lacquer rencounter vapor
flavor leveled reverie vendor
focused libeled rigor vigor
fulfil liter rivaled whiskey
fulness lodgment riveted wilful
gauge maneuver ruble woeful
Galilean marshaled rumor woolen
gaiety marvelous saber worshiper

glamor meager salable Yahweh
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108.

PUNCTUATION

All punctuation marks should be printed in the same
type as the word or letter immediately preceding
them:

“With the cry of Baenzai! the regiment stormed the hill;”
Luke 4:16a; no. 1.

PERIOD—

109.

IIO.

A period is used to indicate the end of a complete
sentence (see, however, 112).

Put a period after all abbreviations, except in cases
where a mechanical necessity compels the omission
of a letter or letters in the middle of a word for which
there is no recognized abbreviated form; such omis-
sion is indicated by an apostrophe. Treat “per
cent.” and the metric symbols as abbreviations, but
not the chemical symbols, nor “format” of books:
Macmillan & Co., Mr. Smith, St. Paul, no. 1, Chas. (see
83), ibid., s. v.; 2 per cent., 10 mm.; but: m’fg pl't
(=manufacturing plant); O, Fe; 4to, 8vo

Note.—With respect to symbols for measures the following
exceptions should be noted: Astrophysical Journal, 12 mm
(with thin space and no period); Botanical Gazette, 12mm, 125%
(superior, with hair-space); Journal of Geology, 12mm, Astro-
physical Journal uses italics for chemical symbols: Fe.
But do not use period, in technical matter, after the
recognized abbreviations for linguistic epochs, or
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III.

I12.

113.

for titles of well-known publications of which the
initials only are given, nor after MS (=manuscript):
IE (=Indo-European), OE (=0Ild English), MHG (=Middle
High German); AJSL (=American Journal of Semitic
Languages and Literatures), ZAW (=Zeitschrift fiir alttesta-
mentliche Wissenschaft).

Use no period after Roman numerals, even if having
the value of ordinals:

Vol. IV; Louis XVI

Omit the period after running-heads (for explanation
of this and the following terms see 260-64); after
centered headlines; after side-heads set in separate
lines; after cut-in heads; after box-heads in tables;
and after superscriptions and legends which do not
form a complete sentence (with subject and predi-
cate); after date lines at top of communications, and
after signatures (see 43).

The period is placed inside the quotation marks;
and inside the parenthesis when the matter inclosed
forms no part of the preceding sentence; otherwise
outside:

Tennyson’s “In Memoriam.” Put the period inside the
quotation marks. (This is a rule without exception.) When
the parenthesis forms part of the preceding sentence, put
the period outside (as, for instance, here).

ExcrLAMATION PoINT—

114.

The exclamation point is used to mark an outcry, or
an emphatic or ironical utterance:
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115,

“Long live the king!” “Heaven forbid!” “Good!” he
cried; “How funny this seems!” “This must not be!” The
subject of his lecture was ““The Thisness of the That”! The
speaker went on: “‘Nobody should leave his home tomorrow
without a marked ballot in their (!) pocket.”

The exclamation point is placed inside the quotation
marks when part of the quotation; otherwise outside.
See illustrations in 114.

INTERROGATION POINT—

116.

117.

The interrogation point is used to mark a query, or
to express a doubt:

“Who is this?”” The prisoner gave his name as Roger Crown-
inshield, the son of an English baronet ( ?).

Indirect questions, however, should not be followed
by an interrogation point:

He asked whether he was ill.

The interrogation point should be placed inside the
quotation marks only when it is a part of the quota-
tion:

The question: “Who is who, and what is what?” Were
you ever in “Tsintsinnati” ?

CoLoN—

118.

The colon is used to “mark a discontinuity of
grammatical construction greater than that indicated
by the semicolon and less than that indicated by the
period. It is commonly used (1) to emphasize a
close connection in thought between two clauses of
which each forms a complete sentence, and which
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119.

might with grammatical propriety be separated by
a period; (2) to separate a clause which is gram-
matically complete from a second which contains
an illustration or amplification of its meaning; (3)
to introduce a formal statement, an extract, a speech
in a dialogue, etc.” (Century Dictionary), (unless
this is preceded by a conjunction, like “that,”
immediately connecting it with what goes before).
Before the quotation of a clause in the middle of a
sentence use a comma:

(1) “This argument undeniably contains some force: Thus
it is well known that . . . .”” “The secretion of the gland
goes on uninterruptedly: this may account for the condition
of the organ.” “The fear of death is universal: even the
lowest animals instinctively shrink from annihilation.” (2)
“Most countries have a national flower: France the lily,
England the rose, etc.” ‘“Lambert pine: the gigantic sugar
pine of California.” (3) ‘“‘The rule may be stated thus:
... .7 “We quote from the address: . . . .” “Charles:
‘Where are you going?’ George: ‘To the mill-pond.’”
But: “He stoutly maintained that ‘the letter was a mon-
strous forgery;’”” and: “Declaring, ‘The letter is a monstrous
forgery,’ he tried to wash his hands of the whole affair.”

The colon thus often takes the place of an implied
“namely,” “as follows,” “for instance,” or a similar
phrase. Where such word or phrase is used, it
should be followed by a colon if what follows consists
of one or more grammatically complete clauses;
otherwise, by a comma (see 132):
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120.

I2I.

122,

123.

“This is true of only two nations—the wealthiest, though not
the largest, in Europe: Great Britain and France;” but: “This
is true of only two nations—the wealthiest, though not the

largest, in Europe—viz., Great Britain and France.” “He
i

but: “There are several states in the Union—for instance,
Kansas and Wyoming—which . . . .”

Put a colon after the salutatory phrase at the begin-
ning of a letter, and after the introductory remark
of a speaker addressing the chairman or the audience:
My DEAR MR. BrOWN: (See 43.)

Myr. Chairman, Ladies and Gentlemen: (See 54.)

Put a colon between chapter and verse in Scripture
passages, and between hours and minutes in time
indications:

Matt. 2:5-13; 4:30 P. M.

Put a colon between the place of publication and
the publisher’s name in literary references:

Clement of Alexandria (London: Macmillan), II, 97.

The colon should be placed outside the quotation
marks, unless a part of the quotation:

He writes under the head of “Notes and Commen<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>