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Functionalism
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Perspicacity
Persuasion
~ Phantasy
“Phantom

Pilot Project

Pilot Study

Pilot Surveys
- Planning, Social
Plausible Theory
Polarity
“Population
Possitive Correlation
- Postulates
Practical Research
Predominance
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Premature
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Qualitative Data
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Research Design
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Abbreviations and Numbers®

Abbreviations 2.1

Use of Periods 2.2

Social and Professional Titles and Similar Terms 2.3

Organizations 2.11

Geographical Names 2.13

- Measure 2.16 .

Schoolarship 218
Parts of a Work 2.18.. e
Unpublished Manuscripts 2.19 ... -
Books of the Bible 2.20
Classical References 2.22
General Schoolary Abbreviations 2.23

. List of Abbreviations 2.26 ‘
For Further Reference 2.28

Numbers 2.29

General Rule 2.29

Series 2.31 L
wsrinitial Numbers 2.32

- Percentages and Decimals 236 . . . . .
- Numerlas, Symbeols, and. Abbrevmnons 2. 3’7
Factions 2.39

~ Currencies. 2.40

--United States Currency 2 40

- British Currency 2,42
Other Currencies 2.43

- Numbered Parts of Written Works 244
:+ Date and Time 2.49
.Day, Month, Year 2.49

From Turanian, pp:-14-37. s v
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Decade 2.54 :
Weekday and Month 2.55
Time of day 2.57

Numbers and Names 2.58
Monarchs, Etc. 2.58 e
Famﬂy Names 2. 59 . BT TR OtEs.

Government Designations 2. 60

Churches, Lodges, Union 2.61 ... .

Street Addresses, Highways, Telephone Numbers 2.63
Scientific Usage 2.64 L e
Commas Within Numbers 2.66 : .« . -

Continued Numbers 2.68 : :

Plurals of Numbers 2.68

Numbers in enumerations 2.70
EnUmerations in Text . 2.70
Numbers Beginning .a New Line or Paragraph In
Enumerations 2.72 FUNRS S
Numbers in Outlines 2.73

ABBREVIATIONS "

2.1 Though the use of abbreviations in foraml wrmng long
limited to a few traidtionally prescribed circumstances,
during the past few decades abbreviations have been
used increasingly in.writing of all kinds. In tabular
matter, notes,bibliographies, illustrations, amd lists of
all Kinds, abbreviations are normally preferred and are
formed according to a standard list accepted within any
given field. For guidelines on hyphenaniting and
dividing abbreviations, see 3.50. Such forms of address
as Mr., Mrs.,:And;Br. are-almost never spelled out. The
writer who must form new abbreviations for the
purposes of a paper should place them in a list of
abbreviations within the front maiter (see 1.24).
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USE OF PERIODS
2.2 The trend now is strongly away from the use of periods,
especially in uppercase ahbrev:atmns In the wxamples
that follows, the periods. have been left wherever we
they have tarditinally apeareﬂ Periods may be omitted
" from many of these examples, but it is. ‘;tﬂl common
practice to use penods and a.space - after the initials for
personal names (€.g., E. F Bowman) In an abbreviation

" with an internal penod (e.g., N.Y., Ph.D., N.Dak,,

U S ) there should be no space after the mtemal period.

2. 3/ Abbrewatlons and Numbers
SOCIAL AND PROFEESIONAL TITLES AND SIMILAR
TERMS

2.3 Social titles are always abﬁg¢yiated, whether withfull
name or last name only (note taht after Mlle and Mme
there traditionally is on period):

Mr. Mrs. Ms.
M. MM. Messrs.
Mile Mme Dr.

2.4 The abbreviations Sr., Jr., 1L, and Iv (for Senior,
Junior, Third, and Fourth) follow a full name and not
used with the family name. ‘alone, although in inform
writing it is pem1351b1e to use these terms with given
names (e.g., John Jr.,). The Terms are never spelled
out when part of a name. A comma precedes Jr. and Sr.
(and one laso follows, if these forms appear within a
sentence), But a comma should not be used before Il
and IV: Mrs. Joseph P. Turner, Sr., Sent her regrets.
Aldai E. Stevenson IIl announced his candidacy. Dxter
Harrison IIl, LL.D., was also a graduate. Rev. Oliver

C.Jones, Jr spoke to the. group. Do you know Ralph
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2.5

 board of trustees.

- 'AM., Artium Magister (Master of An;s)
" B.A., Bachelor of Arts.

"D.V.M., Doctor of Veterinary Medicine. -

Smith, Jr.’s address?

Abbreviations forScholarly degrees and titles of
respects, which follow full names, are preceded by a
comma and followed by anothe comma Whén they are
given in text.

Leroy S. Wells, Ph.D., Belonged to the comittee. The
Reverend Jesse E. Thorson, s.t.b., was nommated by the

The following list includes many frequently used
abbreviations sor scholarly degrees and professmnal and
honorary des1gnatlons

LT
E N S

A.B., Artium Baccalaureus (Bachelor of Arts).
A.LLA., American Institute of Architects.

B.D., Bachelor of Divinity.

B.S., Bachelor of Science. S

D.B., Divinitalis Baccalaureus (Bachelor of Dlvmlty)
D.D., Divinitatis Doctor 9Doctor of Divinity).” . ‘
D.D.S., Doctor of Dental Surgely | | : ;
D.Min., Doctor of Mlmstry B |
D.O., Doctor of Osteopathy

F.A.LA., Fellow of the American Institute of Archltects
E.R.S., Fellow of theRoyal Socwty

- 1.D., Juris Doctor'(Doctor of Lasw)
JP., Justice of the Peace.

L.H.D., thterarum Humamorus Doctor (Doctor of i
" Humanities). SR ;

Litt; l Litterarum ‘Doctor (Doctor of Letters)

‘LL B Legum* Baccalaureus (Bachelor of LAW).

LD Legum Doctor{Doctor of Laws).
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2.7

2.8

M.A., Master of Arts.

M.B.A., Mastér of Busmess Admmlstratnon, ,

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

M.P., Member of Parliament.

M.S., Master of Science.

Ph. B., 'Philosophaie Baccalaureus (Bachelor of
Philosophy).

Ph.D., Philasophiae Doctor (Doctor of Phnlosophy)

Ph. G., Graduate in Pharmacy.

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

S.M., Master of Scinece.

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

Abbreviate doctor (Dr.) before a name, but spellit out

when it is not followed by a name
Dr. Sharpiro brought about a total recovery.

The doctor was an expert in hls f eld.

Spell.-.out a civil, military, professional, or religious title
when it precedes the family name anlone.

Senator Promire General Patton

But use the appropriate abbreviation before a full name:
Sen. William F. Proxmire George S Patton

Spell out Reverned, hanorable and Colonel 1f Preccdcd
by the: otherwise abbreviate to Rev.,Hon.,: or Col.
Never use these titles, either spelled out or abbrev1ateci
with family names alone. '

- Use them only when the title is followed by the person's

... full name or by Mr.,Mrs., Miss., Ms., or Dr. with the

family name alone, as amy be appropriate:
Col. Arthur Charles reviewed thé procedures.
The ceremory was in honor of tghe Reverend Martin
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2.9

2.9

Luther King, Jr. s Birthday observance
Rev. Dr. thson gave the addr. ess.

Abbreviations and Numbcrs

The Honorable Me. Collms closed the. ﬁnaI sesslon of
the conference.

Never Use:

Rev. Bentely N

Reverned Bentely .

the rev. Bentely

the ReverendBentley

Saint may be abbreviated when it stands before the name

‘of a christian saint:

St, Thomas Aquinas - ss. Augustme and Benedxct
But Saint is omitted before the names of apostles,
evangelists, and church

Mattew Mark  Luke  Peter

. Paul - Augustme - AmBrose Jcrome

2 10 When Samt fﬂnnspart of a personal name the bearers

i usage is followed:

Etienne Geoffroy Samt—HzIazre
Charles-Gamille Samt—Saens

- Muriel Si. Clare Byrne' -
o -Ruth St Dems ‘

ORGANIZATIONS - :
2 11 ‘The names: of gevemment agenc:les‘ ‘netw

broadcastin companies, ‘dssociations, fraternal s
service organizations, ‘unions, and other groups
often abbreviated, even:in text, preferably after ¢

- - spelled-out use, Such abbreviations are set itk upperca

with no periods: B
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AAAS AFL-CI0O AMA AT&T FTC -HOLC
NAACP NATO  NBC NFL NIMTH NSF
OPEC. TVA UN UNESCO VA YMCA

2.12 Within ﬂ_xétesxt, company names should be given in their
. full form, Without including the terms Inc. or Ltd..and
| - withoutcapitalizing the word the, even when it is part-of
a company's full name:
A.G. Becker and Company was incorporated in 1894.
The book was published by the University of Chicago
- Press. '{
In notes, Bibliographies, parenthetical references,
and referece lists, eic., the following abbreviations may
~ be freely (but consistently) used:
- Bro. Bros. Co. Corp.. Inc. Ltd. &

GEGRAPHICAL NAMES

2.13 Within the text, spell ‘ot the names of counmes states
* counties provmces territories, bodies of water
* mountains, and the’ hke with the exceptlon of the Union
i of Soviet Socialist Republics, now commonly referred to
as the USSR. Im. lists,  tabular matter, notes,
" bibliographies , and indexes where abbrevm,tlons are

- called forilowing miay be used

STATES AND TERRITORIES OF THE UNITED STATES

Ala. AL | Kans. KS [Ohic  OH
Alaska AK| Ky. KY|Okla OK
Amer, Samoa  As | La. LA |Oreg. = OR
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- -Calif. CA | Mass.

Ariz. AZ} Maine -
Ark. AR | Md.

Pa.
PR.
RI
C.Z. CZ | Mich. SC.
Colo. CO| Minn.
Conn. CT| Miss.
Del. DE|-Mo. =
D.C. DC | Mont.
Ga. -t e rGA| Nev.
Guam GU| N.H.
Hawaii - *° -~ ° HI'| NJ, =~
Idaho " ID | N.Mex.
I IL | N.Y.
Ind. o i INENL.GLE
Iowa IA | N. Dak.

Vi

Wagsh.

Wyo.

7%%55@%%%5%5%%5%5

PROVINCES AND TERRITORIES OF CANADA
. Albert
~ British Colombla/Colomble-Bntanmque
" Labrador =
Manitoba
o -.:;=New‘Bfunswick/Nouveau-answick o
+ . . Newfoundland/Terre-Neuve

Northwest Territories/Territories du Nord-Ouest .,

Nova Scotia/Nouvelle-Ecosse

Ontario

Prince Edward Island/Ile-du-Prince Edward
- Quebec/Quebec

Saskatchewan

—Y¥A-

Tenn. i
Tex. '

SHZ88ER

Va:' ©

© PA

VA
Vi

S WA
W.Va. -
Wis.
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2.14 Spell out the prefixes of geographical names (e.g., Fort
Wayne, South Orange, Port Arthur) within the text,
with the possible exceptionof names beginning with
Saint, which may be abbreviated St. to save space and
must then be abbreviated consistently:

Mount St. Helens has erupted several times.
From northest Parts it is less than an hour to Saint Clude
on the Metro.

2. 15 Wlthm the text spell out all of the all of the following
) words In clos~set matter the abbrev1at10ns ‘nay be used:

':_J: YAvenue . Av.orAve. Street St.
Boulevard - Blvd. Terrace Terr.
Building ~ Bldg. ~ North' " N.
Court SRR ¢ 3 South °s.
Dive ~ Dr. ~, Bast E.
Expressway . Bxpy... ... West W.

- Lane + La.or Ln. Northwest NW

. Parkway ~ Pkwy. -~ Northeast NE
Place U PL  Southeast SE
Road Rd. Southwest SW .
Square Sq.

But always use the abbreviations, NW NE, SE, and SW
in city addresses where they follow street names:

Lake Shore Drive is ‘safer then the Dan Ryan
Expressway, where there is truck traﬁ" ic.
‘He spent sever alyears in Southeast Asia.

The Shop is at 245 _Sevg_nteenth Street NW.

~Y¥4—




-MEASURE :
2.16In nontechnical wrltmg, spell out Expressions of

dimension _dlstance volume weight, degree, and so on:
- five miles 150 pounds | 14.5 metres

2.17 In scientific and techmcal writing, standard
* abbreviations for units of measure are used if the
amount is given in numerals.
Most guides to scientific and technical writing, several
- of which are included in the blbhography, hst standard
~ abbreviations accetable within a given dlsc1p1me For a
~ general ititroduction to the use of abbreviations for units
.+ of measure, consult The Chicago Manual of Style,
. thirteenih edition, 14,36-53. A full expanation of the
.International System of Units (Systeme international
_d'unites, abbreviated "SI") appears in Units of
Measurement: Handbook on International Standards for
Units of Measurement, texts of standards complied by
the Information Centre of the International Oganization
.- for Standarization, first e€dition (Geneva: Internaiional
Organization for Standardization, 1979).

SCHOLARSHIP

PARTS OF A WORK

218 Spell out and do not capitalize (unless in a heading or at
the beginning'of a sentence) the words book,chapter,
part, volume,, section, scene, verse; column, page,
figure, plate,.and so on, except in cases.when such a
term is followedby a number.in a note or, parenthetical
reference, in which case the, followmg abbreviations
should be used: bk(s)., cahp(s) vol(s) sec(s) v.(vv.).,
p.(pp.), fig(s)., p;(s). The words act, line, and table
should never be abbreviaied.
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UNPUBLISHED MANSUSCRIPTS ., .0 - :

2.19 When referring to unpubhshed manuscnpts, spell out
the terms nsed to- descnbc them within the text, but in
notes, bxbhographles, and. refercnce lists, use the
abbreviations listed abbreviations are used by many
curators and librarians. See9.114-15.49-50, and 11.52-
55 for examples of notes and reference-list-entries using
abbreviations listed here or using spelledoutforms, as
needed. : : o

~letter R - L
Letter signed - ‘ Ls
~ Autograph... . . . ALS
Typewritten letter R TL
Typewritten Iwtter 31gned TLS
Document D
Document Signed ., o DS
.. Autograph document signed = ADS
.. Typrwritten documet TD .
Typewritten document signed ..., TD8
Autograph manuscript signed AMs

- Autograph -manuscript signed . AMsS

2. 20 bbrev1at10ns and Numbers MR Yttt Lt
Typewritten manuseript ., - . .. TMs

- - Typewritten :manuscript SIgned . TMsS
Autograph card AC
Autograph card signed - - | ACS
Typewritten card. . L TC
Typewritten card s1gned g TCS
Autograph note . AN
Autograph not signed ANS

'This list is reprinted, with minor cahnges from Modem
Manuscripts, A Prgucal Manual for thier Mangggment
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Care, and Use, by Kenneth Ww. Duckett (Nashvxlle

' American Association for State and Local History,
'1975), 143-44, by permission of the publlsher @1975
by the Amerlcan Association for ‘State and Local
Hlstory

BOOKS OF THEBIBLE |

2.20° When refering to whole books or to whole chapters of
the Bible or the Apocrypha, spell out their names:
Jeremiah, Chapters 42-44, records the flight of the Jews
to Egypt when Jeusalem fell in 586 B.C. =~
The Revelation of St. John the Dtvme, Known as
"Revelation” closes the New Testament.

2.21 Whenever scriptural passages are cited by vwese in
a paper, whether in text, parenthetical references, or
notes, abbreviate the names of the books, using aeabic
numerals, when they are numbered write the chapter
and vesrenumbers in arabic numerals with either a colon
or a period between the chapter and verse numbers and
follow the chapter and verse numbers with the
abbreviations for the version of the Bible or Apocrypha
from which the passage was taken
I Song of Sol. 2.1-5 RSV Ru3:14 NAB
For alternate styles of standard biblical a.bbrev:anon
see The Chicago Mamual of Stule, thhlrteentpigdltmn,

14.34- 35.CLASSICAL REFERENCES
2.22 In a paper containting many classical references both
the name of the author and the title of the work may be
bbrevxated after they have been s e]]ed out in full when
cited the first time,whether in téXt or notes, Often the
" names of well-known penodlc"_'_‘ and reference tools are
also abbreviated after benngspe]lcd out in the first
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citation. The most widely. accepted standard for such
abbreviations is the comperhenswe Tist i in thr front of
the Oxford Classmal Dtctzonary

Thucydldes :
Thud. 2.40. 2-3.

Homer Odyssey 9. 266-71,
Hom. 0d. 9. 266-71.

Nar 2.40. 2-3

GENERAL SCHOLARY ABBREVIATIONS _

2.23 General abbreviations such as. etc., e g and i.e. are
preferably confined to parenthetical references wnthm
the text. The abbrevmtlons ibid., cf and 8.v. are
preferably used only in notes and other forms of
scholarly apparatus. S

2.24 An abbrevxatlon should begm w1th a capltal when it is
the firstword of a note and whenever the usual rules for
capitalization apply '

2. 25 The word sxc 1s underlmed but not m.ost other Latm
words or abbreviations commonly used i in. footnotes
tabular matter, and so on (see 2. 26)

LIST OF ABBREVIATIONS
2.26 app., appendix. :
art.,article (plural, arts)
b., born.
bk., book (plural, bks)
c., copynght
ca., circa, about, approximately.
. of.,confer, compare (Note that confer is the Latin word
for "compare cf. must not be used as the abbreviation

for the Enghsh “confer.” nor should cf. be used to mean
see ")
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~ ch., chapter (in legal references only)

““chap., chapter (plural, chaps.) |
comp,,complier (plural, comps.); complled by
dept., department (plural, depts.)

d., died.
div., division (plural, divs.)
e.g., exempli gratia, for example.

2.27 Abbreviations and Numbers

ed., edition., edited by; edltor (plural cds)

et al., et alii, and others, -

et seq., et sequens, and the followmg

etc., et cetera, and so forth

fig., figure(plural.figs). o

fl., floruit ﬂourlshed (for used when buth and death are

- not’ known) o
| ibld. ibidem, in the smae place. =~ =

., id est, that is |

1d idem, the same (used to refer to persons, except in

: " law c1tatlons not t0 be confused w1th 1b1d )
- infrabelow =~ "

L. (el).line (plural 11) (Not recommended becausc the

abbreviation in the smgular might be mlstaken for
“"one" and the plural for "eleven. ") S

n., note, footnote (plural, zm) -

n.d., no date

n.p., no place; bo publisher

no., number (plural, nos.)

n.s., New series

0.8., 0ld series

p., page (plural, pp.; these abbrev1at10ns always precede
the numbers; when "p." fo]lows a number, it can
stand for "pence.") |

par., paragraph (plural, pars)

—¥ié—~




‘1’

. passim, here and there

" pt., part (plural, pts.)

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

sc., scene

sec., section (plural, secs)

{sic}, so, thus.

sapp., supplement (plural, supps.)

supra, above :

s.v., sub verbo, sub voce, under the word (for use un

- references to 11st1ngs in encyclopedlas and

d1ct10nar1es)

trans., translator, translated by V., verse (plural vv)

v., verse(plural vv)

v.2., videlivet, narncly

_ vol,, volu "‘"“"’(pl‘ural uols)

v, Versus,m against (V. in law references) )

2.27 In quoting from constitutions, bylaws, and the like
within the text, the words section and article are spelled
out thefirst time ‘they are used and abbrevmted
thereafter, always. mfulluppcr case: . .
SECTION 1. Thename oftbe..

SEC.2. The object of the ... =~

ARTICLE 234, It shall be the

ART. 235. It shall be the duty

Standard abbrev1at10ns used by ‘many. law revxews

edition (Cambndge Harvard Law Rev1w Assocmtlon
1981). A

FOR FURTHER REFERENCE |
2.28 Webster's Ninth New Collegiate chtlonary includes a
great many abbrevmtlons from all fields m the body of the
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work, aranged in strict , letter—by-letter alphabltlcal order.

To identify a rare or unfamiliar abbrevnatlon consult thr
Reverse - Acronyms Inltlahsms and Abbrevnanons
Dctionary, edited by Ellen T. Crowley, sixth edition .,
(Detroit: Gale REsearch Company, 1978), avahable at most o :
libraries. .

NUMBERS

GENERAL RULE

2.29 In'scientifi¢ and statistidal natenal all numbers
expressed in f1gurés In nonscientific material, numbers
are sometimes spelled out and sometimes expressed in
figures, according to precnbed tules, The general rule
followed by many writers and by the Umversxty of
Chicago Press is to spell out all numbers through one
hundred (e.g., sixty-five, mn;:ty elght) and all round
numbers that can be expressed in two words (e.g., one
hundred, two hundred flve thousand forty ﬁve
hupdred) S
At .the fime the populatzon of the dzstrtct was less than
three million. " s
All other numbers are written a8 flgu
There are 514seniors in the graduatmg c]ass

A

2.30 The general mle applies to ordmal as wcll as cardmalf
numbers:
" On thé'122d'dnd 123d day of his Fecovery, he recetv
| his elghteenth and mneteeth Jetters ffomhbme \
'Note faht he¢' preferred figure from of the ordinals =
second and third adds d alone (i.e., 2d, 3d), not nd and

rd (i.e., 2nd, 3rd).

SER]ES ST 4
2.31 The general ruke 3 rcqunres modification when numbers’
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above and below one hundred appear in a series, or
group, of numbers, each of apphes of the same kind of
the thing. Here all are expresscd in F;tgun,s .

of the group surveyed, 186 Students had studies French
142 had studied Spanish, and 36 had studzed JLatin for
three years or more

INITIAL NUMBERS |
2.32 A sentente should never begm with a ﬁgure even. when
there are figures in the rest of the sentence Elther spell
" out the first iumber or, beﬁer recast the sentence:
Two. hundred and ﬁﬁy passengers escaped m]ury, 175
' sustained minor injuries; 110 Were so sertously hurt
that they required hospitalization... . .. |
Or bettor: ORI e W

of the passengers, 250 escaped injury, 175 sustained
minor injuries, and 110 requlred haspltahzatmn

2.33 To avoid confusion, you may spell out one set of ﬁgures
in an expression that involves two or more series od
figures:

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

2. 34 Although a round number occurmg in 1solat10n is
spelled out (see 2.29), several round numbers occuring
close together are expressed in figures:

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

2.35 Vey large round numbers are frequently expressed in,
ﬁgures and units of mllhons or bllhons

A




This means that welfare programs will require about
$7.8 million more per daycompared with $33.2 million
spent each day at the current rate qf inflation.

PERCENTAGES AND DECMAL“S‘_}‘“[_,[“ -

2.36 Figures should be used toexpress decimals and
percentages. The word percent should be written out,
except in scientifc and statxstlcal wrltmg, where the
symbol % may be used: :

With interest at 8 percent, the monthly pavment would
amount to $as.88, which he noted was exactly 2.425
times theamount he was accustomed 1o put in his savings
monthly.

Grades of 3.8 and 95 % are eqmvalent

NUMERALS, SYMPOLS AND ABBREVIATIONS

2.37 Use the symbol for percent (%) only when it is
preceded by a ﬁgure Note that Jpercetage, not percent
or % is the con*ect expressxon to use when no figure is
given:
The September scores foe students enrolled in summer
school showed an improved of 70 1% {or"70.1 percent”
if the writer prefers to use the word rather ﬂzan the
symbol} overvtest scores recorded in June.
Thus the Dbercentage 0f' ﬂchzeverv in the second test
indicated that summer school had resulted in
higher scores in a majm ity of i 'fases

2.38 The flgure preceding elth@ percent or % is never
spelled out | . _
15 percent o 55% '

FRACTIONS
2.39 A fraction standing alone should be spelled. out, out a
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numerical unit composed of a whole number and a
fraction should be*xpressed in figures: .

Trade and rommodzry services accmm!ed fos nme tenr!zs‘
of all internationalreceipts and payments.

Cabinets with, 101/2-by-10 1/4-inc_f,s‘h¢;g,yes were
installed. | o

CURRENCIES

UNITED STATES CURRENCY .|

2.40 The general ruke (see 2. 29)‘ apphes in 1solated
references to amounts xjéy in United States
currency. if the amount is Spetled out, so are the words
dollars and cents; if figures are used, the dollar sumbol
($) precedes them:
Rarely do they spend more than Jive dollars a week on
recreation. : :

The reprot showed $135 collected in fines.
Fractional amounts of money over one dollae appear in
figures, as do other decimal fractions ($1.75). When
both fractional. Amounts and whole-dollar amounts are
used in the same sentence (and only in such circums
, tance), the whole dollar amounts are. shown with a
decunal point and ciphers:
The same arttcle is sold by samestores for $1 75 by
~ Others for $1.95, and by still others $2 00.

2.41 The expression of very large arsiounts of mohéy, which
may be cumbersome whether spelled out in full ow
written in figures, should follow the rule for expressing

> largeround numbers (see 2. 35), Usmg units of millions
- or bﬂhons with figures preceded by the dollar sign:
, Japan s exports to Taiwn, which averafed $60. million
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between 1954 and 1 958 Fose sharply 17} $”I O million in
1965 and $250 million in 1966. Cer v
The deficit that year was $120 4 billion. ~

BRITISH CURRENCY . ‘
2.42 British currency is expressed in pounds and pence, very
like dollars and cents:
two pounds twenty-five pence
3.50 S5P. :
~ Before decimalization in 1971, Bntlsh currency was
* expressedin pounds, shﬂ]mgs and pence
two shillings and sixpence |
o 12. 17s 6d
Op
12.17.6
The term billioh should not be used for Bntlsh sums,
since billion as employed by the British means what
trillion means in United States Terminology.

OTHER CURRENCIES | -

2 43 Most currencies follow a system hke that of the Umted BT
States, employmg unit symbols before the figures, They |

~ do vary, howéver, in their expressions of large numbers

and decimals. For papers that deal with sums of money.
in currencies other than those of the United States or
Great Britain, consult the tablc "Forigen Money" in the
March 1984 U.S. Government Printing Office Style
Manual on pagcsZS 8-40, or its latest edition.

oo e s
i

e

NUMBERED PARTS OF WRI'I'I‘EN W()RKS o

2.44 With few ‘wxceptions (see 9.69, 9. 110 and. 12. 25) all
the numbered parts of pnnted works are cited in arabic
~numerals, If howevcr a_reference is made 1o the
preiunmary pages of a work that desxgnates those pages
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with lowercase roman numerals, the reference should
also employ that style.

2.45 Citaions to public documents and unpu_bhshed manucnpt
material should use exactly" ‘ f numierals found
in the source ‘

o S TSR S AT RS R ot
Y TR BRI S

2.46 In biblical, classwal and many medieval references in
text as well as in notes, blbllogarphles and reference
lists, the different levels of d1v1s1(m of a ‘work (book

“section; line, etc.) are set i ._arablc numerals and

o separated by periods (no-. spaces should precede or

~follow these. penods) Note that in biblical references

" either'a oldn or a perlod is acceptable

" 'Heb, 13 3 ’
2 ngs 11.1 2'
Ovid Am_g__e_ 1. 7 27
Augustine De ngtare Deg 20.2 ;
In a paper, commas are used between several, references
to the smae level, and a hyphen is u's ed, bety
continued numbers: |
1 Thess. 4:1,5
Gen. 25. 19-37.1
Cicero De officils 1.33, 140
Beowulf 11 2401-7 |

2.47 Fragments of classical and ‘biblical. téxfé (some only
_ tecently discovered) are often not umfoi‘mly numbered

" or may have bo bumbering whatsoever.The same may
be true of some modern manuscripts, In c1tg1g ‘such
materials, indicate any ordering pages'that has been
-added, whether by an md1v1dual,or :lby' an institution
‘Tolding the collection, by setting added n@bﬂrmg in
the exact style in which it is written on the original
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manuscript (letters, arabic or Toman numerals, upper-
or lowercase, subscript or superscnpt etc.) and by
enclosmg this notation in brackets.

Put a space after the final bracket and then give the full
name of the person or institution that ordered the text.
In subsequent references this name may be abbreviated.

248 If unpagmated fragments or mauuscnpts are pubhshed
in collections, the numbermgof the matenal will be

unique to a partlcular edition. In cmng published
fragments and other documents unpaginated in the

original, do not use brackets around the numbers
imposed by an editor or institution. Instead, the first
time a collection is referred to, give the edltors name
immediately after the fragment number, In subsequent
references, initials only should be used:

Empedocles frag. 115 Diels-Kranz .

Hesiod frag. 239.1 Merkeback and West

Empedocles frag. 111 D,

Hesiod frag. 220 M. -W.

DATE AND TIME

DAY, MINTH, YEAR

2.49 One of the Two perm1351b1e styles for expessmg day,
month, and year should by followed consistently

i i

throughout a paper

The first, in which punctuation is omltted 1s pereferred
On 28 June 1970. the Convocatzon _q _in Maribus was
held. R

- If the alternate sequence month- da year is used the

year is set off by commas: )
On June 28, 1970, the Convocatzon ggzm zn Mg ibus
~was held. S e
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2.50 Note that when the day, month, and yaer are mentioned
as in the foregoing examples, st, d, or th does not appear
after the day. When the day alone is given, without the
month or the year, or when the nulber of the day is
separated from the name of the month by one or more
words, the prcferred style is to spell out the day of the
month:

The sequence of events of 10 June is unclear

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

The date set was the twenty-ninth.

2.51 When month and year alone are mentioned, the
preferred style is to omit punctuation between them:
She was graduated in December 19835.

2.52 In informal writing, it is permissible to abbreviate
references to the year.
The corporation holds a lease that will expzre in
December,95.

CENTURY

2.53 References to particular centuries should be spelled out,
uncapitalized, Hyphenate such references.only when-they
serve as adjectives, as in the. ﬁmt example below See
also 4.7. TR
Seventeeth-Century literature
the eighteenth century R
the twenty-first century
the mid-twentieth century

DECADE
2.54 References to decades take two forms The context
sometimes determines t;he one chosen:
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The 1890s saw an enormoiis” increase in the use of
manufactured gas, | S
During the thirties, traffic decreased by 50 percent.

‘'WEEKDAY AND MONTH
2.55 Spell out the names of months and of weekdays when
they occur in text, whether alone or in dates. In notes,
bibliographies, tables, and other closely set matter, the
“following designations are permissible if used consistently:
Jan., Feb., Mar., Apr., May, June, July, Aug., Sep.,
Oct.,Nov.,Dec.,Sun.,Mon., Tues.,Wed., Thurs., Fri., Sat.

2.56 For era designations use the abbreviations B.C, AD.,,
B.C.E., or C.E. ("before Christ," "anno Domini."
"before the common era,” "common era") A.D. should
precede the year number, and thé other ‘déSignations
should follow it: o | o

- Solomon’s Temple was destroyed by the Babylorians in
587B.C. Rebuilt in 515 B.C., it was destroyed by the
Romans in A.D. 70.

TIME OF DAY ) |

2.57 Except when AM. or P.M. is used, time of day should
‘be spelled out in’téxt matter. Never add in the morning
after A.M.or in the evening after P.M.,and néver use
o'clock with either A.M. or P.M. or with figures:
The train was scheduled at 7:10A.M.
The meeting was calledfor 8:00 P.M. o
The meeting was called for eight o'clock in the &vening.
Where the context makes clear whether morning or
evening is meant, these terms need not be expressed.
The breakfast meeting was set for eight o'clock.
The night operaior takes calls fiom eleven to seven.
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_Midnight is written as 12:00 P.M., noon as 12:00 M.
("merldlan") ,

NUMBERS AND NAMES
2.58 Emperors, sovereigns, or popes with the same. name are
differentiated by numerals, traditionally capital roman:

Charles V . Henry VIII Elizabeth IT - -
Napoleon I Louis XIV John XXIII: =
FAMILY NAMES

._2 59 Male members of families with identical names are
. sometunes d1ffemnt1ated in the same way as monarchs:
Adlai E. Stevenson III
. Seealso24.

GOVERNMENT DESIGNATION
2.60 Particular dynasties, governments, governing bodies,
polltlcal divisions, and military subdibvisions are
commonly designated by an ordinal number before the
noun. Numerals of less than one hundered should be
spelled out and capitalized; those over one hundred
written in figures.
Nineteenth Dynasty - .
~ Eighty-First Congress
107th Congress
~ Fifth Republic _ G
~ First Contznental Congress.
_ Eleventh Ward
CHURCHES LODGES, UNIONS.
2.61 Numerals standing before the churches or rehglous
organizations should be expressed as spelled-out ordinals
_ and should be capitalized: : 3
... Eighteenth Church of Christ, Sczentzst
.. Seventh-Day Adventists ...
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2.62 Local ‘branches of fraternal lodges and of ‘unions bear
numbers, which should be expressed in arabic numerals
following the name:; | ) |
Typographical Union No.16 Legion, Department of
California, Leon Robert Post No. 1248. -

STREET ADDRESSES, HIGHWAYS, TELEPHONE
2.63 1t is preferable to spell out the names of numbered
Streets under one hundred for the sake of sappearance
and ease of reading, but street (as well ‘as building)
addresses, highway numbers, and telephone ‘numbers
should be expressed in Figures: © B
The address is 500 East Fifty-Eighth Street, Chicago,
Illinois 60637. The telephone number is (312) 321
The meeting took place at the 1040 First National Bank
Building. co R
The state will have to repave California-17; Interstate
- 80, and Route 30 {for "US. 30"}« v o

I |

SCIENTIFIC USAGE hgteT

2,64 Scientific papers call for the use of numbers and units
of measurement expressed in numeﬂcal'f-Vfalues,‘making
figures, symbols, and abbreviations more ‘common in
scientific writing then they are in nonsxientific writing.
Aside from a few rules here set down, the writer must
settle on the schemeto use-preferablywhen working on
the first draft- and maintain the same usage throughout
the paper. R L A L £

2.65 In mathematical text, the déxf_iands‘ fi}‘f the use of
symbols and abbreviations, particularly in equations, are
so complicated and vary so much-from one paper to
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another, that no auggestxons can be given here. Students
in this field should receive trammg in correct usage as
part of their study of the sclcnc:e
Editors of some mathﬁmatwal penodlcals have prepared
manuals for writers, which gwc useful suggestions (see
the bibliography). See also the chapter "Mathematics in
Type" -in The Chicago Manual of Style, thirteenth
-+ edition. For a brief discussion of equations and formulas
in papers:prepared on cmputer systems, see also 13.25
in this 7_manual | -

COMMAS WITHIN NUMBERS
2.66 For the most part, in numbers of one thousand or more,,
the thousands are marked off with commas: Co
1,500 12,275,500 1,475.525,000
No Comma is used, however, in- page numbers, street
addrerss and telephone numbers, zip codes, four-digit
year numbers, decimal fractions of less than one, and
chapter numbers of fraternal organizations and the like:
The bibliography is on pages 1012-20.
In the coastal district the peel thickness plus the pulp
diameter of the Eureka. lemon wa¥' 0.1911 for fruit
from the top of the tree and 0.2016 for fruit from the
bottom.
The leon Robert Post No. 1248 was established un 1946.
~ Note, however, thatin year dates of more than for
- figures, the comma is employed
10,000 B.C.

CONTINUED NUMBERS

2.67 The term continied numbers (sometimes also
calledmcluswc numbers) refqrs to the first and last
“‘niumber of a sequénce of numerical designations, such as
pages or years. Continued numbers are separated by a
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hyphenin a paper and expressed according the following
scheme, which is based on the way one nonnally speaks
these numbers. The table is taken from The Chicago
Manual of Style, thirteenth edition, page s44:

. First number Second numbers Examples
Less than 100 Use all difits L 3‘—1;:71-72,,
100 or Use all difits =~ 100-104;600-613;
mutiple of 100 ST 11001123
101 through Use changed part 107-8;505-17;
109 (in only, omitting  1002.6 .
multiples of  unneeded zero D
o)
110 through Use two digits, 321-25;415-532;
199Gn -~ - ormoreas - - 1536-38;11564-68;
multiples of needed ' 13792.803
100) o |
- Butif numbers 1469-1504;2787-
- are for digits 2816 -
w0+ long and three
% digits change,
use all digits

The prlnmpal use of foregOing'schenie_'is for pége

‘numbers and other numbered parts of written works,

and for inclusive year dates: S
These cities were discussed on pages 2-14, 45-46, 125-
26, 200-210, 308-9. e Cw
He lost berything he owned in the years 1933-36 of the

“Great Depression. | R
"“This Chapter covers the Napoleonic victories of 1800-
1801 | o
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PLURALS OF NUMBERS

2.68 Plurals of numbers expressed in figures are formed by
the addirion of s alone(i.c., not apostrophe and s):
Many . K-70s were being driven on west German roads
in the 1 970s )
Pilots of 747s undergo special training. |
There was a heavy demand to trade 6 1/2 s for the new
8 1/4s. :

2.69 Plurals of spelled-out numbers are formed like the
plurals of other nouns:
There were many more twclves and fourtens than
thirty-twos, thirty-fours, and thirty-sixes on sale. -
Most of the were in their thirties or. forties.

NUMBERS IN ENUMERATION S

INUMERATIONS IN TEXT |

2.70 Numbers (or letters) used to enumerate items in text
stand out better when they are set in double parentheses
than'when they are followed, by periods:
He gave two reasons for this resignation: (1) advancing
age (2) gradually failing eyesxght

2.71 When enumerated items appear in text that mcludes
arabic numerals in, double parentheses : referring to
numbered items in a reference list, use underlined
letters in. double parentheses, rather than arabic

" numerals, for the enumeration:
. _.Haskm s Iatest theory (2) has ,reveral drawbacks: (@it is
not based on current evidence, (b) it-has no clinical
basis, and () it has a weak theoretical grounding.
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T DABERS REGINNING A NEW LINE OR PARAGRAPH
IN ENUMERATIONS

2.72

When nubmered items in an enumeration without
subdivisions begin each on a new line, they are most
often indicated by arabic numerals followed by a
period. The items may be treated like the paragraphs of
the ‘text, that is, given paragraph indention and the
runover lines begun at the margin: o

1. The nature of the relationship between library

quality and Tibrary use. T

Or they may be set flush with the margin, and the
runover-lines aligend with the first line of substantive
matter: R
9. Selective Initial dessemination of published materials-
a direct responsibility of the library. . . =
10. Arrangement and Organization of the collection.
In both styles, the periods ﬁﬁ%ﬁaﬁdiatelwa()ﬂowing the

- numerals must be aligned. periods should be omitied at

the ends of items, unless the iterns are composed of
complete sentences or whole paragraphs (see 3.57).

NUMBERS IN OUTLINES

2.73

For an outline or other enumeration in which there are
subdivisions, the following scheme of nationa] and
idention is recomended. It is nomécessaryf’;'"v"t,}(")_ff"tf;l;se a
capital roman numeral for the first level when there are
fewer divisions than show, | '
example. The first'level may well begin with A or with
I (arabic one): EEE e
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1, Wars of the nineteenth century.
A. United States.
1. Civil War, 1861-65.
a) Cause.
(I) Slavery.
(a) Compromise.
i) Missouri Compromise.
ii) 1850 compromise,
b) Result
I1. Wars of the twentieth century
A. Unitd States.
1. First World War.......
Heading should be capitalized sentence style (see 4.9).
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