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Reacting to the Past / University of North Carolina Press Style Guide

The press primarily uses two references:

· The Chicago Manual of Style, 17th ed., for matters of style, punctuation, and hyphenation of compounds

· Merriam-Webster’s Collegiate Dictionary, online edition, for spelling, capitalization, and use of italics for non-English terms

However, in some matters, press style differs from the guidelines in these references, and those differences are outlined in this guide. This guide also emphasizes some important issues that frequently arise in press titles.

The guidelines in this style guide supersede the guidelines in CMoS and M-W. Title-specific guidelines, as provided by the project editor, supersede all other guidelines, including those in this guide.

If CMoS and M-W differ, follow CMoS. For example, CMoS lists “a.k.a.” as the abbreviation for “also known as,” while M-W lists “aka.” In this case, follow CMoS and use “a.k.a.”

A. General
· Language should be gender neutral and bias free. See CMoS 5.251–5.260. 
· Do not use the singular “they” for a person of unspecified gender. See CMoS 5.255 for other options. Please note that “he or she” should be used sparingly. However, when an individual prefers the pronoun “they” as a matter of identity, use it accordingly.
· Do not allow page-specific cross-references to other pages in the book (e.g., see page 000, above); instead, use more general references, such as “see chapter 2.”
· Lowercase cross-references to chapters: chapter 1, chapter 2, etc. 
· Either literary or historical present tense may be appropriate, but stay regionally consistent.
· When referring to a person, use “who,” not “that”: Sheila is the one who stayed (not Sheila is the one that stayed)
· Contrary to CMoS, italicize online media that is analogous to print media, whether or not a print version exists. For example: Slate, New York Times. However, websites that are not analogous to print media are roman: Goodreads, Instagram.

B. Punctuation
· Use the serial comma. 
· Do not use quotation marks with the word so-called: so-called biker invasions
· Any punctuation immediately following an italic word or phrase should be roman. (However, punctuation that is part of the italic word or phrase should also be italic: “the album Help!”) 
· The first word after a colon is not capitalized unless (a) it is a proper noun, (b) the colon introduces two or more sentences, or (c) the colon introduces dialogue, a quotation, or a question. See CMoS 6.63.
· Adverbs ending in -ly modifying adjectives are not hyphenated, even before a noun: patriotically motivated citizens
· When a well-known open compound noun is used as an adjective before a noun, generally do not hyphenate unless misreading is possible: e.g., “young adult literature”; “reality show princesses”; “law school classmates”; but “small-business owners”
· No need for commas with a nonrestrictive appositive referring to a spouse: “his wife Iola.”

C. Spelling
· When M-W gives multiple spellings, use the first one listed (the main entry).
· Proper noun possessives that end in s are formed with “’s”: “Francis’s”
· Non-English terms listed in M-W are not italicized. 
· When a non-English term is used repeatedly, generally italicize only its first appearance. However, if the appearances are far apart in the ms or the term is used only a few times, it may be italicized throughout.

D. Capitalization
· Use small caps for all-cap words, phrases, and sentences in quotations.
· Set “A.M.,” “P.M.,” “B.C.,” and “A.D.” in small caps and include periods.
· Use headline-style capitalization for all headings (even if the heading is a quote from the text). Lowercase prepositions of any length within headings.
· Use sentence-style capitalization for all captions.
· As CMoS 8.114 notes, some names of battles and campaigns are traditionally capitalized while others are not. Whichever you choose, please be consistent throughout the manuscript.

E. Names and Terms
· Job titles are generally lowercase but are capitalized when used in place of a first name or just before the full name: “President Obama,” “President Barack Obama,” but “the president.” 
· However, per CMoS 8.21, lowercase job titles used in apposition (not alone or as part of the name) before a full name: British prime minister Anthony Eden
· In general, omit the hyphen in compound nationalities: African American. See CMoS 8.39.
· See CMoS 8.66 for the capitalization of members of a group: “a Republican” (member of the Republican Party); “a communist at heart” (adherent to a system of thought). Note, however, that “in a work about [e.g.] communism in which the philosophy and its adherents, the political party, and party members and adherents are discussed . . . capitalizing the philosophy, together with the organization and its adherents, in both noun and adjective forms, will prevent editorial headaches.” 

F. Quotations
· If the chapter title contains a quotation, omit the quotation marks in both the table of contents and chapter opener.
· Use four- and three-dot ellipses to represent elided material in quotations. Four dots are used when the preceding words form a complete sentence, even if the sentence doesn’t end there in the original text: “Four score and seven years ago our fathers brought forth . . . a new nation, conceived in Liberty, and dedicated to the proposition that all men are created equal. Now we are engaged in a great civil war. . . . We are met on a great battle-field of that war.” 
· Do not use Word’s ellipsis character. Instead, use this format for an ellipsis: space + period + nonbreaking space + period + nonbreaking space + period + space. (The keyboard shortcut for a nonbreaking space is ctrl+shift+spacebar.)
· Do not use ellipses at the beginning or end of quoted material.
· Do not use brackets to indicate a change in capitalization at the beginning of a quotation. 
· Set prose quotations of one hundred words or more as extracts (block quotations). Shorter quotations should be enclosed in quotation marks and run in with the text.

G. Abbreviations
· Use “US” (without periods) for United States. Do not use “US” as a noun (contrary to CMoS 10.32).
· Use postal codes for state abbreviations in the notes and bibliography (AL, MA, OH, DC). Spell out state names in running text.
· In names, include a space between first and middle initials: T. H. Davis 
· Spell out acronyms and initialisms at first appearance in each chapter and include the acronym in parentheses. The acronym can be used exclusively thereafter within the chapter. However, if there’s a list of abbreviations/initialisms in the front matter, spell out the acronym only at first appearance in the book; do not spell it out in later chapters.

H. Numbers and dates
· All numbers over one hundred, including round numbers, are expressed in numerals: 110, 200, 1,005; 20,000; 200,000. Numbers 1 million and over are expressed with numerals: 20 million
· Use numerals for monetary amounts over one hundred dollars and amounts that include cents: $7.37; $4 billion; $150; but five dollars.
· Spell out most ordinal numbers and fractions: in fourth place, one-third of the students, three-sixteenths of an inch. If a fraction is to appear as a numeral (e.g., in a quote), use double slashes between the numerals in the fraction: 1//2 for ½.
· Compound fractions should appear as numerals: 2¼. To ensure compound fractions will be properly typeset, put the code “<cf>” between the whole number and the fraction, and use double slashes between the numerals in the fraction: 2<cf>2//3 (for 2⅔), 12<cf>11//16 (for 1211/16). Don’t use Word’s autofractions. Always make a note on the style sheet or the list of styles when there are fractions in the manuscript.
· Percentages: In running text, use numerals and spell out “percent” in text: 45 percent. In tables, boxes, and charts, the percent symbol may be used.
· Spell out most numbers in dialogue, even if they would otherwise be numerals: ninety-five percent. (Exception: years and phone numbers should not be spelled out in dialogue.)
· When a number range functions as a compound modifier, include hyphens between all words in the range: at five-to-ten-minute intervals. However, if the numbers are two individual values, not representing a range, use suspended hyphens: at five- or ten-minute intervals.
· Decades: No apostrophe appears before the s in decade names. Decades may use numerals or be spelled out: the 1950s and 1960s; the 1950s and ’60s; the fifties and sixties
· Often the names of historical figures are followed by birth and death dates: Ulysses S. Grant (1822–1885). If the person is still living, use this format: Bill Clinton (b. 1946).
· The form for dates can be either month-day-year (July 2, 1962) or day-month-year (12 July 1962), but the form should be consistent in both text and documentation.
· For inclusive number and date ranges, including page numbers, the numbers are elided per CMoS 9.61: 52–58; 87–110; 100–104; 1100–1113; 101–8; 808–33; 1103–4; 321–28; 1496–1500; etc.

I. Documentation
· UNC Press prefers to follow the notes-bibliography style outlined in The Chicago Manual of Style. Please see the UNC Press Guide to Manuscript Preparation for details. 
· In general, place note references (superscripts) at the end of a sentence rather than the end of a clause. Use a semicolon to separate multiple citations within a single note.
· For online sources, access dates are required only if (a) the date of publication or revision cannot be determined from the source or (b) the source no longer exists. In the case of (b), add “no longer available” to the citation at the end of the citation.
· If a URL begins with “www,” omit “http://”
· Use a shortened citation instead of “ibid.”
· If a full bibliography is included and contains all sources cited, shortened citations should be used in all notes, even at the first appearance of the source. 
· Only shorten titles of works in shortened citations if they are more than four words. See CMoS 14.33.
· If the bibliography does not provide a complete list of cited works, or there is no bibliography, then the first citation of a work in each chapter should be a full citation. Shortened citations may be used thereafter in that same chapter. See CMoS 14.30–14.33 on the format of shortened citations.

J. Frequently used terms
game master or game manager (GM)
indeterminates
podium rule
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