CHICAGO STYLE PUNCTUATION FOR EDITORS

THE CHICAGO MANUAL oF STYLE (CMOS) IS A COMPREHENSIVE GUIDE THAT GOVERNS WRITING AND EDITING IN MANY FIELDS,
AND ITS PUNCTUATION RULES ARE PARTICULARLY CRUCIAL FOR EDITORS AIMING FOR CLARITY, CONSISTENCY, AND
PROFESSIONALISM. UNDERSTANDING CHICAGO STYLE PUNCTUATION FOR EDITORS IS NOT MERELY ABOUT MEMORIZING A SET OF
RULES; IT'S ABOUT MASTERING THE NUANCES THAT ELEVATE PROSE FROM FUNCTIONAL TO POLISHED. THIS ARTICLE DELVES DEEP
INTO THE ESSENTIAL PUNCTUATION ELEMENTS AS PRESCRIBED BY CMOS, COVERING EVERYTHING FROM THE COMMA'S
MULTIFACETED ROLES TO THE PRECISE APPLICATION OF SEMICOLONS, COLONS, DASHES, AND QUOTATION MARKS. WE WILL
EXPLORE HOW THESE PUNCTUATION MARKS SERVE AS VITAL TOOLS FOR EDITORS TO SHAPE MEANING, GUIDE READER
COMPREHENSION, AND ENSURE ADHERENCE TO ESTABLISHED STYLISTIC CONVENTIONS. EXPECT A THOROUGH EXAMINATION OF
COMMON PITFALLS AND BEST PRACTICES FOR APPLYING CHICAGO STYLE PUNCTUATION WITH CONFIDENCE AND PRECISION.
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UNDERSTANDING THE COMMA’s DoMAIN

THE COMMA IS ARGUABLY THE MOST FREQUENTLY USED AND THE MOST DEBATED PUNCTUATION MARK. FOR EDITORS WORKING
WITH CHICAGO STYLE PUNCTUATION FOR EDITORS, A DEEP UNDERSTANDING OF ITS VARIOUS FUNCTIONS IS PARAMOUNT.
COMMAS ARE USED TO SEPARATE ELEMENTS WITHIN A SENTENCE, PREVENT MISREADING, AND SIGNAL PAUSES THAT AID
COMPREHENSION. MASTERING THE COMMA MEANS KNOWING WHEN TO DEPLOY IT TO CLARIFY RELATIONSHIPS BETWEEN CLAUSES,
LIST ITEMS, AND INTRODUCTORY PHRASES.

SEPARATING INDEPENDENT CLAUSES

W/HEN TWO INDEPENDENT CLAUSES ARE JOINED BY A COORDINATING CONJUNCTION (FOE, AND, NOR, BUT, OR, YET, SO), A
COMMA SHOULD PRECEDE THE CONJUNCTION. THIS IS A FUNDAMENTAL RULE THAT PREVENTS RUN-ON SENTENCES AND CLEARLY
DELINEATES THE TWO COMPLETE THOUGHTS. FOR EXAMPLE, “THE EDITOR REVIEWED THE MANUSCRIPT CAREFULLY, AND SHE
FOUND SEVERAL AREAS NEEDING REVISION.” OMITTING THIS COMMA CAN LEAD TO CONFUSION, ESPECIALLY IN LONGER SENTENCES.

SETTING OFF INTRODUCTORY ELEMENTS

INTRODUCTORY CLAUSES, PHRASES, AND WORDS ARE TYPICALLY FOLLOWED BY A COMMA TO SIGNAL THAT THE MAIN CLAUSE
IS ABOUT TO BEGIN. THIS INCLUDES ADVERBIAL CLAUSES, PARTICIPIAL PHRASES, PREPOSITIONAL PHRASES, AND TRANSITIONAL
WORDS OR PHRASES. CONSIDER: “AFTER A THOROUGH ANALYSIS, THE TEAM PRESENTED THEIR FINDINGS.” OR, “HOWEVER, THE
DEADLINE WAS APPROACHING RAPIDLY.” CORRECTLY PLACING THESE COMMAS GUIDES THE READER SMOOTHLY INTO THE CORE
MESSAGE OF THE SENTENCE.



SEPARATING |TEMS IN A SERIES

CMOS ADVOCATES FOR THE SERIAL COMMA, ALSO KNOWN AS THE OXFORD COMMA, WHICH IS PLACED BEFORE THE FINAL ITEM
IN A LIST OF THREE OR MORE ITEMS. THIS PRACTICE, WHILE DEBATED, IS STRONGLY RECOMMENDED FOR CLARITY. FOR INSTANCE,
“THE EDITOR CHECKED FOR GRAMMAR, SPELLING, AND STYLE.” W/ITHOUT THE SERIAL COMMA (”GRAMMAR, SPELLING AND
STYLE”), THERE IS A SLIGHT AMBIGUITY THAT THE SERIAL COMMA RESOLVES, ENSURING EACH ITEM IS DISTINCT.

ENcLOSING NONESSENTIAL ELEMENTS

COMMAS ARE USED IN PAIRS TO SET OFF NONESSENTIAL (OR NONRESTRICTIVE) CLAUSES AND PHRASES—THOSE THAT ADD
EXTRA INFORMATION BUT ARE NOT CRITICAL TO THE SENTENCE'S CORE MEANING. IF THE INFORMATION CAN BE REMOVED WITHOUT
CHANGING THE FUNDAMENTAL SENSE OF THE SENTENCE, IT IS NONESSENTIAL AND SHOULD BE SET OFF BY COMMAS. FOR EXAMPLE:
“THE MANUSCRIPT, WHICH HAD BEEN SUBMITTED LATE, WAS STILL CONSIDERED FOR PUBLICATION.” THE CLAUSE “WHICH HAD
BEEN SUBMITTED LATE" PROVIDES ADDITIONAL CONTEXT BUT ISN'T VITAL FOR IDENTIFYING WHICH MANUSCRIPT IS BEING
DISCUSSED.

MASTERING THE SEMICOLON AND COLON

SEMICOLONS AND COLONS, WHILE LESS FREQUENT THAN COMMAS, SERVE DISTINCT AND POWERFUL FUNCTIONS THAT EDITORS
MUST WIELD WITH PRECISION. THEIR CORRECT APPLICATION CAN SIGNIFICANTLY ENHANCE SENTENCE STRUCTURE AND CLARITY,
PROVIDING A MORE SOPHISTICATED FLOW THAN SIMPLE CONJUNCTIONS OR PERIODS ALONE. UNDERSTANDING THEIR SPECIFIC
ROLES IS KEY TO APPLYING CHICAGO STYLE PUNCTUATION FOR EDITORS EFFECTIVELY.

THe SeMICOLON’S RoLE IN CONNECTING CLOSELY RELATED INDEPENDENT CLAUSES

A SEMICOLON CAN BE USED TO CONNECT TWO INDEPENDENT CLAUSES THAT ARE CLOSELY RELATED IN MEANING. UNLIKE A PERIOD,
WHICH CREATES A FULL STOP, OR A COMMA AND CONJUNCTION, WHICH EXPLICITLY STATE THE RELATIONSHIP, A SEMICOLON
SUGGESTS A TIGHTER CONNECTION, IMPLYING THAT THE SECOND CLAUSE ELABORATES ON, CONTRASTS WITH, OR FOLLOWS
LOGICALLY FROM THE FIRST. FOR EXAMPLE: “ THE AUTHOR WORKED TIRELESSLY ON HER NOVEL; SHE WAS DETERMINED TO MEET
THE PUBLISHER'S EXPECTATIONS.” THIS USAGE AVOIDS THE CHOPPINESS OF TWO SHORT SENTENCES WHILE MAINTAINING
GRAMMATICAL INDEPENDENCE.

SEMICOLONS IN COMPLEX SERIES

\W/HEN ITEMS IN A SERIES ALREADY CONTAIN COMMAS, SEMICOLONS ARE USED TO SEPARATE THE MAIN ITEMS. THIS PREVENTS
CONFUSION AND CLEARLY DELINEATES EACH COMPONENT. FOR INSTANCE: “ THE CONFERENCE ATTENDEES HAILED FROM CHICAGO,
ILLINOIS; LONDON, ENGLAND; AND TokYO, JAPAN.” W/ITHOUT SEMICOLONS, THIS LIST WOULD BE A JUMBLE OF CITY AND
STATE/COUNTRY NAMES.

THe CoLoN’s FUNCTION: INTRODUCTION AND EXPLANATION

COLONS PRIMARILY SERVE TO INTRODUCE LISTS, EXPLANATIONS, QUOTATIONS, OR EXAMPLES. THEY ACT AS A SIGNPOST,
SIGNALING THAT WHAT FOLLOWS IS DIRECTLY RELATED TO WHAT PRECEDES IT. A COMMON USE IS TO INTRODUCE A LIST AFTER
AN INDEPENDENT CLAUSE: “ THE EDITOR PROVIDED A CHECKLIST OF NECESSARY REVISIONS: CLEAR PLOT DEVELOPMENT,
CONSISTENT CHARACTERIZATION, AND CONCISE DIALOGUE.”



CoLoNs FOR EMPHASIS AND QUOTATION

COLONS CAN ALSO BE USED TO INTRODUCE A SIGNIFICANT QUOTATION OR AN EXPLANATION THAT ELABORATES ON THE
PRECEDING STATEMENT. FOR EXAMPLE: “THE EDITOR’'S FEEDBACK WAS BLUNT BUT ACCURATE: ' THE PACING NEEDS SIGNIFICANT
WORK.”” THE COLON HERE EMPHASIZES THE DIRECTNESS OF THE FEEDBACK. SIMILARLY, A COLON CAN BE USED TO INTRODUCE AN
EXPLANATORY PHRASE: “THE PROJECT FACED A MAJOR HURDLE: A LACK OF FUNDING."”

THE VERSATILE DASH:; EN DASHES AND EM DASHES

DASHES, PARTICULARLY THE EN DASH AND EM DASH, ARE INDISPENSABLE TOOLS FOR EDITORS SEEKING TO ADD EMPHASIS,
CONNECT IDEAS, OR SET OFF PARENTHETICAL INFORMATION WITH A DISTINCT FLAIR. W/HILE OFTEN CONFUSED, THEIR SPECIFIC
USES IN CHICAGO STYLE PUNCTUATION FOR EDITORS ARE QUITE DEFINED AND CONTRIBUTE SIGNIFICANTLY TO THE VISUAL AND
STRUCTURAL INTEGRITY OF A TEXT.

THe EN DASH: CONNECTING AND INDICATING RANGE

THE EN DASH IS SHORTER THAN THE EM DASH AND IS PRIMARILY USED TO INDICATE A CONNECTION OR RANGE. THIS INCLUDES
CONNECTING PLACE NAMES IN ROUTES (“THE CHICAGO-NEW Y ORK FLIGHT”), INDICATING SPANS OF TIME OR NUMBERS (“PAGES
10-20,” “THe 2023-2024 ACADEMIC YEAR"), OR LINKING COMPOUND MODIFIERS WHERE THE FIRST ELEMENT IS AN OPEN
coMPoUND (“A POST-WORLD W AR Il POLICY”). IT SIGNIFIES A RELATIONSHIP RATHER THAN A PAUSE OR AN INTERRUPTION,

THe EM DASH: SETTING OFF PARENTHETICAL ELEMENTS AND CREATING EMPHASIS

THE EM DASH IS LONGER AND MORE VERSATILE, OFTEN USED TO SET OFF PARENTHETICAL INFORMATION THAT IS MORE EMPHATIC
THAN INFORMATION ENCLOSED IN COMMAS OR PARENTHESES. |T CAN ALSO BE USED TO INDICATE AN ABRUPT BREAK IN THOUGHT
OR TO INTRODUCE AN EXPLANATION OR SUMMARY. FOR EXAMPLE: “ THE EDITOR MADE A CRUCIAL DECISION—ONE THAT WOULD
IMPACT THE ENTIRE PUBLICATION SCHEDULE—TO DELAY THE LAUNCH.” THE EM DASHES HERE CREATE A MORE DRAMATIC
INTERRUPTION THAN COMMAS \WOULD.

DISTINGUISHING BETWEEN EN AND EM DASHES

A KEY DISTINCTION FOR EDITORS IS RECOGNIZING WHEN TO USE WHICH DASH. THE EN DASH SIGNALS A RANGE OR CONNECTION,
WHILE THE EM DASH SIGNALS A BREAK, EMPHASIS, OR PARENTHETICAL ASIDE. CMOS GENERALLY PREFERS NO SPACES AROUND EM
DASHES WHEN THEY FUNCTION AS PUNCTUATION WITHIN A SENTENCE, THOUGH USAGE CAN VARY SLIGHTLY FOR STYLISTIC
EFFECT. INCORRECTLY USING AN EM DASH IN PLACE OF AN EN DASH, OR VICE VERSA, CAN LEAD TO SUBTLE BUT NOTICEABLE
ERRORS IN CLARITY AND STYLE.

NAVIGATING QUOTATION MARKS AND |TALICS

THE PROPER USE OF QUOTATION MARKS AND ITALICS IS FUNDAMENTAL TO ACCURATELY REPRESENTING QUOTED MATERIAL,
TITLES, AND EMPHASIS. For EDITORS, THESE PUNCTUATION MARKS ARE CRITICAL FOR MAINTAINING THE INTEGRITY OF THE
SOURCE MATERIAL AND ADHERING TO STYLISTIC CONVENTIONS OUTLINED IN CHICAGO STYLE PUNCTUATION FOR EDITORS.



QUOTATION MARKS FOR DIRECT SPEECH AND TITLES

QUOTATION MARKS ARE USED TO ENCLOSE DIRECT SPEECH, VERBATIM EXCERPTS FROM A TEXT, AND THE TITLES OF SHORT
WORKS SUCH AS ARTICLES, ESSAYS, POEMS, AND SONGS. FOR EXAMPLE: “THE AUTHOR STATED, ‘| AM PLEASED WITH THE

1 n

REVISIONS.”” AND: “HER FAVORITE POEM WAS ' THE RAVEN'.

PLACEMENT OF OTHER PUNCTUATION WITH QUOTATION MARKS

CMOS GENERALLY FOLLOWS AMERICAN STYLE RULES FOR THE PLACEMENT OF OTHER PUNCTUATION MARKS WITH QUOTATION
MARKS. PERIODS AND COMMAS ALMOST ALWAYS GO INSIDE THE CLOSING QUOTATION MARK. COLONS AND SEMICOLONS
TYPICALLY GO OUTSIDE, UNLESS THEY ARE PART OF THE QUOTED MATERIAL ITSELF. QUESTION MARKS AND EXCLAMATION
POINTS GO INSIDE IF THEY ARE PART OF THE QUOTED MATERIAL, AND OUTSIDE IF THEY APPLY TO THE ENTIRE SENTENCE.

ITALICS FOR TITLES AND EMPHASIS

ITALICS ARE USED FOR THE TITLES OF LONGER WORKS SUCH AS BOOKS, JOURNALS, NEWSPAPERS, MAGAZINES, AND FILMS. THEY
ARE ALSO USED FOR FOREIGN WORDS AND PHRASES, FOR EMPHASIS ON A PARTICULAR WORD, AND FOR CERTAIN SCIENTIFIC
NAMES. FOR EXAMPLE: “SHE IS CURRENTLY READING W AR AND PEACE.” AND: “THE JOURNALIST REPORTED ON THE BREAKING
NEWS IN THE New York TiMes.”

DISTINGUISHING BETWEEN SINGLE AND DouBLE QUOTATION MARKS

DOUBLE QUOTATION MARKS ARE THE STANDARD FOR MOST QUOTED MATERIAL. SINGLE QUOTATION MARKS ARE USED FOR
QUOTATIONS WITHIN QUOTATIONS. FOR INSTANCE: “THE PROFESSOR EXPLAINED, ‘AS THE STUDENT NOTED, “THE DEADLINE
WAS EXTENDED,” WHICH PROVIDED SOME RELIEF.”

PUNCTUATION IN DIALOGUE AND DIRECT ADDRESS

DIALOGUE AND DIRECT ADDRESS PRESENT UNIQUE PUNCTUATION CHALLENGES THAT REQUIRE CAREFUL ATTENTION FROM EDITORS.
CORRECTLY APPLYING CHICAGO STYLE PUNCTUATION FOR EDITORS ENSURES THAT SPOKEN WORDS ARE PRESENTED CLEARLY
AND THAT INDIVIDUALS BEING ADDRESSED ARE IDENTIFIED UNAMBIGUOUSLY.

PUNCTUATION FOR DIALOGUE

EACH NEW SPEAKER IN A DIALOGUE SHOULD BEGIN ON A NEW PARAGRAPH. COMMAS ARE USED TO SEPARATE DIALOGUE FROM
ATTRIBUTION (E.G., “HE SAID,” “SHE ASKED”). THE COMMA TYPICALLY COMES BEFORE THE CLOSING QUOTATION MARK IF THE
ATTRIBUTION FOLLOWS THE QUOTED SPEECH, OR AFTER THE ATTRIBUTION IF IT PRECEDES THE SPEECH. FOR EXAMPLE: “I'M NOT
SURE ABOUT THIS,” SARAH CONFESSED. “PERHAPS WE SHOULD RETHINK IT,” JOHN SUGGESTED.

PUNCTUATION FOR DIRECT ADDRESS

W/HEN A PERSON OR GROUP IS DIRECTLY ADDRESSED, THE NAME OR NOUN OF ADDRESS IS SET OFF BY COMMAS. THIS APPLIES
WHETHER THE ADDRESS COMES AT THE BEGINNING, MIDDLE, OR END OF THE SENTENCE. FOR EXAMPLE: ”JOHN, PLEASE BRING ME



THAT FILE.” “COULD YOU, MY DEAR FRIEND, LEND ME YOUR ASSISTANCE?” “\X/E APPRECIATE YOUR PATIENCE, READERS.”
COMMAS IN DIRECT ADDRESS HELP THE READER UNDERSTAND WHO IS BEING SPOKEN TO.

HANDLING INTERRUPTIONS AND EXCLAMATIONS IN DIALOGUE

"t

EM DASHES CAN BE EFFECTIVE FOR INDICATING AN INTERRUPTION WITHIN DIALOGUE: /| WAS GOING TO SAY—"" HE BEGAN BEFORE
BEING CUT OFF. EXCLAMATION POINTS AND QUESTION MARKS ARE USED WITHIN QUOTATION MARKS TO CONVEY EMOTION OR
INQUIRY AS THEY ARE SPOKEN. FOR INSTANCE: "W/ ATCH ouT!"” SHE SCREAMED.

SPeCIFIC PUNCTUATION CHALLENGES FOR EDITORS

BEYOND THE FUNDAMENTAL RULES, EDITORS FREQUENTLY ENCOUNTER NUANCED SITUATIONS REQUIRING DETAILED KNOWLEDGE OF
CHICAGO STYLE PUNCTUATION FOR EDITORS. THESE CHALLENGES OFTEN INVOLVE DISTINGUISHING BETWEEN SIMILAR
PUNCTUATION MARKS OR APPLYING RULES IN COMPLEX SENTENCE STRUCTURES.

THe USe oF THE ELLIPSIS

AN ELLIPSIS (THREE PERIODS, OFTEN WITH SPACES BETWEEN THEM) IS USED TO INDICATE AN OMISSION OF \WORDS FROM A
QUOTATION. IF THE OMISSION OCCURS WITHIN A SENTENCE, SPACES ARE TYPICALLY PLACED AROUND THE ELLIPSIS. IF THE
OMISSION ENDS A SENTENCE, A PERIOD FOLLOWED BY THE ELLIPSIS (AND SPACES) IS USED. FOR EXAMPLE: “THE ORIGINAL TEXT
STATED, “THE COMMITTEE MET... AND DECIDED ON A NEW COURSE OF ACTION.”” CMOS ALSO USES A FOUR-DOT ELLIPSIS WHEN
A FULL SENTENCE OR MORE IS OMITTED BETWEEN TWO QUOTED SENTENCES.

P ARENTHESES VS. BRACKETS

P ARENTHESES ARE USED FOR TANGENTIAL INFORMATION OR EDITORIAL INTERPOLATIONS THAT ARE NOT ESSENTIAL TO THE MAIN
FLOW OF THE TEXT. BRACKETS/ ON THE OTHER HAND, ARE PRIMARILY USED FOR EDITORIAL NOTES OR EXPLANATIONS INSERTED
INTO A QUOTATION. FOR EXAMPLE, WITHIN A QUOTE: “THE REPORT STATED, "THe PROJECT WAS COMPLETED [UNDER BUDGET]
ON TIME."” THE BRACKETS INDICATE AN EDITORIAL CLARIFICATION.

HyPHeNs, EN DASHES, AND EM DASHES: A RECAP FOR PRECISION

EDITORS MUST BE ADEPT AT DISTINGUISHING BETWEEN HYPHENS (USED TO JOIN WORDS OR CREATE COMPOUND WORDS), EN
DASHES (INDICATING RANGE OR CONNECTION), AND EM DASHES (INDICATING BREAKS OR EMPHASIS). MISUSING THESE CAN ALTER
THE INTENDED MEANING AND CREATE AN UNPROFESSIONAL APPEARANCE. FOR INSTANCE, “A SIX-YEAR-OLD BOY"” USES A HYPHEN,
WHILE “THE YEARS 2020-2024" USES AN EN DASH, AND “THIS IS—IN MY OPINION—A CRUCIAL POINT"” USES EM DASHES.

APOSTROPHES FOR POSSESSION AND CONTRACTIONS

APOSTROPHES ARE USED TO INDICATE POSSESSION AND TO SHOW THE OMISSION OF LETTERS IN CONTRACTIONS. FOR PLURAL
POSSESSIVES, AN APOSTROPHE IS ADDED AFTER THE “S” (E.G., “THE STUDENTS' ASSIGNMENTS"). FOR SINGULAR POSSESSIVES,
AN APOSTROPHE AND “S” ARE USED (E.G., “THE STUDENT’S DESK”). IN CONTRACTIONS, THE APOSTROPHE REPLACES THE MISSING
LETTER (E.G., “IT'S” FOR “IT1S,” “DON'T” FOR DO NOT”). CARE MUST BE TAKEN TO DISTINGUISH BETWEEN POSSESSIVES LIKE
“ITs” AND CONTRACTIONS LIKE “IT’s.”



SerlAL CoMMAS AND OxForD CoMMAS: A CMOS STANCE

THE DEBATE OVER THE SERIAL COMMA, ALSO KNOWN AS THE OXxFORD COMMA, IS ONE OF THE MOST ENDURING IN PUNCTUATION.
CHICAGO STYLE MANUAL STRONGLY RECOMMENDS ITS USE, AND EDITORS ARE EXPECTED TO APPLY THIS RULE CONSISTENTLY
TO ENHANCE CLARITY AND AVOID AMBIGUITY IN LISTS.

THe CASE FOR CLARITY

THE PRIMARY ARGUMENT FOR THE SERIAL COMMA IS ITS ABILITY TO PREVENT MISINTERPRETATION. IN A SERIES OF THREE OR MORE
ITEMS, THE COMMA BEFORE THE FINAL “AND” OR “OR” CLEARLY SEPARATES EACH ITEM, ENSURING THAT NO TWO ITEMS ARE
INADVERTENTLY JOINED OR THAT AN ITEM IS NOT MISREAD AS MODIFYING THE SUBSEQUENT ITEM. FOR EXAMPLE, CONSIDER THE
SENTENCE: “\WE INVITED THE DANCERS, JOHN, AND MARY.” \WITHOUT THE SERIAL COMMA, IT MIGHT BE UNCLEAR WHETHER
“DANCERS” REFERS TO SPECIFIC PEOPLE OR A CATEGORY OF PERFORMERS THAT INCLUDES JOHN AND MARY.

CMOS RECOMMENDATION

THe CHICAGO MANUAL OF STYLE, IN ITS EDITIONS, CONSISTENTLY ADVISES WRITERS AND EDITORS TO USE THE SERIAL COMMA.
THIS RECOMMENDATION STEMS FROM A COMMITMENT TO MAXIMUM CLARITY AND CONSISTENCY. THEREFORE, WHEN APPLYING
CHICAGO STYLE PUNCTUATION FOR EDITORS, USING THE SERIAL COMMA IS THE STANDARD AND EXPECTED PRACTICE. THiS
INCLUDES LISTS IN THE BODY OF TEXT, AS WELL AS IN FOOTNOTES AND BIBLIOGRAPHIES.

WHEN NoT To Use THE SEriaAL CoMMA

W/HILE THE RULE IS GENERALLY APPLIED, THERE ARE RARE INSTANCES WHERE ITS OMISSION MIGHT BE CONSIDERED, USUALLY FOR
STYLISTIC REASONS OR WHEN THE ITEMS IN THE SERIES ARE SO CLOSELY LINKED THAT THE COMMA WOULD DISRUPT THE FLOW
UNNECESSARILY. HO\X/EVER, AS A GENERAL GUIDELINE FOR PROFESSIONAL EDITING, STICKING TO THE SERIAL COMMA IS THE
SAFEST AND MOST AUTHORITATIVE APPROACH.

HyPHENATION RULES FOR CLARITY

HYPHENATION IS A CRITICAL ASPECT OF PUNCTUATION THAT EDITORS MUST MASTER TO ENSURE THAT COMPOUND WORDS AND
PHRASES ARE PRESENTED CLEARLY AND CORRECTLY. INCONSISTENT OR INCORRECT HYPHENATION CAN LEAD TO READER
CONFUSION AND A DECREASE IN THE PERCEIVED PROFESSIONALISM OF THE TEXT.

CoMPoUND MODIFIERS

\WHEN TWO OR MORE WORDS FUNCTION AS A SINGLE ADJECTIVE BEFORE A NOUN, THEY ARE TYPICALLY HYPHENATED. FOR
EXAMPLE, “A WELL-KNOWN AUTHOR,” “A THOUGHT-PROVOKING IDEA,” “A STATE-OF-THE-ART FACILITY.” THIS CLARIFIES
THAT THE WORDS ARE ACTING AS A UNIT. HOWEVER, IF THE MODIFIER FOLLOWS THE NOUN, HYPHENATION IS USUALLY NOT
NECESSARY: “THE AUTHOR IS WELL KNOWN.” THE EXCEPTION IS WHEN THE MODIFIER ITSELF CONTAINS A WORD THAT WOULD
NORMALLY BE HYPHENATED.



ComMPouNnD NoOUNS

MANY COMPOUND NOUNS ARE WRITTEN AS ONE WORD (E.G., “KEYBOARD,” “SUNLIGHT”), WHILE OTHERS ARE OPEN (E.G., “ICE
CREAM,” “HIGH SCHOOL"). SOME ARE HYPHENATED (E.G., “SISTER-IN-LAW,” “EDITOR-IN-CHIEF”). CMOS PROVIDES GUIDANCE,
BUT OFTEN DICTIONARY CONSULTATION IS THE MOST RELIABLE METHOD FOR CORRECT HYPHENATION OF COMPOUND NOUNS.

EDITORS SHOULD STRIVE FOR CONSISTENCY ONCE A DECISION IS MADE FOR A PARTICULAR COMPOUND.

PREFIXES AND SUFFIXES

GENERALLY, PREFIXES AND SUFFIXES ARE ATTACHED DIRECTLY TO THE ROOT WORD WITHOUT A HYPHEN (E.G., “UNHAPPINESS,”
"ReADABLE,” “CAREFUL"). HOWEVER, THERE ARE EXCEPTIONS. A HYPHEN IS OFTEN USED WITH PREFIXES WHEN THE ROOT WORD
IS CAPITALIZED (E.G., “PRE-RENAISSANCE”), WHEN THE PREFIX IS FOLLOWED BY THE SAME VOWEL (E.G., "RE-ELECT”), OR TO
AVOID AMBIGUITY. FOR EXAMPLE, DISTINGUISHING BETWEEN “RECREATION” (ACTIVITY) AND “RE-CREATION” (THE ACT OF
CREATING AGAIN).

APOSTROPHES: POSSESSION AND OMISSION

APOSTROPHES PLAY A VITAL ROLE IN INDICATING POSSESSION AND SIGNALING THE OMISSION OF LETTERS IN CONTRACTIONS.
EDITORS MUST BE PRECISE IN THEIR APPLICATION OF APOSTROPHES TO ENSURE GRAMMATICAL CORRECTNESS AND CLARITY.

INDICATING POSSESSION

" _n

FOR MOST SINGULAR NOUNS, POSSESSION IS INDICATED BY ADDING AN APOSTROPHE AND AN “s” (E.G., “THE DOG'S BONE,”
"JAMES’s CAR"). FOR PLURAL NOUNS ENDING IN ’S,” POSSESSION IS SHOWN BY ADDING ONLY AN APOSTROPHE (E.G., “THE DOGS'
" n

Tovs,” "THE JONESES’ HOUSE”). FOR PLURAL NOUNS NOT ENDING IN ”S,” AN APOSTROPHE AND “S” ARE ADDED (E.G., “THE
CHILDREN'S BOOKS,” "THE WOMEN'S CONFERENCE").

CONTRACTIONS

APOSTROPHES ARE USED TO REPLACE MISSING LETTERS IN CONTRACTIONS. THIS IS COMMON IN INFORMAL WRITING, BUT ALSO
APPEARS IN MORE FORMAL CONTEXTS WHEN USED DELIBERATELY. EXAMPLES INCLUDE “IT's” (1T 1s), “THEY'RE” (THEY ARE),
“vou're” (You ARE), AND “DON'T” (DO NOT). EDITORS MUST BE CAREFUL TO DISTINGUISH BETWEEN POSSESSIVE PRONOUNS
LIKE “1TS” (NO APOSTROPHE) AND THE CONTRACTION “IT’5.”

CoMMoN APosTROPHE ERRORS

ONE OF THE MOST COMMON ERRORS IS THE MISUSE OF APOSTROPHES WITH PLURAL NOUNS (E.G., " APPLE’'S FOR SALE” INSTEAD
OF “APPLES FOR SALE”). ANOTHER FREQUENT MISTAKE IS CONFUSING POSSESSIVE PRONOUNS WITH CONTRACTIONS. CAREFUL
PROOFREADING IS ESSENTIAL TO CATCH THESE ERRORS.

PARENTHESES AND BRACKETS: THEIR DISTINCT ROLES



PARENTHESES AND BRACKETS SERVE TO ENCLOSE SUPPLEMENTARY INFORMATION, BUT THEY HAVE DISTINCT PURPOSES AND ARE
NOT INTERCHANGEABLE. EDITORS MUST UNDERSTAND THESE DIFFERENCES TO USE THEM EFFECTIVELY IN CHICAGO STYLE
PUNCTUATION FOR EDITORS.

P ARENTHESES FOR SUPPLEMENTARY INFORMATION

P ARENTHESES ARE USED TO ENCLOSE MATERIAL THAT IS INCIDENTAL OR EXPLANATORY BUT NOT ESSENTIAL TO THE MAIN
SENTENCE. THIS CAN INCLUDE ASIDES, CLARIFICATIONS, OR TANGENTIAL THOUGHTS. FOR EXAMPLE: “THE EDITOR REVIEWED THE
MANUSCRIPT (A DAUNTING TASK) WITH METICULOUS CARE.” THE INFORMATION IN PARENTHESES ADDS CONTEXT WITHOUT
DISRUPTING THE CORE MESSAGE.

BRACKETS FOR EDITORIAL INTERJECTIONS AND EXPLANATIONS

BRACKETS ARE TYPICALLY USED BY EDITORS TO INSERT THEIR OWN COMMENTS OR EXPLANATIONS INTO QUOTED MATERIAL, OR
TO CLARIFY AMBIGUOUS REFERENCES. FOR INSTANCE, IN QUOTING A SENTENCE THAT MENTIONS A PRONOUN WITHOUT A CLEAR
ANTECEDENT, AN EDITOR MIGHT ADD A BRACKETED EXPLANATION: “HE STATED THAT THE DECISION WAS FINAL [REFERRING TO THE
CEO).” BRACKETS ARE ALSO USED FOR SPECIFIC GRAMMATICAL NOTATIONS WITHIN QUOTATIONS, SUCH As “[sic]” To
INDICATE AN ERROR IN THE ORIGINAL TEXT THAT IS BEING REPRODUCED VERBATIM.

Y/HEN To Use WHICH

THE GENERAL RULE IS THAT PARENTHESES ARE FOR INFORMATION ADDED BY THE AUTHOR (OR A NARRATOR)/ WHILE BRACKETS
ARE FOR INFORMATION ADDED BY SOMEONE ELSE, MOST COMMONLY AN EDITOR. THIS DISTINCTION IS CRUCIAL FOR MAINTAINING
THE INTEGRITY OF THE ORIGINAL TEXT WHEN QUOTING OR PROVIDING COMMENTARY.

FAQ

Q: WHAT IS THE MOST COMMON PUNCTUATION ERROR EDITORS SEE WHEN USING
CHICAGO STYLE?

A: THE MOST COMMON PUNCTUATION ERROR EDITORS ENCOUNTER WHEN USING CHICAGO STYLE IS OFTEN RELATED TO COMMA
USAGE, SPECIFICALLY IN COMMA SPLICES (JOINING TWO INDEPENDENT CLAUSES WITH ONLY A COMMA) AND THE INCONSISTENT
APPLICATION OF THE SERIAL COMMA (OXFORD COMMA).

Q: Does CHICAGO STYLE ALWAYS REQUIRE A COMMA BEFORE “AND” IN A LIST?

A: YES/ CHICAGO STYLE STRONGLY RECOMMENDS THE USE OF THE SERIAL COMMA (OR OXFORD COMMA) BEFORE THE FINAL
CONJUNCTION IN A LIST OF THREE OR MORE ITEMS TO ENSURE CLARITY AND AVOID AMBIGUITY.

Q: How SHOULD EDITORS USE EM DASHES IN CHICAGO STYLE?

A: EDITORS SHOULD USE EM DASHES IN CHICAGO STYLE TO SET OFF PARENTHETICAL ELEMENTS THAT ARE MORE EMPHATIC THAN
COMMAS WOULD ALLOW, TO INDICATE AN ABRUPT BREAK IN THOUGHT, OR TO INTRODUCE A SUMMARY OR EXPLANATION. THEY
ARE TYPICALLY USED WITHOUT SPACES AROUND THEM WHEN THEY FUNCTION AS PUNCTUATION WITHIN A SENTENCE.



Q: W/HEN SHOULD AN EDITOR USE BRACKETS INSTEAD OF PARENTHESES IN CHICAGO
STYLE?

A: EDITORS SHOULD USE BRACKETS TO INSERT THEIR OWN COMMENTS, CLARIFICATIONS, OR EXPLANATIONS INTO QUOTED
MATERIAL, OR TO CORRECT ERRORS IN THE ORIGINAL TEXT (E.G./ USING [SIC]). P ARENTHESES ARE GENERALLY USED FOR
SUPPLEMENTARY INFORMATION INTENDED BY THE ORIGINAL AUTHOR.

Q: WHAT IS THE DIFFERENCE BETWEEN AN EN DASH AND AN EM DASH IN CHICAGO
STYLE?

A: THE EN DASH IS USED TO INDICATE A RANGE (E.G., PAGES 10-20, 2023-2024) OrR A CONNECTION BETWEEN WORDS (E.G.,
CHICAGO-NEW Y ORK FLIGHT). THE EM DASH IS LONGER AND IS USED FOR EMPHASIS, INTERRUPTIONS, OR PARENTHETICAL
PHRASES.

Q: How poes CHICAGO STYLE HANDLE THE PUNCTUATION OF QUOTATIONS?

A: CHICAGO STYLE GENERALLY FOLLOWS AMERICAN ENGLISH CONVENTIONS FOR PUNCTUATION WITH QUOTATIONS, MEANING
PERIODS AND COMMAS TYPICALLY GO INSIDE THE CLOSING QUOTATION MARK, WHILE COLONS AND SEMICOLONS GO OUTSIDE
UNLESS THEY ARE PART OF THE QUOTED MATERIAL.

Q: Is THERE A SPECIFIC RULE FOR HYPHENATING COMPOUND ADJECTIVES IN CHICAGO
STYLE?

A: YES/ CHICAGO STYLE REQUIRES COMPOUND ADJECTIVES TO BE HYPHENATED WHEN THEY APPEAR BEFORE A NOUN AND
FUNCTION AS A SINGLE MODIFYING UNIT (E.G., " A WELL-INTENTIONED PLAN”). HO\X/EVER, THEY ARE TYPICALLY NOT HYPHENATED
WHEN THEY APPEAR AFTER THE NOUN.

Q: How DO EDITORS USE APOSTROPHES FOR POSSESSIVES IN CHICAGO STYLE?

A: FOR SINGULAR NOUNS, EDITORS ADD AN APOSTROPHE AND AN 'S’ (E.G., “THE STUDENT’S BOOK” ). FOR PLURAL NOUNS ENDING
IN'S’, THEY ADD ONLY AN APOSTROPHE (E.G., “THE STUDENTS' BOOKS”). FOR PLURAL NOUNS NOT ENDING IN 'S’, THEY ADD AN
APOSTROPHE AND AN ‘s’ (E.G., “THE CHILDREN'S TOYS").

Q: WHAT IS THE ROLE OF THE ELLIPSIS IN CHICAGO STYLE?

A: AN ELLIPSIS IS USED IN CHICAGO STYLE TO INDICATE THE OMISSION OF WORDS FROM A QUOTATION. [T IS TYPICALLY
REPRESENTED BY THREE PERIODS WITH SPACES BETWEEN THEM, OR FOUR PERIODS IF IT MARKS THE OMISSION AT THE END OF A
SENTENCE.

Q: How poes CHICAGO STYLE DICTATE THE USE OF SEMICOLONS?

A: IN CHicAGO STYLE, SEMICOLONS ARE PRIMARILY USED TO CONNECT TWO INDEPENDENT CLAUSES THAT ARE CLOSELY
RELATED IN MEANING, OR TO SEPARATE ITEMS IN A COMPLEX LIST WHERE THE ITEMS THEMSELVES CONTAIN COMMAS.
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