
 

Footnotes: A Journal of History 
2025 Style Sheet 

 
This style guide is an abridged version of The Chicago Manual of Style, 18th ed. (2024). For 
additional information on citing different types of sources and correct punctuation, please use the 
link above and reference CMS chapters noted in each section. 
 

Formatting 
● Submission files must be in OpenOffice, Microsoft Word, or RTF document format. 

Please no PDFs. 
● Times New Roman 12-point font, double-spaced 
● No cover page. Instead, include your title and author information at the top of your 

article. Also, please omit a separate bibliography, as all referenced sources should be 
inserted as footnotes. 

● Use shortened citations rather than ibid (see citation section for additional guidance). 
● If subsection headers are included, bold each subsection title. 

Grammar 
Spelling  

● Use American spellings 
○ Theater, not theatre 

● Refer to the Merriam-Webster Dictionary 
 
Commas (CMS 6.16-6.59) 

● Use the Oxford Comma (comma before last item of a list) 
○ Poodles, beagles, and collies, not poodles, beagles and collies 

 
Quotations (CMS 6.9-6.10;  12.1-12.83)  

● Quotations of 100+ words or 2+ paragraphs should be set off as a block quotation 
● Periods and commas belong inside end quotation marks 

○ Though Carolyn said it was “hardly cloudy,” Smith argued that a “storm is near.” 
● All other punctuation marks belong inside end quotation marks only if they are part of the 

quote 
○ “Can you come here?” he asked. vs. Who said, “Come here”?  

● Initial letters may be changed to lower or upper case for syntax, though original 
punctuation and spelling throughout the quote should be maintained 

○ If changing spellings or punctuation to modernize and clarify, mention this 
change in a footnote.  

https://arizona-ua.primo.exlibrisgroup.com/permalink/01UA_INST/1mtjguq/alma991050525213803843
https://www.merriam-webster.com/
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● If the first word after an ellipsis meant to shorten a quote belongs to a new sentence, it 
must be capitalized, and there must be a period before the ellipsis (4 total dots) 

○ “Understanding the natural order of things is essential…. Still, we must maintain 
a propensity to persevere… and maintain hope in the face of adversity.”   

 
Possessives (CMS 7.16-7.29) 

● For singular words, use (’s) 
○ Thomas’s book;  an hour’s delay 

● For plural words not ending in s, use (’s) 
○ Women’s rights;  people’s opinion 

● For plural words ending in s, use (s’) 
○ Frogs’ pond;  in three days’ time 

 
Hyphens (CMS 7.96)  

● Hyphenate adjectival forms, not noun form 
○ Fifteenth-century scholars vs. the fifteenth century 
○ Sino-Tibetan languages vs. African Americans 

 
Capitalization (CMS 8.1-8.8.7;  8.2-8.34) 

● Capitalize proper nouns & titles 
○ Mount Etna 
○ Professor Jones 

● Do not capitalize nouns related to proper nouns 
○ President Taft’s speech vs. the president’s speech 

● Capitalize specific regions or regional entities, not general regions 
○ The South’s stronghold in the Civil War vs. southern Arizona  
○ Other examples: the Middle East, the Southwest, the Colorado River Valley 

● Capitalize specific eras, events, groups, not general descriptions or nouns  
○ The Progressive Era vs. a progressive decade 
○ The Civil Rights Movement vs. the fight for civil rights 
○ The Republican Party vs. a democratic republic style of government 

● Capitalize adjectives indicating specific people/cultures 
○ The Indigenous people of Alaska vs. the indigenous vegetation 
○ Other examples: Black, Brown, and White Americans   

 
Numbers (CMS 9.1-9.30) 

● Numbers 1-99 should be spelled out 
○ Ninety-nine million vs. 173 billion 
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Dates (CMS 9.31-9.69) 
● Use Month day, year format 

○ January 1st, 1979  
● Decades should not have apostrophes before the s, but shortened forms should have an 

apostrophe at the beginning of the number 
○ 1970s vs. the ’70s 

 
  Abbreviations (CMS 10.1-10.87)  

● Only add spaces after periods in people’s names 
○ a.k.a. vs. W. E. B. DuBois   

● Do not add periods for abbreviations with 2+ capital letters 
○ PhD, CEO, NASA, US, UK 

 
Images (CMS 3.21-3.22) 

● Any illustrations, figures, tables, and photos must be placed within the text, rather than at 
the end. Please verify that any images used are not restricted by copyright. If they 
are, while they may be cited, they may not be reproduced in the final publication. Instead, 
there will be a note stating that the image is not included due to copyright restrictions. 

● All captions must start with Figure #, and the article text should refer to the image by that 
figure number either in parentheses or in line 

○ As seen by the signs in Figure 1, many of the issues related to… 
○ Many of the signs referenced the issues of… (Figure 1). 

● In the image caption, begin with a brief description and then add the image citation   
○ Figure 1. Rosa indica in Species Plantarum by Carl Linnaeus. Image from Carl 

Linnaeus, Species Plantarum, vol. 1 (Laurentius Salvius, 1753), 492. 
 

Citations 
General 

● Citations and formatting follow the Chicago Manual of Style, 18th edition, Notes-
Bibliography System (footnotes) 

● Shortened footnotes should follow the general format: Last Name, Shortened Title, page 
#. Please no Ibid. Do not omit shortened titles. 

● Where available, please provide URLs and DOIs for reference 
● Footnotes must come at the end of the sentence 
● Footnotes should be Times New Roman 10-point font, single spaced 
● See below for sample citations of common sources.  
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Sample Citations 
Secondary Sources 

● Chapter from a book 

 
● Journal article 
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Primary Sources 
● Newspaper article 

 

● Image  
(Example taken from Sharon Hecker and Marin Sullivan, eds., Postwar Italian Art 
History Today: Untying "the Knot" (New York: Bloomsbury Publishing USA, 2018), 
accessed August 6, 2025, ProQuest Ebook Central.) 
 
For additional reference, see the CMS Citation Quick Guide or CMS 14.1-14.207  

https://www-chicagomanualofstyle-org.ezproxy4.library.arizona.edu/tools_citationguide/citation-guide-1.html

