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Editorial Style Guide (SDHS Press books and articles for South Dakota History) 
The Press and the journal follow the Chicago Manual of Style, 17th edition, for most 
style questions. There are a number of items, however, for which we have developed our 
own style over the years. These are listed below. 
 
Abbreviations 
Always abbreviate “saint” when used for a city, e.g. “St. Louis,” “St. Paul.” Abbreviate 
United States when used as an adjective, e.g. “U.S. Army,” “U.S. dollar,” “U.S. 
imperialism,” but spell out when used as a noun, e.g. “China’s involvement in the United 
States.”  
 
Acronyms 
If an acronym will be used throughout an article or a book, it must be spelled out in the 
first reference followed by the acronym in parentheses, e.g. “He worked for the Bureau of 
Indian Affairs (BIA).” If there is a great spread between uses, this should be repeated at 
the beginning of appropriate chapters. 
 
Bias-free language 
Use of biased, derogatory, or offensive language 
Elide the word (n—, r—, etc.).  
Authors may add an s at the end of the dash to make the sentence grammatically correct.  
If the author wants to retain the full word, they must include an explanation in a note 
when it is first used.  
If an offensive word is included in the title of published work, it should not be elided.  
 
Disability Language Style Guide 
The National Center on Disability and Journalism at Arizona State University has 
developed a disability language style guide. https://ncdj.org/style-guide/  
 
Capitalization 
For regional terms 
Far West, Pacific Northwest, Southwest 
Great Plains 
Northern Great Plains 
the West (as a region in the United States) 
Upper Midwest, Midwest 
 
the plains, high plains, northern plains,  
western, westerner 
west (direction) 
western history  
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Commas 
Use the Oxford comma in any series, e.g., “eggs, butter, and milk.” Do not use a comma 
between independent clauses if there is no subject in the linked clause, e. g., “He was a 
great fan of milk and butter and used them all the time.” 
 
Dates 
Use military style (15 May 1889).   
 
Ethnic, socioeconomic, and other groups 
Follow CMS 8.38, but capitalize Black people or Black (adjective). If black is lowercase 
in quoted material, it should stay lowercase. For more information, please see this article 
from the Columbia Journalism Review.  
 Do not hyphenate terms such as African American or German American.  
 
Footnotes 
All first lines of footnotes are indented 
 In articles, avoid the use of “See” and “See also” unless necessary to condense. 
 The first time a book or article is referenced in a footnote, the title, author, and 
publication details should be provided in full. Subsequent references within the same 
chapter can be shortened to just author and title. If the book or article is referenced again 
in another chapter, treat the first reference as if it is the first time the book has been cited. 
 Use p. and pp. to indicate page numbers in books and in shortened article 
citations. 
 
Indians 
We use “American Indian” rather than “Native American,” except in official titles and 
book titles. 
  Use Lakota/Dakota/Nakota when used as an adjective (“Lakota people”); but 
Lakotas/Dakotas/Nakotas when the term stands alone (“The Lakotas camped here.”) 
 When possible, be as specific as possible as to an American Indian person’s tribe. 
(i.e. refer to Spotted Tail not as Indian, but as Lakota or Brulé Lakota).  
 Words in the Lakota language should be italicized (“tiyospaye”), but proper 
names are not (“Sinte Gleska”). 
 Follow the latest updated scholarship when discussing battles and/or massacres, 
e.g. “Sand Creek Massacre,” “Wounded Knee Massacre,” “Battle of Ash Hollow,”  
 Capitalize “Native” and “Indigenous” as an adjective only when referring to 
people of American Indian descent or an element of American Indian culture, life, land, 
etc. (i.e. Indigenous land has been populated for centuries/ the snake was indigenous to 
Florida).  
 
Internet citations 
Use full URL (http://www.) for Web sites. Do not hyperlink. 
  
Military titles 
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Spell out. Use specific proper titles, e.g., Brigadier General George C. Crook” not 
“General George C. Crook.” Later references can be shortened to “General Crook” or 
“the general.” 
 
Names 
Use full name with middle initial in first reference, last name only in subsequent 
references. 
 
Nicknames 
In first reference, use full proper name and put nickname in quotation marks and 
parentheses, e.g. James Butler (“Wild Bill”) Hickok. 
 
Quotations 
No ellipses at the beginning or end of quotations. All ellipses except for the one 
indicating a period should have one space between (“in the end. . . . In the beginning . . 
.”) 
 Silently change the initial capital as needed; do not use brackets. 
 Be very sparing of [sic] within quotations. 
 
Pronouns 
Use gender-neutral pronouns when necessary. Avoid using “man” or “he” to represent 
humanity or large groups of people. Use “they” instead of “he/she” if gender is unknown. 
They/their can be used as singular pronouns.  
 
State names 
Do not use two-letter postal abbreviations. In the text, use the full state name spelled out. 
In footnotes, use the standard, non-postal abbreviations. The state name after a town is 
treated as an appositive, with commas before and after if within a sentence. 
 
Titles used in apposition 
If a title comes after a descriptive word, the title is lowercased. This happens even if the 
title is attached to a proper name, i.e. former president Barack Obama, British prime 
minister Boris Johnson, Navy chaplain Joseph T. O’Callahan.  
 
 
 


