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INTRODUCTION
The Board of Editors welcomes you to your Associate year as a member of the Indiana Journal of
Law and Social Equality. IJLSE members all work together—each performing a necessary and
important function—to create a single work product. IJLSE’s mission is to publish a topical and
rigorous interdisciplinary analysis of the law and social equality. Without Associates, our journal
could not be published.
This year your primary responsibilities as a member of IJLSE will be sourcing, citechecking, and
proofreading submitted papers as well as writing a note on a novel legal topic. Your role is not
limited to these functions however. Your duties will also include working with the Board of
Editors to ready articles and notes for publication; assisting the Board with the preparation for and
execution of our yearly symposium; and choosing a leadership team that will manage the task of
publishing the next volume of the IJLSE.
This handbook contains information to guide you through the tasks that you will perform as an
Associate:
•
•
•
•
•

General policies, responsibilities, and requirements.
Instructions for completing citechecking assignments.
Information on proofreading.
IJLSE Policies and Procedures (Bylaws).
Appendix containing IJLSE conventions and other useful information.

Ø A quick note about some terminology:
• Executive Team (i.e., Executive Board, E-Board): The Executive Team is made up
of 3L members that are ultimately responsible for the Journal’s external efforts
including communicating with authors, dealing with the law school administration,
organizing IJLSE events, and preparing the journal itself for publication (among
many other tasks). The Executive Team consists of the Editor-in-Chief (EIC), Senior
Managing Editors (SME), Executive Editor (EE), Executive Articles Editor (EAE),
Executive Notes & Comments Editor (ENE), Symposium Editor (SE), and Business
Editor (BE).
• Editorial Board: The Editorial Board is made up of all 3L members not a part of the
Executive Team. The Editorial Board deals more with the internal aspects of
publishing the journal and report to their counterpart on the Executive Team. Further,
the Editorial Board will be your direct supervisors throughout your first year on
IJLSE. The Editorial Board consists of Managing Editors (ME), Articles Editors
(AE), and Notes & Comments Editors (NE).
• Associates: This is your title as a new member of IJLSE. All 2L members are
Associates and remain in that role until the current 3L class graduates.
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GENERAL POLICIES, RESPONSIBILITIES, R EQUIREMENTS AND
TIPS
The Executive Board has established rules and standards of conduct to ensure that each
IJLSE member has a successful and positive experience on the Journal. This is however
just an overview; many of the finer details will be explained in greater detail in later
sections of this manual.

RESPONSIBILITIES AND REQUIREMENTS
Good Faith Requirement. IJLSE cannot function unless each member performs his or
her respective duty in an efficient, timely, and comprehensive manner. As such, all
assignments, requirements, meetings, and other responsibilities in connection with
your membership must be performed in good faith. This is not technical
compliance with the applicable procedures but a substantive, contextual
determination of whether a member made an honest effort to fulfill his or her
obligations in a satisfactory fashion. Failure to engage in a good faith effort will
result in disciplinary action.
Meet Your Deadlines. In order for the IJLSE to be successful, every IJLSE member
must turn in his or her assignments on time. For example, one late Citechecking
Report will hold up the production schedule for an entire issue. The Executive
Board will try its best to provide you with advance notice about assignments so that
you can coordinate your IJLSE commitment with other obligations.
Time Extensions. If you anticipate a problem meeting a deadline, let your Managing
Editor know right away. He or she has the authority to grant you an extension if
there is an emergency (i.e., not coursework or moot court deadlines). In general,
extensions will rarely be granted.
	
  

Note Requirement. Each IJLSE Associate will be required to write a Note focused on
an issue of social equality. The Notes and Comments staff will work with you
throughout the fall semester to develop note topics and guide you through the
process. Remember that this requirement can result in a sterling resume credential.
Publication of a student note is a fiercely sought after achievement in law school
and one that is highly regarded by employers. You should approach this task
accordingly.
Fee Requirement. All IJLSE Associates must pay their dues in full. Member dues
allow IJLSE to provide food for training and other sponsored events, purchase
office supplies, and pay other miscellaneous costs not covered by our University
account. The current policy of the Board is to collect dues only during each
member’s first year on the journal.
Check your Indiana University E-mail. The IJLSE uses e-mail to send
announcements. All IJLSE members are responsible for the information contained
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in IJLSE e-mails. Your e-mail should be checked daily and, if necessary,
responded to promptly.
Be Courteous to Others. The IJLSE office belongs to all members. Come in to meet,
chat, ask questions, eat, drink, or study. Be courteous to everyone, especially those
who are doing work for the IJLSE. This also applies outside the IJLSE office as
well. Until you become proficient with citechecking, it will be a frustrating process
at times. However, please refrain from disparaging the authors or other
members of your journal. We have a zero tolerance policy for unprofessional
behavior. Remember, your fellow IJLSE members wrote several of the works that
you will be editing and may hear or otherwise learn of any such comments.
Keep Track of Library Books. Associates are responsible for all library materials
checked out in the Associate’s individual name. While the Exec Team will return
library materials when finished with the Article or Note, you are responsible for
renewals. IUCAT sends out an automated renewal email before the books are due.
This email will contain a link that will allow you to renew the material. It is
recommended you take care of this as soon as you get these e-mails. Speak with
your AE for questions about renewing library materials or library fines.
Above All, Do Superior Work. As you complete your assignments, remember that your
name appears on every issue of the IJLSE, as do the names of your colleagues.
Turn in work that you are willing to put your name on and are proud to see your
colleagues’ names on.

GENERAL POLICIES AND OTHER TIPS
Recycle. The IJLSE consumes a tremendous amount of paper, all of which should be
recycled to avoid needless waste. You will find recycling receptacles for paper and
other materials in the IJLSE office, the ground level hallways, and the student
lounge.
Save Often. Your IJLSE assignments will require you to work with long documents. A
computer crash may mean losing hours of hard work. Remember to save often.
Know When to Improvise. In every article there will be situations not specifically
covered by the authorities. If you discover one, confer with your ME to be certain
that a rule does not exist for your issue. If there is no rule exactly on point, use the
most applicable rules and examples to propose a solution. Consult with your ME
and check citation examples from other publications for guidance. Ultimately your
solution may not be adapted by the Executive Board, but your creative ideas are
greatly appreciated nonetheless and inform the editorial process.
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OVERVIEW OF THE IJLSE PROCESS
SOURCING
CITECHECKING
PROOFREADING

IJLSE PROCESS: FROM MANUSCRIPT TO ARTICLE
Below is a general overview of the process by which IJLSE publishes its annual/semi-annual
editions. Although the process rarely flows as seamlessly as is described below, the outlined
mechanism that follows is generally how the Journal proceeds through the process.
1. The Symposium Editor carefully compiles a list of scholars to invite to our spring Symposium.
Simultaneously, student journal notes are “presumed” for publication.
2. Each selected scholar presents his or her topic at our Symposium. Many of them agree to write a
manuscript based on that topic. This forms the majority of our submitted manuscripts.
3. Over the summer, the Executive Articles Editor opens Scholastica for unsolicited manuscript
submissions. These are previously-written articles looking for a journal to publish them.
4. As manuscripts are submitted, Articles Editors create a sourcing document of all author sources.
5. Citations are then divided up by the Senior Managing Editors as equitably as possible based on
the number of total sources and citation, the number of Associates, the complexity of the citations
and sources, as well as any other relevant considerations.
6. Associates are then given a sourcing assignment where each will be required to gather all the
sources used by the author for an assigned range of citations.
7. After sourcing is complete, Associates citecheck and edit the manuscript. Citechecking involves:
Ø Reading the entire manuscript to understand the big picture;
Ø Correcting grammar and rough language in your assigned section of the manuscript and
following Bluebook, CMS, and IJLSE conventions;
Ø Checking the substance of the authorities cited;
Ø Checking the citations to ensure that they are in proper Bluebook format; and
Ø Completing a Citechecking Report.
8. Associates turn completed citechecking assignments in to their Managing Editor, who then
puts together the corrected manuscript, rechecks each Associate’s work, and resolves any issues
flagged by the citecheckers.
9. The Editor-in-Chief and Senior Managing Editors do a read through of each manuscript to
resolve issues noted by the Managing Editors and recheck all the work done by the Associates
and Managing Editors.
10. The corrected manuscript is then sent back to the author for approval.
11. The author resubmits the manuscript with changes and it goes through another round of
citechecking and editing by the Editor-in-Chief, Senior Managing Editors, and other members
of the Executive Team. Associates are usually not required to participate in this step.
12. After this second round of editing, the manuscript is then proofread. The Executive Editor
assigns Associates one or more of the manuscripts for proof reading; first independently and
then together with another Associate who has been previously assigned by the Executive Editor.
13. The Executive Editor reviews the proofreading and enters the corrections.
14. A clean, corrected manuscript is then e-mailed to each author for final revisions.
15. Once the author returns his or her manuscript after making final revisions, the Editor-in-Chief,
Senior Managing Editors, and Executive Editor do a final read through of each manuscript,
double checking every aspect of each.
16. The Executive Editor then formats each manuscript for publication.
17. The Editor-in-Chief reads through the manuscripts a final time to ensure that they are ready for
publication.
18. Manuscripts are submitted for publication.
5

SOURCING AND CITECHECKING
The primary duty of 2L Associates at virtually any law journal will be pulling the sources that the
author used to support their arguments, verifying that the source actually supports the assertion for
which it is being used, identifying any errors or inconsistencies in the article text, and citechecking
the citations to ensure that they comply with Bluebook and any other applicable rules. This process
will seem difficult, time consuming, and tedious in the beginning. It will become easier as you
become familiar with the process and the Bluebook and, in the end, you will gain a level of
proficiency with document review and verification beyond that of your non-journal classmates; so
just stick with it and don’t be afraid to ask for help!
Sourcing and citechecking assignments are always assigned together as the two tasks are closely
related. While the number, frequency, and timing of these assignments will depend on how quickly
the authors submit their manuscripts, we will attempt to break the work up into four separate
assignments throughout the academic year. The Executive Team will make every reasonable effort
to accommodate your hectic schedules but navigating every individual conflict would be
impossible. We will also attempt to give you advance notice of upcoming assignments but giving
anything more than a week’s notice is usually not possible.
You will have one week (unless extenuating circumstances dictate otherwise) for each assignment.
Your sourcing assignment will be due at the end of the first week and your citechecking assignment
will be due the following week.
Ø NOTE: Both sourcing and citechecking will require you to access IJLSE’s Z-Drive. The ZDrive can be accessed from any computer at the law school (including those located in the
IJLSE office) or remotely through your personal computer. See Appendix C for instructions
on how to set up remote access.
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STEP ONE: SOURCING
I.

Introduction

Before citechecking can begin, each source the author cites in his or her article must be retrieved
and brought to the IJLSE office or uploaded to the Z-drive. Whenever possible, sources should be
retrieved electronically (most sources can be). You will generally have one week to complete
sourcing assignments.

Ø

Start your Sourcing Assignment as early as possible! Some sources take days (or longer) to secure.
Additionally, Citechecking Assignments—which generally take longer to complete than Sourcing
Assignments—can be started as soon as you are finished with sourcing, which allows for more time
to finish citechecking assignments.

Sourcing Assignments contain a list of sources used by the author. You will be tasked with
locating and pulling each source for the footnotes to which you have been assigned, completing
your source list, and notifying your AE that you have finished. Your AE should be your first
point of contact if you have any sourcing-related questions. Alternatively, you are always
encouraged to stop by the IJLSE office and ask any 3L there for help.

II.

Mechanics of Sourcing Assignments
1. Each Associate will be assigned a number of footnotes in an author-submitted paper.
2. Each paper will have a master source list containing the citations as originally listed in the
author’s paper. (See the sample source list in Appendix G). Your task during this step will
be to locate each source and secure either an electronic copy or hardcopy of each.
Ø NOTE: When an electronic source or a source copied from the library is
used multiple times by the author, that source must be duplicated so that
there is a copy for each instance in which it was cited.
3. Once you have secured all your sources, place all hardcopies in the IJLSE office (there will
be a shelf for each article). Name each electronic source according to the naming
conventions below and then upload all electronic sources to the IJLSE Z-Drive:
a. Z-Drive à Volume 4 à Issue [#] à Round [#] à [Author Name] à [Author
Name] Sourcing à [Author Name] Sources
4. Rename your source list as “ASSOCIATE LAST NAME_SourceList_AUTHOR LAST
NAME” and upload to the Z-Drive:
a. Z-Drive à Volume 4 à Issue [#] à Round [#] à [Author Name] à [Author
Name] Sourcing à [Author Name] Source Lists
5. Email your AE to notify him or her that you have completed the assignment.
a. At this point you can begin citechecking. Just be aware that the proper citations
reflect the proper source and any mistakes in sourcing may result in you having to
redo your citechecking report.

Ø

Where the source is a hardcopy that can be checked out of the library or must be secured through
Interlibrary Loan, check to see if it is used more than once by your author. If it is, be sure that you
7

coordinate with the Associate(s) responsible for the other footnotes in which the source is cited. This
will save you time if another Associate has already pulled it or it may save other Associates the
hassle of trying to track down a source that is already in the IJLSE office.

III.

Naming Conventions

It is essential that you follow the naming conventions when uploading electronic sources so that
they can be located by your collogues later during subsequent parts of the process.
§ Cases: n. # Case Name (i.e., n. 45 Lawrence v. Texas)
Ø NOTE: Please make sure there is a space after “n.”, otherwise the sources can’t be
sorted properly on the Z-Drive.
§ Periodicals/Others: n. # Author Last Name (i.e., n. 50 Rowling)
Ø NOTE: “Author’s Last Name” refers to the author of the source, not the author of the
paper you are working on.
§ String Cites: If there are multiple citations in a single footnote, the file must be saved to
indicate that fact. For example:
o n. 3, 1 of 5 Rowling
o n. 3, 2 of 5 Lawrence v. Texas
o Etc.

IV.

How to Locate Different Sources

The best way to locate a source turns largely on the type of source you are looking for. Whenever
possible, get an electronic copy of the source and upload it to the Z-Drive. If an electronic version
is unavailable or unfit for use in this context, you must locate a hard copy.
The Law Library has compiled an easy to navigate list of research tools to track down most sources
Ø http://www.law.indiana.edu/lawlibrary/ à “Online Resources” (under “Research Tools”
heading)

Ø
Ø

When opening the Online Resources page above, we suggest you select the “Just the Links” section
on the right side of the page. All of the online resources you have access to through the school will be
sorted either alphabetically or by category.
BOOKMARK THIS PAGE! You will be accessing it very frequently.

1. Online Resources
Supreme Court Cases. SCOTUS opinions must be retrieved from the United States
Reports. Neither Westlaw not Lexis can be used for this purpose.
§ HeinOnline has digitized versions of the reporters available and most opinions are
available in this way.
Ø Look for the “U.S. Supreme Court Library” link under the “Browse Collections
by Name” section of the HeinOnline homepage.
§ Opinions that have not yet been published in a case reporter should be available
through the Court’s official webpage (supremecourt.gov).
All Other Cases. Only scanned copies of the printed opinion may be used when sourcing
8

and citechecking.
Ø When cases are OCR’d for digital publication by Westlaw and Lexis, there
are often errors that go uncorrected making these versions of case opinions
inappropriate for our purposes.
Instead, look for a scanned PDF of the hardcopy of the opinion. These scanned copies are
often available through Westlaw, downloadable by clicking the PDF icon located in the
upper-left portion of the opinion.

If no scanned copy is available through Westlaw, you must find a hardcopy of the state or
federal case reporter in the library and make a copy of the opinion.
Law Journal Articles. The vast majority of law journals are available through HeinOnline.
DO NOT use Westlaw or Lexis to retrieve journal articles; just like court opinions, they
may contain errors and render differently which can create problems.
Ø You can search HeinOnline by selecting the “Law Journal Library” link on the
homepage or by using the “Citation” tab towards the top of the page. If using the
Citation tab within the Law Journal Library, you will see a link for the “Citation
Navigator” underneath the search bar. USE IT! The Citation Navigator makes
finding law journal articles incredibly easy.
Ø If you cannot find a source through HeinOnline, use Google to locate the article
through another source and contact your AE to see if that source is an appropriate
alternative to HeinOnline.

9

Non-Legal Academic Journal Articles. Through the Library’s “Online Resources” page (1),
sort by category (2) to locate the services you can access for free through IU. Under the
“Periodicals” heading (3) you will find a bevy of services to locate articles published in
non-legal academic journals. We recommend starting with JSTOR as it is both
comprehensive and easy to use. Regardless of which service you use, always use the
advance search function. If you are still having difficulty finding an article, try running
a Google Scholar (scholar.google.com) search; the search results will often give you
links to different academic journal services. Check to see if IU is subscribed to any of
those listed services.
Ø IU Bloomington provides access to additional research services not listed on the Law
Library page to which you do have access. Visit https://libraries.indiana.edu/ and
click “A-Z List of Resources” on the upper-left part of the page to access these
services.
2
1

3

United States Code and Code of Federal Regulations. These items are available through
HeinOnline. When retrieving these documents electronically, be sure that you use the
current version of whatever source you are pulling (see the summary of publication
schedules for these sources under the instructions for pulling hard copy versions below).
State Codes. State codes cannot be retrieved online; a hard copy must be retrieved as
detailed below.
Legislative Materials. Legislative documents such as Bills, Floor Debates, and
10

Committee/Subcommittee Hearings can be retrieved online. ProQuest Congressional is
the easiest way to find PDF versions of these documents. The “Legislative Insight”
function on ProQuest is also a helpful tool when evaluating the legislative history of
federal legislation. If you have the citation for a legislative document (e.g., S. 516, 105th
Cong. § 2 (1007), H.R. 422, 106th Cong. (1999)), the quickest way to track that
document down is to use the “Search by Number” function. It is easy to use and effective
most of the time. Because Congress generates such a wide array of legislative material—
each with its own confusingly similar citation forms—Appendix J has been included to
help you navigate ProQuest when you have a citation in hand.

Administrative Materials. Administrative agencies (e.g., FCC, FDA, USPTO, EPA)
generate a tremendous volume of regulatory material that directly impacts the daily lives
and behaviors of everyday Americans. As such, you will come across administrative
materials frequently. Locating these materials is rarely problematic however. Follow the
steps below to quickly and easily find most administrative materials.
§ Proposed (unenacted) rules will be published in the Federal Register
(https://www.federalregister.gov/)
§ Final rules will be found either in the Federal Register or the C.F.R (which can be
found on HeinOnline)
§ All other administrative materials (e.g., policy statements, interpretive rules,
guidelines) will generally be published online on the agency’s website. In these
cases, Google is your go-to. Googling an administrative (non-rulemaking)
document will usually result in a link to download the PDF from the agency’s
website.
Books. Books should always be obtained in hard copy form as detailed below.
Newspapers. Newspapers sources can be pulled from any online database in which all the
pagination and identifying information is preserved. Additionally, newspaper articles can
be downloaded from the newspaper’s own website by using the “print” function in your
browser (described below).
Webpages. Cited webpages must be downloaded in their original format. To do this, simply
11

find the “Print” option (or hit ⌘ + P (Mac) / Ctrl + P (PC)) and save as a PDF. If you are
unsure of how to do this, email your AE or ask a friend.
Ø NOTE: It is critical when pulling cited webpages that you are pulling a version that
the author actually cited to. Where there is no date on the webpage or it is a page that
is regularly updated (e.g., FTC’s homepage) you may need to access an archived
version of that page. To do this, use the “Way Back Machine” located at
archive.org/web/. When you can’t be sure whether the page has changed since your
author viewed it, an archived version should be retrieved. You may have to contact
your AE for guidance if it is not immediately clear whether the page has been updated
recently.

2. Hard Copies
Supreme Court Cases. Reliable versions of SCOTUS cases should almost always be
available online. If you believe that you have a case that can only be found in print,
contact your AE.
All Other Cases. Oftentimes a scanned copy of federal district court opinions and state court
opinions will not be available through Westlaw. In these circumstances, the case must be
manually photocopied from the bound case reporter. The library has a comprehensive
collection of both federal and state court reporters, just ask a librarian for help locating
the desired reporter if you have trouble.
Legal and Non-Legal Journal Articles. In the rare circumstance that a cited journal article
cannot be accessed online, you may have to make a photocopy of the article from a bound
version of the journal. The best way to do this is to search IUCAT (iucat.iu.edu) to see if
it is available at IU library. If not, try WorldCAT to see if the hard copy can be obtained
through an ILL (see Appendix D for instructions on how to fill out an ILL).
United States Code and Code of Federal Regulations. Bound versions of these
compilations can be found in the library. Make sure you use the current, official version
of the compilation you are sourcing from. Contact your AE or ask a librarian for help if
you have difficulty locating a particular hard copy version. A brief summary of the
difference between the U.S.C., U.S.C.A., C.F.R., and the Federal Register in included
below.
Ø U.S. Code: Primary source for codified federal legislation; published every six
years by the government (2012 being the most recent version). Statutes codified in
between publications can be found in supplements that are published yearly.
Ø U.S. Code Annotated: Privately published versions of the U.S. Code with
annotations. You should not cite to the U.S.C.A. unless absolutely required.
Ø C.F.R.: The rules and regulations adopted by federal agencies (NOT Congress) are
printed in the C.F.R. The C.F.R. is updated annually, but in quarterly increments:
o Titles 1-16: Updated every January 1
o Titles 17-27: Updated every April 1
o Titles 28-41: Updated every July 1
o Titles 42-50: Updated every October 1
Any administrative rules adopted in between updates will be published in the
Federal Register.
12

State Codes. State codes must be photocopied from the hardbound library books. Be sure
to include the year of the code and the volume/pocket part information in the photocopy.
Books. Your first stop for finding books should be IUCAT (http://iucat.iu.edu). If a book is
available at any IU-Bloomington library (1), request that a librarian retrieve it (2). DO
NOT request delivery, you must pick up the book from the library at which the book is
being held. The delivery option is for sources available only at other IU campuses.

1

2
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Newspapers. According to the 20th edition of the Bluebook, citing to a hardcopy of a
newspaper is no longer necessary if a digital version exists. If you are unable to locate a
digital copy of a newspaper (this is exceptionally rare), you will most likely have to pull a
microfilm version of the publication. If you need to do this and are unsure of how to do
so, contact your AE or talk to one of the law librarians.
Webpages. Should you be unable to download a PDF copy of a website as described above,
simply print out the webpage and place it in the proper folder in the IJLSE office.

V.

Securing Copies of Sources

1. Electronic Sources
Obtaining a copy of electronic sources is rarely problematic. Should you have difficulty with
this for some reason, contact your AE so that the two of you can determine the best way to
find an electronic copy of the source.
All PDF documents must be OCR’d. You will be required to highlight the passages in
electronic sources that support the author’s assertion. In order to do that using most PDF
viewing software, the PDF must by OCR’d so that the program can recognize the text in the
document.

Ø Download Adobe Acrobat Pro! It is free through IU and is a powerful tool for editing PDF documents.
You can either download the software to your computer through IUware (http://iuware.iu.edu/) or use a
virtual version through IUanyWare (https://iuanyware.iu.edu/) NOTE: Virtual use through IUanyWare
will require some initial set up before you can access the licensed programs.

To OCR a PDF document:
Ø Open the PDF in Adobe Pro.
Ø Select “Tools” (1) à “Text Recognition” (2) à “In This File” (3) à Hit OK (4).
(It may take a few minutes to complete).
1
3 2
Ø Save the file and close Adobe. 4
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2. Hard Copy Sources
There are generally two forms of non-electronic sources for your purposes: “Checkout-able”
and “Un-checkout-able” sources.
Checkout-able Sources. Sources that can be checked out through the library should be
and then brought up to the IJLSE offices. Each paper will have an assigned shelf in
the office where hard copy sources are to be kept. You are responsible for
renewing checked-out books. The library will email you one week before a book
(or other work) is due. In that email there will be a link to follow so that you can
renew your rental. Follow this link; it will take less than 30 seconds. Once the Exec
Team has finished the final revisions of an article, a member of the Exec Team will
return all sources for that article to the library. You can check to see if you have any
checked-out books or renew at any time by visiting IUcat and logging into your
account (upper-left corner of the page).
Un-checkout-able Sources. Sources such as case reporters, statutory compilations, and
rare books cannot be checked out and must remain in the library. If you need a hard
copy of one of these sources, you must make a copy of the cited pages as well as
the title page that contains the title of the work and the author’s name. If you
need to make a copy of the source, you can obtain the IJLSE copy card from the
library front desk and use the copy machines in the library. You may also scan a
copy of the source, convert it to a PDF, and print it out for the IJLSE office or
upload it to the Z-drive.

VI.

Difficult to Find Sources
1. Consult the Reference Librarians
Reference services are available weekdays from 8:30 a.m. to 5:00 p.m. Evening and
weekend reference service may also be available but make sure to check the library
home page for updated hours. For in-depth reference assistance, an appointment with
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one of the reference librarians can be scheduled in advance. The Reference Office is
located in Room 105 of the Law Library. Reference librarians may also be reached by
phone at (812) 855- 2938.
2. Consult WestLaw’s Reference Attorneys
Available 24 hours a day, 365 days a year, WestLaw’s Reference Attorneys can assist
in locating a source. Law students can call 1-800-850-9378 or email
west.westlawnextresearch@thomsonreuters.com.
3. Consult LexisNexis
By phone at 1-800-455-3947 or through the online “help” function.
4. Consult Bloomberg
Law Help Desk is available 24/7 by phone 888-560-2529 or via email by accessing
the help center through Bloomberg’s homepage.
5. Contact Your AE
If you have made a good faith effort to locate a source and still are having difficulty,
don’t hesitate to let your AE know you need some help. Your AE is there to help you,
so take advantage of his or her experience.
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STEP TWO: CITECHECKING AND EDITING
	
  

I.

INTRODUCTION

Associates will generally be sourcing and citechecking the same footnotes. Thus, Associates can
begin citechecking as soon as a sourcing assignment is completed. Your ME should be your first
go-to if you have any questions; however, you can always ask any editorial board member for
assistance or stop by the IJLSE office and ask any Board Members present for help as well.
Ø Although you will generally have two weeks to complete both sourcing and citechecking

Ø

assignments, citechecking and editing usually take much longer to complete than sourcing
assignments. Keeping this in mind. It is suggested that you begin citechecking as soon as
you complete your sourcing assignments. Just understand that if one of your source was
incorrect, your citation based on that source will likely be incorrect as well.
At times, you WILL be stumped/confused/frustrated/overwhelmed by this part of the
process, especially early on. There is no need to fret however; this is entirely normal. When
you find yourself having difficulty, ask for help!! The Board is here to help. Your Journal
experience will be a time-consuming one, but it need not be all-consuming. Use the
resources at your disposal, including the 3L members.

1. Some Guidance Before Starting
Please note that Bluebook form is not the only thing a citechecker examines. We
rely on you to check substance as well—that is, does the cited authority support the
author’s assertion? You need to check the accuracy of everything. Never assume the
author did anything right. Virtually every article or note will have inaccurately
transcribed quotes, incorrect case or article names, improperly abbreviated case
names or periodical titles, wrong pages, etc. You must check all of these.
If you feel an author made a mistake—left out a footnote where one was needed,
made an unsupported assertion, something looks “funny,” etc.—tell us by including
it in your written report. Those are exactly the kinds of things we need to know, and
we rely on you to bring them to our attention.
Remember that thorough and accurate citechecking is an essential element to a
high-quality law journal. The odds of detecting any given error decrease
dramatically once the article leaves the citechecker’s hands.
Finally, if you are stuck, ask your ME. Your ME will be happy to answer any
questions you might have. If your ME is not available, ask another ME or contact
an SME. For the citechecking assignments, MEs will also be keeping office hours
in the IJLSE office to answer any questions you might have.

II.

Beginning Steps

To complete a citechecking assignment, you will also need the following materials:
Ø The IJLSE conventions listed in Appendix A. The IJLSE maintains unique conventions
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related to both citation format and style.
Ø The Bluebook, 20th Edition. The Bluebook contains information related to correct legal
citation format. In addition to your hard copy version, IJLSE has an online subscription.
§ Username: ijlsebe@indiana.edu
§ Password: social equality
NOTE: Online Bluebook subscriptions are expensive and therefore IJLSE has only a
limited license meaning that there is a restriction on the number of members that can be
simultaneously logged in using our credentials. For this reason, please keep these login credentials within the confidence of IJLSE (i.e., don’t share this information).
Ø The Chicago Manual of Style, 16th Edition (CMS). The Chicago Manual contains
information related to proper grammar, punctuation, and other issues of style. Hard copies
are available for use in the IJLSE office and you have access the online edition through the
library.
If there is a conflict, the following order of authorities applies to all of your citechecking
assignments:
1. The IJLSE style, citation, and formatting conventions
2. The Bluebook (20th ed.)
3. The Chicago Manual of Style (16th ed.)

III.

Mechanics of Editing and Citechecking

The first rule of checking an author’s citations and text is to question everything. This goes double
for checking the source material for support. Never assume that an author, no matter how learned,
has correctly interpreted a passage from a source or used proper citation form or grammar.
Once you have retrieved your sources, you can begin editing the article. Editing involves the
following main steps:
1. Reading the article for a general overview
2. Checking the text for errors and overall consistency
3. Confirming that the article text is supported by the source that the author cites to
4. Checking the citations
	
  

IV.

Reading Through the Article

1. Save a copy of your author’s article to your own computer before starting. Do not edit the
master copy of the article found on the Z-Drive!
a. Z-Drive à Volume 4à Issue [#] à Round [#] à [Author Name] à [Author
Name]_Macro.doc.
2. Read through the article to get a general overview of the entire article. In particular, you
should familiarize yourself with the substance of your assigned piece and how it fits into the
author’s overall argument. Although it is entirely permissible to skim sections assigned to
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other Associates, you must at least do a quick reading so you understand the context of your
assigned text.

V.

Checking the Body Text for Errors and Inconsistencies

This step involves checking the form (e.g., punctuation, grammar) and the substance (e.g., accuracy
of quotations, spelling) of the article text. Again, make sure that you have downloaded a copy of the
article to your own computer and that you are not editing an open copy of the Macro.
§
§

Turn on “Track Changes” before starting anything.
Ø Look for the “Review” tab in Microsoft Word and then locate the “Track Changes”
button.
Throughout the process, remember to use comment bubbles to justify every mandatory
change you make or to suggest discretionary changes.

1. Checking Substance
§
§
§

Look over the article text for spelling and other substance errors. In this step you need to
pay special attention to quotations. Have your sources at the ready to confirm that any
quotation appears in the text exactly as it appears in the source (subject to BBR 5).
Make sure the text of the article makes sense overall and there are no internal
inconsistencies.
Check to make sure that all assertions made by the author in the text have a citation where
necessary (i.e., anything that is not the author’s original thought or common knowledge
needs a citation).
Ø If something looks like it needs a citation make note of that in your Citechecking
report. Then add a “Comment Bubble” over the period of the sentence or section of
the sentence that you believe needs a footnote. In the comment bubble write: “Cite
needed. Suggested cite: .”
Ø Do not actually add the footnote, as this would renumber any subsequent footnotes.
Ø If you cannot find an appropriate source after a good faith effort then consult with
your ME. (Don’t spend more than 30-45 minutes looking for a source, it is OK if you
can’t find one.)

2. Checking Form
§

§

After reading through the article, check the body text and textual footnotes more closely
for grammatical and spelling errors. Use the IJLSE conventions and the current edition of
the Chicago Manual of Style to address any issues related to punctuation, hyphenation,
capitalization, or other errors. (See Appendix B for some common CMS rules that come
up during this process.)
Remember that the purpose of this step of the publication process is to correct plain
grammatical and spelling errors that make the article difficult to read. However, your
changes should not be so extensive that the author’s style or voice is altered. This is a
gray area so it is completely normal to be unsure whether or not a change is appropriate.
If you have any questions, do not hesitate to contact your ME or SME.
Ø Most of the time you should only be making changes when you can cite to a rule or
convention that requires the change. However, there are sometimes situations in
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§

VI.

which a rule simply doesn’t cover a poorly written passage. Where you simply
disagree with the form or syntax of the text, you can either make the suggested
changes and make a note explaining your reasoning in a comment bubble or simply
suggest the change in the comment bubble without making changes to the document.
Look for inconsistencies in the article, both in the text and in the footnotes. If you make
any discretionary changes (e.g., using hereinafter in a shortform citation), make sure to
check the rest of the document to see if the change needs to be made elsewhere. If it
does, be sure to note this in a comment bubble.

Checking the Citations

Citechecking is lifeblood of law journals. Citechecking can be a tedious and frustrating process, but
one that you will quickly find is invaluable. In any event, you will be doing a LOT of citechecking
this year so be prepared. Also, don’t be afraid to ask a 3L member for help. We have all been
through the same process and are a resource that Associates utilize too infrequently.
§
§
§
§
§

Before doing anything, double check that you have turned on the “Track Changes”
function in Word.
You will need to have your copy of the author’s paper as well as your citechecking report
open and your Bluebook handy.
You must complete your citechecking report for each citation and it must be completed
before making changes to the article.
When you are ready to make changes to the article footnotes, do not copy and paste
from your citechecking report!! Your MEs need to see the individual changes you made
to the author’s citations (which they cannot do if you copy and paste).
You do NOT have to explain changes to footnotes in comment bubbles; this is what the
citechecking reports are for. Currently, Microsoft Word does not allow you to add
comment bubbles to footnotes anyway. If you need to make a comment on a footnote for
some reason (it does happen), add a comment bubble to the portion of the text that the
citation is supporting AND make a note in your citechecking report.

1. Setting Up Your Citechecking Report from the Template
§

§

§

Your citechecking report will be an invaluable resource as you check the substance and
form of your author’s footnotes. It is also an irreplaceable tool for your MEs and SMEs.
The written portion of the Citechecking Report should contain a clear and unambiguous
explanation of each change marked on the redline copy of the article.
Begin by copying and pasting the template into a new word document and filling out the
boxes in the header. You will need one copy of the report for each footnote you are
checking. If your footnote contains a string cite, you will need to fill out a report for
every source in the string cite.
For your first few assignments, you need to include a justification for every field in the
citechecking report, even if the author’s original citation is correct. This is ultimately
for your benefit as you will learn the rules much more quickly if you are forced to justify
every part of the final citation. Once your ME determines that you are sufficiently diligent
in filling out your citechecking reports, he or she will notify you of his or her decision.
Once you receive this notice, you will only be required to provide justifications for
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§

§

incorrect entries. Even after this point, you will still need to provide the rules for every
part of the citation.
Oftentimes Bluebook rules refer to rules in other sections of the Bluebook; for example,
the rules for formatting an author’s name in a periodical (BBR 16.2) refer to the rules
governing the form of authors in books (BBR 15.1). When this occurs, make sure you
include ALL rules that are referenced. See the sample citechecking report in Appendix E
for an example.
Save the new Word document according to the IJLSE naming conventions (i.e.,
ASSOCIATE LAST NAME_Report_AUTHOR’S LAST NAME).

2. Checking Substance
§

Check the body text and evaluate the substance of the author’s argument. Do the citations
support the article text? Does the author’s argument make sense? Are his or her specific
points logically consistent? Verify that the source says what the author claims it says. You
must be satisfied that the footnoted assertion has been substantiated and that the author’s
interpretation of the source is correct.
Ø If you find a problem, explain in your report why you think the author’s interpretation
is wrong. If possible, suggest how the author’s assertion could be changed to better
follow the authority. Remember, your mission is not just to find problems in a
piece, but also to solve them if possible.
Ø
Ø

§

Check the intro signal the author used (or didn’t use). Although many people won’t check intro signals
until evaluating the form of the citation, it is a question that is based on the substance of the source
material and how the author’s assertion interacts with it.
Check the author’s pincites during this step as well. This is another task that many associates wait to
perform until checking citation form but that can be accomplished more easily while checking the
substance, as it requires consulting the source material. If you have difficulty locating a pincite, consult
Appendix H.

You MUST locate the specific passage/passages in the source material that support the
author’s assertion for each citation and highlight/note them.
Ø This is a critical step in the process and one that cannot be overlooked!!!
Ø Highlighting the supporting passages is the only way to make the jobs of your MEs
and SMEs manageable. It would simply be impossible for one person to search
hundreds of sources for support before publishing an article so PLEASE make sure to
highlight the 20-30 sources you are assigned. Failure to highlight the supporting
text in an authority may result in disciplinary action.
Ø Once you have located the support for the author’s assertion in the source material and
highlighted/noted it, make sure to indicate that you have completed this step on your
citechecking report.
Highlighting PDFs. Highlight the supporting text using a PDF viewer (if you are unable
to highlight, the document likely needs to be OCR’d. Consult the instructional for
OCRing PDF documents in the Sourcing portion of your manual).
Flagging in Books/Other Non-Electronic Sources. DO NOT HIGHLIGHT. We hope
this is obvious as you should not be highlighting in borrowed books. To note the
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supporting text in a hardcopy of a source, simply use a post-it note or flag of some sort to
point to the appropriate text.
	
  

3. Checking Form
§

§
§
§

The goal of this step in the process is to ensure that all of the author’s footnotes are in the
proper Bluebook form. Although filling out the citechecking report will enable you to
catch many common mistakes, it will not catch them all. Make sure to look through ALL
applicable Bluebook rules for each citation.
The citechecking report has been designed to be intuitive and user friendly. You can
hover over the blue links for additional instructions. If you are still unclear on how to use
the form, do not hesitate to ask your ME or SME for help.
When filling out your citechecking report, every field must be completed. For every
citation, you must cite the rules that control the form of the cite—even if the author’s
citation was correct.
When citechecking, pay particular attention to the following aspects of each citation:
Ø Proofread quoted material with special care. Pay attention to Bluebook rules 5.2 and
5.3, which govern alterations to and omissions from quoted material.
Ø Organize each footnote into proper citation sentences and clauses (Bluebook Rule
1). Pay attention to the order in which authorities are cited. (Bluebook Rules 1.3 and
1.4). Correct spacing is important; follow the Bluebook exactly.
Ø Make sure that the correct typefaces are indicated. The IJLSE follows Bluebook
Rule 2.1 in using three typefaces—Roman type, italics, and LARGE AND SMALL
CAPITALS.

VII.

Finishing Up

When you have completed your Citechecking Report, save it with the proper naming conventions.
Your final Citechecking Report should contain the following components:
Ø Your redlined copy of the article or article segment assigned to you, saved as:
ASSOCIATE LAST NAME_Redline_AUTHOR LAST NAME.
Ø Your written report explaining the redlined changes and including the corrected citations,
saved as:
ASSOCIATE LAST NAME_Report_AUTHOR LAST NAME.
Citechecking Reports should all be turned in on the Z drive and saved under the appropriate folder.
You must also e-mail your ME to let them know you have finished your citechecking
assignment, especially if you have finished early.
1. Post-Citechecking
§

Your ME will evaluate your work and will contact you if there are any problems to
correct. If your work contains excessive errors, your ME may require you to redo
all or part of any given citechecking assignment.
Ø Your ME will evaluate your performance on each assignment with specific
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feedback,

either

in
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person

or

via

email.

STEP 3: PROOFREADING
I.

Introduction

Proofreading is the final stage of the production process for Associates. The goal is to catch
as many errors as possible before publication. Errors that elude the proofreader are almost
certain to appear in the final, published issue. Because proofreading is so important to the
quality of IJLSE, failure to complete proofreading assignments may result in disciplinary
action.
The Executive Editor oversees the proofreading process. The Executive Editor assigns
Proofreaders in teams of two when articles are ready to be proofread. A team member is
expected to proofread with his or her assigned partner throughout the year. As articles reach
the proofreading stage, an email is distributed indicating the proofreading each IJLSE
member is assigned, the deadline for completing the assignment (as per the production
schedule), and any special instructions. Assigned proofreading may be completed at any time
prior to the deadline.
Proofreaders must search for, identify, and correct mistakes in the article text, the footnotes,
and the format of the page itself:
Ø Text. Here, the proofreader must be particularly aware of a few troublesome
errors. In addition to searching for spelling errors and editing mistakes, the
proofreader should pay special attention to the hyphenation of words, omitted
footnote numbers, grammatical problems, and punctuation. The most difficult
aspect of reading the text is to be aware of inconsistencies throughout the text.
Frequently, the proofreader will discover that a capitalization rule, which was
employed at one point in the text, has been ignored at another point. The
discovery of such errors depends entirely upon the proofreader’s memory for
details. This is one reason why proofreaders should not speed through the
assignment.
Ø Footnotes. Here, the proofreader must be particularly skeptical. Do not assume that
the citation form used is correct. While proofreaders are not expected to citecheck
the footnotes for substantive content (unless specifically asked to), they must still
double check the form employed. Consult the Bluebook if you are not certain that
the citation form is correct. Internal consistency in the footnotes is just as important
in the text; supra and infra citations must be accurate so be sure to check them.
Ø Page formatting. It is important to verify that each page is correctly formatted. Use
the “Formatting Conventions” section of the IJLSE Conventions in Appendix A as a
reference.

II. Proofreading Procedure
Proofreading is carried out in teams of two, and in two steps. Step one is completed
individually, and step two is completed as a team.
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1. Individual Proofreading
When team members receive their assignments, each should print out a copy of
the assigned pages from the Z-drive. At that point, each proofreader should
individually review the assigned pages for text, footnote, and page formatting errors
(described below). Proofreaders should clearly and legibly mark the edits they make
on the printed pages in red ink, so they can share and compare the edits they made
with their teammate during their team meetings. Proofreaders must be careful not to
lose their individual edits before meeting as a team.
2. Team Proofreading
For the second step, proofreading teams must arrange a meeting with each other to
make their final edits to their assigned journal pages. In addition to the team
members’ individually-edited pages from step one, two “official” copies of the
manuscript are used; one is labeled “Read From” and the other “Read To,” both
located in the journal office.
§

§

§

	
  

First, one member of the team reads the text of the “Read From” copy
aloud while the other follows along silently with the “Read To” copy. The
team member who reads aloud indicates verbally all capital letters,
punctuation, and variations from ordinary typeface.
When a mistake is discovered, the silent partner marks the text and the
margin of the “Read To” using standard proofreader’s marks in red ink. If
the reason for the revision would not be obvious to a high-school-level
reader, include the reason for the revision, citing IJLSE conventions
Bluebook rules, and the CMS. Revisions made for more glaring errors—
such as a missed capital letter at the beginning of a sentence—do not
require a rationale.
Ø If the proofreader remains in doubt even after consulting the IJLSE
conventions, the Bluebook, or CMS, the question should be noted in the
margin of the “Read To” copy, along with reference(s) to possibly
relevant sections of the reference material.
Ø Additionally, the Senior Managing Editor or Executive Editor may
attach to the “Read To” copy a sheet containing some questions
concerning the text or the citations that, for whatever reason, could not
be answered in the citechecking or revision process. Part of
proofreading is to attempt to answer these questions, noting your
answers on the sheet provided.
When the team has read through the “Read From” and “Read To” copies,
they should then refer to their own individually-edited pages for any
further errors that may have been missed in the reading process, and
should mark them on the “Read To” manuscript in the same fashion.
Ø Because proofreading should never be performed so fast such that
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details may be neglected, the process is time consuming. A single
proofreading team does not have the opportunity to complete an entire
article alone. When the team is finished proofreading their assigned
pages, both partners list the number of hours completed and initial the
top of the proofreading pages.

III. Tips for Effective Proofreading
Follow these guidelines to ensure that your proofreading process is thorough, accurate,
and effective:
Ø Be skeptical of work performed earlier in the production process. Double
check citations and pinpoint cites if there is any reason to doubt them. Time spent
looking up a source is included in an IJLSE member’s proofreading hours and there is
no substitute for thoroughness.
Ø Read slowly. Proofreaders catch more errors this way.
Ø Switch roles often. People rarely give proper attention to details for more than fifteen
or twenty minutes at a time; therefore, proofreading partners should frequently
trade the “Read To” and “Read From” duties.
Ø Use red ink. There are red pens in the IJLSE office for this purpose.
Ø Make suggestions. In this final stage, all IJLSE members must assist in resolving
problems.
Ø For Team Proofreading, write only on the “Read To” copy. This ensures that
no errors found go unfixed.
Ø Denote special concerns for the article as a whole. You can include these on
the “General Concerns” page provided with the articles so that the Executive Editor
will be aware of them.
Ø Respect the author’s style. Given the strict attention to detail required by
proofreading, you may often find that the author has made stylistic choices with
which you do not agree. But as with citechecking, the intent of proofreading is
to correct the type of grammatical and spelling errors that are plainly erroneous and
make the article difficult to read. Your changes should not be so extensive as to
change
the
author’s
style
or
voice.
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§ 1 - Introduction
§ 2 - Executive Team
§ 3 - Board of Editors
§ 4 - Associates
§ 5 - Notes and Comments
§ 6 - Discipline
§ 7 - Elections and Transition

(1) Composition. The Executive Team is
comprised of the Editor-in-Chief, Senior
Managing Editor, Executive Editor,
Executive Articles Editor, Executive
Notes and Comments Editor, Symposium
Editor, and Business Editor. The
Executive Team serves from the end of
spring finals to the publication of the final
issue of its volume.
(2) Editor-in-Chief. The Editor-in-Chief
(EIC)
provides
leadership
and
management to the Indiana Journal of
Law and Social Equality. He or she
serves as both the external representative
and the internal director of the Journal.
In the absence of a directive from the
Executive Team or Board of Editors,
the Editor-in-Chief has the authority to
act for the Journal with respect to dayto-day operations. The Editor-in-Chief
is responsible for the reputation and
product of the Journal.
(3) Senior Managing Editors. The two
Senior Managing Editors (SME) control
all production operations and the
scheduling of tasks. The SMEs are
additionally responsible for setting
discipline policies and then enforcing
those policies. Along with the Editor-inChief, the SMEs are responsible for the
final product of the Journal. The
Senior Managing Editors should utilize
Managing Editors and 2L Associates in
completing the SMEs’ tasks.
(4) Executive Editor. The Executive Editor
(EE) controls Journal formatting and
oversees proofreading. All staff members
excluding the Executive Team must
proofread as the Executive Editor
requires.
(5) Executive
Articles
Editor.
The
Executive Articles Editor (EAE) selects
scholars to write book reviews and
coordinates
communications
with
authors. The Executive Articles Editor
should utilize Articles Editors to
complete his or her tasks.

§ 1 – INTRODUCTION
(1) Purpose. The Indiana Journal of Law
and Social Equality is a special-interest
interdisciplinary
academic
journal
published two times yearly by the
Indiana University Maurer School of
Law and the Board of Editors. It is the
goal of the Journal to contribute to legal
scholarship by publishing original and
thought-provoking pieces. Accordingly,
the Journal’s staff is to be professional,
honest, and innovative at all times. All
decisions and actions of the Journal
staff should reflect the strict ethics for
which the legal and academic worlds
strive.
(2) Staff. The Journal staff consists of the
Executive Team, the Board of Editors,
3L Staff, and the 2L Associates.
(3) Governing Body. The Board of Editors
is the governing body of the Indiana
Journal of Law and Social Equality. The
Board of Editors establishes the policies
of the Journal and entrusts the Executive
Team with the power to manage day-today functions.
(4) Display. Each year, the Editor-in-Chief
shall give every new 2L Associate a copy
of these Policies and Procedures. The
Editor-in-Chief shall also have a copy
of these Policies and Procedures in his
or her office. This copy shall be
available for reasonable inspection and
copying by all members of the Journal.
(5) Discrepancies and Interpretation. Any
arguments about the exact wording of
these Policies and Procedures shall be
resolved by reference to the official
copy in the possession of the Editor-inChief. Any arguments about the
interpretation and application of these
Policies and Procedures shall be resolved
by a majority vote of the Executive Team.

§ 2 – EXECUTIVE TEAM
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(6) Executive Notes and Comments Editor.
The Executive Notes and Comments
Editor (ENCE) evaluates written petitions
for Journal membership, selects student
notes, and edits student notes. The
Executive Notes and Comments Editor
should utilize Notes and Comments
Editors to complete his or her tasks.
To be eligible to run for the position
of Executive Notes and Comments
Editor, one must have his or her note
conditionally or fully presumed as
described in Section 5(3).
(7) Symposium Editor. The Symposium
Editor
manages
the
technical,
developmental, and promotional aspects
of the Journal’s symposium.
(8) Business Editor. The Business Editor
manages the Journal’s daily business and
financial functions. The Business Editor
facilitates the Journal’s social and service
events, controls office supplies and
inventory, and executes miscellaneous
operational tasks in and out of the office.
The Business Editor should utilize the
Executive Team and Associates to ensure
the Journal’s events are well-attended
and successful.
(9) Executive Team. The Executive Team
shall meet no less than once a month
to coordinate the Journal’s functions. At
any meeting of the entire Executive
Team, the Team may act for the
Journal. Each member of the Executive
Team has great discretion in the
methods he or she chooses to employ to
fulfill his or her Journal duties. The
Editor-in-Chief shall decide which issues
require Executive Team approval and
which fall within the discretion of each
Executive Team member. He or she shall
also decide the level of formality
Executive Team meetings require.
(10) Monthly Update. Every month, or at
the request of any member of the
Board of Editors, the Executive Team
must provide an update as to the progress
of Volume activities. This update may be
	
  

communicated to the entire Board in
written, oral, or electronic form at the
discretion of the Executive Team.
(11) Removal of Executive Team Member.
A member of the Executive Team may
be removed only by a vote of two-thirds
of the Board of Editors and only for
grave
misconduct
such
as
embezzlement, extremely inappropriate
behavior, or gross mismanagement.
Any
vacancies
must
be
filled
immediately following a vote to remove
an Executive Team member. Only the
Board of Editors may vote in
replacement elections. Any Board
member may stand to replace an
Executive Team member. It is in the
discretion of the new Executive Team as
to what the masthead will reflect.

§ 3 – BOARD OF EDITORS
(1) Eligibility. All 2L Associates in good
standing with the Board of Editors at the
time of elections shall be eligible for
membership on the incoming Board for
their 3L year. 2L members shall not be
eligible for the Board of Editors.
(2) Deferral. Board members pursuing joint
degrees may defer board membership
for one year or may, if they so choose,
participate on the Board for two years,
provided that they are on the Executive
Team for only one year.
(3) Board Positions. All 3L members of
IJLSE shall be members of the Board
unless the outgoing board determines that
a member must serve as an Associate for
his or her 3L year. All Board members
must have a position to remain in good
standing. Board positions consist of all
the Executive Team, Managing Editors,
Articles Editors, and Notes and
Comments Editors.
(4) Managing Editors. Managing Editors
report to the Senior Managing Editor
and manage groups of 2L Associates to
gather article sources and complete
ii	
  

(5)

(6)

(7)

(8)

(9)

	
  

citechecking assignments. Managing
Editors will also assist Associates in
transitioning into their position with the
Journal by whatever means the
circumstances dictate.
Articles Editors. Articles Editors report
to the Executive Articles Editor and
assist in selecting articles, sourcing
assignments, editing articles and author
communication. The Executive Articles
Editor and the non-executive Articles
Editors collectively make up the
“Articles Staff.”
Notes and Comments Editors. Notes
and Comments Editors report to the
Executive Notes and Comments Editor,
judge student written work, and help
prepare student- written work for
publication. The Executive Notes and
Comments Editor and the nonexecutive Notes and Comments Editors
collectively make up the “NCE Staff.”
Meeting Process. The Editor-in-Chief
presides over meetings of the Board of
Editors. In his or her absence, the Senior
Managing Editor shall preside. The
Editor-in-Chief shall call meetings of the
Board of Editors at his or her discretion
except that he or she must call a
meeting to approve the next year’s
membership on the Board of Editors
and a separate meeting to approve what
positions those members shall fill.
Monthly Meetings. The Editor-in-Chief
must also call a monthly meeting of the
Board of Editors to vote on any issues
requested by one-third of the Board. If no
such issue arises in a given month, no
meeting need be called.
Voting. Two-thirds of the Board of
Editors constitutes a quorum of the
Board. The Board must always vote on
bylaw amendments, and other major
IJLSE decisions as the Editor-in-Chief
decides or as required by any other
section contained herein. A vote by a
majority of the Board on any issue raised
by the Editor-in-Chief shall bind the

(10)
(11)

(12)

(13)

Journal. The Editorial Board includes the
Executive Team and therefore the
Executive Team shall be permitted to
vote in any Editorial Board vote as long
as that vote is not confirming or
overriding the actions of the Executive
Team. The Editor-in-Chief, or one of the
Senior Managing Editors, if he or she is
presiding, shall only vote on an issue in
the case of a tie.
Privacy. All meetings of the Board of
Editors are private and confidential.
Removal of Board Members. Any
Board Member may be removed from
his or her position for failure to fulfill
his or her duties or for behavior
unbecoming of an Editor of the Indiana
Journal of Law and Social Equality.
Non-Executive Team Board Members
need not be replaced. It is within the
discretion of the Executive Team as to
what the masthead will reflect.
Removal of Board Members by
Executive Team. Any member of the
Board may also be removed by a
unanimous vote of the Executive Team
followed by a majority vote of the Board.
Removal of Other Staff Members. Any
other staff member, including 2L
Associates and 3L Staff, may be
removed by a majority vote of the
Executive Team for failure to fulfill his
or her duties or for behavior
unbecoming of a staff member of the
Indiana Journal of Law and Social
Equality. This removal power is subject
to an override of two-thirds of the Board
of Editors.

§ 4 – ASSOCIATES

iii	
  

(1) General. Every 2L member of the
Indiana Journal of Law and Social
Equality is a 2L Associate. Associates
must fulfill their duties to be in good
standing with the Board to be eligible for
Board membership their 3L year.
(2) Sourcing and Citechecking. Associates
must complete sourcing and citechecking

(3)

(4)

(5)

(6)

(7)

(8)

	
  

assignments, as the Senior Managing
Editor requires, in a timely and accurate
fashion. Should an associate fail to meet
his or her good faith requirement when
completing any sourcing assignment, the
assignment will be deemed incomplete.
Note Requirement. Associates must
complete and submit a piece of original
legal scholarship for consideration by
the Journal. Failure to put forth a
good-faith effort, as determined at the
discretion of the NCE Staff, will result in
automatic disqualification from Board
membership. At a minimum, a note is
presumed to lack good faith if it does not
satisfy all length, margin, spacing, and
sourcing requirements set forth by the
NCE Staff prior to note submission.
Proofreading Requirement. Associates
must proofread articles, notes, and other
material to be published in the Indiana
Journal of Law and Social Equality at the
direction of the Executive Editor.
Selection of New Associates. Every 2L
Associate shall receive his or her
invitation for membership to the Journal
based solely upon: the applicant's
academic performance during the first
year of law school; the applicant's
score from the Summer Writing
Competition; the applicant’s interest in
social equality; or a weighted combination
of the three. The weight of each of these
considerations is given is to be determined
each year by the EIC with the advice of
the Executive Team.
Anti-Discrimination. The Journal will
only use the methods in Section 4(5)
for selecting membership. The Journal
will not discriminate based on sex, race,
sexual orientation, national origin, or any
other basis than merit.
Transfer Students. Transfer students can
only be asked to join the Journal based
on their submission to the Writing
Competition.
Term of Service. Each member of the
Journal serves for at least a two-year term.

Only with the approval of the Board
of Editors may a staff member be
released from their commitment to the
Journal. The Board will automatically
give that approval to 3L Staff who choose
to go abroad.
(9) Deferral.
Associates
may
defer
membership on the Indiana Journal of
Law and Social Equality staff for one
year for reasons the Board deems
appropriate.

§ 5 – NOTES AND COMMENTS
(1) Note Evaluation Process. Each 2L
Associate is required to write a note to
be considered for publication in the
Indiana Journal of Law and Social
Equality. The Executive Notes and
Comments Editor shall decide the
process to evaluate the submissions, and
will make sure presumption decisions are
made prior to the election of the next
year's Executive Notes and Comments
Editor. Each Associate must fulfill the
note requirement during the first year in
which they are a Journal member,
regardless of their eventual graduation
date.
(2) Good Faith Requirement. In order to
meet good faith, the Note must be at least
20 pages, including double-spaced 12point font text and 10.5-point font
footnotes, and must conform to all IJLSE
Conventions. Notes must be adequately
researched with assertions supported by
appropriate sources. A rough draft of your
Note will be due sometime during the fall
semester. Final notes are due prior to the
start of the spring semester. The Notes and
Comments staff will provide more
detailed guidelines during the course of
the first semester, and your Notes and
Comments adviser will make him or
herself available for questions and
guidance.
The Note can be written on a topic
that has previously been written about, but
it must not be preempted. This means that
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the Note must suggest something new or
different regarding the topic. It is highly
recommended that associates take a
seminar that will allow for a seminar paper
to be used for the note requirement
Note Presumption. The Executive Notes
and Comments Editor shall presume,
conditionally presume, or deny each 2L
note. Presumed notes are notes that need
minimal changes to be ready for
publication. Conditionally presumed notes
are notes that will only be published if
significant changes to the note are made.
Notes that are denied may be resubmitted
to the next year’s Executive Notes and
Comments Editor for reconsideration.
Comments. The Board of Editors will
welcome the submission of comments.
Comments are scholarly pieces written by
students other than notes submitted by 2L
Associates. Comments will be evaluated
after the first round of notes has been
presumed.
Solicitation of Comments. Solicitation
of comments is limited to 2L and 3L
students at the Indiana University
Maurer School of Law, but comments
submitted by students from other law
schools shall be considered.
Preference
for
Comments.
The
Executive Notes and Comments Editor
shall use the same criteria for the
selection of notes as comments. No
preference
shall
be
given
to
resubmitted notes over comments.
Preference shall be given to comments
submitted by Indiana University Maurer
School of Law students over comments
submitted by students from other schools.
Editing of Notes and Comments. The
Executive Notes and Comments Editor
shall, with the Notes and Comments
Editors, edit comments for publication.
Plagiarism Policy. The Indiana Journal
of
Law
and
Social
Equality
unequivocally adheres to the rules
prohibiting plagiarism as defined by the
Maurer School of Law’s Uniform Policy
on Plagiarism in Student Work in Law

Journals. Plagiarism is of particular
concern in the Law School because it not
only infringes on academic freedom and
violates the trust of the scholarly
community, but it also violates the
canons of ethical behavior to which all
legal professional are subject.
(9) Dismissal
for
Plagiarism.
When
instances of plagiarism are suspected, they
will be brought to the attention of the
Editor-in-Chief. The Editor-in-Chief shall
report instances of suspected plagiarism
to the designated faculty advisor for the
Journal. The Board of Editors will not be
responsible for dismissing a member for
plagiarism. Any member of the staff will
be expected to cooperate with the Maurer
School of Law in enforcing the Uniform
Policy on Plagiarism in Student Work in
Law Journals. Actual plagiarism will
result in dismissal from membership from
the Indiana Journal of Law and Social
Equality
or
disqualification
from
consideration for membership.

§ 6 – DISCIPLINE
(1) Duties. All members of the Indiana
Journal of Law and Social Equality must
fulfill their duties to the best of their
abilities. The Editor-in-Chief and Senior
Managing Editor shall exclusively deal
with all issues of discipline short of
dismissal.
(2) Process for Dismissal. A charge or
charges based on grounds for dismissal
shall be brought to the attention of the
Editor-in-Chief. The Editor-in-Chief
shall act at his or her discretion, in
accordance with section 2(9); sections
3(11)-(13); and section 5(8). The Editorin-Chief may entrust a committee to
make a recommendation to the Board of
Editors or may do so himself or herself.
If the charges are against the Editor-inChief, the Senior Managing Editor shall
act at his or her discretion in bringing
the charges to the Board of Editors with
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the same tools that the Editor-in-Chief
has at his or her disposal.

(6) Secrecy of Ballots. All ballots shall be
secret. The outgoing Executive Team
shall count the ballots and announce the
winners; the Executive Team shall keep
the tallies secret. Under no circumstances
shall the individual vote tallies or
discussions surrounding the votes be
compelled. Any disclosure relating to the
voting process is both voluntary and
discretionary as is the scope of any such
disclosure.
(7) Board Transition. The Board shall
announce the new Board of Editors and
post the next year’s masthead. During the
transition period between the election of
the new Executive Team and the spring
graduation, the old Board of Editors is
still the governing body of the Journal.
After spring graduation the new Board
takes control of the Journal; however, the
old Board will still have obligations until
the final issue of their volume is
published. If the old Board has not
published both issues prior to spring
graduation, the old Board shall be able to
bind themselves as it pertains to
publishing the remainder of the volume
but not the Journal in general. The new
and old Editors-in-Chief shall be
responsible for coordinating between the
two Boards during this time.
(8) Addition or Elimination of Positions.
Elimination of any existing Editorial
Board or Executive Team position shall
be effectuated only upon a two-thirds
vote of the Editorial Board. Under no
circumstances shall an occupied position
be eliminated during the academic year.
Addition of any position on the Executive
Team or Editorial Board shall be subject
to a two-thirds vote of the Editorial
Board. Should a position on the
Executive Team be created during the
academic year, the Editor-in-Chief shall
appoint a member of the Editorial Board
to fill that vacancy, subject to a majority
vote of the Board.

§ 7 – ELECTIONS AND TRANSITION
(1) Election Schedule. In the early spring
semester, the Executive Team shall
distribute a schedule for the election of
the next year’s Executive Team.
(2) Eligibility for Standing for Election.
Only those Associates in good standing
may stand for election for the Executive
Team.
(3) Election for Editor-in-Chief. The first
election shall be the election of the
Editor-in- Chief. The Editor-in-Chief
shall be selected by a majority vote of all
Associates. Should more than two
candidates run for the position, voting
will take place in two rounds. After the
first round the top two vote getters will
move on to the final round. The candidate
receiving the majority of the votes in the
second round shall be the winner of the
election.
(4) Selection of Candidates for Editorial
Board. After the Editor-in-Chief-elect is
selected, all Associates in good standing
must apply for a position on the Editorial
Board. Not more than two weeks after the
Editor-in-Chief-elect is selected, the
Executive Team, with the advice of the
Editor-in-Chief-elect, shall interview all
applicants for the Executive Team and
Board of Editors, and choose all
Executive Team and Board of Editors
positions.
(5) Election for Executive Team. All
positions shall then be selected by a
majority vote of the outgoing Executive
Team. The criteria and considerations
used by the Executive Team in selecting
the new Board and Executive Team, as
well as the weight each is given, shall be
within the sole discretion of the voting
members and shall be held in confidence
by them.
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APPENDIX A
IJLSE CONVENTIONS
The following conventions are specific to the IJLSE. Some of these conventions may be different
from those in the Bluebook or The Chicago Manual of Style. If there is a conflict between an
IJLSE convention and a Bluebook or Chicago Manual of Style rule, the IJLSE convention
will control.
Punctuation
1.
Place a comma in any numeral with four or more digits.
§

There are 5,074 feet in a mile.

2.

IJLSE uses the Oxford comma (see CMS 6.18).

3.

When using a compound term as a noun, do not use a hyphen (1). If used in the adjective
form, the phrase is hyphenated if before a noun (2) but not hyphenated if it comes after
the noun it is describing (3). See Appendix B for a comprehensive table of CMS rules
guiding the use of a hyphen. For example:
1) Jon is a decision maker.
2) That is an open-ended question.
3) That question is open ended.

4.

Except for statutory citations, there should be a space
parentheses/brackets and subsequent opening parentheses/brackets.

5.

Put ONE space after each period or colon.

6.

There should be no space on either side of an em dash (–).

7.

When citing an alphanumeric or numeric range, give the inclusive range, separated by an
en dash (not a hyphen). There should not be spaces on either side of the en dash.
§

between

closing

50 U.S.C. §§ 401a–402b (2000).

Capitalization
8.

When the words “Article,” “Comment,” “Note,” or “Part” refer to the author’s current
piece, they should be capitalized.

9.

If an author references any legislatively enacted rule (e.g., the Federal Rules of Criminal
Procedure) always capitalize “Federal Rules.” Additionally, capitalize “rule” whenever
it is immediately followed by a rule number but not when used in a general sense.

10.

Where the title of a work contains a hyphenated word, capitalize both words in the
hyphenated phrase.
§

	
  

Christopher Bradley & Dennis J. Cole, Causal Attributions and the Significance
of Self-Efficacy in Predicting Solutions to Poverty, 35 SOC. FOCUS 381, 382
(2002).
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Grammar and Style
11.

References in the text to another part of the Article, Comment, or Note should be to
“Part #,” not to “Section #.” (See also BB R3.5.)

12.

The words “the,” “an,” or “a” should be used consistently in the text and in the footnotes
unless a words is used as a different part of speech
Ø Plaintiff sued defendant for malpractice.
Ø The plaintiff sued the defendant for malpractice.
Ø The FDIC entered into a purchase and assumption agreement with Chase Bank pursuant
to approved FDIC rules.
Ø BUT NOT “The plaintiff sued defendant for malpractice.”

Quotations
13.

When one quotation contains a quotation from another source within it, and the “nested”
quotation contains an alteration or omission, include a parenthetical in the citation that
indicates the source of the alteration or omission.
§

“Hogging a mutual phone line is ‘the most reprehensible . . . form of villainy.’”1

14.

Use smart quotes (like this “ ”), instead of straight quotes (like this " ").

15.

Remove a hash (like this ') when used incorrectly as an apostrophe and replace with a
true apostrophe (like this ’).

16.

There should be only a single blank line above and below a textual block quote.
However, there should not be a blank line above or below a block quote appearing in a
footnote.

Abbreviations
17.

When “i.e.” or “e.g.” appear in text, change them to “that is” or “for example,”
respectively. However, if they appear in a parenthetical or a signal, leave as “i.e.” and
“e.g.” If either is used in a parenthetical, italicize. If “e.g.” is used in a signal, it should
be italicized according to BBR 2.1(d). Do not spell out “etc.”

18.

To indicate a short form or phrase in the text, use both parentheses and quotation marks
for abbreviations (e.g., (“Act”)), but use only parentheses for acronyms (e.g.,
(ERISA)).

19.

Periodical names can be shortened even if they are not a law journal listed in the
Bluebook references. Follow T13 for guidance on how to abbreviate names.
NOTE: If using an unlisted abbreviation, you must note this in your citation report. You
also must search the entire article to see if the author cites to that periodical anywhere
else. If he or she does, insert a comment bubble indicating your abbreviation. If the
author does not cite to that periodical again, make sure to indicate that in a comment
bubble as well.

Short Form Citations
20.

When using the short form for books or periodicals (or any other work that follows the

	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
   	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  
1 Moore, 999 U.S. at 126 (quoting Singer v. Couture, 874 U.S. 49, 62 (1999) (omission in original)).
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author-naming conventions in BB R15.1), use the following forms:
a. Exactly two authors
§

[(first author’s last name) & (second author’s last name)], supra note [#]. at
[pincite].

b. More than two authors
§
21.

22.

[first author’s last name] et al., supra note [#], at [pincite].

When using the short form for cases, IJLSE uses the following form from BB
R10.9(a)(i):
§

[Case Name Identifier], [Rptr. Vol.] [Rptr. Name] at [Pincite/First Page of Case].

§

Youngstown, 343 U.S. at 585.

When using short form for statutes, IJLSE uses the following form from BB R12.10:
§

[Title #] [Abbreviation of Cited Code] § [Cited Section].

§

8 U.S.C. § 1983.) (I.e., simply omit the year and any publisher information)

NOTE: This applies only to codified statutes. For session laws or other versions of
statutes that are not codified in the most recent version of the statutory compilation,
the year and publisher information is critical and therefore must be included.
23.

If the full name of a case appears in the text where the case is cited, the name should be
omitted from the footnote citation. (Information such as the date should be retained
even if it is mentioned in the text however.)
§

In Davis v. DePaul,2 the Supreme Court declared that intentional hogging of a
mutual phone line is vile.

Miscellaneous
24.

When a piece has more than two authors, list all of the authors’ names the first time the
work is cited. (See the fourth example under BB R15.1(b).)

25.

When the author uses an internal cross-reference to refer to his or her own discussion in
the current work, use the following formats:
a. Reference to a discussion in a previous footnote
§

See supra note(s) [fn #] discussion.

b. Reference to a discussion in the article text that is located near a superscripted
footnote number. (This does not include any discussion in the footnote itself.)
(Follows BB R3.5.)
§

See supra text accompanying note(s) [fn #].

c. Reference to a discussion in the text near a superscripted footnote and in the footnote
itself. (Follows BB R3.5.)
§
26.

See supra note(s) [fn #] discussion and accompanying text.

When citing a source that is only available at the IJLSE office, the proper citation form
is, “(unpublished manuscript [or whatever the source may be]) (on file with the Indiana

	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
   	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  
2 999 U.S. 123 (2005).	
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Journal of Law & Social Equality).”
27.

In text, spell out all amendments to the Constitution up to amendment number nineteen.
§

Thus, the Nineteenth Amendment is spelled out, but the 20th Amendment is not.

28.

Textual footnote numbers are superscripted. The footnote number is in regular text and
the same size as the footnote text.

29.

The different section headings of an article must be in particular typefaces:
INTRODUCTION AND CONCLUSION (small caps typeface; no bullet/number)
I. MAIN HEADINGS (small caps typeface; uppercase Roman numerals)
A. Sub-headings (italics typeface; uppercase letters)
i. Sub-sub-headings (Level 1) (plain typeface; lowercase Roman numerals)
a. Sub-sub-headings (Level 2) (plain typeface; lowercase letters)
1. Sub-sub-headings (Level 3) (plain typeface; Arabic numerals)
APPENDIX (small caps typeface; no bullet/number)

Final Formatting Only (Associates need not worry about these Conventions)
30.

Headings located at the bottom of a page must be moved to the top of the following
page. There should only be one blank line before and after a heading.

31.

Hyphenated words ending a page to the top of the next page so that the pieces of the
word appear together.
Each footnote must begin on the page in which the supported footnote number appears.

32.
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APPENDIX B
COMMONLY OVERLOOKED BLUEBOOK AND CHICAGO
MANUAL OF STYLE RULES
The following is a list of common problems Associates encounter when completing citechecking
assignments. The lists below are intended only to call your attention to some of the aspects of
citechecking in which mistakes most frequently occur. Some items on these lists may have
been mentioned elsewhere—their repetition should stress to you the importance of adhering to
these guidelines and suggestions. Remember, citechecking is not something that can be
learned overnight; all of us are still learning.

Bluebook (20th Edition)
Topic

Bluebook Rule

1.2
Signals

1.3
Order of
Authorities

1.4
3.2(a)

Citing
Subdivisions

3.3(a)
3.2(b)

Use of “id.”

4.1

Use of “supra”

4.2

5.2(c)
Quotations

	
  

5.2(f)
5.3

Explanation
EVERY citation must include a justification for its use or non-use of a signal in
your citation reports. The Bluebook maintains criteria for when no signal is
required; you must follow this guidance.
Use of intro signals see also, cf., compare/with, and but cf., should almost
always have an explanatory parenthetical. See generally should always have
one.
When used as a verb in the text of a footnote as verbs, you should use full
words or phrases and they should not be italicized (e.g., Cf. becomes
“compare”).
Pay attention to the order of the signals within each footnote to make sure the
order complies with BBR 1.3 (they rarely do)
Check the order of authorities within each signal to ensure compliance with
BBR 1.4 (authors routinely make mistakes here)
Use “at” to cite a subdivision only if the citation would be confusing without
it.
NEVER use “at” before a paragraph (¶) or section (§) symbol.
When citing to a footnote, there is no space after “n.” and the footnote number
(e.g., n.8 NOT n. 8).
NEVER use “id.” to refer back to an internal cross-reference.
NEVER use “id.” to refer back to a citation with multiple authorities (citations
with sources in an explanatory parenthetical do not count for this rule
however).
The following types of authorities MAY NOT make use of the “supra”
shortform unless the title is prohibitively long:
• Cases
• Statutes
• Constitutions
• Legislative materials (other than legislative hearings)
• Restatements
• Model Codes
• Regulations
Note any changes (other than additions or deletions) to a quotation in an
explanatory parenthetical.
Guidance on use of internal quotation marks (20th edition update).
Ellipses require a space in between each period as well as before and after the
A-‐5	
  

5.3(a)
5.3(b)(i)
5.3(b)(iii)
6.1(a)
6.1(b)
6.2(a)
6.2(a)(iii)
6.2(a)(iv)
Abbreviations,
Numerals, and
Symbols

6.2(a)(v)
6.2(d)

6.2(c)

Capitalization

8(c)(ii)

10.2.2
Cases
10.2.1(c); 6.1(b)
10.9(a)
12.2.2.1(a)

Statutes
12.3.1
12.2.2

Legislative
Materials

13

Administrative

14

	
  

beginning and end periods. DO NOT simply type three consecutive periods.
When quoting an authority by using a phrase or clause, there is no need for an
ellipsis before or after the cited language; only use an ellipsis if language is
omitted from the middle of quoted passage.
When quoting an authority as a full sentence, do not use an ellipsis to being
the sentence. Instead, capitalize the first letter of the quoted sentence and
enclose it in brackets.
When quoting an authority as a full sentence and the end of the quote is being
omitted, end the quotation with the same punctuation from the original source
after the ellipsis.
In general, there is no space between adjacent single capitals (e.g., S.D.N.Y.).
“United States” may be abbreviated as “U.S.” only when used as an adjective.
If “United States” is being used as a noun, it must be spelled out.
Spell out numerals ranging from zero to ninety-nine.
When a series of numbers includes numerals both within and outside the zero
to ninety-nine range, numerals should be used for the entire series.
Numerals should always be used where the number contains a decimal point.
Where material repeatedly refers to percentages of dollar amounts, numerals
should be used.
The symbols for dollar ($) and percentage (%) should be used where the
corresponding number is a numeral but should be spelled out where the
corresponding number is also spelled out. There should never be a space after
$ or % where the symbol is appropriate.
The words “section” and “paragraph” should always be spelled out in textual
sentences except when referring to the U.S. Code or a federal regulation.
There should always be a space before and after § or ¶ where use of the
symbol is appropriate.
The word “court” is only capitalized when referring to the U.S. Supreme Court
or when used as part of the title of a lower court.
The word “state” is capitalized if it is part of the full title of the state, when the
word it modifies is capitalized, when referring to the state as a governmental
actor, or where it is a party to litigation.
The word “federal” is capitalized only when the word it modifies is also
capitalized.
Do not abbreviate a case name in a citation unless the abbreviation is found in
Tables 6 or 10 in the Bluebook. You should not abbreviate any words if they
are part of the name of a state, country, or other geographical unit however.
In textual sentences, acronyms can be used for party names only if it is a
widely known acronym. Use your best judgment here.
There must be a full citation for cases every five footnotes.
The United States Code is only updated once every six years. An annual
cumulative supplement is published yearly however. Always use the year of
the most recent edition or supplement when citing to the United States Code.
If citing to a United States statute passed after the most recent supplement has
been published, you must cite to an unofficial version of the Code. NEVER
cite to an unofficial version of the Code when an official version is available.
Only use the name of a statute in a citation if the statute is commonly cited
that way.
When citing to a statute that is codified in scattered section of the Code, try to
cite to the specific sections in which the law was codified if possible. Where
citing to the individual sections would be unwieldy, cite to the session law and
add a parenthetical is illustrated in the Bluebook.
Citing to legislative materials is a very common source of errors for
Associates. There is no reason for this. Rule 13 of the Bluebook provides very
clear explanations and examples for virtually every form of legislative
material. Just follow the rules.
Citing to administrative materials can be very frustrating for associates,
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and Executive
Materials
14.2(d)
T1.2
Newspaper
Citations

16.6(f)
16.7.1

Periodicals

T13.1; 13.2
T13; T10

Unpublished and
Forthcoming
Sources

17

18.2.1(b)(ii)

18.2.2
Internet Sources
18.2.2(c)

18.2.2(f)
18.2.2(g)

especially for those who have not taken administrative law. Follow the rules as
closely as possible but do not be afraid to ask your ME, SME, or another 3L
for assistance.
A large amount of administrative publications will need to be cited using this
format. Don’t be fooled by the fact it is titled simply as “Other Publications”
and is fairly straightforward.
Table 1.2 contains a list of various federal agencies that have their own unique
citation forms. Probably the most commonly seen specialized citation form
comes from citations to Department of Treasury documents.
Online editions of newspapers can now be cited in place of printed versions.
Unless you have a physical copy of the newspaper, simply cite to the online
version.
Where the author of a comment or note is a student, be sure to include the
word “Comment” or “Note” after the author’s name and before the title of the
work.
Table 13 has been updated in the 20th edition of the Bluebook to include a list
of abbreviations for frequently used institutions (T13.1) and common words
(T13.2). These lists replace the list of periodicals contained in previous
publications.
Any periodicals that contain geographical terms found in Table 10 may now
be abbreviated accordingly.
Rule 17 is often mistakenly neglected by associates. Whenever an author cites
a manuscript (17.2.1); a dissertation or thesis (17.2.2); a letter, memorandum,
or press release (17.2.3); emails (17.2.4); interviews (17.2.5); speeches
(17.2.6); forthcoming publication (17.3); or working papers (17.4), make sure
to reference this section of the Bluebook. Citation forms for these types of
sources are very different than other sources.
Citations to Internet Sources Also Available in Print
The 20th edition of the Bluebook has eliminated parallel sources for internet
citations. Any internet source that is merely an online version of a print source
can be cited as if it were that type of authority. The only difference between
citation to a print version and an online version of a source is that citation to
the online version will be appended by the URL of the online source and
separated from the main citation by a comma (“available at” is no longer
necessary).
Citations to Internet-Only Sources
The date and time an internet source was published should precede the
source’s URL. Where there is no publication date for a page (that is not
dynamic) the date the page was last modified or updated should follow the
source’s URL. Where there is no indication of the last time the page was
updated, the last date that you visited the page should follow the source’s
URL.
Where a document is available in multiple forms, always cite to a form that
preserves the pagination of the print version (e.g., PDFs).
Where citation to a document form that preserves pagination is possible,
pincites should be used where appropriate.

Chicago Manual Of Style
The following material is reproduced in substantially the same form as it appears in the digital version of the CMS. As a
student at IU, you have access to this material through the school so reproduction is an appropriate means of making use
of the rules more efficient. This is protected material however, and should be used only by IU students and for academic
purposes.

Compounds and Hyphenation
Hyphens are frequently misused by both authors and citecheckers. Hyphens are covered in CMS 7.77 to 7.85. Read
these rules carefully. The CMS defers to the dictionary for most hyphenation questions. If you are not sure whether a
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word is spelled with a hyphen, look it up in the dictionary. The CMS has a fantastic table of commonly seen situations in
which hyphens are used and misused; portions of that table are reproduced below.
Category/Identifier
Rule Explanation
Examples
Age Terms
Hyphenated in both noun and adjective forms
A five-year-old child
Hyphenated before but not after a noun
Blue-green algae
Colors
The water is blue green
Closed in noun, adjective, and adverb forms
Northeast
Directions
unless three directions are combined. When
East-northeast
from . . . to form is implied, an en dash is used
A north-south street
Fractions, compounds formed
Noun form open; adjective form hyphenated
A half hour
with
A half-hour session
Hyphenated in noun, adjective, and adverb
One-half
Fractions, simple
forms, except when second element is already
One twenty-fifth
hyphenated
Number + abbreviation
Always open
A 3 ft. high wall
Hyphenated before a noun, otherwise open
A hundred-meter race
Number + noun
It’s three inches high
Number + percentage
Both noun and adjective forms always open
50 percent
Hyphenated before a noun, otherwise open
A second-best decision
Number, ordinal. + superlative
He arrived fourth to last
Twenty-one through ninety-nine hyphenated;
Twenty-eight
Numbers, spelled out
others open
Three hundred
Usually open unless stated as numbers before a At three thirty
Time
noun
The three-thirty train
Hyphenated before but not after a noun
A middle-class neighborhood
Adjective + noun
The neighborhood is middle class
Adjective + participle
Adverb ending in ly + participle
or adjective
Adverb not ending in ly +
participle or adjective

Combining forms
Gerund + noun
Noun + gerund
Noun + noun, single function
(first noun modifies the second)
Noun + noun, two functions
(both nouns equal)
Noun + adjective
Noun + numeral or enumerator
Noun + participle
	
  

Hyphenated before but not after a noun
Open whether before or after a noun
Hyphenated before but not after a noun;
compounds with more, most, less, least, and
very usually open unless ambiguity threatens.
When the adverb rather than the compound as a
whole is modified by another adverb, the entire
expression is open.
Usually closed if permanent, hyphenated if
temporary
Noun form open; adjective form hyphenated
Noun form is usually open; adjective form is
hyphenated before a noun. Some permanent
compounds are closed
Noun form open; adjective form hyphenated
before a noun. Some permanent compounds
closed
Both noun and adjective forms always
hyphenated
Hyphenated before a noun; usually open after a
noun
Both noun and adjective forms always open
Hyphenated before a noun, otherwise open
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Open-ended question
The question was open ended
A fully open society
He was mildly amusing
A much-needed addition
It was much needed
The most skilled workers (most in
number)
The most-skilled workers (most in
skill)
Socioeconomic
Politico-scientific studies
Running shoes
Running-shoe store
Decision making
A decision-making body
copyediting
Tenure track
Tenure-track position
copyeditor
City-state
City-state governance
HIV-positive men
She is HIV positive
Type A
A type A executive
A clothes-buying grandmother
A day of clothes buying

Participle + noun
Participle + up, out, and similar
adverbs
Phrases, adjectival
Phrases, noun
Ethnic terms; proper nouns
and adjectives relating to
geography or nationality

Adjective form hyphenated before but not after
a noun
Adjective form hyphenated before but not after
a noun. Verb form always open
Hyphenated before a noun; usually open after a
noun
Hyphenated or open as listed in Webster’s. If
not listed in the dictionary, its open
Open in both noun and adjective forms, unless
the first term is a prefix or unless between is
implied

Cutting-edge methods
Their approach was cutting edge
Dressed-up children
We were dressed up
An over-the-counter drug
The drug is sold over the counter
Stick-in-the-mud
African Americans
African American president
The Franco-Prussian War

Commas
Restrictive & Non-Restrictive
Clauses (CMS 6.22)

Commas with Parenthetical
Elements (CMS 6.24)
Commas with “however,”
“therefore,” “indeed,” and so
forth (CMS 6.25)

Commas with Independent
Clauses Joined by Conjunctions
(CMS 6.28)
Comma use with Two
Consecutive Conjunctions (e.g.,
and if, that if) (CMS 6.32)
Commas with Compound
Predicates (CMS 6.29)

Commas Preceding the Main
Clause (CMS 6.30)
Commas Following the Main
Clause (CMS 6.31)

Commas with Coordinate
Adjectives (CMS 6.33)

	
  

Restrictive clauses (those that provide essential
information to the meaning of a sentence) are
generally introduced by “that” and do not
require commas. A nonrestrictive clause (one
that could be deleted without changing the
meaning of the sentence) are generally
introduced by “which” (although “that” may
also be used), and are set off by commas.
When only a slight break is intended, commas
should set off a parenthetical element inserted
into a sentence as an explanation or comment.
Commas—sometimes paired with
semicolons—are traditionally used to set off
adverbs such as those listed unless the adverb is
essential to the meaning of the clause.

When independent clauses are joined by “and,”
“but,” “or,” “so,” “yet,” or any other
conjunction, a comma usually precedes the
conjunction unless the clause is very short and
not otherwise a part of a series.
When two conjunctions appear next to each
other, they need not be separated by a comma.
A comma is not normally used between the
parts of a compound predicate (two or more
verbs having the same subject) unless a comma
is necessary to prevent a misreading.
A dependent clause that precedes a main clause
should be followed by a comma.
A dependent clause that follows a main clause
should not be preceded by a comma if it is
restrictive. However, it is merely parenthetical,
it should be preceded by a comma.
As a general rule, when a noun is preceded by
two or more adjectives that could, without
affecting the meaning, be joined by “and,” the
adjectives are normally separated by commas.
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The version of the manuscript that
the editors submitted to the
publisher was well formatted.
The final manuscript, which was
well formatted, was submitted to
the publisher on time.
All the test participants, in spite of
our initial fears, recovered.
A truly efficient gasoline-powered
engine remains, however, a pipe
dream.
If you cheat and are therefore
disqualified, you may also risk
losing your scholarship.
The bus never came, so we took a
taxi.
Raise your right hand and repeat
after me.
Burton examined the documents
for over an hour, and if Smedley
had not intervened, the forgery
would have been revealed.
He printed out a week’s worth of
crossword puzzles and arranged
them on his clipboard.
She recognized the man who
entered the room, and gasped.
If you accept our conditions, we
shall agree to the proposal.
We will agree to the proposal if
you accept our conditions.
At last she arrived, when the food
was cold.
Shelly had proved a faithful,
sincere friend.
She has many young friends.

Commas with Introductory
Participial Phrases (CMS 6.35)

Commas with Introductory
Adverbial Phrases (CMS 6.36)

So called “coordinate adjectives” can usually
be reversed and still make sense. If adjectives
are not coordinate (i.e., one modifies the other),
no comma should be used.
An introductory participial phrase (see CMS
5.109) should be set off by a comma unless the
sentence is inverted and the phrase immediately
precedes the verb.
An introductory adverbial phrase is often set
off by a comma (1) but need not be unless a
misreading is likely (2). Shorter adverbial
phrases are less likely to merit a comma than
longer ones. (3) However, a comma should not
be used in the introductory adverbial phrase
immediately precedes the verb it modifies. (4)

Exhilarated by the morning’s
work, she skipped lunch and
headed for the ocean.
Running along behind the wagon
was the archduke himself!
(1) After reading this note,
Henrietta turned pale.
(2) Before eating, the members of
the committee met in the assembly
room.
(3) After 1956 such complaints
about poor fidelity became far less
common

Commas with “Not” Phrases
(CMS 6.40)
Commas with “not . . . but,”
“not only . . . but,” and the like
(CMS 6.41)

Commas with “that is,”
“namely,” “for example,” and
Similar Expressions (CMS 6.43)

When a phrase beginning with “not” is
interjected in order to clarify a particular noun,
commas should be used to set off the phrase.
With an interjected phrase of the type “not . . .
but,” or “not only . . . but,” commas are usually
unnecessary unless the phrase requires special
emphasis.
Expressions of the type “that is” are
traditionally followed by a comma. They may
also be preceded by an em dash or a semicolon,
or the entire phrase they introduce may be
enclosed in parenthesis or em dashes.

(4) Before the footlights stood one
of the most notorious rakes of the
twenty-first century.
We hoped the mayor herself, not
her assistant, would attend the
meeting.
They marched to Washington not
only armed with petitions and
determined to get their senators’
attention but also hoping to
demonstrate their solidarity with
one another.
There are simple alternatives to the
stigmatized plastic shopping bag—
namely, reusable cloth bags and
foldable carts.
The committee (that is, its more
influential members) wanted to
drop the matter.
Keesler managed to change the
subject; that is, he introduced a
tangential issue.

Semicolons
General Rule (CMS 6.54)

Semicolons with “However,”
“Therefore,” “Indeed,” and the
Like (CMS 6.55)

	
  

In regular prose, a semicolon is most
commonly used between two independent
clause not joined by a conjunction to
signal a closer connection between them
than a period would.
Certain adverbs (e.g., however, thus,
hence, indeed, accordingly, besides,
therefore, and sometimes then), when
they are used to join two independent
clauses, should be preceded by a
semicolon rather than a comma. A
comma usually follows the adverb but
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Though a gifted writer, Miqueas has
never bothered to master the semicolon;
he insists that half a colon is no colon at
all.
The accuracy of Jesse’s watch was never
in question; besides, he was an expert at
intuiting the time of day from the
position of the sun and stars.

may be omitted.

Parallelism
Parallel Structure Generally
(CMS 5.212)

Prepositions and Parallel
Structure (CMS 5.213)

Paired Joining Terms and
Parallel Structure (CMS 5.214)

Every element in a parallel series must be
a functional match of the others (whether
it be a word, series, clause, or sentence)
and serve the same grammatical function
in the sentence (e.g., noun, verb,
adjective, adverb).

In a parallel series of prepositional
phrases, repeat the preposition with every
element unless they all use the same
preposition.

Correlative conjunctions such as “eitheror,” “neither-nor,” “both-and,” and “not
only-but” and some adverb pairs such as
“where-there,” “as-so,” and “if-then”
must join grammatically parallel sentence
elements.

Wrong: She did volunteer in the
community kitchen, the homeless
shelter, and taught free ESL classes
offered by her church.
Right: She did volunteer work in the
community kitchen and the homeless
shelter, and taught free ESL classes
offered by her church.
Wrong: I looked for my lost keys in the
sock drawer, the laundry hamper, the
restroom, and under the bed.
Right: I looked for my lost keys in the
sock drawer, in the laundry hamper, in
the restroom, and under the bed.
Wrong: I’d like to either go into
business for myself or else to write
freelance travel articles.
Right: I’d like either to go into business
for myself or else to write freelance
travel articles.

Prepositions and Prepositional Phrases
Preposition defined: A preposition is a word or phrase that links an object and an antecedent to show the relationship
between them. A preposition’s object is usually a noun, or else a pronoun in the objective case (e.g., between me and
them), but an adjective, adverb, verb, or phrase may follow instead. Usually a preposition comes before its object, but
there are exceptions. For example, a preposition used with the relative pronoun “that” (or where “that” is understood from
the context) always follows the object (e.g., this is the moment [that] I’ve always been waiting for). (CMS 5.169)
Prepositional Phrase defined: A prepositional phrase consists of a preposition, its object, and any words that modify the
object. A prepositional phrase can be used as a noun (e.g., for James to change his mind would be a miracle), an adverb
(e.g. we strolled through the glade), or an adjective (e.g., the cathedrals of Paris). (CMS 5.173)
Avoiding Overuse of Prepositions: Prepositions can easily be overused. Stylistically, a good ration to strive for is one
preposition for every ten to fifteen words. There are five editorial methods for reducing the number of prepositions in a
sentence found in CMS 5.184-5.188. (CMS 5.138)
Ending a Sentence with a Preposition (CMS 5.176)
Contrary to what you may have learned in middle school, it
is grammatically correct to end a sentence with a
preposition if that construction is more natural.
Placement of Prepositional
A prepositional phrase with an adverbial
(1) Is a person with blond hair named
Phrases (CMS 5.175)
or adjectival function should be as close
Sandy here?
as possible to the word it modifies to
avoid awkwardness, ambiguity, or
(2) The date, the place, and the budget
unintended meanings. (1) If a
for the wedding have been decided.
prepositional phrase equally modifies all
the elements of a compound construction,
the phrase follows the last element of the
compound. (2)
Clashing Prepositions (CMS
If a phrasal verb (e.g., give in) precedes a Wrong: He gives in in every argument.
5.177)
prepositional phrase using the same term
(e.g., in every argument), the adverb will
Right: Rather than continue arguing, he
clash with the preposition and should be
always gives in.
reformatted.

Infinitives
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Infinitives defined: An infinitive verb, also called the verb’s root or stem, is a verb that is in its principal uninflected form
may be preceded by “to” (e.g., to dance, to dive). In the active voice, “to” is generally dropped when the infinitive follows
an auxiliary verb (e.g., you must flee) and can be dropped after several principal verbs such as “bid,” “dare,” “feel,”
“hear,” “help,” “let,” “make,” “need,” and “see” (e.g., You dare say that to me!). But when the infinitive follows one of
these verbs in the passive voice, “to” should be retained (e.g., he cannot be heard to deny it; they cannot be made to listen).
(CMS 5.104)
Split Infinitives (CMS 5.106)
Although traditional grammar rules have
They expect to more than double their
stated otherwise, it is now widely
income next year.
acknowledged that adverbs sometimes
justifiably separate an infinitive’s “to
from its principal verb

Subject/Verb Agreement
Agreement of Pronoun with
Noun (CMS 5.40)

A pronoun agrees with the noun for
which it stands in both gender and
number

John writes, and he will soon write well.
Sheila was there, but she couldn’t hear
what was said.

Personal Pronoun Forms (CMS Singular Pronouns
5.39)
Personal Pronoun
Nominative (pronoun
Objective (pronoun
Forms (CMS 5.39)
as the subject)
as the object)
Agreement in
First Person
I
me
Person and
Second Person
you
you
Number (CMS
Third Person
he, she, it
him, her, it
5.131)
Plural Pronouns

Genitive (possessive
pronoun)
my, mine
your, yours
his, her, hers, its

Nominative (pronoun
Objective (pronoun
Genitive (possessive
as the subject)
as the object)
pronoun)
First Person
we
us
our, ours
Second Person
you
you
your, yours
Third Person
they
them
their, theirs
Agreement in Person and
When a verb has two or more subjects
Number (CMS 5.131)
connected by “and,” it agrees with them
(1) Socrates and Plato were wise.
jointly and is plural. (1) When a verb has
two or more singular subjects connected
(2) Jill or Jan is prepared to speak.
by “or,” or “nor,” it is singular. (2) When
the subject is a collective noun conveying (3) The nation is powerful.
the idea of unity or multitude, the verb is
singular. (3) When the subject is a
(4) The faculty were divided in their
collective noun conveying the idea of
sentiments.
plurality, the verb is plural. (4).
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APPENDIX C
ACCESSING THE Z DRIVE FROM YOUR COMPUTER
You can access the Z-drive from any law school computer, including the computers in the IJLSE
office. Additionally, you can set up your computer to access the Z-drive remotely. However,
sometimes accessing the Z-drive remotely is a VERY slow process (especially when uploading
your sources).

Ø

Remember that sometimes uploading files to the Z-drive can be very slow when working remotely.
Assignment deadlines are firm deadlines. If an assignment is due at midnight, uploading something at 12:01
may result in disciplinary action. As a best practice, leave yourself at least an hour to upload sources or
other files. This way you can always run over to the law school if you have issues.

When accessing the Z drive from your laptop, it is possible to inadvertently remove files from
the Z drive or alter the original copies of files. If you open a document directly from the Z drive,
it will often cause your computer to hang or crash. To avoid both of these problems, always copy
files from the Z drive to your computer before opening or altering them. Make sure that
you are COPYING the files, not MOVING them off of the Z drive and on to your computer.
To set up remote access on your laptop, use the following guide:
Step 1: Download the Juniper Networks Pulse Secure Software from IUware
• Find it under Network & Printing / Pulse Secure
o Windows – http://iuware.iu.edu/Windows/Title/2029
o Mac – http://iuware.iu.edu/Mac/Title/2029
Step 2: Connect to the VPN
• Open Pulse Secure to configure the application in your first use
o Windows: Pulse is installed in the Juniper Networks folder and is also available in
your task bar as an black and green logo
o Mac: Pulse will be installed in your Applications folder. You may also have the
option to launch the application from your menu bar by clicking the black and
•
•
•

	
  

green Pulse icon
After you’ve launched Pulse, create a new connection by clicking the + (plus sign)
button
In the dialog box that appears, name the connection and enter the URL for the SSL VPN
(https://vpn.iu.edu/groups).
Click Add
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•
•

You will see your new connection in the list. To start your session, click the Connect
button
When prompeted, enter your IU Network ID: https://kb.iu.edu/d/beml

Note: Once you’ve created the connection, you can also initiate it from the Pulse icon in
your task bar (Windows) or the menu bar (Mac).
•

	
  

Windows (configured with Windows 8): From the task bar, right-click the Pulse
icon and choose Connect. To disconnect, right-click the icon and choose
Disconnect.
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•

	
  

o After you are connected to the VPN via Pulse Secure:
§ Click on This PC
§ Click on Computer
§ Click on Map Network Drive
§ In the Drive dropdown box, select “Z:”
§ In the Folder box, enter the following text:
\\bl-law-squirrel.ads.iu.edu\law2\departments\journals\JLSE
§ In the “user name” box, type “ads\” followed by your IU username
(e.g., ads\username)
§ In the “password box, enter your IU passphrase
§ Click OK
§ Click Finish
Mac: Click the Pulse icon, choose the name of the SSL VPN profile you’ve created,
and then click Connect.
o After you are connected to the VPN via Junos Pulse:
§ Click on Finder
§ Click on “Go” at the top of the screen
§ Select Connect to Server
§ Type the following in the server address box:
smb://bi-law-squirrel.ads.iu.edu/law2/departments/journals/JLSE
§ Click the + symbol in order to save the address for future use
§ Click Connect
§ You will then be prompted to enter your IU username and passphrase
Note: If your computer automatically enters a different username
than your IU username (common), you must change this field to
reflect your IU username
§ Click OK
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SAMPLE

APPENDIX D
INTERLIBRARY LOAN REQUEST

If you are unable to secure a hardcopy source from one of the many libraries on IU’s Bloomington
campus, check IUCat to see if that source is available at another IU campus. If it is, fill out an
InterLibrary Loan (ILL) request as demonstrated below. If the source cannot be pulled from another
IU campus, search WorldCat for the authority. After locating the source, record as much information
about the authority as possible, including where the it is available, and use that information to submit
an ILL request. If you need to pull a source form a library outside of the Indiana University system,
make sure to get in contact with the library so you remain updated about the request. If you are unable
to secure a source before your sourcing assignment is due (don’t worry, it happens even if you are
diligent), this information will be necessary if you are to avoid disciplinary action.
Step 1: Access the ILL Request Form on the Law Library Home Page
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Step 2: Fill Out the ILL Request Form
Ø Make sure to enter as much information as possible to make the librarians’ task as painless as
possible.
Ø In the “I will pay a maximum of $” field, enter 0. If you ever are asked to pay for an ILL, contact
your AE.

Step 3: Submit Request
Step 4: Contact the librarians about the status of your request and check your library account for updates
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SAMPLE

APPENDIX E
WRITTEN CITECHECKING REPORTS

This is an excerpt from a longer citechecking assignment that shows the citechecker’s
written report. All Citechecking Reports should contain the type of information shown
here, but your ME may ask you to provide additional information.
You can download a blank template of this report from the Z drive.
	
  
Associate Name
Associate Email Address
ME Name
ME Email Address

Associate
Assoc@indiana.edu
ME
ME@indiana.edu

Author Name
Footnotes Assigned
Assignment Due Date

Kramer
20-65
11/24/2015

	
  
	
  
Instructions	
  

	
  

	
  

Ø Fill out the table above and make sure to include this sheet as the first page in your citechecking report
Ø You will have to fill out a form for EACH FOOTNOTE. Where a footnote has multiple citations, a
form must be filled out for each citation within that footnote. Only one “Article Text Analysis” needs
to be filled out for each footnote however.
Ø Review each footnote for errors, correcting any such mistakes you find. DO NOT COPY AND PASTE
THE CORRECTED CITATION INTO YOUR REDLINE. Each corrected citation must be
manually entered so your ME’s can review the changes.
Ø Unless otherwise noted, always list the applicable IJLSE, BB, or CMS rules, even if the original citation
was correct. Any incorrect citations must be corrected and all corrections must be justified unless
otherwise noted.
Ø Where you see a blue hyperlink, hover over for additional instructions.
Ø Additionally, you are expected to verify any quotations within the footnote, please review any such
quotations very carefully.	
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APPENDIX F
SAMPLE REDLINE
Below is an excerpt from a longer Redline. The Redline serves two purposes: (1) to show and
explain changes made to the article text; and, (2) to make corrections to the footnotes. The
Citechecking Report serves as a supplement to the Redline to help explain an associate’s edits.
The Review – Track Changes function should be turned on for edits made to the article (“The
Redline”). Save the document as “LAST NAME_Redline_AUTHOR LAST NAME”. Every
in-text edit should be accompanied with an explanation in a Track Changes comment bubble.
Sample Redline
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APPENDIX G
SAMPLE SOURCE LIST
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APPENDIX H
TIPS FOR LOCATING DIFFICULT PINCITES
It is the associate’s responsibility to ensure that each footnote cites to the particular page or span of
pages referenced by the author. During citechecking this will require you to either (1) confirm the
page already listed in the cite or (2) find the page and insert a pincite. Below are some tips for
difficult to find passages or lengthy sources.
Incorrect Pincites
§ First try read surrounding pages and/or scan through the relevant section.
Electronic Sources
§ Control+F for related words
§ If there is a quote in-text or in the footnote text, perform an advanced search for the
quote or part of the quote on WestLaw or LexisNexis.
Books
§ Check the book’s index for related terms and corresponding page numbers.
§ Check the book’s table of contents to find a starting place or narrow down your
search.
• Check Google Books for the source (books.google.com). Search for the book by
title or author’s name and then search inside the book for the corresponding
material.

•

	
  

Check Amazon to see if the source is available with the “Look Inside!” function.
Search for related terms.

A-‐23	
  

	
  

A-‐24	
  

APPENDIX I
CITECHECKING CHECKLIST
This checklist indicates the key things you should be looking for while citechecking. It is not meant to
be exhaustive, but it should help you get a feel for citechecking and keep track of what you’ve checked.

BODY TEXT
Substance
•
•

Does the source say what the author says it does?
Does the author’s assertion seem reasonable?

Quotations
•
•
•
•

Did the author transcribe the quotation exactly as it appears in the source? Check!
Are there any alterations to the quotation? Are they done correctly? BBR 5.2.
Are words omitted from the quotation? Is the ellipsis used properly? (It rarely will be.)
BBR 5.3.
Is the quotation fewer than fifty words long? If yes, see BBR 5.1(b). If not, see BBR
5.1(a). Highlight the text and use ToolsààWord Count function to check

Capitalization
•
•

Is everything capitalized correctly? Check BBR 8 and CMS 8.154-8.196. If something
looks funny or wrong, check it out!
Are words capitalized consistently throughout the article? If there are
discrepancies, let your ME and ME group know about them.

Spacing
•

How many spaces follow each period? Colon? Em dash? There should be only one
space after each period and colon and none after an em dash. Make sure you fix spacing
issues in your electronic redline.

Punctuation
•

•
•
•
•
•
•

	
  

Are the punctuation marks in the right places? Periods and commas go inside
quotation marks. Semicolons and colons go outside unless they are part of the original
text. See BBR 5.1(b)(iv).
Are commas used properly? CMS 6.16-6.53.
Is there a comma before “and” in a list (Oxford comma)?
Are words (not) hyphenated correctly? CMS 7.77-7.85.
Are the quotation marks “curly?” (Rather than "straight"?)
Does something just look funny or unusual? Consult CMS 6 or the CMS index. Make a
note for your ME.
Are hyphens (-), em dashes (—), and en dashes (−) used correctly? Consult IJLSE
Conventions 3, 6, and 7.
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Spelling
•
•
•
•

Did you check all names and titles used in the text against the source cited or some
other reasonably reliable source (like a faculty web page)?
Are web pages spelled, capitalized, and punctuated like they are on the Internet?
Are words spelled (or abbreviated) consistently throughout the article? Make a note for
your ME and let your ME group know if you notice discrepancies.
Did you run a spell check and correct spellings that were clearly wrong?

Miscellaneous
•
•
•
•
•
•
•
•

Are numbers correctly spelled out? BBR 6.2.
Are “rd,” “st,” and “th” superscripted? They shouldn’t be!
Did you change e.g. and i.e. to “for example” and “that is” as indicated in IJLSE
17?
Are titles correctly italicized? CMS 8.155-8.195.
Are other words and phrases correctly italicized? BBR 7.
Are typefaces used correctly? BBR 2.2.
Are words (like assure/ensure/insure, affect/effect, comprise/compose, etc.) used
correctly? If you have any doubts, check CMS 5.220.
Are there any egregious grammatical errors? Awkward phrasings? Unusual word
choices? Did you note them for your ME? Did you propose an alternative wording?

FOOTNOTES
Textual Sentences
•

Did you check all of the items listed above?

Signals
•
•
•
•
•
•
•

Did the author use the correct signal? BBR 1.2.
Did you provide a reason why you think the signal is (in)correct?
Did you indicate the correct signal?
If there are multiple signals, are they in the correct order? BBR 1.3.
If there are multiple signals, are they strung together properly? BBR 1.3.
Are the signals (and their punctuation) correctly italicized? See BBR 1.2; BBR 2.1(d).
If there are multiple authorities within a signal, are they in the correct order? BBR 1.4
If you are not sure what a source is for purposes of BBR 1.4, ask your ME or an SME.

Citation Form
•
•
•
•
•
•
•
•
	
  

Are abbreviations used correctly? BBR 6.1.
Are periodical titles abbreviated correctly? BB T.13. Never assume that they are correct!
Are the authors’ names spelled correctly?
Are all authors listed the first time a work is cited? (For subsequent citations, you may use
“et al.”)
Are the authors’ names listed in the order that they appear on the source?
If there are two authors, are their names separated by an ampersand (&)? BBR 15.1(a).
If an author has a middle initial listed on the publication, is it included?
Is the title of the source correct? Spelled correctly? Abbreviated correctly?
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•
•

•
•
•
•
•
•
•
•
•

Capitalized correctly? Is it in the correct typeface?
Are the pinpoint citations correct? (Correct, not merely present.) If they’re not, did you
try to find the correct one? Google Books and Amazon’s “Look Inside” feature can help
you find book pincites. Use HeinOnline to find journal pincites. Use Westlaw or Lexis to
find case pincites.
Is the year of publication correct? It is sometimes tricky to tell with law journals; use your
best judgment and make a note for your ME.
Are the names of editors or translators included properly? BBR 15.2.
Is the first page of the source listed? Sometimes authors only include pincites!
Are parentheticals used correctly? BBR 1.5.
Is the source one that has a special form? BBR 15.8.
Are supra, infra, hereinafter, and id. used correctly? BBR 4.1 & 4.2: IJLSE 25.
7-9. Make sure the source is one for which supra can be used. BBR 4.2.
Do the supras and infras refer to the correct footnote numbers?
Is there a period at the end of the citation? BBR 1.1(b)(i).

Short Citation Form
•
•

Are short form citations used correctly? See IJLSE 20 for books or periodicals, IJLSE 21 for
cases, and IJLSE 22 for statutes.
Of the formats shown in BBR 12.10, the short form for statutes should follow the form 8
U.S.C. § 1983.
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APPENDIX J
FINDING LEGISLATIVE DOCUMENTS WITH PROQUEST
Associates frequently have difficulty finding and identifying legislative material. This is due, in no small
part, to the wide variety of documents and reports generated in Congress. ProQuest Congressional is the
easiest way to find the original versions of these documents.
To use this guide, you can either locate for the type of document you are looking for in the table
below or, if you have a citation in hand, you can look for the abbreviation from that citation in the table
and then follow the arrows.
Note: To find committee or subcommittee hearings, the easiest course of action is to simply look at the title of the
hearing and determine which piece of legislation the committee/subcommittee was holding the hearing for. After
searching for a piece of legislation, you will be able to filter the results so that only committee/subcommittee hearings
are displayed.

Unenacted	
  Bills	
  
House	
  
Senate	
  

Other	
  Publication	
  Types	
  
House	
  
Senate	
  
Senate Reports (S.
Rep.)

Congressional	
  Record	
  (CONG. REC.)
(e.g., 131 CONG. REC. 17,147 (1977).)	
  

House Documents (H.
DOC.)
	
  

Senate Documents
(S. DOC.)
	
  

Congressional Record, Daily Edition
(CONG. REC. (daily ed.)) (e.g., 131
CONG. REC. S11,465-66 (daily ed.
Sept. 13, 1984) (statement of Sen.
Wallop).)
	
  

House Executive
Documents (H. EXEC.
DOC. NO.)
	
  

Senate Treaty
Documents (S.
TREATY DOC. NO.)
	
  

Public	
  Laws	
  and	
  Statutes	
  at	
  Large

House Legislative
Journal (H. JOURNAL)
	
  

Senate Executive
Document (S.
EXEC. DOC. NO.)	
  

Pub. L. (e.g., Tax Reduction Act of
1975, Pub. L. No. 94-12, 89 Stat. 26.)
	
  

House Miscellaneous
Documents (H.R.
MISC. DOC. NO.)
	
  

Senate Journal (S.
JOURNAL)
	
  

House Bills
(H.R.)

Senate Bills (S.)

House Resolution
(H. Res.)
	
  
House Joint
Resolution (H.J.
Res.)

Senate Resolution
(S. Res.)
	
  
Senate Joint
Resolution (S.J.
Res.)

House Concurrent
Resolution (H.
Con. Res.)
	
  

Senate
Concurrent
Resolution (S.
Con. Res.)	
  

House Reports (H.
REP.)

	
  

Stat. (see above for example)

	
  

Congressional	
  Floor	
  Debates	
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