CHICAGO MANUAL OF STYLE GUIDE FOR AUDIO PRODUCTION

THe CHICAGO MANUAL OF STYLE GUIDE FOR AUDIO PRODUCTION: ESSENTIAL GUIDELINES

CHICAGO MANUAL OF STYLE GUIDE FOR AUDIO PRODUCTION IS A CORNERSTONE FOR PROFESSIONALS SEEKING CLARITY,
CONSISTENCY, AND AUTHORITY IN THEIR AUDIO-RELATED DOCUMENTATION, TRANSCRIPTIONS, AND SCHOLARLY WORKS.
ADHERING TO THIS GUIDE ENSURES THAT YOUR AUDIO CONTENT IS PRESENTED WITH THE METICULOUS ATTENTION TO DETAIL
CHARACTERISTIC OF CHICAGO'S RENOWNED STYLE. THIS COMPREHENSIVE ARTICLE DELVES INTO THE ESSENTIAL PRINCIPLES AND
SPECIFIC APPLICATIONS OF THE CHICAGO MANUAL OF STYLE AS THEY PERTAIN TO AUDIO PRODUCTION, COVERING EVERYTHING
FROM TRANSCRIPTION CONVENTIONS AND TERMINOLOGY TO THE PROPER CITATION OF AUDIO SOURCES. WE WILL EXPLORE HOW
TO MAINTAIN STYLISTIC INTEGRITY IN SPOKEN \WORD CONTENT, THE NUANCES OF REPRESENTING NON-VERBAL SOUNDS, AND THE
STANDARDIZED FORMATTING CRUCIAL FOR ACADEMIC AND PROFESSIONAL AUDIO PROJECTS.
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UNDERSTANDING THE CoRrE PRINCIPLES OF THE CHICAGO MANUAL OF STYLE
FOR AuUDIO

THe CHICAGO MANUAL oF STYLE (CMOS), WHILE NOT POSSESSING A DEDICATED CHAPTER SOLELY FOR AUDIO PRODUCTION,
OFFERS A ROBUST FRAMEWORK ADAPTABLE TO THE UNIQUE DEMANDS OF WORKING WITH SOUND. |TS CORE PRINCIPLES OF
CLARITY, CONSISTENCY, AND ACCURACY ARE PARAMOUNT WHEN DEALING WITH SPOKEN WORD, MUSIC, SOUND EFFECTS, AND
THEIR TEXTUAL REPRESENTATIONS. THIS MEANS APPLYING THE SAME RIGOR TO TRANSCRIBING INTERVIEWS OR LECTURES AS ONE
WOULD TO PROOFREADING A SCHOLARLY MANUSCRIPT. UNDERSTANDING THE FOUNDATIONAL RULES OF GRAMMAR,
PUNCTUATION, AND CITATION IS THE FIRST STEP IN EFFECTIVELY APPLYING THE CMOS TO AUDIO CONTEXTS.

THE MANUAL EMPHASIZES THE IMPORTANCE OF PRECISION IN LANGUAGE AND PRESENTATION. FOR AUDIO PRODUCTION, THIS
TRANSLATES TO METICULOUS TRANSCRIPTION, \WHERE EVERY WORD, PAUSE, AND INFLECTION CAN BE CRUCIAL. FURTHERMORE,
\WHEN REFERRING TO AUDIO ELEMENTS IN WRITTEN DOCUMENTS, SUCH AS PRODUCTION NOTES, SCRIPTS, OR ACADEMIC PAPERS
ANALYZING AUDIO, THE CMOS PROVIDES GUIDANCE ON HOW TO DO SO CLEARLY AND UNAMBIGUOUSLY. THIS INCLUDES
CONSISTENT TERMINOLOGY FOR AUDIO TECHNICALITIES AND STANDARD METHODS FOR REFERENCING RECORDINGS OR
BROADCASTS.

AcCURACY AND CONSISTENCY IN TERMINOLOGY

A FUNDAMENTAL ASPECT OF APPLYING THE CHICAGO MANUAL OF STYLE TO AUDIO PRODUCTION IS MAINTAINING ABSOLUTE
ACCURACY AND CONSISTENCY IN THE TERMINOLOGY USED. THIS APPLIES BOTH WITHIN TRANSCRIPTIONS AND IN ANY
ACCOMPANYING WRITTEN MATERIALS. FOR INSTANCE, WHEN REFERRING TO SPECIFIC AUDIO EQUIPMENT, PROCESSES, OR SONIC
QUALITIES, IT IS VITAL TO USE TERMS THAT ARE WIDELY UNDERSTOOD WITHIN THE INDUSTRY AND TO APPLY THEM UNIFORMLY
THROUGHOUT A PROJECT. THE CMOS ADVOCATES FOR CLEAR, DIRECT LANGUAGE, AND THIS PRINCIPLE EXTENDS TO THE
TECHNICAL LEXICON OF AUDIO ENGINEERING AND PRODUCTION.

CONSIDER THE DISTINCTION BETWEEN TERMS LIKE “GAIN” AND “VOLUME,” orR “REVERB” AND “ECHO.” W/HILE COLLOQUIALLY
THESE MIGHT BE USED INTERCHANGEABLY, IN A PROFESSIONAL AUDIO CONTEXT, THEY REPRESENT DISTINCT CONCEPTS. THE



CMOS ENCOURAGES AUTHORS TO DEFINE SPECIALIZED TERMS IF THEIR AUDIENCE MIGHT NOT BE FAMILIAR WITH THEM, OR TO
ADOPT A CONSISTENT INTERNAL GLOSSARY FOR A PROJECT. THIS ENSURES THAT READERS OR LISTENERS INTERPRETING WRITTEN
DOCUMENTATION RELATED TO AUDIO ARE NOT CONFUSED BY VARIED OR IMPRECISE LANGUAGE, THEREBY UPHOLDING THE
INTEGRITY OF THE WORK.

CLARITY IN REPRESENTING SPOKEN L ANGUAGE

THe CMOS PROVIDES EXTENSIVE GUIDELINES FOR PUNCTUATION AND GRAMMAR THAT ARE DIRECTLY APPLICABLE TO
TRANSCRIBING SPOKEN LANGUAGE. THE GOAL IS TO CAPTURE THE ESSENCE OF THE SPOKEN WORD ACCURATELY WHILE RENDERING
IT READABLE IN TEXT. THIS INVOLVES MAKING DECISIONS ABOUT HOW TO REPRESENT HESITATIONS, FALSE STARTS,
REPETITIONS, AND INFORMAL SPEECH PATTERNS. THE MANUAL’S EMPHASIS ON CLARITY MEANS THAT WHILE FAITHFULNESS TO THE
ORIGINAL SPEECH IS IMPORTANT, THE TRANSCRIPTION SHOULD NOT BECOME UNDULY CUMBERSOME TO READ.

FOR EXAMPLE, DECISIONS MUST BE MADE REGARDING WHETHER TO TRANSCRIBE EVERY SINGLE “UM” AND “UH” OR TO OMIT THEM
FOR READABILITY, DEPENDING ON THE PURPOSE OF THE TRANSCRIPTION. SIMILARLY, THE TREATMENT OF DIALECT, SLANG, AND
GRAMMATICAL ERRORS COMMON IN SPOKEN DISCOURSE REQUIRES CAREFUL CONSIDERATION. THE CMOS INDIRECTLY GUIDES
THESE DECISIONS BY PRIORITIZING AN UNDERSTANDABLE AND POLISHED PRESENTATION OF TEXT, WHILE STILL ALLOWING FOR THE
ACCURATE REPRESENTATION OF AUTHENTIC SPEECH WHEN NECESSARY FOR ANALYSIS OR HISTORICAL RECORD.

TRANSCRIPTION CONVENTIONS AND BEST PRACTICES

TRANSCRIBING AUDIO CONTENT FOR PROFESSIONAL OR ACADEMIC PURPOSES DEMANDS ADHERENCE TO SPECIFIC CONVENTIONS TO
ENSURE ACCURACY, CLARITY, AND USABILITY. THE CHICAGO MANUAL OF STYLE, THROUGH ITS GENERAL PRINCIPLES OF
CLARITY AND PRECISION, IMPLICITLY SUPPORTS ESTABLISHED TRANSCRIPTION PRACTICES. THESE PRACTICES AIM TO CAPTURE
THE SPOKEN WORD FAITHFULLY WHILE ALSO MAKING THE TRANSCRIBED TEXT ACCESSIBLE AND INTERPRETABLE. KEY
CONSIDERATIONS INCLUDE HOW TO HANDLE DISFLUENCIES, SPEAKER IDENTIFICATION, AND THE MARKING OF NON-VERBAL CUES.

THE PURPOSE OF THE TRANSCRIPTION OFTEN DICTATES THE LEVEL OF DETAIL REQUIRED. A VERBATIM TRANSCRIPTION, AIMING TO
CAPTURE EVERY UTTERANCE, INCLUDING PAUSES AND EXTRANEOUS NOISES, WILL DIFFER SIGNIFICANTLY FROM A CLEAN VERBATIM
TRANSCRIPTION, WHICH MIGHT OMIT NON-ESSENTIAL DISFLUENCIES FOR BETTER READABILITY. REGARDLESS OF THE CHOSEN
METHOD, CONSISTENCY IS PARAMOUNT, AND THE CMOS wouLD ADVOCATE FOR A CLEAR METHODOLOGY DOCUMENTED WITHIN
THE PROJECT ITSELF.

SPEAKER IDENTIFICATION AND DIALOGUE FORMATTING

ACCURATE SPEAKER IDENTIFICATION IS CRUCIAL FOR ANY TRANSCRIPTION, PARTICULARLY IN INTERVIEWS, DIALOGUES, OR PANEL
DISCUSSIONS. THE CHICAGO MANUAL OF STYLE DOES NOT PRESCRIBE A SINGLE METHOD FOR THIS, BUT CONSISTENCY IS KEY.
TYPICALLY, SPEAKERS ARE IDENTIFIED BY THEIR NAMES OR ROLES, FOLLOWED BY A COLON OR OTHER CLEAR DELIMITER. FOR
INSTANCE, “INTERVIEWER: WHAT IS YOUR OPINION ON THIS MATTER?” OR “DR. SMITH: MY RESEARCH INDICATES OTHERW/ISE.”

FORMATTING DIALOGUE INVOLVES MORE THAN JUST IDENTIFYING SPEAKERS. |T ALSO INCLUDES HOW TO REPRESENT
CONVERSATIONAL FLOW, INTERRUPTIONS, AND OVERLAPS. THE CMOS PROVIDES GENERAL GUIDANCE ON PARAGRAPHING AND
PUNCTUATION THAT CAN BE ADAPTED. FOR INSTANCE, IF A SPEAKER IS INTERRUPTED, A DASH AT THE END OF THEIR SENTENCE
MIGHT BE APPROPRIATE. CONSISTENT USE OF PUNCTUATION, SUCH AS COMMAS FOR NATURAL PAUSES AND PERIODS FOR
SENTENCE ENDINGS, FURTHER ENHANCES READABILITY, ALIGNING WITH THE MANUAL’S EMPHASIS ON CLEAR TEXTUAL
PRESENTATION.



HANDLING DisrLUENCIES AND NoN-VERBAL CUES

DISFLUENCIES, SUCH AS “UM,” “UH,” REPETITIONS, AND FALSE STARTS, ARE NATURAL ELEMENTS OF SPOKEN LANGUAGE. HOw
THESE ARE TREATED IN A TRANSCRIPTION CAN SIGNIFICANTLY IMPACT ITS READABILITY AND FIDELITY TO THE ORIGINAL SPEECH.
THe CHICAGO MANUAL OF STYLE'S EMPHASIS ON CLARITY SUGGESTS THAT FOR GENERAL READABILITY, DISFLUENCIES MIGHT BE
OMITTED, ESPECIALLY IF THEY DO NOT IMPEDE UNDERSTANDING OR CONVEY SPECIFIC MEANING. HOWEVER, FOR LINGUISTIC OR
PHONETIC ANALYSIS, THEIR INCLUSION WOULD BE ESSENTIAL.

NON-VERBAL CUES, SUCH AS LAUGHTER, SIGHS, OR SIGNIFICANT PAUSES, CAN ALSO CONVEY IMPORTANT INFORMATION. THeSE
ARE TYPICALLY NOTED IN PARENTHESES WITHIN THE TRANSCRIPTION. FOR EXAMPLE, “THANK YOU FOR YOUR TIME (LAUGHTER)."
THe CMOS’s PRINCIPLE OF COMPLETENESS, WHEN APPLIED TO THE CONTEXT OF A TRANSCRIPTION'S PURPOSE, WOULD
ENCOURAGE THE INCLUSION OF SUCH CUES IF THEY CONTRIBUTE TO THE OVERALL UNDERSTANDING OR CONTEXT OF THE SPOKEN
MATERIAL, ENSURING THE TEXTUAL REPRESENTATION IS AS INFORMATIVE AS POSSIBLE.

STYLISTIC CONSIDERATIONS FOR SPOKEN W ORD AUDIO

\W/HEN PRODUCING OR DOCUMENTING SPOKEN WORD AUDIO, WHETHER IT BE PODCASTS, INTERVIEWS, LECTURES, OR ORAL
HISTORIES, APPLYING THE STYLISTIC PRINCIPLES OF THE CHICAGO MANUAL OF STYLE CAN ELEVATE THE PROFESSIONALISM AND
CLARITY OF THE CONTENT. WHILE THE MANUAL PRIMARILY ADDRESSES WRITTEN TEXT, ITS UNDERLYING TENETS OF LOGICAL
ORGANIZATION, PRECISE LANGUAGE, AND CONSISTENT FORMATTING ARE DIRECTLY TRANSFERABLE TO THE REALM OF AUDIO
PRODUCTION AND ITS ACCOMPANYING DOCUMENTATION. THIS INVOLVES MAKING CONSCIOUS CHOICES ABOUT HOW TO PRESENT
THE SPOKEN WORD IN A WAY THAT IS BOTH FAITHFUL TO THE ORIGINAL RECORDING AND EASILY UNDERSTOOD BY THE AUDIENCE.

THE GOAL IS TO ENSURE THAT THE AUDITORY EXPERIENCE, WHEN DESCRIBED OR TRANSCRIBED, RETAINS ITS IMPACT AND MEANING.
THIS MEANS PAYING ATTENTION TO NUANCES IN SPEECH, THE STRUCTURE OF CONVERSATIONS, AND THE OVERALL NARRATIVE
FLOW. THE CMOS’s GUIDANCE ON CLARITY AND CONCISENESS SERVES AS A VALUABLE COMPASS IN NAVIGATING THESE
STYLISTIC DECISIONS, ENSURING THAT THE FINAL PRODUCT IS POLISHED AND AUTHORITATIVE.

MAINTAINING CONVERSATIONAL FLOW AND PACING

THE NATURAL RHYTHM AND PACING OF SPOKEN CONVERSATION ARE VITAL COMPONENTS OF ENGAGING AUDIO CONTENT. W/HILE
THE CHICAGO MANUAL OF STYLE FOCUSES ON WRITTEN PROSE, ITS PRINCIPLES CAN BE ADAPTED TO INFORM HOW
CONVERSATIONAL FLOW IS PRESERVED AND REPRESENTED. IN TRANSCRIPTION, THIS MIGHT MEAN USING PUNCTUATION AND
PARAGRAPH BREAKS THAT REFLECT THE NATURAL PAUSES AND SHIFTS IN A DIALOGUE, RATHER THAN ADHERING RIGIDLY TO
FORMAL ESSAY STRUCTURES. FOR INSTANCE, SHORTER PARAGRAPHS CAN BETTER MIMIC THE QUICK BACK-AND-FORTH OF AN
INTERVIEW.

IN AUDIO PRODUCTION ITSELF, UNDERSTANDING PACING INVOLVES EDITING DECISIONS. THIS MIGHT INCLUDE JUDICIOUSLY
TRIMMING UNNECESSARY PAUSES OR FILLER WORDS, BUT ALSO KNOWING WHEN TO LET SILENCES STAND TO EMPHASIZE A POINT
OR ALLOW FOR REFLECTION. THE CMOS’S EMPHASIS ON AVOIDING UNNECESSARY WORDINESS CAN INSPIRE A SIMILAR APPROACH
TO AUDIO EDITING, FOCUSING ON DELIVERING CONTENT EFFICIENTLY AND EFFECTIVELY WITHOUT SACRIFICING THE AUTHENTICITY
OF THE SPOKEN DELIVERY. THE FINAL OUTPUT SHOULD FEEL NATURAL AND UNFORCED, MIRRORING THE INTENT OF CLEAR
COMMUNICATION.

THE RoLE oF ToNE AND EMPHASIS IN AUDIO

TONE AND EMPHASIS ARE CRITICAL ELEMENTS THAT SHAPE THE MEANING AND EMOTIONAL IMPACT OF SPOKEN WORD AUDIO.
WHILE THE CHICAGO MANUAL OF STYLE ADDRESSES THESE IN WRITTEN TEXT THROUGH WORD CHOICE AND PUNCTUATION, IN
AUDIO, THEY ARE CONVEYED THROUGH VOCAL INFLECTION, VOLUME, AND PACING. \W/HEN DOCUMENTING OR ANALYZING AUDIO,



IT IS IMPORTANT TO REPRESENT THESE ELEMENTS ACCURATELY.

For EXAMPLE, IF A SPEAKER USES SARCASM OR IRONY, THIS IS OFTEN CONVEYED THROUGH VOCAL CUES. A TRANSCRIPTION
MIGHT NOTE THIS IN PARENTHESES! II(SARCASTICALLY).H IN PRODUCTION, PRODUCERS USE AUDIO MIXING TECHNIQUES—SUCH AS
SUBTLE ADJUSTMENTS IN EQ/ COMPRESSION, OR THE USE OF REVERB—TO ENHANCE OR SHAPE THE PERCEIVED TONE AND
EMPHASIS OF A SPEAKER’'S VOICE. WHILE THE CMOS DOESN'T DETAIL THESE SPECIFIC AUDIO ENGINEERING TECHNIQUES, ITS
COMMITMENT TO CLEAR COMMUNICATION MEANS THAT ANY DOCUMENTATION OF AUDIO SHOULD STRIVE TO CONVEY THE
INTENDED EMOTIONAL AND INTELLECTUAL NUANCES PRESENT IN THE RECORDING.

RePRESENTING NON-VERBAL SOUNDS AND EFFECTS

AUDIO PRODUCTION IS NOT SOLELY ABOUT SPOKEN WORDS;, IT ENCOMPASSES A RICH TAPESTRY OF NON-VERBAL SOUNDS,
MUSIC, AND SOUND EFFECTS THAT CONTRIBUTE SIGNIFICANTLY TO THE OVERALL EXPERIENCE. THE CHICAGO MANUAL OF STYLE,
WHILE PRIMARILY CONCERNED WITH TEXTUAL CONTENT, OFFERS PRINCIPLES THAT GUIDE HOW THESE SONIC ELEMENTS SHOULD BE
DOCUMENTED AND REFERENCED. | HE CORE TENETS OF CLARITY, CONSISTENCY, AND ACCURACY ARE PARAMOUNT WHEN
DESCRIBING OR CATALOGING SOUNDS THAT DO NOT INVOLVE HUMAN SPEECH.

THIS SECTION WILL EXPLORE HOW TO EFFECTIVELY REPRESENT AMBIENT NOISE, DISTINCT SOUND EFFECTS, MUSICAL CUES, AND
OTHER NON-VERBAL SONIC COMPONENTS WITHIN WRITTEN MATERIALS RELATED TO AUDIO PRODUCTION, ENSURING THAT THE
DESCRIPTIONS ARE PRECISE AND SERVE THEIR INTENDED PURPOSE, WHETHER FOR SCRIPT ANNOTATION, PRODUCTION LOGS, OR
ACADEMIC ANALYSIS. ADHERING TO A CONSISTENT METHODOLOGY, MUCH LIKE THE CMOS ENCOURAGES FOR TEXTUAL
ELEMENTS, IS KEY TO MAKING THIS INFORMATION USEFUL.

DescCRrIBING AMBIENT SOUNDS AND BACKGROUND NOISE

AMBIENT SOUNDS AND BACKGROUND NOISE ARE OFTEN CRUCIAL FOR ESTABLISHING THE SETTING AND ATMOSPHERE OF AN AUDIO
PRODUCTION. THE CHICAGO MANUAL OF STYLE’S EMPHASIS ON DESCRIPTIVE LANGUAGE AND PRECISION APPLIES DIRECTLY TO
HOW THESE SONIC ELEMENTS ARE DOCUMENTED. INSTEAD OF A GENERIC TERM LIKE “BACKGROUND NOISE,” A MORE DESCRIPTIVE
APPROACH IS PREFERRED, SUCH AS "“THE DISTANT HUM OF CITY TRAFFIC,” “THE GENTLE MURMUR OF A COFFEE SHOP,” OR "THE
RUSTLING OF LEAVES IN A LIGHT BREEZE.”

CONSISTENCY IN HOW THESE DESCRIPTIONS ARE FORMATTED IS ALSO IMPORTANT. FOR EXAMPLE, IF A SPECIFIC TYPE OF AMBIENT
NOISE IS A RECURRING ELEMENT, IT SHOULD BE REFERRED TO BY THE SAME DESCRIPTIVE TERM THROUGHOUT THE PROJECT,S
DOCUMENTATION. THIS MIRRORS THE CMOS’S ADVICE ON MAINTAINING CONSISTENT TERMINOLOGY IN SCHOLARLY WRITING. THE
GOAL IS TO PROVIDE ENOUGH DETAIL FOR SOMEONE TO UNDERSTAND THE SONIC ENVIRONMENT BEING DEPICTED OR RECORDED,
WITHOUT BEING OVERLY VERBOSE.

CATALOGING SoUND EFFecTs AND MusicaL CUes

SOUND EFFECTS AND MUSICAL CUES ARE INTENTIONAL ADDITIONS THAT SERVE SPECIFIC NARRATIVE OR EMOTIONAL PURPOSES.
W/HEN CATALOGING THESE WITHIN SCRIPTS, PRODUCTION NOTES, OR REPORTS, THE CHICAGO MANUAL OF STYLE’S PRINCIPLES
OF CLARITY AND ORGANIZATION COME INTO PLAY. EACH SOUND EFFECT OR MUSIC CUE SHOULD BE CLEARLY IDENTIFIED, OFTEN

WITH A BRIEF DESCRIPTION OF ITS INTENDED FUNCTION OR IMPACT.

FOR INSTANCE, A SOUND EFFECT MIGHT BE LISTED AS: “SFX: DOOR CREAKING OPEN SLOWLY"” OR A MUSICAL CUE As: “MUSIC:
TENSE, LOW STRINGS UNDERSCORE.” THE SPECIFIC FORMATTING MAY VARY BASED ON INDUSTRY STANDARDS OR PROJECT
REQUIREMENTS, BUT THE UNDERLYING PRINCIPLE OF CLEAR LABELING AND CONCISE DESCRIPTION, ADVOCATED BY THE CMOS,
REMAINS ESSENTIAL. THIS ENSURES THAT ANYONE WORKING WITH THE PRODUCTION CAN EASILY UNDERSTAND AND IMPLEMENT
THE INTENDED SONIC ELEMENTS.



CITING AuUDIO SOURCES IN CHICAGO STYLE

PROPERLY CITING AUDIO SOURCES IS A CRITICAL ASPECT OF ACADEMIC AND PROFESSIONAL WORK THAT UTILIZES OR REFERS TO
RECORDINGS, BROADCASTS, OR OTHER AUDIO MATERIALS. THE CHICAGO MANUAL OF STYLE PROVIDES COMPREHENSIVE
GUIDELINES FOR CITATION, AND WHILE IT MAY NOT HAVE SPECIFIC EXAMPLES FOR EVERY CONCEIVABLE AUDIO FORMAT, ITS
GENERAL PRINCIPLES CAN BE ADAPTED EFFECTIVELY. ADHERING TO THESE GUIDELINES ENSURES ACADEMIC INTEGRITY, ALLOWS
READERS TO LOCATE THE ORIGINAL SOURCES, AND LENDS AUTHORITY TO THE WORK.

THIS SECTION WILL OUTLINE HOW TO CITE VARIOUS TYPES OF AUDIO MATERIALS, INCLUDING INTERVIEWS, PODCASTS, MUSIC
RECORDINGS, AND BROADCAST SEGMENTS, USING BOTH THE NOTE-BIBLIOGRAPHY SYSTEM AND THE AUTHOR-DATE SYSTEM, AS
PRESCRIBED BY THE CHICAGO MANUAL OF STYLE. UNDERSTANDING THESE METHODS IS CRUCIAL FOR ANYONE PRODUCING
SCHOLARLY WORK THAT INCORPORATES OR DISCUSSES AUDIO CONTENT.

FOOTNOTES, ENDNOTES, AND BIBLIOGRAPHIES

THE CHICAGO MANUAL OF STYLE PRIMARILY OFFERS TWO CITATION SYSTEMS: THE NOTE-BIBLIOGRAPHY SYSTEM AND THE
AUTHOR-DATE SYSTEM. FOR AUDIO SOURCES, THE NOTE-BIBLIOGRAPHY SYSTEM, WHICH USES FOOTNOTES OR ENDNOTES AND A
BIBLIOGRAPHY, IS OFTEN MORE DETAILED AND ADAPTABLE. \W/HEN CITING AN AUDIO SOURCE IN A FOOTNOTE OR ENDNOTE, YOU
WOULD TYPICALLY INCLUDE THE AUTHOR OR CREATOR, THE TITLE OF THE WORK, THE NAME OF THE PODCAST OR PROGRAM (IF
APPLICABLE)/ THE PUBLISHER OR DISTRIBUTOR, THE DATE OF PUBLICATION OR BROADCAST, AND THE SPECIFIC TIME OR SECTION
OF THE AUDIO BEING REFERENCED.

THE BIBLIOGRAPHY, APPEARING AT THE END OF THE WORK, PROVIDES A COMPREHENSIVE LIST OF ALL SOURCES CITED. FOR
AUDIO, THE BIBLIOGRAPHY ENTRY WOULD FOLLOW A SIMILAR STRUCTURE TO THE NOTE, BUT FORMATTED FOR LIST
PRESENTATION. FOR EXAMPLE, AN INTERVIEW MIGHT BE LISTED AS: CREATOR'S LAST NAME, FIRST NAME. “TITLE OF INTERVIEW
(IF ANY).” INTERVIEW BY INTERVIEWER'S NAME. TITLE OF PODCAST OR RADIO PROGRAM, EPISODE NUMBER (IF APPLICABLE).
PusLISHER, DATE oF ReLEASE. URL or DOI (IF ACCESSED ONLINE). TIME OF SEGMENT (IF APPLICABLE). THE KEY IS TO BE
CONSISTENT AND PROVIDE ENOUGH INFORMATION FOR RETRIEVAL.

ONLINE AUDIO AND BROADCAST MATERIALS

CITING ONLINE AUDIO RESOURCES, SUCH AS PODCASTS, STREAMING MUSIC, OR ONLINE RADIO BROADCASTS, REQUIRES SPECIFIC
ATTENTION TO ACCESS INFORMATION. W/HEN USING THE NOTE-BIBLIOGRAPHY SYSTEM, A FOOTNOTE OR ENDNOTE FOR A
PODCAST EPISODE, FOR INSTANCE, MIGHT LOOK LIKE THIS: CREATOR LAST NAME, FIRST NAME, HOST. “Episope TiTLe.” TITLE
OF PODCAST, EPISODE NUMBER (IF APPLICABLE). PUBLISHER, DATE OF PusLICATION. URL.

FOR BROADCAST MATERIALS, IF A SPECIFIC PROGRAM SEGMENT IS BEING CITED, THE CITATION SHOULD INCLUDE THE PROGRAM
TITLE, NETWORK, DATE OF BROADCAST, AND THE SPECIFIC TIME OF THE SEGMENT. |F THE BROADCAST IS AVAILABLE ONLINE, A
URL sHouLD ALS©O BE PROVIDED. THE CHICAGO MANUAL OF STYLE STRESSES THE IMPORTANCE OF PROVIDING THE MOST
STABLE AND ACCESSIBLE VERSION OF THE SOURCE. |F A WORK IS ACCESSIBLE THROUGH MULTIPLE PLATFORMS, CHOOSE THE
MOST AUTHORITATIVE OR THE ONE FROM WHICH YOU ACCESSED IT. ALWAYS INCLUDE THE DATE OF ACCESS FOR ONLINE
MATERIALS, AS THESE CAN CHANGE.

FORMATTING AND PRESENTATION OF AUDIO-RELATED DOCUMENTS

W/HEN CREATING DOCUMENTS RELATED TO AUDIO PRODUCTION—SUCH AS SCRIPTS, PRODUCTION LOGS, TRANSCRIPTION
SUMMARIES, OR RESEARCH PAPERS ANALYZING AUDIO—ADHERING TO CLEAR AND CONSISTENT FORMATTING IS ESSENTIAL. THE
CHICAGO MANUAL OF STYLE, WITH ITS EXTENSIVE GUIDANCE ON MANUSCRIPT PREPARATION, PROVIDES A SOLID FOUNDATION
FOR ENSURING THAT THESE DOCUMENTS ARE PROFESSIONAL, ORGANIZED, AND EASY TO UNDERSTAND. \WHILE THE MANUAL



DOESN'T HAVE A SPECIFIC SECTION DEDICATED TO AUDIO PRODUCTION DOCUMENT FORMATTING, ITS GENERAL PRINCIPLES OF
CLARITY, UNIFORMITY, AND LOGICAL STRUCTURE ARE DIRECTLY APPLICABLE.

THE AIM IS TO PRESENT INFORMATION IN A MANNER THAT IS BOTH AESTHETICALLY PLEASING AND FUNCTIONAL, ALLOWING
STAKEHOLDERS TO QUICKLY ACCESS AND COMPREHEND THE NECESSARY DETAILS. THIS INCLUDES CONSISTENT USE OF
TYPOGRAPHY, LAYOUT, AND ORGANIZATIONAL ELEMENTS LIKE HEADINGS AND LISTS.

TYPOGRAPHY AND LAYOUT STANDARDS

THE CHICAGO MANUAL OF STYLE RECOMMENDS CLEAR AND READABLE TYPOGRAPHY. FOR DOCUMENTS RELATED TO AUDIO
PRODUCTION, THIS MEANS SELECTING A STANDARD, LEGIBLE FONT SUCH AS TiMes New RoMAN OR ARIAL, TYPICALLY IN 10- oR
12-POINT SIZE. MARGINS SHOULD BE AMPLE, USUALLY AT LEAST ONE INCH ON ALL SIDES, TO PROVIDE AMPLE SPACE FOR
ANNOTATIONS OR REVIEWER COMMENTS. CONSISTENT SPACING BETWEEN PARAGRAPHS AND ELEMENTS IS ALSO CRUCIAL FOR
READABILITY.

\W/HEN CREATING SCRIPTS, SPECIFIC FORMATTING CONVENTIONS OFTEN APPLY, SUCH AS INDENTING DIALOGUE AND CHARACTER
NAMES. W/HILE THESE MAY BE INDUSTRY-SPECIFIC, THEY SHOULD BE APPLIED CONSISTENTLY THROUGHOUT THE DOCUMENT. For
PRODUCTION LOGS OR TECHNICAL DOCUMENTATION, A CLEAR LAYOUT WITH DISTINCT SECTIONS FOR DIFFERENT TYPES OF
INFORMATION (E.G., DATE, TIME, PERSONNEL, TECHNICAL NOTES) IS VITAL. THE CMOS’Ss EMPHASIS ON ORGANIZATION ENSURES
THAT SUCH DOCUMENTS ARE NOT ONLY FUNCTIONAL BUT ALSO PROFESSIONAL IN THEIR PRESENTATION.

STRUCTURING ProbucTION NOoTES AND LoGs

PRODUCTION NOTES AND LOGS SERVE AS VITAL RECORDS OF AN AUDIO PROJECT/S DEVELOPMENT. THE CHICAGO MANUAL OF
STYLE’S PRINCIPLES OF LOGICAL ORGANIZATION AND CLARITY ARE PARAMOUNT IN STRUCTURING THESE DOCUMENTS. EACH
ENTRY SHOULD BE DATED AND TIME-STAMPED, AND CLEARLY DELINEATE THE ACTIVITY OR INFORMATION BEING RECORDED.

A WELL-STRUCTURED PRODUCTION LOG MIGHT INCLUDE FIELDS FOR:

DATE AND TIME

PERSONNEL INVOLVED

SCENE OR SEGMENT NUMBER

TecHNICAL NOTES (E.G., MICROPHONE USED, RECORDING LEVELS)

ACTION OR DIALOGUE RECORDED

ANY |ssUEs or Decisions MADE

THIS SYSTEMATIC APPROACH, AKIN TO HOW THE CMOS ADVOCATES FOR STRUCTURED ARGUMENTS IN ACADEMIC WRITING,
ENSURES THAT ALL RELEVANT INFORMATION IS CAPTURED IN AN ACCESSIBLE FORMAT. CONSISTENT LABELING AND FORMATTING
WITHIN THESE DOCUMENTS ENHANCE THEIR UTILITY FOR THE PRODUCTION TEAM AND ANY FUTURE REFERENCE.



CoMMoN CHALLENGES AND SOLUTIONS IN AUDIO STYLE APPLICATION

APPLYING THE CHICAGO MANUAL OF STYLE TO AUDIO PRODUCTION AND ITS RELATED DOCUMENTATION CAN PRESENT UNIQUE
CHALLENGES, PRIMARILY BECAUSE THE MANUAL IS GEARED TOWARDS WRITTEN TEXT. HO\X/EVER/ BY UNDERSTANDING THE
UNDERLYING PRINCIPLES AND CREATIVELY ADAPTING THEM, MOST ISSUES CAN BE RESOLVED EFFECTIVELY. THE CORE GOAL
REMAINS TO ACHIEVE CLARITY, CONSISTENCY, AND ACCURACY, WHETHER IN TRANSCRIBING SPEECH, DESCRIBING SOUNDS, OR
CITING RECORDINGS.

ONE OF THE MAIN HURDLES IS TRANSLATING THE NUANCES OF SPOKEN LANGUAGE AND SONIC ENVIRONMENTS INTO A TEXTUAL
FORMAT THAT THE CMOS WOULD DEEM APPROPRIATE. THIS REQUIRES CAREFUL CONSIDERATION OF TRANSCRIPTION
CONVENTIONS, DESCRIPTIVE LANGUAGE, AND CITATION FORMATS THAT MAY NOT BE EXPLICITLY DETAILED WITHIN THE MANUAL
ITSELF BUT CAN BE LOGICALLY DERIVED FROM ITS GENERAL ADVICE.

BRrRIDGING THE GAP BETWEEN SPOKEN AND WRITTEN W ORD

THE MOST SIGNIFICANT CHALLENGE IS ACCURATELY REPRESENTING THE EPHEMERAL NATURE OF SPOKEN WORD IN A PERMANENT
WRITTEN FORM, ADHERING TO CMOS STANDARDS. THIS INVOLVES MAKING DECISIONS ABOUT VERBATIM TRANSCRIPTION VERSUS
CLEAN TRANSCRIPTION, HANDLING DISFLUENCIES, AND INDICATING VOCAL NUANCES LIKE TONE AND EMPHASIS. THe CMOS
GENERALLY FAVORS CLARITY AND READABILITY, SUGGESTING THAT TRANSCRIPTIONS SHOULD BE EDITED FOR FLOW UNLESS
VERBATIM ACCURACY IS ESSENTIAL FOR A SPECIFIC ANALYTICAL PURPOSE.

For INSTANCE, IF A TRANSCRIPT IS INTENDED FOR A GENERAL AUDIENCE PODCAST SHOW NOTES, OMITTING FILLER WORDS AND
MINOR REPETITIONS WOULD LIKELY ALIGN WITH THE CMOS’s PRINCIPLE OF AVOIDING UNNECESSARY CLUTTER. CONVERSELY, IF
THE TRANSCRIPT IS FOR A LINGUISTIC STUDY, EVERY UTTERANCE, INCLUDING HESITATIONS, WOULD NEED TO BE METICULOUSLY
PRESERVED. THE SOLUTION LIES IN CLEARLY DEFINING THE PURPOSE OF THE TRANSCRIPTION UPFRONT AND DOCUMENTING THE
CHOSEN CONVENTIONS, ENSURING CONSISTENCY THROUGHOUT THE PROJECT, WHICH IS A HALLMARK OF GOOD STYLE,
REGARDLESS OF MEDIUM.

ADAPTING CITATION RULES FOR NEW MEDIA

THE RAPID EVOLUTION OF AUDIO FORMATS, PARTICULARLY ONLINE PODCASTS, DIGITAL MUSIC, AND STREAMING SERVICES, CAN
POSE A CHALLENGE WHEN APPLYING TRADITIONAL CITATION METHODS. THE CHICAGO MANUAL OF STYLE IS UPDATED
PERIODICALLY TO ADDRESS NEW MEDIA, BUT SPECIFIC EXAMPLES FOR EVERY NEW PLATFORM MAY NOT ALWAYS BE IMMEDIATELY
AVAILABLE. THE KEY IS TO BREAK DOWN THE AUDIO SOURCE INTO ITS CONSTITUENT PARTS AND APPLY THE CLOSEST
ANALOGOUS RULE.

FOR EXAMPLE, WHEN CITING A PODCAST EPISODE, IDENTIFY THE “AUTHOR” (HOST OR PRODUCER), THE “TITLE” (EPISODE TITLE),
THE “PUBLISHER” (PODCAST NETWORK OR CREATOR), AND THE “PUBLICATION DATE.” CRUCIALLY, INCLUDE THE URL AND
ACCESS DATE FOR ONLINE SOURCES, AS THESE ARE SUBJECT TO CHANGE. IF A SPECIFIC TIMESTAMP IS VITAL, INCLUDE THAT AS
WELL. THE CMOS ENCOURAGES PROVIDING ENOUGH INFORMATION FOR THE READER TO LOCATE THE SOURCE WITH CERTAINTY. IF
A SPECIFIC RULE ISN'T EXPLICITLY COVERED, CONSULT THE GENERAL PRINCIPLES OF CITATION FOR SIMILAR MEDIA TYPES AND
APPLY THEM LOGICALLY AND CONSISTENTLY.

FAQ

QZ Does THe CHICAGO MANUAL OF STYLE HAVE SPECIFIC CHAPTERS DEDICATED TO
AUDIO PRODUCTION?

A: No, THE CHICAGO MANUAL oF STyLE (CMOS) DOES NOT HAVE DEDICATED CHAPTERS SOLELY FOR AUDIO PRODUCTION.
HOWEVER, ITS EXTENSIVE GUIDELINES ON GRAMMAR, PUNCTUATION, TRANSCRIPTION, CITATION, AND MANUSCRIPT PREPARATION



CAN BE EFFECTIVELY ADAPTED AND APPLIED TO THE CONTEXT OF AUDIO PRODUCTION AND RELATED DOCUMENTATION BY
UNDERSTANDING AND APPLYING ITS CORE PRINCIPLES OF CLARITY, CONSISTENCY, AND ACCURACY.

Q: How SHOULD | TRANSCRIBE SPOKEN HESITATIONS LIKE “UM” AND “UH" ACCORDING
To CHICAGO STYLE?

A: THE CHICAGO MANUAL OF STYLE PRIORITIZES CLARITY AND READABILITY. FOR GENERAL PURPOSES, IT IS OFTEN ACCEPTABLE
TO OMIT COMMON DISFLUENCIES LIKE “UM” AND “UH” IF THEY DO NOT IMPEDE UNDERSTANDING OR CONVEY SPECIFIC MEANING.
HOWEVER, IF THE TRANSCRIPTION IS FOR A LINGUISTIC STUDY OR ANALYSIS WHERE SUCH ELEMENTS ARE SIGNIFICANT, THEY
SHOULD BE TRANSCRIBED VERBATIM. THE KEY IS TO MAINTAIN CONSISTENCY IN YOUR CHOSEN METHOD THROUGHOUT THE
DOCUMENT AND TO DEFINE YOUR APPROACH IF IT DEVIATES FROM STANDARD PRACTICE.

QZ \WHAT IS THE BEST WAY TO FORMAT SPEAKER IDENTIFICATION IN AUDIO
TRANSCRIPTIONS USING CHICAGO STYLE PRINCIPLES?

A: WHILE CMOS DOES NOT PRESCRIBE A SINGLE METHOD FOR SPEAKER IDENTIFICATION IN TRANSCRIPTIONS, CONSISTENCY IS
PARAMOUNT. TYPICALLY, SPEAKERS ARE IDENTIFIED BY THEIR NAMES OR ROLES, FOLLOWED BY A COLON. FOR EXAMPLE:
“INTERVIEWER: [DIALOGUE]” oR “SuUBJECT: [DIALOGUE].” ENSURE THIS FORMAT IS USED UNIFORMLY FOR ALL SPEAKERS
THROUGHOUT THE TRANSCRIPTION TO MAINTAIN CLARITY AND EASE OF READING.

Q: How po | CITE A PODCAST EPISODE IN CHICAGO STYLE?

A: To CITE A PODCAST EPISODE IN CHICAGO STYLE USING THE NOTE-BIBLIOGRAPHY SYSTEM, YOU WOULD GENERALLY INCLUDE
THE CREATOR OR HOST'S NAME, THE EPISODE TITLE, THE PODCAST'S OVERALL TITLE, THE PUBLISHER (IF ANY), THE DATE OF
PUBLICATION, AND THE URL. A TYPICAL ENTRY MIGHT LOOK LIKE: HOST LAST NAME, FIRST NAME. “EPisopE TITLE.” TITLE OF
PobcasT, DATE oF PusLicaTion. URL.

Q: CAN | USE SOUND EFFECTS DESCRIPTIONS IN MY DOCUMENTS IF THEY ARE NOT
EXPLICITLY COVERED BY CHICAGO STYLE?

A: YES, YoU CAN. THE CHICAGO MANUAL OF STYLE EMPHASIZES CLARITY AND DESCRIPTIVE LANGUAGE. W/HEN DOCUMENTING
SOUND EFFECTS, USE PRECISE AND EVOCATIVE TERMS. For EXAMPLE, INSTEAD OF "NOISE," DESCRIBE IT AS “THE DISTANT RUMBLE
OF THUNDER" OR “THE SHARP CLICK OF A LOCK.” ENSURE CONSISTENCY IN HOW YOU DESCRIBE AND LABEL THESE EFFECTS
THROUGHOUT YOUR DOCUMENTATION, ALIGNING WITH THE MANUAL'S PRINCIPLES OF GOOD STYLE.
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