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Navigating Chicago Manual of Style Formatting for Theses and Dissertations: A
Comprehensive Guide

chicago manual of style formatting for theses and dissertations is a critical
component of academic scholarly work, ensuring clarity, consistency, and adherence to
established scholarly conventions. Mastering these guidelines is essential for graduate
students aiming to present their research impeccably. This guide will delve into the
intricacies of Chicago style for long-form academic documents, covering everything from
title pages and front matter to the proper citation and formatting of bibliographies. We will
explore the nuances of note-bibliography and author-date systems, internal formatting
elements like headings and tables, and the importance of appendix formatting.
Understanding these elements will not only help you avoid common pitfalls but also elevate
the professionalism and credibility of your thesis or dissertation, making your scholarly
contribution shine.
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Title Page Requirements in Chicago Style

The title page of a thesis or dissertation formatted according to the Chicago Manual of Style
(CMOS) serves as the formal introduction to your scholarly work. It must contain specific
elements presented in a clear and organized manner. Typically, the title itself should be
centered and presented in uppercase letters. Below the title, you will include your full
name, the degree you are seeking (e.g., Doctor of Philosophy, Master of Arts), the
department or program, and the university name. The date of submission or defense is also
a mandatory component, usually appearing at the bottom of the page.

It is crucial to consult your specific university's departmental guidelines, as they may have
minor variations or additional requirements for the title page, even when adhering to the
broader Chicago Manual of Style. These variations might include specific phrasing for the
degree or department, or the placement of certain information. Ensuring accuracy and
completeness on the title page is the first step towards a professionally formatted thesis or
dissertation.



Front Matter: Abstract, Dedication,
Acknowledgments, and Table of Contents

The front matter of a Chicago-style thesis or dissertation includes several crucial
preliminary sections that precede the main body of your work. These sections provide
essential context and navigational aids for your readers.

Abstract Formatting
The abstract is a concise summary of your entire thesis or dissertation, typically ranging
from 150 to 300 words, although specific length requirements may vary by institution. It
should encapsulate the research problem, methodology, key findings, and conclusions. The
abstract is usually presented on its own page, with the word "Abstract" centered at the top.

Dedication and Acknowledgments
A dedication, if included, is a brief, personal statement of dedication to individuals or
groups. The acknowledgments section is where you express gratitude to those who have
supported your research journey, including advisors, committee members, colleagues,
friends, and family. Both sections are optional but common in academic theses and
dissertations. They are typically presented on separate pages and follow the abstract.

Table of Contents Formatting
The table of contents (TOC) provides a structured overview of your thesis or dissertation,
listing all major sections, chapters, and subheadings along with their corresponding page
numbers. The TOC must be meticulously formatted to match the headings in the body of
the text precisely in wording and capitalization. For longer works, a list of tables and a list
of figures may also be included immediately after the main table of contents.

The Chicago Manual of Style recommends specific formatting for the TOC, including
consistent indentation for subheadings to clearly indicate hierarchical structure. Page
numbers for the front matter (abstract, acknowledgments, etc.) are usually presented in
lowercase Roman numerals, while the main body and subsequent sections use Arabic
numerals. Ensuring the TOC accurately reflects the pagination and headings is paramount
for reader navigation.

Body of the Thesis or Dissertation

The main body of your thesis or dissertation is where your original research and arguments
are presented. Chicago style provides guidelines for the internal structure and formatting of
this crucial section to ensure readability and scholarly presentation.



Chapter Structure and Headings
Each chapter should begin with a clear, informative title. Chicago style allows for flexibility
in the use of headings and subheadings to organize content logically. First-level headings
(chapter titles) are typically centered and in uppercase. Second-level headings might be
centered and in title case, while third-level headings could be flush left and in title case.
Consistency in applying heading styles throughout the document is vital for maintaining a
professional appearance and aiding reader comprehension.

It is essential to consult your university's specific requirements, as they may dictate the
exact hierarchy and formatting of headings to be used within theses and dissertations.
However, the general principle is to use headings to break down complex information into
manageable sections, making your research accessible.

Paragraphs and Text Formatting
Paragraphs in Chicago style are typically indented at the first line, with no extra spacing
between paragraphs. This standard formatting enhances readability by clearly delineating
distinct units of thought. Justification of text is usually set to full justification, meaning both
the left and right margins are aligned. However, some institutions may prefer left
alignment.

Font choices should be professional and readable, with 11- or 12-point serif fonts like Times
New Roman or Garamond being common. Double-spacing is generally required for the main
text of theses and dissertations to provide ample space for annotations and revisions,
though specific institutional policies should always be checked.

Note-Bibliography System for Citations

The note-bibliography system is one of the two primary citation methods recommended by
the Chicago Manual of Style. This system is prevalent in the humanities and some social
sciences, employing footnotes or endnotes to cite sources and a bibliography to list all
consulted works.

Footnotes and Endnotes
When using footnotes, a superscript Arabic numeral is placed at the end of a clause or
sentence that contains borrowed information. This numeral corresponds to a numbered
note at the bottom of the page (footnote) or at the end of the document (endnote). The first
time a source is cited, the note provides full bibliographic details. Subsequent citations of
the same source are typically shortened.

The format of notes requires careful attention to detail. For example, a book citation in a
footnote might appear as: 1. Michel Foucault, Discipline and Punish: The Birth of the Prison,
trans. Alan Sheridan (New York: Vintage Books, 1995), 17. The key is to replicate this



structure meticulously for all types of sources.

Bibliography Formatting
The bibliography, appearing at the end of the thesis or dissertation, lists all sources cited in
the text, arranged alphabetically by the author's last name. Unlike footnotes, the first line
of each entry is flush left, and subsequent lines are indented. This visual cue helps
distinguish bibliographic entries from one another.

The bibliography entry for the Foucault book cited above would look like this: Foucault,
Michel. Discipline and Punish: The Birth of the Prison. Translated by Alan Sheridan. New
York: Vintage Books, 1995.

Consistency in formatting across all notes and bibliography entries is paramount to
maintaining scholarly integrity.

Author-Date System for Citations

The author-date system, the second main citation method endorsed by the Chicago Manual
of Style, is commonly used in the sciences and social sciences. This system uses
parenthetical in-text citations and a reference list at the end of the document.

In-Text Citations
In-text citations typically include the author's last name and the year of publication within
parentheses. If a specific page number is being referenced, it is also included. For example:
(Smith 2020, 45). If the author's name is mentioned in the sentence, only the year and
page number are needed in parentheses: Smith (2020, 45) argues that...

This method provides a quick and efficient way for readers to locate the source of
information without interrupting the flow of the text with footnotes or endnotes. It is
particularly useful in fields where rapid referencing is important.

Reference List Formatting
The reference list, which corresponds to the in-text citations, is an alphabetized list of all
sources cited in the body of the thesis or dissertation. The format of each entry in the
reference list is similar to that of the bibliography in the note-bibliography system, but it
often includes more concise publication information. For instance, a book reference in an
author-date system might appear as: Smith, John. 2020. Theories of Education. Chicago:
University of Chicago Press.

It is crucial to ensure that every in-text citation has a corresponding entry in the reference



list, and vice versa. The Chicago Manual of Style provides detailed examples for various
source types, including journal articles, websites, and edited volumes, which must be
followed precisely.

Formatting Tables and Figures

The clear and consistent presentation of tables and figures is essential for conveying data
and visual information effectively within a thesis or dissertation. Chicago style offers
specific guidelines for their inclusion and formatting.

Table Formatting
Each table should have a number (e.g., Table 1, Table 2) and a descriptive title. The table
number and title are typically placed above the table itself. Table captions should be
concise and informative. The internal structure of tables should be clean and easy to read,
usually with minimal use of vertical lines and appropriate use of horizontal rules to separate
the header from the body and the body from any notes.

Any abbreviations or symbols used within the table should be explained in a note below the
table, along with any source information if the data is not original. If the table is lengthy, it
may require continuation on subsequent pages, with the continuation line indicating "Table
1 (cont.)" or similar.

Figure Formatting
Figures, which include charts, graphs, images, and illustrations, also require a number (e.g.,
Figure 1, Figure 2) and a descriptive caption. Captions for figures are typically placed below
the figure. The figure itself should be of high quality and clearly legible. Ensure that all
labels, axes, and legends within the figure are easy to understand.

Similar to tables, any necessary notes or source attributions for figures should be placed
below the caption. If a figure is particularly large or spans multiple pages, it should be
handled in a way that maintains clarity and readability, often by scaling or reformatting for
the document.

Appendix Formatting Guidelines

Appendices are used to include supplementary material that is too extensive or tangential
to be included in the main body of the thesis or dissertation but is nevertheless important
for the reader's understanding or verification of the research. Chicago style requires that
appendices be clearly delineated and formatted consistently.



Structuring Appendices
Each appendix should begin on a new page and be identified by a letter (e.g., Appendix A,
Appendix B) or a number, followed by a descriptive title. If there are multiple appendices,
they should be ordered logically. The appendix title should be centered and in uppercase at
the top of the page.

Within each appendix, you can use the same formatting conventions for text, headings,
tables, and figures as you have used in the main body of your thesis or dissertation. This
ensures a cohesive and professional presentation throughout your work. For instance, if you
have a survey instrument in an appendix, it should be presented clearly, perhaps as a
numbered list or a formatted document.

Referencing Appendices
It is important to refer to your appendices within the main text of your thesis or
dissertation. This is typically done by mentioning the appendix letter or number and its
content in a sentence, such as "Further details on the statistical analysis can be found in
Appendix C." This guides your readers to the relevant supplementary information.

Bibliography and References

The final section of your Chicago-style thesis or dissertation is the bibliography or reference
list, which serves as an exhaustive inventory of all sources you have consulted and cited.
The specific name and format depend on whether you have used the note-bibliography
system or the author-date system.

Bibliography vs. Reference List
If you have employed the note-bibliography system, this section will be titled
"Bibliography." It includes all sources cited in your notes, as well as any other sources
consulted in the preparation of your work that may not have been directly cited but were
influential. The entries are alphabetized by the author's last name, with specific formatting
for each entry type (books, journal articles, websites, etc.).

If you have used the author-date system, this section will be titled "References." It lists only
those sources that have been cited in the text. The entries are also alphabetized by the
author's last name, and the format for each entry is tailored to the author-date system,
often being more condensed than a full bibliographic entry.

Consistency and Accuracy
Regardless of the system used, the bibliography or reference list must be impeccably
formatted and accurate. Every entry should adhere strictly to the Chicago Manual of Style



guidelines for the specific type of source. Errors or inconsistencies in this final section can
detract from the overall professionalism and credibility of your work. Proofreading this
section with extreme care is therefore a critical final step.

FAQ Section:

Q: What are the essential elements of a Chicago-style
thesis title page?
A: A Chicago-style thesis title page typically includes the title of the work in uppercase, the
author's full name, the degree sought, the department and university, and the date of
submission. Specific institutional requirements may add or slightly alter these elements.

Q: How should I format my abstract according to
Chicago style for a dissertation?
A: The abstract is a concise summary of your dissertation, usually 150-300 words. It should
be on its own page, with "Abstract" centered at the top. It needs to clearly articulate the
research problem, methods, findings, and conclusions.

Q: What is the difference between footnotes and
endnotes in the Chicago note-bibliography system?
A: Footnotes appear at the bottom of the page where the citation is made, while endnotes
are collected at the end of the document. Both serve the same purpose: to provide citation
information for in-text references.

Q: How do I cite a website in a Chicago-style
bibliography or reference list?
A: Chicago style provides specific formats for citing websites, generally including the author
(if known), title of the page or article, website name, publication date (if available), and a
URL, often with an access date.

Q: Should my thesis or dissertation be double-spaced or
single-spaced in Chicago style?
A: For theses and dissertations, Chicago style generally recommends double-spacing for the
main body of text to facilitate readability and allow for annotations. However, always verify
your institution's specific guidelines.



Q: What is the correct placement of table and figure
captions in Chicago style?
A: Table numbers and titles are typically placed above the table. Figure numbers and
captions are usually placed below the figure. Both should be clear, descriptive, and
consistently formatted.

Q: When should I use the author-date system versus
the note-bibliography system in Chicago style?
A: The author-date system is generally preferred in scientific and technical fields, while the
note-bibliography system is more common in humanities disciplines. Your field of study and
departmental guidelines will often dictate the appropriate choice.

Q: How do I ensure my bibliography is alphabetized
correctly in Chicago style?
A: In Chicago style, the bibliography or reference list is alphabetized by the author's last
name. If multiple works by the same author are included, they are listed chronologically by
publication year, with the earliest work appearing first.

Q: What is the purpose of the appendix in a thesis or
dissertation?
A: Appendices contain supplementary material that supports the main text but is too
extensive for direct inclusion. This can include raw data, survey instruments, detailed
calculations, or lengthy tables.
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