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CHICAGO MANUAL OF STYLE FORMATTING GUIDELINES FOR STUDENTS IS A CRUCIAL RESOURCE FOR ACADEMIC WRITING, ENSURING
CLARITY, CONSISTENCY, AND PROFESSIONALISM IN RESEARCH PAPERS, ESSAYS, AND THESES. MASTERING THESE GUIDELINES CAN
SIGNIFICANTLY ENHANCE THE CREDIBILITY AND READABILITY OF YOUR WORK, SETTING A STRONG FOUNDATION FOR SCHOLARLY
COMMUNICATION. THIS COMPREHENSIVE GUIDE WILL DELVE INTO THE ESSENTIAL ASPECTS OF CHICAGO STYLE FORMATTING,
COVERING EVERYTHING FROM GENERAL MANUSCRIPT PREPARATION AND CITATION METHODS TO SPECIFIC REQUIREMENTS FOR
VARIOUS ACADEMIC COMPONENTS. WE WILL EXPLORE THE NUANCES OF PARENTHETICAL CITATIONS VERSUS NOTES-
BIBLIOGRAPHY, TITLE PAGES, HEADINGS, AND THE PROPER PRESENTATION OF TABLES AND FIGURES, ALL VITAL FOR STUDENTS
NAVIGATING THE COMPLEXITIES OF ACADEMIC SUBMISSION. UNDERSTANDING THESE FORMATTING RULES IS NOT MERELY ABOUT
ADHERING TO A STYLE GUIDE;, IT'S ABOUT DEMONSTRATING METICULOUS ATTENTION TO DETAIL AND A COMMITMENT TO
SCHOLARLY INTEGRITY.
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UNDERSTANDING THE BASIcs oF CHICAGO STYLE

THE CHICAGO MANUAL oF STYLE (CMOS) IS ONE OF THE MOST WIDELY USED STYLE GUIDES IN THE HUMANITIES, SOCIAL
SCIENCES, AND SOME NATURAL SCIENCES. |T OFFERS A COMPREHENSIVE SET OF RULES FOR MANUSCRIPT PREPARATION,
PUNCTUATION, GRAMMAR, AND CITATION. FOR STUDENTS, UNDERSTANDING ITS CORE PRINCIPLES IS THE FIRST STEP TOWARD
PRODUCING POLISHED ACADEMIC WORK. CHICAGO STYLE IS KNOWN FOR ITS FLEXIBILITY, PARTICULARLY IN ITS TWO PRIMARY
CITATION SYSTEMS: THE NOTES-BIBLIOGRAPHY SYSTEM AND THE AUTHOR-DATE SYSTEM. THE CHOICE BETWEEN THESE OF TEN
DEPENDS ON THE SPECIFIC DISCIPLINE OR INSTRUCTOR'S PREFERENCE, MAKING IT ESSENTIAL FOR STUDENTS TO CLARIFY WHICH
SYSTEM TO EMPLOY FOR THEIR ASSIGNMENTS.

THE OVERARCHING GOAL ofF CMOS Is TO ENSURE CLARITY, ACCURACY, AND CONSISTENCY IN WRITING. THIS EXTENDS TO
EVERYTHING FROM THE PROPER USE OF COMMAS AND APOSTROPHES TO THE PRECISE FORMATTING OF BIBLIOGRAPHIES AND
FOOTNOTES. STUDENTS ARE ENCOURAGED TO CONSULT THE LATEST EDITION OF THE MANUAL FOR THE MOST UP-TO-DATE
GUIDELINES, AS THE STYLE IS PERIODICALLY REVISED TO REFLECT EVOLVING PUBLISHING PRACTICES AND LINGUISTIC NORMS.
FAMILIARITY WITH THE MANUAL BUILDS CONFIDENCE IN PRESENTING RESEARCH AND ARGUMENTS EFFECTIVELY, MINIMIZING
DISTRACTIONS THAT COULD DETRACT FROM THE SUBSTANCE OF THE STUDENT'S WORK.

MANUSCRIPT PREPARATION AND GENERAL FORMATTING

PROPER MANUSCRIPT PREPARATION IS THE BEDROCK OF ANY ACADEMIC PAPER. THE CHICAGO MANUAL OF STYLE PROVIDES
SPECIFIC INSTRUCTIONS FOR PHYSICAL LAYOUT AND FORMATTING TO ENSURE A PROFESSIONAL PRESENTATION. THIS INCLUDES
GUIDELINES FOR MARGINS, LINE SPACING, FONT CHOICES, AND PAGE NUMBERING, ALL OF WHICH CONTRIBUTE TO THE OVERALL
READABILITY AND AESTHETIC APPEAL OF THE DOCUMENT. ADHERING TO THESE STANDARDS DEMONSTRATES RESPECT FOR THE
READER AND THE ACADEMIC CONVENTIONS OF THE FIELD.



MARGINS AND SPACING

STUDENTS SHOULD TYPICALLY SET ONE-INCH MARGINS ON ALL SIDES OF THE PAGE (TOP, BOTTOM, LEFT, AND RIGHT). THiS
PROVIDES AMPLE WHITE SPACE, MAKING THE TEXT EASIER TO READ AND ALLOWING ROOM FOR ANNOTATIONS IF NECESSARY.
CHICAGO STYLE GENERALLY RECOMMENDS DOUBLE-SPACING THE ENTIRE MANUSCRIPT, INCLUDING BLOCK QUOTATIONS, NOTES,
AND THE BIBLIOGRAPHY. THIS GENEROUS SPACING NOT ONLY IMPROVES READABILITY BUT ALSO HELPS TO VISUALLY BREAK UP
THE TEXT, MAKING LONGER PAPERS LESS DAUNTING.

FonT AND T YPEFACE

WHILE CMOS DOES NOT MANDATE A SPECIFIC FONT, IT RECOMMENDS LEGIBLE TYPEFACES. COMMON CHOICES INCLUDE TIMES
New ROMAN, ARIAL, OR CALIBRI, TYPICALLY IN A 12-POINT SIZE. THE KEY IS CONSISTENCY, THE SAME FONT AND SIZE SHOULD
BE USED THROUGHOUT THE DOCUMENT UNLESS SPECIFIC ELEMENTS, SUCH AS HEADINGS, REQUIRE VARIATION. AVOID OVERLY
DECORATIVE OR UNUSUAL FONTS THAT MIGHT HINDER READABILITY OR APPEAR UNPROFESSIONAL IN AN ACADEMIC CONTEXT.

P AGE NUMBERING

P AGE NUMBERS ARE ESSENTIAL FOR NAVIGATION. ACCORDING TO CHICAGO STYLE, PAGE NUMBERS SHOULD APPEAR IN THE UPPER
RIGHT-HAND CORNER OF EACH PAGE, STARTING WITH THE FIRST PAGE OF THE TEXT (OFTEN FOLLOWING THE TITLE PAGE AND
ABSTRACT, IF APPLICABLE). THE TITLE PAGE ITSELF IS TYPICALLY NOT NUMBERED, BUT IT COUNTS AS PAGE | FOR NUMBERING
PURPOSES IN THE PRELIMINARY SECTIONS, WITH ARABIC NUMERALS BEGINNING ON THE FIRST PAGE OF THE MAIN TEXT. SOME
INSTRUCTORS MAY HAVE SLIGHTLY DIFFERENT PREFERENCES, SO IT IS ALWAYS WISE TO CONFIRM.

CITATION STYLES: NOTES AND BIBLIOGRAPHY VS. AUTHOR-DATE

ONE OF THE MOST SIGNIFICANT DECISIONS WHEN ADHERING TO CHICAGO STYLE IS SELECTING THE APPROPRIATE CITATION
SYSTEM. THE MANUAL OFFERS TWO DISTINCT APPROACHES: THE NOTES-BIBLIOGRAPHY (NB) SYSTEM AND THE AUTHOR-DATE
(AD) SYSTEM. EACH SYSTEM SERVES THE PURPOSE OF CREDITING SOURCES, BUT THEY DO SO IN DIFFERENT WAYS AND ARE
FAVORED IN DIFFERENT ACADEMIC DISCIPLINES.

THe NOTES-BIBLIOGRAPHY SYSTEM

THE NOTES-BIBLIOGRAPHY SYSTEM, OFTEN PREFERRED IN HISTORY, LITERATURE, AND THE ARTS, USES FOOTNOTES OR ENDNOTES
TO CITE SOURCES WITHIN THE TEXT. WHEN A SOURCE IS REFERENCED, A SUPERSCRIPT NUMBER IS PLACED IN THE TEXT,
CORRESPONDING TO A NOTE AT THE BOTTOM OF THE PAGE (FOOTNOTE) OR AT THE END OF THE DOCUMENT (ENDNOTE). THiS
SYSTEM ALLOWS FOR DETAILED COMMENTARY AND DIGRESSIONS WITHIN THE NOTES WITHOUT INTERRUPTING THE FLOW OF THE
MAIN TEXT. THE BIBLIOGRAPHY AT THE END OF THE PAPER PROVIDES A COMPREHENSIVE ALPHABETICAL LIST OF ALL SOURCES
CITED.

THE AUTHOR-DATE SYSTEM

THE AUTHOR-DATE SYSTEM, COMMONLY USED IN THE SOCIAL SCIENCES AND SOME NATURAL SCIENCES, IS MORE CONCISE. |T USES
PARENTHETICAL CITATIONS WITHIN THE TEXT, TYPICALLY INCLUDING THE AUTHOR'S LAST NAME AND THE PUBLICATION YEAR
(e.G., (SMITH 2020)). A CORRESPONDING REFERENCE LIST, SIMILAR TO A BIBLIOGRAPHY BUT OFTEN MORE STREAMLINED,
APPEARS AT THE END OF THE PAPER, LISTING ALL SOURCES CITED IN THE TEXT ALPHABETICALLY BY AUTHOR'S LAST NAME AND
YEAR. THIS SYSTEM IS FAVORED FOR ITS EFFICIENCY IN STUDIES WHERE FREQUENT CITATION IS NECESSARY.



THE IMPORTANCE OF THE TITLE PAGE

A WELL-FORMATTED TITLE PAGE IS YOUR PAPER’S FIRST IMPRESSION. W/HILE IT MIGHT SEEM STRAIGHTFORW ARD, CHIcAGO
STYLE OFFERS SPECIFIC GUIDELINES TO ENSURE CLARITY AND PROFESSIONALISM. THE TITLE PAGE SHOULD CLEARLY IDENTIFY THE
PAPER'S TOPIC, THE AUTHOR, THE COURSE, THE INSTRUCTOR, AND THE DATE. |TS PLACEMENT AND CONTENT ARE CRUCIAL FOR
IMMEDIATE RECOGNITION OF THE WORK.

ReQUIRED ELEMENTS ON THE TITLE PAGE

Key COMPONENTS OF A CHICAGO-STYLE TITLE PAGE INCLUDE THE TITLE OF THE PAPER, THE AUTHOR'S FULL NAME, THE COURSE
NAME AND NUMBER, THE INSTRUCTOR'S NAME, AND THE DATE OF SUBMISSION. THE TITLE SHOULD BE CENTERED AND PRESENTED IN
TITLE CASE (CAPITALIZING THE FIRST WORD, LAST WORD, AND ALL PRINCIPAL \X/ORDS). OTHER ELEMENTS ARE TYPICALLY
PLACED BELOW THE TITLE, ALSO CENTERED, AND DOUBLE-SPACED.

PLACEMENT AND FORMATTING

THE TITLE PAGE IS THE FIRST PAGE OF THE DOCUMENT BUT IS GENERALLY NOT ASSIGNED A PAGE NUMBER. ALL TEXT ON THE
TITLE PAGE IS USUALLY CENTERED. THE TITLE IS TYPICALLY PLACED IN THE UPPER THIRD OF THE PAGE, WITH THE AUTHOR'S
NAME AND OTHER IDENTIFYING INFORMATION CENTERED BELOW IT. CONSISTENCY IN FONT AND SPACING WITH THE REST OF THE
DOCUMENT IS ESSENTIAL. SOME INSTRUCTORS MAY PROVIDE THEIR OWN SPECIFIC TITLE PAGE REQUIREMENTS, SO ALWAYS CHECK
THOSE FIRST.

FORMATTING HEADINGS AND SUBHEADINGS

ORGANIZING YOUR WORK WITH CLEAR HEADINGS AND SUBHEADINGS IS VITAL FOR GUIDING THE READER THROUGH YOUR
ARGUMENTS AND FINDINGS. CHICAGO STYLE PROVIDES A FLEXIBLE FRAMEWORK FOR CREATING A HIERARCHICAL STRUCTURE THAT
ENHANCES READABILITY AND LOGICAL FLOW. PROPER FORMATTING OF THESE STRUCTURAL ELEMENTS HELPS READERS QUICKLY
IDENTIFY DIFFERENT SECTIONS AND UNDERSTAND THE RELATIONSHIP BET\WEEN THEM.

LeveLs ofF HEADINGS

CHICAGO STYLE TYPICALLY ACCOMMODATES MULTIPLE LEVELS OF HEADINGS. THE MAIN SECTIONS OF YOUR PAPER WILL USE A
PRIMARY HEADING. SUBTOPICS WITHIN THOSE SECTIONS CAN BE DESIGNATED WITH SECONDARY HEADINGS, AND FURTHER
DIVISIONS WITH TERTIARY HEADINGS, AND SO ON. THE KEY IS TO MAINTAIN A CONSISTENT AND LOGICAL PROGRESSION FROM
BROADER TO NARROWER TOPICS.

FORMATTING CONVENTIONS

W/HILE SPECIFIC FORMATTING CAN VARY BASED ON INSTRUCTOR PREFERENCE, COMMON PRACTICE FOR HEADINGS IN CHICAGO
STYLE INVOLVES CENTERING OR LEFT-ALIGNING THEM. MAIN HEADINGS ARE OFTEN IN ALL CAPS OR BOLD, WHILE SUBHEADINGS
MIGHT BE IN TITLE CASE AND BOLD, OR ITALICIZED. For INSTANCE, A MAIN SECTION TITLE MIGHT BE CENTERED AND BOLDED, WHILE
A SUBHEADING WITHIN IT COULD BE LEFT-ALIGNED, BOLDED, AND IN TITLE CASE. CRUCIALLY, EACH HEADING LEVEL SHOULD
EMPLOY A CONSISTENT FORMATTING STYLE THROUGHOUT THE PAPER TO AVOID CONFUSION. THE TEXT FOLLOWING A HEADING
SHOULD BEGIN ON A NEW LINE, TYPICALLY DOUBLE-SPACED.



CITING SoURCES: IN-TEXT AND END MATTER

ACCURATE AND CONSISTENT CITATION IS PARAMOUNT IN ACADEMIC WRITING. |T PREVENTS PLAGIARISM, ACKNOWLEDGES THE
WORK OF OTHERS, AND ALLOWS READERS TO CONSULT YOUR SOURCES. CHICAGO STYLE OFFERS TWO DISTINCT CITATION
SYSTEMS, EACH WITH ITS OWN RULES FOR IN-TEXT REFERENCES AND THE FINAL LIST OF WORKS CITED.

IN-TexT CiTATION OPTIONS

AS DISCUSSED EARLIER, THE NOTES-BIBLIOGRAPHY SYSTEM USES SUPERSCRIPT NUMBERS WITHIN THE TEXT TO LINK TO
FOOTNOTES OR ENDNOTES. THE AUTHOR-DATE SYSTEM USES PARENTHETICAL CITATIONS, LIKE (AUTHOR YEAR, PAGE NUMBER).
FOR EXAMPLE, A PARENTHETICAL CITATION MIGHT APPEAR AS (SMITH 2020, 45). \WHEN QUOTING DIRECTLY, THE PAGE
NUMBER IS ESSENTIAL IN BOTH SYSTEMS.

THE BIBLIOGRAPHY OR REFERENCE LIST

REGARDLESS OF THE CHOSEN SYSTEM, A COMPREHENSIVE LIST OF ALL SOURCES USED IN THE PAPER MUST BE PROVIDED AT THE
END. IN THE NOTES-BIBLIOGRAPHY SYSTEM, THIS IS CALLED A BIBLIOGRAPHY. IN THE AUTHOR-DATE SYSTEM, IT IS TERMED A
REFERENCE LIST. BOTH ARE ALPHABETIZED BY THE AUTHOR'S LAST NAME. ENTRIES MUST INCLUDE ALL NECESSARY PUBLICATION
DETAILS (AUTHOR, TITLE, PUBLISHER, YEAR, ETC.) IN'A PRECISE, STANDARDIZED FORMAT, WHICH VARIES SLIGHTLY BETWEEN THE
TWO SYSTEMS AND DEPENDING ON THE TYPE OF SOURCE (BOOK/JOURNAL ARTICLE, WEBSITE, ETC.).

FORMATTING T ABLES AND FIGURES

VISUAL ELEMENTS LIKE TABLES AND FIGURES CAN GREATLY ENHANCE A PAPER'S CLARITY AND IMPACT. CHICAGO STYLE PROVIDES
SPECIFIC GUIDELINES FOR THEIR PRESENTATION TO ENSURE THEY ARE UNDERSTANDABLE AND INTEGRATED EFFECTIVELY INTO THE
TEXT. PROPER LABELING, TITLING, AND REFERENCING ARE CRUCIAL FOR THEIR INTERPRETABILITY.

NUMBERING AND T ITLING

ALL TABLES SHOULD BE NUMBERED CONSECUTIVELY (TABLE ], TABLE 2, ETC.) AND GIVEN A CLEAR, DESCRIPTIVE TITLE.
SIMILARLY, ALL FIGURES (\X/HICH INCLUDE GRAPHS, CHARTS, MAPS, AND IMAGES) SHOULD BE NUMBERED CONSECUTIVELY (FIGURE
], FIGURE 2, ETC.) WITH DESCRIPTIVE TITLES. THE NUMBERING AND TITLING CONVENTIONS HELP READERS LOCATE AND IDENTIFY
THESE ELEMENTS EASILY.

PLACEMENT AND REFERENCING IN TEXT

IDEALLY, TABLES AND FIGURES SHOULD BE PLACED AS CLOSE AS POSSIBLE TO WHERE THEY ARE FIRST MENTIONED IN THE TEXT.
EACH TABLE AND FIGURE MUST BE EXPLICITLY REFERRED TO AND DISCUSSED IN THE BODY OF THE PAPER. FOR EXAMPLE, ONE MIGHT
WRITE, “AS SHOWN IN TABLE 1, STUDENT PERFORMANCE IMPROVED SIGNIFICANTLY...” OR “FIGURE 2 ILLUSTRATES THE TREND
OVER TIME.” THIS TEXTUAL REFERENCE DIRECTS THE READER'S ATTENTION TO THE VISUAL AID AND EXPLAINS ITS SIGNIFICANCE.

FORMATTING CONVENTIONS FOR T ABLES

TABLES TYPICALLY CONSIST OF ROWS AND COLUMNS OF DATA. CMOS RECOMMENDS USING HORIZONTAL RULES SPARINGLY,
OFTEN JUST AT THE TOP AND BOTTOM OF THE TABLE AND BELOW THE COLUMN HEADINGS. VERTICAL RULES ARE GENERALLY
DISCOURAGED UNLESS ABSOLUTELY NECESSARY TO SEPARATE DATA. COLUMN HEADINGS SHOULD BE CLEAR AND CONCISE, AND
UNITS OF MEASUREMENT SHOULD BE INDICATED.



FORMATTING CONVENTIONS FOR FIGURES

FIGURES SHOULD BE CLEAR, LEGIBLE, AND PROPERLY LABELED. CAPTIONS FOR FIGURES ARE TYPICALLY PLACED BELOW THE FIGURE
ITSELF. IF THE FIGURE IS A COMPLEX CHART OR GRAPH, ALL AXES SHOULD BE CLEARLY LABELED, AND LEGENDS SHOULD BE
EXPLAINED. FOR IMAGES, SOURCES MUST BE PROPERLY CREDITED WITHIN THE CAPTION OR IN A SEPARATE NOTE.

CoMMON STUDENT FORMATTING CHALLENGES AND SOLUTIONS

STUDENTS OFTEN ENCOUNTER SPECIFIC CHALLENGES WHEN APPLYING CHICAGO MANUAL OF STYLE FORMATTING GUIDELINES.
RECOGNIZING THESE COMMON PITFALLS AND UNDERSTANDING THEIR SOLUTIONS CAN SAVE CONSIDERABLE TIME AND EFFORT,
LEADING TO A MORE POLISHED FINAL SUBMISSION.

INCORRECT IN-TEXT CITATIONS

A FREQUENT ISSUE IS THE INCORRECT FORMATTING OF IN-TEXT CITATIONS, WHETHER PARENTHETICAL OR THE SUPERSCRIPT
NUMBERS FOR NOTES. FOR PARENTHETICAL CITATIONS, ENSURE THE AUTHOR'S NAME AND YEAR ARE PRESENT AND CORRECTLY
PUNCTUATED. For NOTES, DOUBLE-CHECK THAT THE SUPERSCRIPT NUMBER ALIGNS PRECISELY WITH THE CORRESPONDING NOTE
AND THAT THE NOTE ITSELF CONTAINS ALL REQUIRED BIBLIOGRAPHIC INFORMATION. STUDENTS SHOULD ALWAYS CONSULT
EXAMPLES FOR THE SPECIFIC TYPE OF SOURCE BEING CITED.

BIBLIOGRAPHY /REFERENCE LIST ERRORS

ERRORS IN THE BIBLIOGRAPHY OR REFERENCE LIST ARE ALSO COMMON. THESE CAN INCLUDE INCORRECT ALPHABETICAL ORDER,
MISSING ELEMENTS, OR INCONSISTENT PUNCTUATION. METICULOUSLY FOLLOW THE SPECIFIC ENTRY FORMATS FOR EACH SOURCE
TYPE PROVIDED IN CMOS. PAY CLOSE ATTENTION TO DETAILS LIKE THE ITALICIZATION OF TITLES, THE USE OF COMMAS VERSUS
PERIODS, AND THE INCLUSION OF DOIs or URLS FOR ONLINE SOURCES.

FORMATTING BLock QUOTATIONS

BLock QUOTATIONS, WHICH ARE LONGER THAN TYPICALLY FOUR OR FIVE LINES OF TEXT, REQUIRE SPECIAL FORMATTING. THEY
SHOULD BE INDENTED FROM THE LEFT MARGIN, SINGLE-SPACED, AND INTRODUCE A PERIOD BEFORE THE PARENTHETICAL CITATION
(OR NOTE NUMBER). THE QUOTATION MARKS AROUND THE QUOTED TEXT ITSELF ARE OMITTED. ENSURE THE INDENTATION IS
CONSISTENT AND CLEAR, SETTING THESE PASSAGES APART VISUALLY.

HANDLING DIFFERENT SOURCE T YPES

CMOS COVERS A VAST ARRAY OF SOURCE TYPES, FROM CLASSIC BOOKS AND JOURNAL ARTICLES TO SOCIAL MEDIA POSTS
AND INTERVIEWS. STUDENTS OFTEN STRUGGLE WITH THE SPECIFIC FORMATTING FOR LESS COMMON SOURCES. THE BEST
APPROACH IS TO CONSULT THE RELEVANT SECTION OF THE CHICAGO MANUAL OF STYLE OR RELIABLE ONLINE RESOURCES THAT
PROVIDE CMOS EXAMPLES FOR VARIOUS MEDIA. WHEN IN DOUBT, PRIORITIZING CLARITY AND CONSISTENCY IS KEY.

FAQ

Q: WHAT ARE THE FUNDAMENT AL DIFFERENCES BETWEEN THE NOTES-BIBLIOGRAPHY AND
AUTHOR-DATE CITATION SYSTEMS IN CHICAGO STYLE?

A: THE NOTES-BIBLIOGRAPHY SYSTEM USES FOOTNOTES OR ENDNOTES FOR IN-TEXT CITATIONS AND A COMPREHENSIVE
BIBLIOGRAPHY AT THE END. IT'S COMMON IN HUMANITIES DISCIPLINES. THE AUTHOR-DATE SYSTEM USES PARENTHETICAL



CITATIONS (AUTHOR YEAR) IN THE TEXT AND A REFERENCE LIST AT THE END. |T'S MORE COMMON IN SOCIAL SCIENCES AND
SCIENCES.

Q: How SHOULD | FORMAT THE TITLE PAGE ACCORDING TO CHICAGO MANUAL OF
STYLE GUIDELINES FOR STUDENTS?

A: THE CHICAGO MANUAL OF STYLE GENERALLY REQUIRES A TITLE PAGE WITH THE PAPER’S TITLE CENTERED AND IN TITLE CASE,
FOLLOWED BY THE AUTHOR'S NAME, COURSE NAME/NUMBER, INSTRUCTOR'S NAME, AND SUBMISSION DATE, ALL ALSO CENTERED.
THE TITLE PAGE IS NOT NUMBERED BUT COUNTS AS THE FIRST PAGE.

Q: WHAT ARE THE GENERAL MARGIN AND SPACING REQUIREMENTS FOR A CHICAGO
STYLE PAPER?

A: For A CHICAGO STYLE PAPER, STUDENTS SHOULD GENERALLY USE ONE~INCH MARGINS ON ALL SIDES OF THE PAGE. THE ENTIRE
MANUSCRIPT, INCLUDING BLOCK QUOTES, NOTES, AND THE BIBLIOGRAPHY, SHOULD BE DOUBLE-SPACED FOR READABILITY.

QI \WHEN USING THE NOTES-BIBLIOGRAPHY SYSTEM , WHERE DO THE FOOTNOTES OR
ENDNOTES APPEAR, AND WHAT INFORMATION DO THEY CONTAIN?

A: FOOTNOTES APPEAR AT THE BOTTOM OF THE PAGE WHERE THE REFERENCE IS MADE, WHILE ENDNOTES APPEAR AT THE END OF
THE DOCUMENT. BOTH CONTAIN BIBLIOGRAPHIC INFORMATION FOR THE CITED SOURCE. THE FIRST CITATION OF A SOURCE IN A
NOTE IS TYPICALLY LONGER, PROVIDING FULL PUBLICATION DETAILS, WHILE SUBSEQUENT CITATIONS ARE SHORTENED.

Q: How Do | PROPERLY FORMAT A BLOCK QUOTATION IN CHICAGO STYLE?

A: A BLOCK QUOTATION, TYPICALLY DEFINED AS FIVE OR MORE LINES OF TEXT, SHOULD BE INDENTED FROM THE LEFT MARGIN. IT
SHOULD BE SINGLE-SPACED, AND THE QUOTATION MARKS AROUND THE QUOTED TEXT ARE OMITTED. THE PARENTHETICAL
CITATION OR NOTE NUMBER FOLLOWS THE FINAL PUNCTUATION OF THE QUOTATION.

Q: WHAT IS THE DIFFERENCE BETWEEN A BIBLIOGRAPHY AND A REFERENCE LIST IN
CHICAGO STYLE?

A: IN THE NOTES-BIBLIOGRAPHY SYSTEM, THE FINAL LIST OF SOURCES IS CALLED A BIBLIOGRAPHY. IN THE AUTHOR-DATE
SYSTEM, IT IS CALLED A REFERENCE LIST. BOTH ARE ALPHABETIZED BY AUTHOR'S LAST NAME AND LIST ALL WORKS CITED IN THE
PAPER, BUT THE SPECIFIC FORMATTING OF INDIVIDUAL ENTRIES MAY DIFFER SLIGHTLY BETWEEN THE TWO SYSTEMS.

Q: CAN | USE ANY FONT | LIKE FOR MY CHICAGO STYLE PAPER?

A: WHILE CHICAGO STYLE DOES NOT MANDATE A SPECIFIC FONT, IT RECOMMENDS LEGIBLE TYPEFACES SUCH AS TimMeES New
ROMAN, ARIAL, OR CALIBRI IN A 12-POINT SIzE. CONSISTENCY IN FONT CHOICE THROUGHOUT THE DOCUMENT IS CRUCIAL FOR A
PROFESSIONAL APPEARANCE.

Q: How SHOULD | HANDLE CITING SOURCES THAT ARE ONLY AVAILABLE ONLINE?

A: FOR ONLINE SOURCES, CHICAGO STYLE REQUIRES PROVIDING AS MUCH PUBLICATION INFORMATION AS POSSIBLE, INCLUDING
THE AUTHOR, TITLE OF THE SPECIFIC WORK, TITLE OF THE OVERALL WEBSITE, PUBLICATION DATE (OR LAST UPDATED DATE),
AND A DOI (DiGITAL OBJECT IDENTIFIER) OR URL. THE DATE OF ACCESS MAY ALSO BE INCLUDED.
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