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MASTERING CHICAGO MANUAL OF STYLE SCHOLARLY FORMATTING: A COMPREHENSIVE GUIDE

CHICAGO MANUAL OF STYLE SCHOLARLY FORMATTING STYLES REQUIREMENTS ARE FOUNDATIONAL FOR ANY ACADEMIC OR
PROFESSIONAL WRITING THAT SEEKS CLARITY, CONSISTENCY, AND CREDIBILITY. ADHERING TO THESE GUIDELINES ENSURES THAT
YOUR RESEARCH, ARGUMENTS, AND EVIDENCE ARE PRESENTED IN A POLISHED AND PROFESSIONAL MANNER, MAKING THEM READILY
ACCESSIBLE AND UNDERSTANDABLE TO YOUR INTENDED AUDIENCE. THIS COMPREHENSIVE ARTICLE WILL DELVE DEEP INTO THE
INTRICACIES OF CHICAGO STYLE, EXPLORING ITS TWO PRIMARY DOCUMENTATION SYSTEMS—NOTES AND BIBLIOGRAPHY AND
AUTHOR-DATE—ALONG WITH CRITICAL ASPECTS OF MANUSCRIPT PREPARATION, CITATION FORMATTING, AND STYLISTIC
CONVENTIONS ESSENTIAL FOR SCHOLARLY PUBLICATION. [UNDERSTANDING THESE DETAILED REQUIREMENTS IS PARAMOUNT FOR
STUDENTS, RESEARCHERS, AND ANYONE INVOLVED IN ACADEMIC DISCOURSE.
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UNDERSTANDING THE T WO CHICAGO STYLE SYSTEMS

THE CHICAGO MANUAL OF STYLE (CMOS) IS A WIDELY RESPECTED STYLE GUIDE THAT OFFERS TWO DISTINCT SYSTEMS FOR
DOCUMENTING SOURCES: THE NOTES AND BIBLIOGRAPHY SYSTEM AND THE AUTHOR-DATE SYSTEM. THE CHOICE BETWEEN THESE
TWO OFTEN DEPENDS ON THE ACADEMIC DISCIPLINE OR THE SPECIFIC REQUIREMENTS OF A PUBLISHER OR INSTITUTION. BOTH
SYSTEMS AIM TO PROVIDE CLEAR ATTRIBUTION TO SOURCES AND A CONSISTENT METHOD FOR READERS TO LOCATE THEM, BUT
THEY ACHIEVE THIS THROUGH DIFFERENT STRUCTURAL APPROACHES.

THE NOTES AND BIBLIOGRAPHY SYSTEM IS PREVALENT IN FIELDS SUCH AS LITERATURE, HISTORY, AND THE ARTS. [T UTILIZES
FOOTNOTES OR ENDNOTES TO CITE SOURCES DIRECTLY WITHIN THE TEXT, ACCOMPANIED BY A COMPREHENSIVE BIBLIOGRAPHY AT
THE END OF THE WORK. THIS SYSTEM ALLOWS FOR EXTENSIVE COMMENTARY AND DIGRESSIONS WITHIN THE NOTES THEMSELVES,
MAKING IT PARTICULARLY USEFUL FOR WORKS THAT ENGAGE WITH NUANCED HISTORICAL CONTEXT OR CRITICAL ANALYSIS.
CONVERSELY/ THE AUTHOR-DATE SYSTEM IS MORE COMMONLY FOUND IN THE SOCIAL AND NATURAL SCIENCES. |T EMPLOYS
PARENTHETICAL CITATIONS WITHIN THE TEXT, TYPICALLY INCLUDING THE AUTHOR'S LAST NAME AND THE YEAR OF PUBLICATION,
FOLLOWED BY A REFERENCE LIST AT THE END THAT INCLUDES ALL CITED WORKS.

NoTes AND BIBLIOGRAPHY SysTeM: A Deep Dive

THE NOTES AND BIBLIOGRAPHY SYSTEM IS CHARACTERIZED BY ITS RELIANCE ON SUPERSCRIPT NUMBERS EMBEDDED WITHIN THE
TEXT TO INDICATE A CITATION. THESE NUMBERS CORRESPOND TO EITHER FOOTNOTES, WHICH APPEAR AT THE BOTTOM OF THE
PAGE, OR ENDNOTES, WHICH ARE COLLECTED AT THE END OF A CHAPTER OR THE ENTIRE DOCUMENT. EACH NOTE PROVIDES
DETAILED INFORMATION ABOUT THE SOURCE, INCLUDING AUTHOR, TITLE, PUBLICATION DETAILS, AND SPECIFIC PAGE NUMBERS.
THE FIRST CITATION OF A SOURCE IN THE NOTES TYPICALLY INCLUDES FULL PUBLICATION INFORMATION, WHILE SUBSEQUENT
CITATIONS ARE OFTEN SHORTENED FOR BREVITY.



FOOTNOTES AND ENDNOTES EXPLAINED

FOOTNOTES AND ENDNOTES SERVE A DUAL PURPOSE: TO ATTRIBUTE INFORMATION TO ITS ORIGINAL SOURCE AND TO OFFER
SPACE FOR SUPPLEMENTARY MATERIAL THAT MIGHT INTERRUPT THE FLOW OF THE MAIN TEXT. FOR EXAMPLE, AN AUTHOR MIGHT
USE A FOOTNOTE TO PROVIDE A BRIEF BIOGRAPHICAL SKETCH OF A FIGURE MENTIONED IN THE TEXT OR TO ELABORATE ON A
METHODOLOGICAL POINT WITHOUT DISRUPTING THE NARRATIVE. THE FORMATTING OF NOTES IS PRECISE, REQUIRING SPECIFIC
PUNCTUATION AND ORDER OF ELEMENTS. FOR BOOKS, A TYPICAL FOOTNOTE ENTRY MIGHT LOOK LIKE: AUTHOR'S FIRST NAME
LAsT NaMe, TiTLe ofF Book (CiTY oF PUBLICATION: PUBLISHER, YEAR), PAGE NUMBER.

THe BiBLIOGRAPHY AS A COMPREHENSIVE RESOURCE

FOLLOWING THE MAIN BODY OF THE TEXT AND ANY APPENDICES, THE BIBLIOGRAPHY PRESENTS AN ALPHABETICAL LIST OF ALL
THE SOURCES CITED IN THE WORK. UNLIKE SOME OTHER STYLE GUIDES, CHICAGO'S BIBLIOGRAPHY DOES NOT TYPICALLY INCLUDE
SOURCES THAT WERE CONSULTED BUT NOT DIRECTLY CITED. THE ENTRIES IN THE BIBLIOGRAPHY ARE FORMATTED IN A
CONSISTENT MANNER, MIRRORING THE INFORMATION PROVIDED IN THE NOTES BUT WITH A SLIGHTLY DIFFERENT STRUCTURE. For
INSTANCE, A BOOK ENTRY IN THE BIBLIOGRAPHY WOULD USUALLY BEGIN WITH THE AUTHOR'S LAST NAME FOLLOWED BY THEIR
FIRST NAME, A COLON, THE TITLE, AND THEN THE PUBLICATION DETAILS. THE GOAL OF THE BIBLIOGRAPHY IS TO PROVIDE
READERS WITH A COMPLETE AND ORGANIZED REFERENCE GUIDE TO THE MATERIALS USED IN THE RESEARCH.

AUTHOR-DATE SYsTeM: KEY ELEMENTS

THE AUTHOR-DATE SYSTEM OFFERS A MORE STREAMLINED APPROACH TO CITATION, PARTICULARLY SUITED FOR DISCIPLINES
WHERE THE CURRENCY OF RESEARCH IS OF PARAMOUNT IMPORTANCE. |TS PRIMARY MECHANISM FOR REFERENCING SOURCES IS THE
PARENTHETICAL CITATION, WHICH APPEARS DIRECTLY WITHIN THE SENTENCE OR CLAUSE WHERE THE INFORMATION IS PRESENTED.
THIS IMMEDIATE PLACEMENT ALLOWS READERS TO QUICKLY IDENTIFY THE SOURCE OF THE INFORMATION WITHOUT HAVING TO
CONSULT FOOTNOTES OR ENDNOTES.

IN-TexXT CITATIONS IN AUTHOR-DATE

AN IN-TEXT CITATION IN THE AUTHOR-DATE SYSTEM TYPICALLY CONSISTS OF THE AUTHOR'S LAST NAME AND THE YEAR OF
PUBLICATION, ENCLOSED IN PARENTHESES. FOR EXAMPLE, (SMITH 2020). IF THE AUTHOR'S NAME IS MENTIONED IN THE SENTENCE
ONLY THE YEAR NEEDS TO BE INCLUDED IN PARENTHESES: SMITH (2020) ARGUES THAT... WHEN QUOTING DIRECTLY, A PAGE
NUMBER MUST ALSO BE INCLUDED: (SMITH 2020, 45). THE PRECISE FORMAT CAN VARY SLIGHTLY DEPENDING ON WHETHER YOU
ARE PARAPHRASING, SUMMARIZING, OR QUOTING DIRECTLY, BUT THE CORE PRINCIPLE OF AUTHOR AND DATE REMAINS
CONSISTENT.

/

THe RerFereNce LisT: AN ALPHABETICAL DIRECTORY

THE REFERENCE LIST, ALSO KNOWN AS A WORKS CITED LIST IN SOME CONTEXTS, FUNCTIONS SIMILARLY TO THE BIBLIOGRAPHY IN
THE NOTES AND BIBLIOGRAPHY SYSTEM. |T IS AN ALPHABETICAL COMPILATION OF ALL THE SOURCES THAT WERE CITED IN THE
BODY OF THE WORK. EACH ENTRY IN THE REFERENCE LIST PROVIDES COMPLETE BIBLIOGRAPHIC DETAILS, ENABLING READERS TO
EASILY LOCATE AND VERIFY THE ORIGINAL SOURCES. THE FORMATTING OF ENTRIES IN THE REFERENCE LIST IS STANDARDIZED,
WITH SPECIFIC RULES FOR BOOKS, JOURNAL ARTICLES, WEBSITES, AND OTHER TYPES OF SOURCES. FOR EXAMPLE, A BOOK ENTRY
MIGHT APPEAR AS: SMITH, JoHN. 2020. THEORIES OF KNOWLEDGE. NEW Y ORK: ACADEMIC PRESS.



MANUSCRIPT PREPARATION AND GENERAL FORMATTING

BEYOND CITATION STYLES, THE CHICAGO MANUAL OF STYLE OUTLINES DETAILED REQUIREMENTS FOR THE OVERALL
PREPARATION AND FORMATTING OF SCHOLARLY MANUSCRIPTS. THESE GUIDELINES ENSURE UNIFORMITY AND READABILITY, MAKING
THE MANUSCRIPT EASIER FOR EDITORS, PUBLISHERS, AND READERS TO ENGAGE WITH. ADHERING TO THESE CONVENTIONS
DEMONSTRATES A COMMITMENT TO PROFESSIONAL PRESENTATION AND ATTENTION TO DETAIL.

TYPOGRAPHY AND LAYOUT ESSENTIALS

CHICAGO STYLE GENERALLY RECOMMENDS A CLEAR, READABLE TYPEFACE, SUCH AS TiMes NEw RoMAN or COURIER, SET AT
12-POINT SIZE. MARGINS SHOULD BE GENEROUS, TYPICALLY 1 INCH ON ALL SIDES, TO ALLOW FOR EDITORIAL MARKS AND
COMFORTABLE READING. | HE MANUSCRIPT SHOULD BE DOUBLE-SPACED THROUGHOUT, INCLUDING BLOCK QUOTATIONS AND THE
REFERENCE LIST OR BIBLIOGRAPHY. THIS SPACING PROVIDES AMPLE ROOM FOR REVIEWERS TO INSERT COMMENTS AND
SUGGESTIONS.

HEADINGS, SUBHEADINGS, AND TEXT STRUCTURE

THE USE OF HEADINGS AND SUBHEADINGS IS CRUCIAL FOR ORGANIZING COMPLEX SCHOLARLY WORKS. CHICAGO STYLE OFFERS
GUIDELINES FOR THE FORMATTING AND HIERARCHY OF THESE ELEMENTS TO CREATE A LOGICAL AND NAVIGABLE STRUCTURE.
TYPICALLY, MAIN HEADINGS ARE CENTERED AND IN UPPERCASE, WHILE SUBHEADINGS MAY BE FLUSH LEFT OR CENTERED AND IN
TITLE CASE. THE CAREFUL APPLICATION OF THESE ELEMENTS HELPS GUIDE THE READER THROUGH THE ARGUMENT AND HIGHLIGHTS
KEY SECTIONS OF THE RESEARCH.

MAIN HEADINGS: CENTERED, ALL CAPS.

FIrsT-LEVEL SUBHEADINGS: CENTERED, TITLE CASE.

SECOND-LEVEL SUBHEADINGS: FLUSH LEFT, TITLE CASE.

THIRD-LEVEL SUBHEADINGS: FLUSH LEFT, ITALICIZED, TITLE CASE.

CiTATION ESSENTIALS: IN-TEXT AND REFERENCE LIST

THE CORE OF ANY SCHOLARLY FORMATTING STYLE LIES IN ITS CITATION PRACTICES. WHETHER EMPLOYING THE NOTES AND
BIBLIOGRAPHY OR AUTHOR-DATE SYSTEM, CHICAGO MANDATES A SPECIFIC AND CONSISTENT APPROACH TO ACKNOWLEDGING
SOURCES. THIS ENSURES ACADEMIC INTEGRITY AND ALLOWS READERS TO TRACE THE INTELLECTUAL LINEAGE OF THE WORK.

FOrRMATTING Book CITATIONS

CITING BOOKS REQUIRES ATTENTION TO AUTHOR NAMES, TITLES, PUBLICATION LOCATION, PUBLISHER, AND YEAR. IN THE NOTES
AND BIBLIOGRAPHY SYSTEM, A FULL NOTE FOR A BOOK MIGHT BE: JANE DOE, THE HISTORY OF IDEAS (CHICAGO: UNIVERSITY OF
CHicaGo Press, 2018), 75. FOr THE AUTHOR-DATE SYSTEM, THE REFERENCE LIST ENTRY WOULD BE: DoE, JANE. 2018. THe
HisTorY oF IDEAS. CHICAGO: UNIVERSITY OF CHICAGO PRESS. THE CRITICAL DIFFERENCE LIES IN THE ORDER OF NAMES AND THE
PUNCTUATION USED IN THE IN-TEXT CITATION VERSUS THE REFERENCE LIST.



CITING JOURNAL ARTICLES AND PERIODICALS

JOURNAL ARTICLES ARE ANOTHER COMMON SOURCE IN SCHOLARLY WRITING. CHICAGO STYLE PROVIDES SPECIFIC FORMATS FOR
CITING THESE, DISTINGUISHING BETWEEN THE AUTHOR, TITLE OF THE ARTICLE, TITLE OF THE JOURNAL, VOLUME, ISSUE NUMBER,
AND PAGE RANGE. A TYPICAL NOTE ENTRY FOR A JOURNAL ARTICLE MIGHT BE: JOHN SMITH, “THE EvoLUTION oF DEMOCRACY,”
PoLiTicAL Science QUARTERLY 120, No. 2 (2022): 150-175. THE REFERENCE LIST ENTRY WOULD FOLLOW A SIMILAR
STRUCTURE BUT WITH VARIATIONS IN PUNCTUATION AND NAME ORDER.

REeFERENCING ONLINE AND DIGITAL SOURCES

THE DIGITAL AGE PRESENTS UNIQUE CHALLENGES FOR CITATION. CHICAGO STYLE OFFERS GUIDANCE FOR CITING WEBSITES,
ONLINE ARTICLES, AND OTHER DIGITAL MATERIALS. KEY ELEMENTS INCLUDE THE AUTHOR OR ORGANIZATION, TITLE OF THE
SPECIFIC PAGE OR DOCUMENT, THE NAME OF THE WEBSITE, THE PUBLICATION OR LAST UPDATED DATE (IF AVAILABLE), AND A
sTABLE URL or DOI. IT IS ALSO CRUCIAL TO NOTE THE DATE OF ACCESS FOR CONTENT THAT MIGHT CHANGE OVER TIME. FOR
INSTANCE, A NOTE MIGHT INCLUDE: EMILY CARTER, “UNDERSTANDING Al ETHICS,” TECH INSIGHTS TobAY, OCTOBER 20,
2023, HTTPS:/ [ WWW.TECHINSIGHTSTODAY.COM/ AIFETHICS. WHEN PossiBLE, DOIs (DiGITAL OBJECT IDENTIFIERS) ARE
PREFERRED OVER URLS AS THEY PROVIDE A MORE PERMANENT LINK.

STYLISTIC CONVENTIONS FOR CLARITY AND PRECISION

BEYOND THE MECHANICS OF CITATION AND FORMATTING, CHICAGO STYLE ALSO EMPHASIZES CLARITY, PRECISION, AND
CONCISENESS IN PROSE. THESE STYLISTIC CONVENTIONS ARE DESIGNED TO ENHANCE THE READER’'S UNDERSTANDING AND THE
OVERALL IMPACT OF THE SCHOLARLY WORK.

THe Use oF NUMBERS AND ABBREVIATIONS

CHICAGO STYLE PROVIDES SPECIFIC RULES FOR WHEN TO SPELL OUT NUMBERS AND WHEN TO USE NUMERALS. GENERALLY/
NUMBERS ONE THROUGH NINE ARE SPELLED OUT, WHILE HIGHER NUMBERS ARE WRITTEN AS NUMERALS. HO\X/EVER, THERE ARE
EXCEPTIONS, PARTICULARLY WHEN DEALING WITH UNITS OF MEASUREMENT, STATISTICS, OR WHEN NUMBERS APPEAR IN CLOSE
PROXIMITY. SIMILARLY, THE MANUAL OFFERS GUIDANCE ON THE APPROPRIATE USE OF ABBREVIATIONS, RECOMMENDING THEY BE
SPELLED OUT ON FIRST USE FOLLOWED BY THE ABBREVIATION IN PARENTHESES, IF THEY WILL BE USED REPEATEDLY.

PUNCTUATION AND GRAMMAR STANDARDS

CONSISTENT AND CORRECT PUNCTUATION IS VITAL FOR CLEAR COMMUNICATION. CHICAGO STYLE ADHERES TO STANDARD
ENGLISH PUNCTUATION RULES BUT OFFERS SPECIFIC ADVICE FOR COMPLEX SENTENCES, LISTS, AND THE USE OF SEMICOLONS AND
COLONS. For EXAMPLE, THE MANUAL FAVORS THE SERIAL COMMA (ALSO KNOWN AS THE OXFORD COMMA) IN LISTS OF THREE
OR MORE ITEMS, WHICH HELPS TO AVOID AMBIGUITY. ADHERING TO THESE GRAMMATICAL STANDARDS ENSURES THAT THE
WRITER'S INTENT IS ACCURATELY CONVEYED AND THAT THE TEXT IS FREE FROM DISTRACTING ERRORS.

SPECIALIZED FORMATTING CONSIDERATIONS

SCHOLARLY WORKS OFTEN CONTAIN ELEMENTS THAT REQUIRE SPECIALIZED FORMATTING TO BE PRESENTED EFFECTIVELY.
CHICAGO STYLE ADDRESSES THESE UNIQUE NEEDS TO ENSURE THAT ALL COMPONENTS OF A MANUSCRIPT ARE HANDLED
CORRECTLY AND CONSISTENTLY.



TABLES AND FIGURES

T ABLES AND FIGURES, INCLUDING CHARTS, GRAPHS, AND IMAGES, ARE ESSENTIAL FOR PRESENTING DATA AND VISUAL
INFORMATION. CHICAGO STYLE PROVIDES GUIDELINES FOR THEIR PLACEMENT, TITLING, AND NUMBERING. EACH TABLE AND FIGURE
SHOULD HAVE A CLEAR TITLE AND A NUMBER THAT ALLOWS IT TO BE REFERENCED IN THE TEXT. NOTES ACCOMPANYING TABLES
AND FIGURES SHOULD BE PLACED DIRECTLY BELOW THEM, AND ANY SOURCES FOR THE DATA OR IMAGES MUST BE PROPERLY
ATTRIBUTED.

QUOTATIONS AND BLock QUOTES

THE ACCURATE REPRESENTATION OF QUOTATIONS IS PARAMOUNT. CHICAGO STYLE DIFFERENTIATES BETWEEN SHORT
QUOTATIONS (GENERALLY FOUR LINES OR FE\X/ER) THAT ARE INCORPORATED INTO THE TEXT AND BLOCK QUOTATIONS (LONGER
QUOTATIONS) THAT ARE SET APART FROM THE MAIN TEXT. BLOCK QUOTATIONS ARE TYPICALLY INDENTED FROM THE LEFT
MARGIN AND SET IN A SMALLER FONT SIZE OR WITH REDUCED LINE SPACING, AND THEY DO NOT USE QUOTATION MARKS. THE
PLACEMENT OF PUNCTUATION RELATIVE TO CITATION NUMBERS IS ALSO A CRITICAL DETAIL.

THE IMPORTANCE OF CONSISTENCY IN CHICAGO STYLE

THE OVERARCHING PRINCIPLE GOVERNING THE APPLICATION OF CHICAGO MANUAL OF STYLE SCHOLARLY FORMATTING STYLES
REQUIREMENTS IS CONSISTENCY. WHETHER YOU ARE METICULOUSLY FORMATTING FOOTNOTES, STRUCTURING YOUR REFERENCE
LIST, OR ENSURING UNIFORM TYPOGRAPHY , ADHERENCE TO THE CHOSEN SYSTEM THROUGHOUT YOUR ENTIRE DOCUMENT IS
PARAMOUNT. INCONSISTENCY CAN UNDERMINE THE CREDIBILITY OF YOUR WORK AND CREATE UNNECESSARY CONFUSION FOR YOUR
READERS AND EDITORS. BY THOROUGHLY UNDERSTANDING AND APPLYING THESE DETAILED REQUIREMENTS, AUTHORS CAN
PRODUCE SCHOLARLY DOCUMENTS THAT ARE NOT ONLY WELL-RESEARCHED BUT ALSO IMPECCABLY PRESENTED, REFLECTING A
HIGH STANDARD OF ACADEMIC RIGOR.

FAQ

Q: WHAT ARE THE MAIN DIFFERENCES BETWEEN THE NOTES AND BIBLIOGRAPHY SYSTEM
AND THE AUTHOR-DATE SYSTEM IN CHICAGO STYLE?

A: THE NOTES AND BIBLIOGRAPHY SYSTEM USES FOOTNOTES OR ENDNOTES FOR CITATIONS AND A BIBLIOGRAPHY, OFTEN
FAVORED IN HUMANITIES. THE AUTHOR-DATE SYSTEM USES PARENTHETICAL IN-TEXT CITATIONS AND A REFERENCE LIST, MORE
COMMON IN SOCIAL AND NATURAL SCIENCES.

Q: WHEN sHouLD | USe THE NOTES AND BIBLIOGRAPHY SYSTEM VERSUS THE AUTHOR-
DATE SYSTEM FOR MY SCHOLARLY PAPER?

A: THE CHOICE OF SYSTEM TYPICALLY DEPENDS ON THE CONVENTIONS OF YOUR ACADEMIC DISCIPLINE OR THE SPECIFIC
REQUIREMENTS OF YOUR PUBLISHER, PROFESSOR, OR INSTITUTION. ALWAYS CHECK FOR SPECIFIC GUIDELINES.

Q: How DO | FORMAT AN IN-TEXT CITATION FOR A DIRECT QUOTE IN THE AUTHOR-
DATE SYSTEM?

A: IN THE AUTHOR-DATE SYSTEM, A DIRECT QUOTE CITATION INCLUDES THE AUTHOR'S LAST NAME, THE YEAR OF PUBLICATION,
AND THE PAGE NUMBER, LIk (SMITH 2020, 45).



Q: WHAT IS THE PURPOSE OF A BIBLIOGRAPHY IN THE NOTES AND BIBLIOGRAPHY
SYSTEM?

A: THE BIBLIOGRAPHY IN THE NOTES AND BIBLIOGRAPHY SYSTEM PROVIDES AN ALPHABETICAL LIST OF ALL SOURCES CITED IN
THE WORK, ALLOWING READERS TO EASILY FIND AND CONSULT THE ORIGINAL MATERIALS.

Q: How sHouLb | cITE A WEBSITE IN CHICAGO STYLE?

A: CITING A WEBSITE IN CHICAGO STYLE REQUIRES THE AUTHOR OR ORGANIZATION, TITLE OF THE SPECIFIC PAGE OR DOCUMENT,
NAME OF THE WEBSITE, PUBLICATION OR LAST UPDATED DATE, AND A STABLE URL or DOI. THE DATE OF ACCESS IS ALSO
OFTEN INCLUDED.

Q: WHAT IS THE RULE FOR USING NUMERALS VERSUS SPELLING OUT NUMBERS IN
CHICAGO STYLE?

A: GENERALLY/ CHICAGO STYLE SPELLS OUT NUMBERS ONE THROUGH NINE AND USES NUMERALS FOR NUMBERS 10 AND ABOVE.
HO\X/EVER, THERE ARE EXCEPTIONS FOR UNITS OF MEASUREMENT , STATISTICAL DATA, AND WHEN NUMBERS APPEAR IN CLOSE
PROXIMITY.

Q: Does CHICAGO STYLE REQUIRE THE USE OF A SERIAL COMMA (OXFORD COMMA)?

A: YES, CHICAGO STYLE GENERALLY RECOMMENDS AND FAVORS THE USE OF THE SERIAL COMMA IN LISTS OF THREE OR MORE
ITEMS TO ENHANCE CLARITY AND AVOID AMBIGUITY.

Q: WHAT ARE THE GENERAL GUIDELINES FOR MANUSCRIPT PREPARATION IN CHICAGO
STYLE, SUCH AS MARGINS AND SPACING?

A: CHICAGO STYLE TYPICALLY REQUIRES 1-INCH MARGINS ON ALL SIDES, 12-POINT READABLE FONT (LIkE TIMES NEw ROMAN),
AND DOUBLE-SPACING THROUGHOUT THE ENTIRE MANUSCRIPT, INCLUDING BLOCK QUOTATIONS AND REFERENCE LISTS.

Q: How Do | FORMAT A BLOCK QUOTATION ACCORDING TO CHICAGO STYLE?

A: BLock QUOTATIONS, TYPICALLY FOUR LINES OR MORE, ARE SET APART FROM THE MAIN TEXT BY INDENTING THEM FROM THE
LEFT MARGIN, OFTEN WITH A SMALLER FONT SIZE OR REDUCED LINE SPACING, AND THEY DO NOT USE QUOTATION MARKS.
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