chicago style citation handbook formatting

chicago style citation handbook formatting is a crucial skill for academics, researchers, and
writers across various disciplines. Mastering the nuances of this citation style ensures the integrity
of your work, prevents plagiarism, and allows your readers to easily trace your sources. This
comprehensive guide delves into the intricacies of the Chicago Manual of Style, covering its two
primary citation systems: notes-bibliography and author-date. We will explore general formatting
principles, the construction of bibliographies and reference lists, and the specific requirements for
citing a wide array of source types, from books and journal articles to web pages and audiovisual
materials. Understanding these elements is key to producing polished, credible academic writing.

Table of Contents

Understanding the Chicago Manual of Style

The Two Citation Systems: Notes-Bibliography vs. Author-Date
General Formatting Guidelines for Chicago Style
Crafting Your Bibliography or Reference List
Citing Books in Chicago Style

Citing Periodical Articles in Chicago Style

Citing Online and Digital Sources

Citing Other Source Types

In-Text Citations: Notes-Bibliography System
In-Text Citations: Author-Date System
Formatting Footnotes and Endnotes

Formatting the Bibliography

Formatting the Reference List

Common Pitfalls and How to Avoid Them

Understanding the Chicago Manual of Style

The Chicago Manual of Style (CMOS) is a widely respected and extensively used style guide in the
academic and publishing worlds. It is published by the University of Chicago Press and provides
comprehensive guidelines on matters of manuscript preparation, citation, and style. Unlike some
other style guides, CMOS offers flexibility by presenting two distinct citation systems, catering to
the diverse needs of different academic fields and author preferences. Its detailed approach covers
everything from punctuation and grammar to the precise formatting of citations, making it an
indispensable resource for authors aiming for clarity, consistency, and scholarly rigor.

The manual is updated periodically to reflect changes in publishing practices and technological
advancements, ensuring its continued relevance. Understanding its core principles is the first step
towards effectively employing either of its citation systems. This includes grasping the rationale
behind citation, which is to give credit to original authors and to enable readers to locate the
sources consulted. The emphasis is on clear communication and adherence to established scholarly
conventions.



The Two Citation Systems: Notes-Bibliography vs.
Author-Date

The Chicago Manual of Style offers two primary methods for citing sources: the notes-bibliography
system and the author-date system. The choice between these systems often depends on the
academic discipline and the preferences of publishers or instructors. Both systems achieve the goal
of providing source attribution and enabling source retrieval, but they do so through different
structural approaches.

The Notes-Bibliography System

The notes-bibliography system is prevalent in many humanities disciplines, such as history,
literature, and art history. This system uses numbered footnotes or endnotes to cite sources within
the text. Each note provides a full citation the first time a source is mentioned, and subsequent notes
for the same source use a shortened format. A bibliography, listing all sources cited in the text,
appears at the end of the work.

This system allows for extensive commentary and digressions within the notes without disrupting
the flow of the main text. It also provides a clear, chronological record of the sources used as the
reader encounters them in the narrative. The emphasis is on providing detailed, specific information
about each source directly at the point of its use.

The Author-Date System

The author-date system is more commonly found in the social sciences and natural sciences. In this
system, in-text citations consist of the author's last name and the year of publication, often followed
by a page number if a specific passage is being referenced. For example, (Smith 2020, 45). A
reference list, which is an alphabetically arranged list of all sources cited, is included at the end of
the document.

This system is favored for its conciseness within the main text, allowing for a smoother reading
experience. It also quickly provides the reader with the temporal context of the source, which can be
crucial in fields where the currency of information is important. The reference list serves as a
comprehensive index to all the works that have informed the author's arguments.

General Formatting Guidelines for Chicago Style

Regardless of the chosen citation system, adherence to general formatting principles is essential for
maintaining a professional and consistent appearance in Chicago style. These guidelines cover
manuscript preparation, typeface, margins, and other elements that contribute to the overall
readability and scholarly presentation of your work.



Key formatting aspects include the use of standard fonts like Times New Roman or Arial, typically in
12-point size. Margins should generally be one inch on all sides. The manuscript should be double-
spaced throughout, including block quotations, notes, and the bibliography or reference list, though
some publishers may have specific requirements. Consistency in formatting is paramount; once a
style is chosen for a particular element, it should be applied uniformly.

Crafting Your Bibliography or Reference List

The bibliography or reference list serves as the cornerstone of your source attribution in Chicago
style. It provides a complete inventory of all the works you have consulted and cited in your paper,
organized alphabetically by author's last name. Understanding the structure and required elements
for each entry is crucial for both the notes-bibliography and author-date systems.

While the content of the entries shares many similarities between the two systems, their

presentation and the specific formatting details, such as the placement of the publication date, can
differ. The primary goal remains the same: to enable your readers to locate and verify your sources
with ease and accuracy. This requires meticulous attention to detail when constructing each entry.

Citing Books in Chicago Style

Books are foundational sources for many academic works, and Chicago style provides precise
instructions for their citation. Whether you are using the notes-bibliography or author-date system,
the core components of a book citation include the author's name, the title of the book, publication
information (place, publisher, and year), and page numbers where applicable.

For a book with one author in the notes-bibliography system, a footnote might look like this: 1.
Author Last Name, Title of Book (Place of Publication: Publisher, Year), page number. In the
bibliography, it would be: Author Last Name, First Name. Title of Book. Place of Publication:
Publisher, Year.

For the author-date system, the footnote or endnote would be similar but might omit the year if it's
in the parenthetical in-text citation. The reference list entry would be: Author Last Name, First
Name. Year. Title of Book. Place of Publication: Publisher.

Books with Multiple Authors

When citing books with more than one author, Chicago style specifies how to list their names. For
two authors, both names are typically listed in the bibliography or reference list. For three or more
authors, the first author's name is listed, followed by "et al." in both notes and the
bibliography/reference list.

The exact format for multiple authors in notes-bibliography would be: 2. First Author Last Name,



First Author First Name, Second Author Last Name, and Third Author Last Name, Title of Book
(Place of Publication: Publisher, Year), page number. The bibliography entry would follow the same
pattern for the first few authors before using "et al." if there are many.

Edited Books and Chapters

Citing edited books and individual chapters within edited volumes requires careful attention to
distinguish between the editor(s) and the author(s) of a specific chapter. For a chapter in an edited
book, the citation typically includes the chapter author, the chapter title, the editor(s), the book title,
and publication details.

In the notes-bibliography system, a footnote might look like: 3. Chapter Author Last Name, First
Name, "Chapter Title," in Title of Edited Book, ed. Editor First Name Last Name, page numbers of
chapter (Place of Publication: Publisher, Year). The bibliography entry would be structured similarly,
with the editor's role clearly indicated.

Citing Periodical Articles in Chicago Style

Journal articles and magazine articles are frequently used sources, and Chicago style offers clear
guidelines for their proper citation. The key information required includes the author(s), article title,
periodical title, volume and issue numbers, publication date, and page numbers.

Journal Articles

For journal articles, the citation typically includes the author's name, the article title in quotation
marks, the journal title in italics, the volume and issue number, the year of publication, and the page
range of the article. Specific formatting for page numbers might vary slightly between systems.

A footnote for a journal article in the notes-bibliography system would appear as: 4. Author Last
Name, First Name, "Article Title," Journal Title Volume, no. Issue (Year): page number. The
bibliography entry would be: Author Last Name, First Name. "Article Title." Journal Title Volume, no.
Issue (Year): page numbers.

For the author-date system, the reference list entry would be: Author Last Name, First Name. Year.
"Article Title." Journal Title Volume (Issue): page numbers.

Magazine and Newspaper Articles

Citations for magazine and newspaper articles are similar to journal articles but often include the
date of the specific issue more prominently, especially for newspapers where issues are daily or



weekly. The format emphasizes the accessibility of the information to the reader.

A footnote for a magazine article might be: 5. Author Last Name, First Name, "Article Title,"
Magazine Title, Month Day, Year, page number. For a newspaper, it could be: 6. Author Last Name,
First Name, "Article Title," Newspaper Title, Month Day, Year, page number.

Citing Online and Digital Sources

The digital age has introduced a vast array of online sources, and Chicago style provides
comprehensive guidance for citing them accurately. This includes websites, blog posts, online
articles, and digital archives. The core principle is to provide enough information for the reader to
locate the source, even if it's online.

Key elements for online sources typically include author (if available), title of the specific page or
article, name of the website or platform, publication or last updated date (if available), and a URL.
For sources that may change or disappear, including an access date is often recommended.

Websites and Web Pages

Citing a general website or a specific page on a website requires identifying the author or
organization responsible, the title of the page, the name of the website, and the URL. If a publication
or last updated date is not readily available, it's acceptable to omit it, but the access date should be
included.

A footnote for a web page in the notes-bibliography system: 7. Author or Organization Name, "Title
of Web Page," Name of Website, Month Day, Year of Publication or Last Update, accessed Month
Day, Year, URL. The bibliography entry would be similar, often omitting the access date unless the
source is considered ephemeral.

Online Articles and Blog Posts

For articles or blog posts published online, the citation format closely resembles that of print articles
but includes a URL and an access date. The distinction between a formal article and a blog post
might influence the level of detail included, but clarity is always paramount.

A footnote for an online article: 8. Author Last Name, First Name, "Article Title," Website Name,
Month Day, Year, accessed Month Day, Year, URL. The author-date system's reference list entry
would integrate the year more directly into the citation.



Citing Other Source Types

Beyond books and periodicals, academic research often draws upon a variety of other source types,
each with its own citation requirements in Chicago style. These can include dissertations, theses,
government documents, interviews, lectures, films, and more. The fundamental principle remains to
provide sufficient detail for retrieval and attribution.

Each source type requires specific attention to details such as the author, title, publication
information, and any relevant identifying numbers or access points. Understanding these variations
ensures that your citations are comprehensive and accurate, reflecting the full scope of your
research.

Dissertations and Theses

When citing dissertations and theses, the citation should include the author's name, the title of the
work, the degree sought (e.g., Ph.D. dissertation, master's thesis), the institution that granted the
degree, and the year of completion. If the work is available online through a database like ProQuest,
that information should also be included.

A footnote for a dissertation in the notes-bibliography system: 9. Author Last Name, First Name,
"Title of Dissertation" (Ph.D. dissertation, University Name, Year). If available online: 10. Author
Last Name, First Name, "Title of Dissertation" (Ph.D. dissertation, University Name, Year), ProQuest
Dissertations Publishing (or relevant database), Accession number.

Government Documents

Government documents, whether federal, state, or local, have specific citation conventions. The
author is typically the agency or department responsible for the document. The title, publication
number (if any), and year are crucial elements.

A footnote for a government report: 11. Name of Government Agency, Title of Report (Place of
Publication: Publisher, Year), page number. Identifying the issuing agency as the author is a key
characteristic of citing government publications.

Interviews and Lectures

Citing interviews and lectures requires indicating the interviewee or speaker, the title of the
interview or lecture (if applicable), the date it occurred, and the location or context in which it was
given or accessed. For unpublished interviews, providing the interviewer's name and the date and
location of the interview is important.



A footnote for an interview: 12. Interviewee Name, type of interview (e.g., personal interview,
telephone interview), Month Day, Year, Location (if applicable). For a public lecture: 13. Speaker
Name, "Title of Lecture" (type of lecture, e.g., public lecture, guest lecture), Institution Name,
Month Day, Year.

In-Text Citations: Notes-Bibliography System

In the notes-bibliography system, in-text citations are handled through numbered footnotes or
endnotes. Each time a source is referenced in the text, a superscript Arabic numeral is placed after
the relevant word or punctuation. This numeral corresponds to a note in the footnote or endnote
section at the bottom of the page or the end of the document.

The first time a source is cited, the note provides a full citation. Subsequent citations of the same
source are typically shortened, often including only the author's last name, a shortened title (if
necessary to distinguish from other works by the same author), and the page number. This system
allows for flexibility in embedding additional commentary or explanations within the notes without
interrupting the primary text's flow.

In-Text Citations: Author-Date System

The author-date system, as its name suggests, uses parenthetical in-text citations that include the
author's last name and the year of publication. A page number is usually included when quoting
directly or referring to a specific passage. For example, (Johnson 2021, 112). The year of publication
is critical in this system, providing immediate temporal context for the source material.

If multiple works by the same author in the same year are cited, they are distinguished by adding
lowercase letters to the year (e.g., Smith 2020a, Smith 2020b). This system aims to keep the main
body of the text as uncluttered as possible, allowing readers to quickly identify the source and its
publication year at a glance. The full details are then found in the reference list at the end.

Formatting Footnotes and Endnotes

Footnotes appear at the bottom of the page where the reference occurs, while endnotes are
compiled at the end of the document, typically after the main text and before the bibliography. Both
employ superscript Arabic numerals that correspond sequentially to the source references in the
text.

The first note for a given source should contain a full bibliographic entry, including all necessary
details. Subsequent notes for the same source use a shortened form, typically consisting of the
author's last name, a concise title of the work, and the specific page number(s) being referenced. If
the author has written multiple works, the shortened title becomes essential for clarity.



Here's an example of a first note in the notes-bibliography system:

¢ 1. Jane Doe, The Art of Citation (New York: Academic Press, 2019), 45.

And a subsequent note for the same source:

e 2. Doe, Art of Citation, 78.

Formatting the Bibliography

The bibliography is an alphabetical list of all sources cited in the text when using the notes-
bibliography system. It appears at the end of the paper. Entries are typically arranged alphabetically
by the author's last name. If no author is listed, the entry is alphabetized by the first significant word
of the title (excluding articles like "a," "an," and "the").

Each bibliographic entry begins with the author's last name, followed by their first name. The title of
the work is italicized for books or placed in quotation marks for articles. Publication information,
including the place of publication, publisher, and year, follows the title. The formatting for different
source types, such as books, articles, and websites, adheres to specific Chicago style guidelines,
ensuring consistency and readability.

Formatting the Reference List

The reference list is used in the author-date system and is also an alphabetical compilation of all
sources cited in the text, appearing at the end of the paper. The primary difference from a
bibliography lies in the placement of the publication year. In the reference list, the year of
publication immediately follows the author's name.

Entries are alphabetized by the author's last name. If a source lacks an author, it is alphabetized by
the first significant word of the title. The structure of each entry, including the author, title, and
publication details, aims to provide readers with the necessary information to locate the source.
Consistency in formatting within the reference list is crucial for its effectiveness.

An example of a reference list entry for a book in Chicago author-date style:

e Doe, Jane. 2019. The Art of Citation. New York: Academic Press.



Common Pitfalls and How to Avoid Them

Navigating the intricacies of Chicago style citation handbook formatting can present challenges,
leading to common errors. One frequent pitfall is inconsistency in formatting, such as mixing
different citation styles or not adhering uniformly to the chosen system (notes-bibliography or
author-date). Another is omitting essential information from citations, making it difficult for readers
to locate the original sources.

To avoid these issues, it is crucial to consult the latest edition of The Chicago Manual of Style or
reliable online resources dedicated to it. Keeping a detailed record of all sources as you gather them
can prevent omissions. Proofreading your citations meticulously, paying close attention to
punctuation, capitalization, and the order of elements, is also essential. Understanding the specific
requirements for each type of source will further enhance accuracy. For instance, ensuring that
article titles are in quotation marks and book titles are italicized is a fundamental but often
overlooked detail.

Another common mistake is misapplying the rules for multiple authors or for citing online sources,
which often have more variables than traditional print materials. Always double-check the guidelines
for citing electronic resources, including the inclusion of URLs and access dates when necessary. If
you are unsure about a specific citation, it is always better to err on the side of providing too much
information rather than too little. Familiarity with common citation examples for books, journal
articles, and web pages will build confidence and reduce errors.

FAQ Section

Q: What is the fundamental difference between the notes-
bibliography and author-date systems in Chicago style?

A: The fundamental difference lies in how citations appear within the text. The notes-bibliography
system uses numbered footnotes or endnotes for citations, while the author-date system uses
parenthetical in-text citations consisting of the author's last name and the publication year. Both
systems conclude with a comprehensive list of sources at the end of the document (a bibliography
for notes-bibliography and a reference list for author-date).

Q: How do I format a book title in Chicago style?

A: In Chicago style, book titles are generally italicized. This applies whether the title appears in a
footnote, endnote, bibliography, or reference list. For example, The Chicago Manual of Style.

Q: When citing a source for the first time in a footnote using
the notes-bibliography system, what information is required?

A: The first footnote for a source should include a full citation, typically including the author's full
name, the complete title of the work (italicized for books), publication information (place, publisher,
and year), and the specific page number(s) being referenced.



Q: How do I cite a work with no author in Chicago style?

A: When a work has no author, it is cited by its title. In the notes-bibliography system, the title
appears first in the footnote and bibliography. In the author-date system, the title appears first in the
reference list entry, and the in-text citation would use a shortened version of the title.

Q: What is the purpose of the "et al." abbreviation in Chicago
style citations?

A: "Et al." is an abbreviation for the Latin phrase "et alia," meaning "and others." It is used in
Chicago style when citing works with three or more authors. In the notes-bibliography system, it's
typically used in both footnotes and the bibliography after the first author's name. In the author-date
system, it's used in both in-text citations and the reference list after the first author's name.

Q: How should I cite a website in Chicago style if there is no
publication date available?

A: If a website lacks a publication or last updated date, you should omit it from the citation.
However, it is highly recommended to include an access date to indicate when you viewed the
content, as web pages can change or be removed.

Q: Are block quotations formatted differently in Chicago style?

A: Yes, block quotations, which are typically 40 words or more or longer prose passages, are
formatted distinctly. They are indented from the left margin, usually by 0.5 inches, and are double-
spaced. The quotation marks are omitted, and the citation follows the closing punctuation of the
quotation.

Q: What is the difference between a bibliography and a
reference list in Chicago style?

A: In Chicago style, a bibliography is used with the notes-bibliography system and lists all sources
consulted, whether cited or not. A reference list, used with the author-date system, lists only the
sources that have been cited in the text. The primary structural difference is the placement of the
publication year: after the author's name in a reference list, and at the end of the publication
information in a bibliography.
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