chicago style for scholarly paper formatting

The Chicago Manual of Style (CMOS) is a widely adopted citation and style guide in academic writing,
particularly in the humanities and social sciences. Understanding chicago style for scholarly paper
formatting is crucial for ensuring your research is presented clearly, consistently, and professionally.
This comprehensive guide will delve into the intricacies of the Chicago style, covering everything from
general manuscript preparation and in-text citations to the detailed requirements for bibliographies and
footnotes. Mastering these elements will not only enhance the credibility of your work but also
demonstrate your adherence to scholarly conventions. We will explore the nuances of both
footnote/endnote citation and author-date citation systems, providing practical examples to facilitate
your understanding. Furthermore, this article will address common formatting challenges and offer

solutions for creating a polished, error-free scholarly document.
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General Manuscript Formatting in Chicago Style



Proper manuscript formatting is the foundational step in presenting a scholarly paper according to the
Chicago Manual of Style. Adhering to these guidelines ensures uniformity and professionalism, making
your research accessible and easy to follow for readers and reviewers. The Chicago style emphasizes
clarity and readability, and its formatting rules contribute significantly to these goals. Key aspects
include margins, line spacing, font choices, and page numbering, all of which play a vital role in the

overall presentation of your academic work.

Page Setup and Layout

For a typical scholarly paper in Chicago style, specific page setup parameters are recommended.
Margins should generally be one inch on all sides of the page (top, bottom, left, and right). This
provides ample white space, which is essential for readability and for reviewers to make annotations.
The font should be a standard, readable typeface, such as Times New Roman or Arial, in a 12-point
size. Consistency in font and size throughout the document is paramount, with the exception of

headings or specific stylistic choices that are clearly delineated.

Line Spacing and Paragraphs

Chicago style typically calls for double-spacing throughout the entire manuscript, including quotations,
footnotes, endnotes, and the bibliography or reference list. This generous spacing enhances
readability, particularly for longer academic texts. Paragraphs should be indented at the beginning of
the first line, typically by half an inch. The first paragraph of a section or chapter may not be indented,
a convention that should be applied consistently. Blank lines are generally not used between

paragraphs unless explicitly required by specific instructors or publishers.



Page Numbering

Page numbering in Chicago style is straightforward. Arabic numerals are used for the main body of the
text, beginning with the first page of the text itself. The title page and any preliminary pages (such as a
table of contents or acknowledgments) are typically numbered with Roman numerals, though some
instructors prefer Arabic numerals from the start. Page numbers are usually placed in the upper right-
hand corner of each page, about half an inch from the top and right edge. The title page usually does

not display a page number.

Understanding Chicago Citation Systems

The Chicago Manual of Style is unique in offering two distinct and widely accepted systems for
citation: the Notes and Bibliography system and the Author-Date system. Each system has its own
strengths and is preferred in different academic disciplines. Understanding the fundamental differences
and knowing when to apply each is crucial for correct chicago style for scholarly paper formatting. Both
systems aim to provide readers with the necessary information to locate the sources you have

consulted, thereby supporting your arguments and avoiding plagiarism.

The Notes and Bibliography System

The Notes and Bibliography system, often referred to as the traditional Chicago style, is prevalent in
the humanities, including literature, history, and the arts. This system uses numbered footnotes or
endnotes to cite sources within the text. When a reader encounters a superscript number in the text,
they can refer to the corresponding note at the bottom of the page (footnote) or at the end of the
document (endnote) for citation details. A comprehensive bibliography or works cited list is also

included at the end of the paper, listing all sources consulted.



The Author-Date System

The Author-Date system is more commonly found in the social sciences and natural sciences. Instead
of footnotes or endnotes, this system uses parenthetical in-text citations that include the author's last
name and the year of publication. For example, (Smith 2020, 45). These parenthetical citations direct
the reader to a reference list at the end of the paper, which provides the full bibliographic details for
each source cited. This system is often favored for its conciseness and efficiency in fields where rapid

consultation of sources is important.

The Footnote and Endnote System Explained

The Notes and Bibliography system requires meticulous attention to detail in both the superscript
numbers within the text and the corresponding notes. Mastering the nuances of this system is
essential for accurate chicago style for scholarly paper formatting, especially when dealing with
complex source material. The goal is to provide sufficient information for readers to identify and locate

your sources without disrupting the flow of your prose.

Creating Footnotes and Endnotes

Each time you cite a source within your text, you will insert a superscript number immediately following
the information or quotation being cited. This number corresponds to an entry in your footnotes (at the
bottom of the page) or endnotes (at the end of your paper). The first time a source is cited, the note
should contain full bibliographic information. Subsequent citations of the same source can be

shortened, often using the author's last name, a shortened title, and the page number.

Here are examples of common first-time footnote/endnote entries:



e Book: Michel Foucault, Discipline and Punish: The Birth of the Prison, trans. Alan Sheridan (New
York: Vintage Books, 1995), 3.

» Journal Article: Deborah Tannen, "The Power of Words in Relationships," Linguistic Inquiry 21,

no. 3 (Summer 1990): 364.

¢ Website: National Museum of American History, "The Star-Spangled Banner," accessed October

26, 2023, https://americanhistory.si.edu/starspangledbanner.

Subsequent Citations

After the first full citation of a source, subsequent references to that same source are typically
abbreviated. This prevents the notes section from becoming overly long and repetitive. The common
practice is to use the author's last name, a shortened version of the title (italicized if it's a book or
journal article), and the specific page number. If the author has multiple works cited, including the

shortened title becomes even more critical to differentiate between them.

For example, a subsequent citation for Foucault's book might appear as:

Foucault, Discipline and Punish, 78.

If you are citing a different work by the same author, you must include the shortened title to avoid
confusion. If you are citing multiple works by the same author and there is no chance of confusion, the

title can sometimes be omitted in subsequent citations, but it is generally safer to include it.

The Author-Date System in Practice



The Author-Date system offers a different approach to citation, emphasizing the author and the
publication date directly within the text. This method is particularly useful for scholarly works where it is
important to indicate the timeliness of research and to allow readers to quickly identify the source of
information. It streamlines the citation process and is often preferred in fields that value empirical data

and current research.

In-Text Parenthetical Citations

In the Author-Date system, in-text citations consist of the author's last name and the year of
publication, enclosed in parentheses. If you are referring to a specific part of the source, such as a
direct quotation or a specific idea, you should also include the page number. These parenthetical
citations are placed directly in the text, usually at the end of the sentence or clause containing the

referenced information.

Examples:

e As argued by Smith (2020), the new economic model shows promising results.

e Several studies have indicated a correlation between lifestyle and health outcomes (Jones 2019,

112).

¢ The groundbreaking research by Chen and Lee (2021) revolutionized our understanding of

quantum entanglement.

The Reference List

The Author-Date system necessitates a comprehensive reference list at the end of the paper. This list,



typically titled "References," includes all the sources that were cited in the text. Each entry in the
reference list provides the full bibliographic details, allowing readers to easily locate the original works.
The entries are arranged alphabetically by the author's last name. The format of each entry closely
resembles that of a bibliography in the Notes and Bibliography system, with a focus on accuracy and

completeness.

Crafting Effective In-Text Citations

Whether employing the Notes and Bibliography system or the Author-Date system, the accuracy and
clarity of your in-text citations are paramount. They are the direct link between your discussion and the
sources that inform it, and any inconsistencies can undermine your credibility. Effective in-text citations
in chicago style for scholarly paper formatting ensure that your reader can follow your intellectual

journey and verify your claims.

Quoting and Paraphrasing

When you directly quote material from a source, you must enclose the exact words in quotation marks
and provide a citation that includes the page number(s). For paraphrased material or summarized
ideas, you also need to provide a citation, though page numbers are sometimes considered optional
for paraphrases unless a specific point is being made. However, it is generally good practice to include
page numbers for paraphrases as well, especially when dealing with lengthy or complex sources, to

help readers pinpoint the origin of the information.

Block Quotations

Longer quotations, typically those exceeding four to five lines of prose, should be formatted as block



quotations. This means they are set off from the main text by being indented from the left margin,
without quotation marks. The citation for a block quotation follows the final punctuation of the

quotation. This formatting clearly distinguishes extensive borrowed material from your own writing.

Citing Secondary Sources

Sometimes you might encounter a source that you are citing indirectly, meaning you found a citation of
it within another source you are reading. Chicago style recommends consulting the original source
whenever possible. However, if this is not feasible, you can cite the secondary source, clearly
indicating that you are citing a source through another. In the Notes and Bibliography system, this is
done in the note itself, often using the phrase "as quoted in." In the Author-Date system, the

parenthetical citation would reflect the source you consulted.

Formatting Bibliographies and Reference Lists

The bibliography or reference list is a critical component of any scholarly paper formatted in Chicago
style. It serves as a comprehensive inventory of all the sources you have consulted and cited, enabling
readers to delve deeper into your research. The presentation of this list requires adherence to specific
rules to ensure clarity, consistency, and professionalism in your chicago style for scholarly paper

formatting.

The Bibliography (Notes and Bibliography System)

The bibliography, typically titled "Bibliography," is an alphabetical list of all sources consulted, not just
those cited in the notes. However, many instructors and publishers prefer a "Works Cited" list that

includes only the sources that were actually cited in the notes. Entries in the bibliography are formatted



similarly to the first citation in the notes, but with a slight difference: the author's last name comes first,

followed by a comma and then the first name. This allows for alphabetical sorting.

¢ Book: Foucault, Michel. Discipline and Punish: The Birth of the Prison. Translated by Alan

Sheridan. New York: Vintage Books, 1995.

e Journal Article: Tannen, Deborah. "The Power of Words in Relationships." Linguistic Inquiry 21,

no. 3 (Summer 1990): 363-401.

e Website: National Museum of American History. "The Star-Spangled Banner." Accessed October

26, 2023. https://americanhistory.si.edu/starspangledbanner.

The Reference List (Author-Date System)

In the Author-Date system, the list of sources is called a "References" list. Like the bibliography, it is
arranged alphabetically by author's last name. However, the format of each entry is specifically tailored
to the Author-Date system and mirrors the information provided in the parenthetical in-text citations.

The primary goal is to provide a clear and concise key to the sources referenced throughout the paper.

Example Reference List Entry for a Book:

Smith, John. 2020. Theories of Social Change. London: Routledge.

Alphabetical Order and Hanging Indents

Both bibliographies and reference lists are arranged alphabetically by the author's last name. If a



source has no author, it is alphabetized by the first significant word of the title. A crucial formatting
element for both lists is the hanging indent. This means that the first line of each entry is flush with the
left margin, and all subsequent lines of that entry are indented by half an inch. This formatting makes it

easier to scan the list and locate specific entries.

Specific Element Formatting (Books, Articles, Websites)

Accurate and consistent formatting of individual source elements is the cornerstone of effective
chicago style for scholarly paper formatting. Whether you are citing a classic monograph, a peer-
reviewed journal article, or a dynamic web resource, each requires specific attention to detail. Adhering

to the Chicago Manual of Style for each type of source ensures clarity and credibility.

Formatting Books

When citing a book, you need to include the author's name, the full title (italicized), the place of
publication, the publisher, and the year of publication. If you are using the Notes and Bibliography
system, the author's name is presented in the order of first name then last name in the notes, and last
name then first name in the bibliography. For the Author-Date system, the author's last name comes

first in the reference list. Include edition information if it is not the first edition.

Formatting Journal Articles

For journal articles, the citation should include the author(s), the article title (in quotation marks), the
journal title (italicized), the volume and issue numbers, the date of publication, and the page numbers
of the article. For online articles, include the DOI (Digital Object Identifier) or URL and access date if

no DOI is available. Ensure consistency in how volume and issue information is presented.



Formatting Websites and Online Sources

Citing websites requires careful attention to detail. Include the author (if known), the title of the specific
page or document, the name of the website, the publication or last updated date (if available), and the
URL. It is also crucial to include the date you accessed the website, as online content can change or
disappear. When using the Notes and Bibliography system, the URL and access date are usually

placed at the end of the citation.

Tables and Figures in Chicago Style

Visual elements such as tables and figures play a vital role in presenting data and illustrating concepts
in scholarly papers. Chicago style provides specific guidelines for formatting these elements to ensure
they are clear, well-integrated, and easily understood by the reader. Proper labeling and referencing

are key to effective chicago style for scholarly paper formatting when incorporating these visual aids.

Numbering and Titling

All tables and figures should be sequentially numbered using Arabic numerals (Table 1, Figure 1, etc.).
Each table and figure should have a clear and concise title that accurately describes its content. The
title for a table is typically placed above the table itself, while the title for a figure is usually placed

below the figure. The numbering and titling should be consistent throughout the document.

Placement and Referencing in Text

Tables and figures should be placed as close as possible to the text that discusses them, ideally on

the same page or the immediately following page. In the body of your text, you should refer to each



table and figure by its number (e.g., "As shown in Table 2," or "Figure 3 illustrates..."). This direct
reference guides the reader to the relevant visual element, enhancing the flow and comprehension of

your argument.

Notes for Tables and Figures

Below each table or figure, you can include explanatory notes. These notes are used to define
abbreviations, explain symbols, provide source information for the data, or offer additional context. The
notes for tables are typically labeled "Note." and appear below the table, while notes for figures are
labeled "Figure X note." or similar. These notes are crucial for ensuring that the visual element is fully

understandable to your audience.

Common Chicago Style Pitfalls and Solutions

Navigating the complexities of chicago style for scholarly paper formatting can present challenges, and
common errors can detract from the professionalism of your work. Being aware of these potential
pitfalls and understanding how to avoid them is key to producing a polished and compliant manuscript.

Diligence and attention to detail are your best allies.

Inconsistent Citation Practices

One of the most frequent errors is inconsistency in citation. This can manifest as variations in how the
same type of source is cited, differences in punctuation, or the sporadic inclusion or omission of
certain bibliographic details. The solution is to maintain a style sheet or a checklist of your most
frequently used source types and adhere rigidly to the Chicago Manual of Style guidelines for each.

Proofreading specifically for citation consistency is also vital.



Incorrect Formatting of Names and Titles

Errors in formatting authors' names (e.g., incorrect order in bibliography vs. notes) or titles (e.g.,
missing italics or quotation marks) are also common. Always double-check the specific requirements
for name order in notes versus bibliographies/reference lists. Ensure that book titles and journal titles

are italicized, and article titles are in quotation marks, as per the CMOS rules.

Over-reliance on Online Citation Generators

While citation generators can be helpful starting points, they are not infallible. They often make errors
in formatting or fail to capture the nuances of Chicago style, especially for less common source types.
It is imperative to manually review and correct any citations generated by such tools to ensure they
meet the exact requirements of the Chicago Manual of Style. Treat them as aids, not as definitive

sources of formatted citations.

Neglecting the Details of Specific Source Types

Each type of source—books, articles, websites, archival materials—has its own specific formatting rules.
Overlooking these details can lead to errors. For instance, forgetting to include the DOI for a journal
article or the access date for a website can be problematic. Regularly consult the Chicago Manual of

Style or reliable online resources for the correct formatting of each specific source type you encounter.

FAQ



Q: What is the main difference between the Notes and Bibliography

system and the Author-Date system in Chicago style?

A: The primary difference lies in how sources are cited within the text. The Notes and Bibliography
system uses numbered footnotes or endnotes, while the Author-Date system uses parenthetical in-text

citations with the author's last name and year of publication.

Q: When should | use the Notes and Bibliography system versus the

Author-Date system for my scholarly paper?

A: The Notes and Bibliography system is generally preferred in the humanities (literature, history, arts),
while the Author-Date system is more common in the social sciences and natural sciences. Always

check with your instructor or publisher for their specific requirements.

Q: How do | format a book citation in Chicago style for a bibliography

entry?

A: For a bibliography entry, the book format is: Author's Last Name, First Name. Title of Book. Place of
Publication: Publisher, Year. For example: Smith, John. The History of Ideas. New York: Academic

Press, 2019.

Q: What is a hanging indent, and why is it important in Chicago style
bibliographies and reference lists?

A: A hanging indent means the first line of each bibliographic entry is flush with the left margin, and all
subsequent lines are indented. This formatting convention makes it easier for readers to scan the list

and find specific entries.



Q: How do I cite a website in Chicago style?

A: For websites, include the author (if known), the title of the specific page or document, the name of
the website, the publication or last updated date (if available), and the URL. Crucially, also include the
date you accessed the website. For example (Notes and Bibliography): National Archives. "Founding

Documents." Accessed October 26, 2023. https://www.archives.gov/founding-documents.

Q: Can | use an online citation generator to create my Chicago style

citations?

A: Online citation generators can be a helpful starting point, but they are not always accurate. It is
essential to review and manually verify all generated citations against the official Chicago Manual of

Style guidelines to ensure correctness and adherence.

Q: What are the general margin and font requirements for a Chicago
style paper?

A: Typically, margins should be one inch on all sides, and a standard, readable 12-point font like

Times New Roman or Arial should be used throughout the document.

Q: How do | handle block quotations in my Chicago style paper?

A: Block quotations, generally four to five lines or more, should be indented from the left margin

without quotation marks. The citation follows the final punctuation of the quotation.
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