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Writing Formatting

chicago style for scholarly writing formatting is a crucial element for academic
success, ensuring clarity, consistency, and credibility in research papers, theses,
dissertations, and journal articles. The Chicago Manual of Style (CMOS), developed by the
University of Chicago Press, provides comprehensive guidelines that have been widely
adopted across various disciplines. Mastering this style involves understanding its nuances
in citations, bibliographies, manuscript preparation, and overall presentation. This article
will delve into the core components of Chicago style, offering detailed explanations and
practical advice to help scholars navigate its complexities. We will explore both the author-
date and notes-bibliography systems, manuscript formatting essentials, and common
pitfalls to avoid.
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Key Elements of Chicago Style

The Chicago Manual of Style is renowned for its flexibility, offering two distinct citation
systems: the notes-bibliography system and the author-date system. The choice between
these often depends on the academic discipline or specific publication requirements. Both
systems aim to provide readers with clear and traceable sources, but they differ in their



implementation within the text and the final reference list.

The notes-bibliography system is prevalent in the humanities, including literature, history,
and the arts. It relies on endnotes or footnotes to provide citation information directly
within the text, with a corresponding bibliography at the end of the work listing all sources
consulted. This method allows for extensive commentary and source discussion without
disrupting the main narrative flow.

Conversely, the author-date system is more commonly found in the social sciences and
natural sciences. This system uses parenthetical citations within the text that include the
author's last name and the year of publication. A corresponding reference list, alphabetized
by author's last name, appears at the end of the document, providing full bibliographic
details for each cited work.

Choosing the Right Chicago Style System

The decision to use either the notes-bibliography or author-date system is rarely arbitrary.
Most academic journals and university departments specify which system is preferred or
required. For instance, history departments often favor the notes-bibliography system
because it allows for more extensive historical context and debate through footnotes.
Meanwhile, fields like sociology or political science might lean towards the author-date
system for its efficiency in signaling the origin of ideas and data points without extensive
interruption.

If you are writing for a specific publication, it is imperative to consult their author
guidelines. These guidelines will explicitly state whether to use the notes-bibliography or
author-date system and may offer specific variations on Chicago style. If no specific system
is mandated, consider the norms of your discipline. If you are unsure, discussing with your
professor or academic advisor is the best course of action to ensure compliance and
maintain academic rigor.

The Notes-Bibliography System

The notes-bibliography system is characterized by its use of superscript numbers within the
text, which correspond to either footnotes at the bottom of the page or endnotes at the
conclusion of the chapter or paper. This system is particularly effective for scholars who
wish to incorporate ancillary information, tangents, or extensive source acknowledgments
without disrupting the primary text.

When a direct quotation is used, or when paraphrasing or summarizing an idea from a
source, a superscript number is placed immediately after the relevant material. This
number acts as a pointer to the corresponding note. The first time a source is cited in this
system, the note will contain full bibliographic information. Subsequent citations of the
same source will use a shortened form of the note, typically including the author's last
name, a shortened title, and the page number.



Footnotes and Endnotes in Chicago Style

Footnotes appear at the bottom of the page where the reference is made, while endnotes
are compiled at the end of the document. The CMOS generally recommends endnotes for
scholarly works, particularly books, as they are less intrusive to the reader's experience of
the main text. However, for shorter papers or when a journal specifically requests them,
footnotes can be employed.

A typical first note for a book might look like this: John Smith, The History of Ideas (New
York: Academic Press, 2020), 45. Subsequent notes for the same source would be
shortened, such as: Smith, History of Ideas, 112. If citing a different work by the same
author, the shortened note would still include the title to avoid ambiguity: John Smith,
Another Look at History (Chicago: University of Chicago Press, 2021), 78; Smith, History of
Ideas, 112.

The Corresponding Bibliography

Following the notes, a bibliography is provided. This section lists all the sources that were
cited in the notes. The bibliography is organized alphabetically by the author's last name.
Each entry in the bibliography should contain full publication details, including author, title,
publication city, publisher, and year. Unlike the notes, the bibliography entries for books
typically start with the author's last name, followed by a comma, then the first name or
initial, followed by the title (italicized), then publication information.

For example, a bibliography entry for a book would be formatted as: Smith, John. The
History of Ideas. New York: Academic Press, 2020.

The Author-Date System

The author-date system, also known as the parenthetical citation system, offers a more
concise method of in-text citation. It is favored in disciplines where the date of publication
is crucial for understanding the development of ideas or empirical findings. This system
prioritizes brevity within the main body of the text, deferring detailed bibliographic
information to a reference list at the end of the work.

In this system, each in-text citation 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... The page number is included when quoting directly or referring to a
specific passage, such as (Smith 2020, 45). This immediate access to the source's
publication year allows readers to quickly assess the timeliness of the information
presented.



In-Text Citations in the Author-Date System

The primary function of in-text citations in the author-date system is to guide the reader to
the full bibliographic entry in the reference list. When citing multiple works by the same
author published in the same year, the author-date system uses lowercase letters after the
year to distinguish them (e.g., Smith 2020a, Smith 2020b). These distinguishing letters
must also appear in the reference list.

When citing sources with multiple authors, different rules apply. For two authors, both last
names are usually included, separated by "and": (Smith and Jones 2019). For three or more
authors, the first author's last name is followed by "et al." and the year: (Smith et al. 2018).
It is important to check the specific requirements of your publication or institution, as
variations can exist.

The Corresponding Reference List

The author-date system concludes with a reference list, not a bibliography. This list is
alphabetized by the author's last name and includes all sources cited in the text. Each entry
provides the author(s), year of publication, title of the work, and publication details. The
format for each source type (book, journal article, website, etc.) is specific and must be
followed meticulously.

For instance, a book entry in the reference list using the author-date system would typically
appear as: Smith, John. 2020. The History of Ideas. New York: Academic Press. Journal
articles are formatted with the journal title italicized and the article title in quotation marks,
followed by the volume, issue number, and page range: Smith, John. 2021. "A New
Perspective on Old Theories." Journal of Scholarly Studies 45 (2): 150–175.

In-Text Citations in Chicago Style

Regardless of which Chicago style system you employ, accurate and consistent in-text
citations are paramount. They serve as bridges between your ideas and the original
sources, allowing readers to verify information and explore further. The accuracy of these
citations directly impacts the credibility of your scholarly work. Understanding the specific
rules for different source types is essential for both the notes-bibliography and author-date
systems.

For direct quotations, the page number is mandatory in both systems. For paraphrases and
summaries, the page number is recommended but not always strictly required in the notes-
bibliography system unless specifically requested. In the author-date system, the page
number is generally required for direct quotes and recommended for paraphrases of
specific ideas to help the reader locate the information efficiently.



Quoting and Paraphrasing

When quoting directly, the exact wording from the source must be reproduced and
enclosed in quotation marks. The citation that follows must include the page number. For
example, in the notes system: "The impact was profound" (Smith 2020, 55). In the author-
date system: (Smith 2020, 55).

Paraphrasing involves restating an idea from a source in your own words. While quotation
marks are not used, the source must still be credited. For example, in the notes system:
The profound nature of the impact was evident (Smith 2020, 55). In the author-date
system: The profound nature of the impact was evident (Smith 2020, 55). It is good practice
to include the page number even when paraphrasing to facilitate the reader's research.

Citing Different Source Types

Chicago style provides specific formatting rules for a wide array of source types, including
books, journal articles, websites, interviews, and audiovisual materials. Each type requires
careful attention to detail in both the in-text citations and the final bibliography or
reference list. For instance, citing a chapter in an edited book in the notes-bibliography
system would involve listing the chapter author, the chapter title in quotation marks, the
word "in," the editor's name, the book title (italicized), and then the pagination for the
chapter.

Similarly, citing online sources like websites requires careful inclusion of the author (if
available), the title of the specific page or article, the name of the website, the date of
publication or last update, and the URL. For the notes-bibliography system, the access date
is also often included. For the author-date system, the URL is typically the only online-
specific element needed in the reference list entry.

The Bibliography or References List

The bibliography (for the notes-bibliography system) and the reference list (for the author-
date system) are the cornerstones of Chicago style, providing a complete record of the
sources consulted. These lists are not merely afterthoughts; they are integral to the
integrity and transparency of scholarly research. Both lists must be meticulously formatted
and accurately reflect the citations used within the text.

The primary difference lies in their purpose and structure. A bibliography in the notes-
bibliography system typically includes all sources cited in the notes, and sometimes
additional sources consulted but not cited directly, indicating a broader engagement with
the literature. A reference list, used with the author-date system, strictly includes only
those sources that have been cited in the text.



Formatting Rules for the Bibliography

Entries in a Chicago-style bibliography are typically arranged alphabetically by the author's
last name. For books, the format often begins with the author's last name, followed by a
comma, then their first name, followed by the italicized title, publication city, publisher, and
year. For example: Foucault, Michel. Discipline and Punish: The Birth of the Prison. New
York: Vintage Books, 1995.

Journal articles are formatted with the author's name, the article title in quotation marks,
the journal title italicized, the volume and issue numbers, and the page range. For example:
Latour, Bruno, and Steve Woolgar. "Laboratory Life as a Research Tool." Sociology of
Science 8, no. 1 (1979): 20–41.

Formatting Rules for the Reference List

The reference list in the author-date system follows similar alphabetical ordering principles
but uses a slightly different stylistic approach, especially in the arrangement of publication
details. For books, the year of publication is typically placed immediately after the author's
name. For example: Foucault, Michel. 1995. Discipline and Punish: The Birth of the Prison.
New York: Vintage Books.

Journal articles in the author-date system are formatted as: Latour, Bruno, and Steve
Woolgar. 1979. "Laboratory Life as a Research Tool." Sociology of Science 8 (1): 20–41. The
key differences are the placement of the year and the punctuation used, particularly the
absence of a colon after the journal title and the use of parentheses around the issue
number.

Manuscript Formatting Guidelines

Beyond citations, Chicago style also provides detailed guidelines for manuscript
preparation. These rules govern aspects such as page numbering, margins, font choices,
and the presentation of tables and figures. Adhering to these formatting requirements
ensures that your work is presented in a professional and reader-friendly manner,
consistent with academic publishing standards.

Consistency is the watchword when it comes to manuscript formatting. Minor deviations
can distract readers and may suggest a lack of attention to detail. It is always best to
consult the latest edition of The Chicago Manual of Style or specific publication guidelines
for the most up-to-date recommendations on manuscript presentation.



General Manuscript Appearance

Typically, scholarly manuscripts prepared in Chicago style should be double-spaced
throughout, including block quotations and notes. A standard, readable font such as Times
New Roman or Arial in 12-point size is recommended. Margins should be set at
approximately 1 inch on all sides to allow for editing and binding. Each page of the
manuscript, including the title page, should be numbered consecutively.

The title page should include the title of the work, the author's name, and their affiliation. If
required, the date of submission or course information may also be included. Running
heads, which are short versions of the title that appear at the top of each page (usually
excluding the title page), are common in academic papers and are often placed in the
upper right-hand corner of the page.

Tables, Figures, and Illustrations

Tables and figures should be clearly labeled and numbered consecutively. Each table and
figure should have a descriptive title. For tables, column headings should be clear and
concise. For figures, captions should be provided below the illustration. Any abbreviations
used in tables or figures should be explained either in a note within the table/figure or in a
general note.

When integrating tables and figures into the text, they should be placed as close as
possible to their first mention. The text should refer to each table and figure by its number,
for example, "As shown in Table 1..." or "Figure 2 illustrates...". If artwork is not original,
proper attribution and permission to use it must be secured and indicated in a caption or
note.

Common Chicago Style Errors and How to Avoid
Them

Despite careful attention, writers can sometimes fall prey to common errors when applying
Chicago style. These often stem from misunderstandings of specific rules or a lack of
consistent application. Recognizing these potential pitfalls is the first step toward avoiding
them and ensuring the highest quality of your scholarly output.

One frequent mistake involves the inconsistent use of punctuation within citations. Another
common issue is the incorrect formatting of different source types, especially for less
common materials like unpublished manuscripts or digital media. Proofreading diligently
and using style guides as references can significantly mitigate these errors.

Inconsistent punctuation in notes and bibliography entries.



Incorrectly formatting titles (e.g., using italics when quotation marks are needed, or
vice versa).

Omitting essential information in citations, such as publication dates or page
numbers.

Failure to distinguish between bibliography and reference list requirements.

Misplacing punctuation around parenthetical citations or notes.

Using "ibid." or "op. cit." incorrectly or excessively.

To avoid these errors, it is advisable to use citation management software, but always
verify its output against Chicago style guidelines. Familiarize yourself with the specific rules
for the most frequently cited source types. Furthermore, having a peer review your work
specifically for citation accuracy can be invaluable. Finally, keep a copy of the Chicago
Manual of Style or a reliable online resource readily accessible for quick reference.

Conclusion

Mastering chicago style for scholarly writing formatting is an ongoing process that requires
diligence, attention to detail, and a commitment to clarity. Whether employing the notes-
bibliography or author-date system, consistent and accurate citation practices are
fundamental to scholarly integrity. By understanding the core principles, diligently applying
the specific rules for different source types, and adhering to manuscript formatting
guidelines, scholars can ensure their work is presented professionally and credibly.

The Chicago Manual of Style offers a robust framework for academic communication. While
its depth can seem daunting, breaking down its components—from in-text citations and
notes to bibliographies and manuscript preparation—makes the task manageable.
Consistent practice and a willingness to consult reliable resources will pave the way for
clear, impactful scholarship that adheres to the highest academic standards.

FAQ

Q: What is the primary difference between the notes-
bibliography system and the author-date system in
Chicago style?
A: The primary difference lies in how citations are presented within the text. The notes-
bibliography system uses superscript numbers referring to footnotes or endnotes, while the
author-date system uses parenthetical in-text citations with the author's last name and



publication year.

Q: When should I use the notes-bibliography system
versus the author-date system in Chicago style?
A: The choice typically depends on your academic discipline or the specific requirements of
the journal or institution you are submitting to. The notes-bibliography system is common
in humanities, while the author-date system is prevalent in social sciences and natural
sciences.

Q: How do I format a direct quotation in Chicago style?
A: For direct quotations, you must enclose the exact text in quotation marks and follow it
with a citation. In the notes-bibliography system, the citation includes the author, title, and
page number (e.g., (Smith 2020, 45)). In the author-date system, it is (Smith 2020, 45). For
longer block quotations, they are typically set off from the main text without quotation
marks, indented, and followed by a citation.

Q: What information should be included in a
bibliography entry for a book in Chicago style?
A: A bibliography entry for a book in the notes-bibliography system typically includes the
author's full name, the italicized title, the publication city, the publisher, and the year of
publication. In the author-date system, the year follows the author's name directly.

Q: How should I cite a website in Chicago style?
A: Citing websites requires the author (if available), the title of the specific page or article in
quotation marks, the name of the website, the date of publication or last update, and the
URL. In the notes-bibliography system, the access date is also often included. In the author-
date system, the URL is the key online-specific element in the reference list.

Q: Is it acceptable to use abbreviations like "ibid." in
Chicago style citations?
A: While "ibid." can be used in the notes-bibliography system for successive citations of the
same source, its use is generally discouraged in modern scholarship due to potential
confusion. Most style guides recommend using shortened notes instead. "Op. cit." is rarely
used and generally considered archaic.

Q: What are the general margin and font requirements



for a Chicago style manuscript?
A: For a Chicago style manuscript, it is recommended to use 1-inch margins on all sides and
a 12-point font, such as Times New Roman or Arial. The document should also be double-
spaced throughout, including block quotations and notes.

Q: How do I handle citing multiple works by the same
author in the author-date system?
A: When citing multiple works by the same author published in the same year, you
differentiate them by adding lowercase letters (a, b, c, etc.) after the year in both the in-
text citation and the reference list (e.g., Smith 2020a, Smith 2020b).
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