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Title: Mastering Chicago Style Paper Formatting: A Comprehensive Tutorial

chicago style paper formatting tutorial guides you through the essential elements of presenting
your academic work according to the Chicago Manual of Style (CMQOS). This comprehensive resource
will equip you with the knowledge to correctly format citations, create bibliographies, and adhere to
general stylistic guidelines, ensuring your research papers are clear, professional, and compliant. We
will delve into the nuances of parenthetical citations versus footnotes and endnotes, the art of
crafting an accurate bibliography or works cited page, and the fundamental requirements for the
manuscript itself, including margins, font, and spacing. Whether you are a seasoned scholar or a
novice researcher, understanding Chicago style is crucial for academic integrity and effective
communication.
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Understanding the Core Principles of Chicago Style

The Chicago Manual of Style, often abbreviated as CMOS or CMS, is a widely adopted style guide in
the humanities and some social sciences. Its primary goal is to ensure clarity, consistency, and
accuracy in academic writing. Unlike some other style guides that offer only one citation method,
Chicago provides two distinct systems: the Author-Date system and the Notes and Bibliography
system. Understanding which system your instructor or publication requires is the first critical step in
mastering Chicago style.

The two systems serve different academic disciplines and preferences. The Author-Date system is
more prevalent in the sciences and social sciences, where it provides a quick and efficient way for
readers to locate sources. The Notes and Bibliography system, on the other hand, is favored in
literature, history, and the arts, allowing for more extensive commentary and explanation within the
text through footnotes or endnotes. Both systems aim to give credit to original sources and allow
readers to find those sources easily.

General Manuscript Formatting Guidelines for Chicago
Style

Before diving into citations, it's essential to ensure the overall presentation of your paper adheres to



standard Chicago style formatting. This includes aspects that contribute to the readability and
professional appearance of your work, making it easier for your audience to engage with your
content.

Title Page Requirements

While not always mandatory, many instructors or publications will require a title page. A typical
Chicago style title page includes the title of the paper, your name, the course name or number, your
instructor's name, and the date. The title should be centered and perhaps bolded for emphasis. Other
information is typically double-spaced and placed below the title.

Margins, Spacing, and Font

Consistency in these basic formatting elements is paramount. For margins, Chicago style generally
recommends one-inch margins on all sides of the page. The entire manuscript, including block quotes
and the bibliography, should be double-spaced. This applies to the main body text as well as the
space between bibliography entries. For the font, a standard, readable typeface such as Times New
Roman or Arial in 12-point size is recommended.

Page Numbering

Page numbers are crucial for navigation. In Chicago style, page numbers are typically placed in the
upper right-hand corner of each page, starting with the first page of the text body. Some guides
suggest that the title page, if included, might have a Roman numeral page number centered at the
bottom, but this is less common for student papers. The main body of the paper should have Arabic
numerals.

Indentation and Paragraphs

Each new paragraph in the main body of your text should be indented. The standard indentation is
typically 0.5 inches (or one tab space). Block quotations, which are generally defined as exceeding
four lines of prose or three lines of verse, are treated differently. They are not indented but are set off
from the main text by a blank line above and below, and they are also typically double-spaced. The
indentation for block quotes is not usually applied, but the entire block is usually indented
approximately 0.5 inches from the left margin.

The Author-Date Citation System in Chicago Style

The Author-Date system is characterized by in-text citations that include the author's last name and
the year of publication. This system is concise and allows readers to quickly identify the source
without interrupting the flow of your argument as extensively as footnotes might. It is particularly
useful in fields where frequent referencing is necessary.



In-Text Citations

An in-text citation typically appears in parentheses after the material you are quoting or
paraphrasing. The basic format is (Author Last Name Year, Page Number). For example, if you are
referencing a work by Jane Smith published in 2020 and you are citing a specific passage on page 45,
the citation would be (Smith 2020, 45). If you mention the author's name in the text, you only need to
include the year and page number in parentheses: According to Smith (2020), the findings were
significant (45).

The Reference List

The Author-Date system requires a reference list at the end of your paper. This list is alphabetized by
the author's last name and includes full publication details for every source cited in the text. The
entries in the reference list are typically single-spaced within each entry but double-spaced between
entries. This formatting helps to visually separate each source.

e For a book: Author Last Name, First Name. Year. Title of Book. City of Publication: Publisher.

e For a journal article: Author Last Name, First Name. Year. "Title of Article." Title of Journal
Volume, no. Issue (Month): Page numbers.

e For a webpage: Author Last Name, First Name, or Organization Name. Year. "Title of Webpage."
Title of Website. Accessed Month Day, Year. URL.

The Notes and Bibliography Citation System in Chicago
Style

The Notes and Bibliography system, often referred to as the traditional Chicago style, uses footnotes
or endnotes to cite sources. This system is highly flexible, allowing for detailed explanatory notes and
referencing without cluttering the main text. It is widely used in the humanities and is especially
valuable when you need to provide extensive commentary or discuss multiple sources within a single
point.

Footnotes and Endnotes

When you refer to a source, a superscript number is placed at the end of the relevant sentence or
clause. This number corresponds to a footnote at the bottom of the page or an endnote at the end of
the document. The first time a source is cited, the note includes full bibliographic information.
Subsequent citations of the same source use a shortened format, typically including the author's last
name, a shortened title, and the page number.



The Bibliography

Similar to the Author-Date system, the Notes and Bibliography system also requires a bibliography at
the end of the paper. This bibliography lists all the sources consulted and cited in the paper,
alphabetized by the author's last name. The formatting for bibliography entries in this system closely
resembles that of the reference list in the Author-Date system, but the order of elements and
punctuation may differ slightly.

Formatting Footnotes and Endnotes in Detail

Mastering the formatting of footnotes and endnotes is crucial for the Notes and Bibliography system.
The key is to provide complete and accurate information while maintaining a consistent structure.

First Reference Notes

The first time you cite a source, you must provide its complete bibliographic details. The format varies
depending on the source type (book, article, website, etc.), but generally includes the author's name
(first name first), title, publication information, and page number(s) being referenced.

* Book: Jane Doe, The History of Research (New York: Academic Press, 2021), 55.

e Journal Article: John Smith, "The Evolution of Style," Journal of Academic Writing 10, no. 2
(2020): 123.

Subsequent Reference Notes

For any subsequent references to the same source, you can use a shortened form. This typically
includes the author's last name, a shortened version of the title (if it's lengthy), and the specific page
number(s). If you have cited multiple works by the same author, you must include a shortened title to
differentiate them.

* Doe, History of Research, 78.

e Smith, "Evolution of Style," 130.

If you are citing the immediately preceding source again, you can use the abbreviation "Ibid."
followed by the page number. However, if you are citing the same page, "lbid." alone is sufficient. For
example:

1. Jane Doe, The History of Research (New York: Academic Press, 2021), 55.

2. John Smith, "The Evolution of Style," Journal of Academic Writing 10, no. 2 (2020): 123.

3. Doe, History of Research, 78.

4. lbid., 80. (Refers to Doe, History of Research, page 80)

5. Ibid. (Refers to Doe, History of Research, page 80)



Crafting Your Bibliography or Reference List

Regardless of the citation system you use, a well-formatted bibliography or reference list is essential
for providing your readers with the full details of your sources. Accuracy and consistency are key to
ensuring that your readers can easily locate and verify the information you have presented.

Formatting Bibliography Entries

The general rule for bibliography entries is to list them alphabetically by the author's last name. The
structure of each entry depends on the type of source. Books typically begin with the author's last
name, followed by their first name, the title of the book (italicized), the place of publication, the
publisher, and the year of publication.

Journal Articles and Other Periodicals

For journal articles, the entry starts with the author's last name and first name, followed by the article
title in quotation marks. Then comes the title of the journal (italicized), the volume number, the issue
number, the date of publication (often in parentheses), and the page range of the article.

1. Author Last Name, First Name. Title of Book. City of Publication: Publisher, Year.

2. Author Last Name, First Name. "Title of Article." Title of Journal Volume, no. Issue (Month Year):
Page numbers.

3. Author Last Name, First Name. "Title of Chapter." In Title of Edited Book, edited by Editor First
Name Last Name, Page numbers. City of Publication: Publisher, Year.

4. Author Last Name, First Name. "Title of Webpage." Title of Website. Date Published or Last
Modified. Accessed Month Day, Year. URL.

Common Formatting Errors to Avoid in Chicago Style

Even with careful attention, certain formatting errors are common when writing in Chicago style.
Recognizing these pitfalls can help you polish your paper and avoid unnecessary deductions.

Inconsistent Citation Styles

One of the most frequent mistakes is mixing elements from the Author-Date system and the Notes
and Bibliography system, or using inconsistent formatting within a single system. Ensure you are
strictly adhering to the chosen system throughout your entire paper, from in-text citations to the final
bibliography.



Incorrect Punctuation and Capitalization

Chicago style has specific rules for punctuation, especially within citations. Pay close attention to the
use of commas, periods, parentheses, and quotation marks. Similarly, capitalization rules for titles of
books, articles, and journals must be followed precisely.

Omitting Essential Information

Ensure that all necessary bibliographic details are present for each source. This includes author
names, titles, publication dates, page numbers, and publisher information. Missing details can make
your sources difficult to locate and can undermine your credibility.

Formatting Block Quotations Incorrectly

As mentioned earlier, block quotations have specific formatting requirements. Failing to set them off
properly with blank lines, or not indenting them correctly, can detract from the professional
presentation of your paper. Remember that block quotes are typically double-spaced and do not use
quotation marks within the block itself.

Errors in the Bibliography/Reference List

Double-check the alphabetical order of your entries, the spacing within and between entries, and the
punctuation. Even minor errors can disrupt the flow and professionalism of your paper.

FAQ

Q: What is the main difference between the two Chicago style
citation systems?

A: The main difference lies in how sources are cited within the text and how full bibliographic
information is presented. The Author-Date system uses parenthetical citations (Author Year, Page) in
the text and a Reference List at the end. The Notes and Bibliography system uses footnotes or
endnotes for citations and a Bibliography at the end.

Q: Which Chicago style system should | use?

A: The choice between the Author-Date and Notes and Bibliography systems typically depends on
your discipline, your instructor's preference, or the guidelines of the publication you are submitting to.
Humanities fields often favor Notes and Bibliography, while sciences and social sciences may prefer
Author-Date.

Q: Do | need a title page for every Chicago style paper?

A: Not always. A title page is usually required by instructors for student papers, but it is not
universally mandated for all types of Chicago style documents. Always check the specific guidelines



provided by your instructor or publication.

Q: How do | format block quotations in Chicago style?

A: Block quotations, typically those exceeding four lines of prose or three lines of verse, should be set
off from the main text with a blank line above and below. They are also typically indented
approximately 0.5 inches from the left margin and should remain double-spaced. Quotation marks are
usually omitted within the block quote itself.

Q: Can | use "lbid." multiple times in my notes?

A: Yes, you can use "Ibid." to refer to the immediately preceding source. If the page number is the
same, "Ibid." alone is sufficient. If the page number differs, you would follow "Ibid." with the new page
number. However, avoid using "Ibid." if another citation intervenes between references to the same
source, even if it's the same work.

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

A: While often used interchangeably, in Chicago style, a "Bibliography" typically includes all sources
consulted, whether cited or not, when using the Notes and Bibliography system. A "Reference List"
specifically includes only the sources that have been cited in the text when using the Author-Date
system.

Q: How should | handle multiple authors in Chicago style
citations?

A: For the Author-Date system, if a work has two authors, cite both names: (Smith and Jones 2022,
34). For three or more authors, cite the first author followed by "et al.": (Smith et al. 2022, 34). In the
Notes and Bibliography system, list all authors in the first note and bibliography entry, and use "et al."
for subsequent notes if there are three or more authors.
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