chicago style quick tutorial

The Chicago Style Quick Tutorial: A Comprehensive Guide

chicago style quick tutorial will equip you with the essential knowledge to
navigate this widely respected citation and style guide. This guide is
designed for students, researchers, and writers who need a clear, concise,
and authoritative resource for academic and professional writing. We will
cover the fundamental principles of Chicago style, focusing on its two
distinct systems: the Notes-Bibliography system and the Author-Date system.
Understanding these systems is crucial for presenting your work accurately
and ethically, ensuring proper attribution to sources and enhancing the
credibility of your research. This comprehensive overview will delve into
everything from in-text citations and footnotes to bibliographies and
reference lists, providing practical examples and best practices. Whether you
are a seasoned scholar or just beginning your academic journey, mastering
Chicago style is an invaluable skill.
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Introduction to Chicago Style

Chicago style, also known as the Chicago Manual of Style (CMOS), is a widely
adopted citation and formatting guide in academic and professional writing.
Its comprehensive nature and flexibility make it a preferred choice for many
disciplines, particularly in the humanities and social sciences. This style
guide provides detailed instructions on manuscript preparation, punctuation,
and, most importantly, how to cite sources. Proper citation is not just a
matter of following rules; it is fundamental to academic integrity, allowing
readers to trace your research and verify your information.

The primary goal of any citation style is to provide clear, consistent, and
accurate attribution of borrowed material. Chicago style achieves this
through two distinct systems: the Notes-Bibliography system and the Author-
Date system. Each system serves specific purposes and is favored in different
academic fields. Understanding the nuances of each is key to applying them
effectively. This tutorial aims to demystify these systems, offering a



practical approach to mastering Chicago style.

The Two Chicago Style Systems: Notes-
Bibliography vs. Author-Date

Chicago style offers two primary citation systems, each with its own
strengths and applications. The choice between them often depends on the
specific academic discipline or publication. Understanding the fundamental
differences is the first step toward correctly implementing Chicago style in
your own work.

The Notes-Bibliography system is favored in many humanities fields, such as
history, literature, and the arts. It uses numbered footnotes or endnotes to
cite sources within the text, accompanied by a comprehensive bibliography at
the end of the work. The Author-Date system, on the other hand, is more
common in the social sciences and some natural sciences. It employs brief
parenthetical citations in the text, directly referencing the author and year
of publication, and a corresponding reference list at the end.

Notes-Bibliography System: The Foundation

The Notes-Bibliography system is a cornerstone of scholarly communication in
numerous disciplines. It provides detailed source information directly where
it is needed in the text, offering readers immediate access to the origin of
specific ideas or facts. This system is particularly useful when a writer
needs to include extensive commentary, explanations, or tangential
information related to a source without disrupting the main flow of the
narrative.

In this system, every piece of information or direct quotation taken from an
external source is followed by a superscript Arabic numeral. This numeral
corresponds to a note, either a footnote (appearing at the bottom of the
page) or an endnote (appearing at the end of the chapter or the entire
document). These notes contain full bibliographic details upon first mention
of a source and a shortened version for subsequent mentions.

Footnotes and Endnotes Explained

Footnotes and endnotes are the primary mechanisms for citation within the
Notes-Bibliography system. Both serve the same purpose: to identify the
source of information and to allow for supplementary commentary. The key
difference lies in their placement. Footnotes appear at the bottom of the
page where the reference is made, while endnotes are collected at the end of
the document, typically organized by chapter or as a single list.

When a source is cited for the first time, the corresponding footnote or
endnote includes full publication details. This typically includes the
author’s name, the title of the work, publication information (city,



publisher, year), and the specific page number(s) being referenced. For
subsequent citations of the same source, a shortened note is used, usually
consisting of the author’s last name, a shortened version of the title (if
necessary), and the page number(s).

Here are common elements of a first footnote/endnote:

Author’s full name (First Last)

Title of Book (italicized)

(City: Publisher, Year)

Page number(s)

For subsequent notes, the format typically becomes:

e Author’s Last Name, Shortened Title (if needed), Page number(s)

Creating a Bibliography in Notes-Bibliography Style

Following the main text and any endnotes, a bibliography is presented. This
section provides a complete alphabetical listing of all sources cited in the
document, as well as any other sources consulted but not directly cited. The
bibliography allows readers to easily locate and consult the original works
referenced.

The structure of bibliography entries is similar to that of first footnotes
or endnotes, but with a key difference in formatting: the author’s last name
comes first, followed by the first name. Entries are arranged alphabetically
by the author’s last name. If multiple works by the same author are listed,
they are arranged alphabetically by title, and subsequent entries by that

author are indicated by three hyphens followed by a period (---.) instead of
repeating the author's name.

A typical bibliography entry for a book might look like this:

e Author’s Last Name, First Name. Title of Book. City: Publisher, Year.

And for a journal article:

e Author’s Last Name, First Name. “Title of Article.” Title of Journal
Volume, no. Issue (Year): Page range.



Author-Date System: Efficiency and Clarity

The Author-Date system, also known as the parenthetical citation system, is
widely employed in fields that prioritize scientific precision and the quick
verification of sources. Its design allows readers to immediately identify
the author and publication year of cited material directly within the text,
facilitating a more streamlined reading experience without the need to
constantly refer to footnotes or endnotes.

This system is particularly beneficial for research papers, scientific
reports, and dissertations where the focus is on the flow of argument and the
evidence supporting it. By embedding citation information directly into the
prose, authors can maintain the rhythm of their writing while still providing
essential attribution. This method is also favored in disciplines where the
chronology of research and the evolution of ideas are central to the
discussion.

In-Text Citations in Author-Date Style

In the Author-Date system, in-text citations consist of the author’s last
name and the year of publication, enclosed in parentheses. These
parenthetical citations are placed within the text at the end of a sentence
or clause, or directly after a quotation. If the author’s name is mentioned
in the sentence, only the year needs to be included in the parentheses.

For example, a direct quotation would be cited as:

e “This is a significant finding” (Smith 2020, 45).

If the author is part of the narrative:

e Smith (2020) argues that this is a significant finding.

When citing multiple sources in a single parenthetical citation, they are
separated by semicolons and listed alphabetically by author’s last name.

e (Jones 2019; Miller 2021; Smith 2020)

For works with no author, the first few words of the title are used instead,
italicized if it’s a standalone work (like a book) or in quotation marks if
it’'s part of a larger work (like an article).

Building a Reference List in Author-Date Style

The Author-Date system requires a reference list at the end of the document.
This list contains full bibliographic details for all sources cited in the



text. Like the bibliography in the Notes-Bibliography system, the reference
list is arranged alphabetically by the author’s last name. The format of
entries in the reference list closely mirrors that of the bibliography in the
Notes-Bibliography system, with the author’s last name preceding the first
name.

Each entry provides complete information for the source, allowing readers to
locate and verify the cited material. The focus remains on clear and
consistent presentation, ensuring that all necessary publication details are
readily available. This comprehensive listing is crucial for the integrity
and traceability of the research presented.

A typical reference list entry for a book:

e Author’s Last Name, First Name. Year. Title of Book. City: Publisher.

And for a journal article:

e Author’s Last Name, First Name. Year. “Title of Article.” Title of
Journal Volume (Issue): Page range.

General Formatting Guidelines for Chicago Style

Beyond the specific citation systems, Chicago style offers a comprehensive
set of guidelines for manuscript formatting. These guidelines ensure
consistency and professionalism across all written works. Adhering to these
standards demonstrates attention to detail and respect for the conventions of
academic publishing.

Key formatting elements include:

e Font and Spacing: Generally, use a standard, readable font such as Times
New Roman, 12-point size. Double-space the entire manuscript, including
notes and the bibliography/reference list, unless otherwise specified by
a publisher or instructor.

e Margins: Maintain 1-inch margins on all sides of the page.

e Page Numbers: Page numbers are typically placed in the upper right-hand
corner, starting with the first page of the text (not the title page).
For a manuscript with front matter (like a preface), these pages might
be numbered with lowercase Roman numerals.

e Title Page: A title page is usually required, containing the title of
the work, the author’s name, and the name of the institution or course.

* Headings: Use clear and consistent headings to organize your work.
Chicago style does not prescribe specific formatting for headings beyond



ensuring they are easily distinguishable and logically structured.

Consistency is paramount. Whichever system you employ and whatever formatting
choices you make, ensure they are applied uniformly throughout your document.

Common Citation Examples

To solidify your understanding, let’s look at a few common citation examples
for both systems. These examples cover frequently encountered source types.

Book (Notes-Bibliography System):

e First Note: Jane Doe, The History of Citation Styles (Chicago:
University Press, 2022), 78.

e Subsequent Note: Doe, History of Citation Styles, 112.

e Bibliography Entry: Doe, Jane. The History of Citation Styles. Chicago:
University Press, 2022.

Journal Article (Notes-Bibliography System):

e First Note: John Smith, “The Evolution of Academic Writing,” Journal of
Scholarly Practice 15, no. 2 (2021): 235.

e Subsequent Note: Smith, “Evolution of Academic Writing,” 240.

e Bibliography Entry: Smith, John. “The Evolution of Academic Writing.”
Journal of Scholarly Practice 15, no. 2 (2021): 230-245.

Book (Author-Date System):

e In-Text Citation: (Doe 2022, 78)

e Reference List Entry: Doe, Jane. 2022. The History of Citation Styles.
Chicago: University Press.

Journal Article (Author-Date System):

e In-Text Citation: (Smith 2021, 235)

e Reference List Entry: Smith, John. 2021. “The Evolution of Academic
Writing.” Journal of Scholarly Practice 15 (2): 230-245.

Always consult the latest edition of The Chicago Manual of Style for the most



up-to-date and comprehensive guidance, especially for less common source
types or complex citation scenarios.

Beyond the Basics: Key Considerations

While this tutorial covers the essential elements of Chicago style, there are
always further details to consider for advanced usage. Understanding these
nuances can significantly enhance the clarity and professionalism of your
work. For instance, the treatment of electronic sources, such as websites and
online databases, has evolved considerably. Chicago style provides specific
guidance on how to cite these, often requiring information like DOIs or URLs
and access dates.

Furthermore, when citing multiple authors, the handling of different editions
of a book, or the inclusion of appendices, Chicago style offers detailed
rules. The manual also addresses indirect sources (sources cited within
another source) and the proper use of quotation marks and punctuation.
Mastery of Chicago style is an ongoing process, and being aware of these
advanced aspects can prepare you for diverse writing challenges.

Remember that specific instructors or publishers may have their own
variations or preferences for how Chicago style is applied. It is always wise
to confirm these requirements before submitting your work. Familiarity with
the core principles, however, will provide a strong foundation for adapting
to any specific editorial guidelines.

Frequently Asked Questions

Q: What is the primary difference between the Notes-
Bibliography and Author-Date systems in Chicago
style?

A: The primary difference lies in how sources are cited within the text. The
Notes-Bibliography system uses numbered footnotes or endnotes, while the
Author-Date system uses parenthetical citations with the author’s last name
and publication year.

Q: When should I use the Notes-Bibliography system
versus the Author-Date system?

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



Q: How do I format a bibliography entry for a book
in Chicago style?

A: In the Notes-Bibliography system, a bibliography entry for a book
typically includes: Author’s Last Name, First Name. Title of Book. City:
Publisher, Year. In the Author-Date system, it’s Author’s Last Name, First
Name. Year. Title of Book. City: Publisher.

Q: What is the difference between a footnote and an
endnote in Chicago style?

A: Both serve the same purpose of citing sources, but a footnote appears at
the bottom of the page where the reference is made, while an endnote appears
at the end of the document or chapter.

Q: Do I need to include a bibliography or reference
list if I am only using footnotes/endnotes?

A: Yes, even when using footnotes or endnotes, a bibliography is still
required in the Notes-Bibliography system to list all cited sources
alphabetically.

Q: How do I cite a source with multiple authors in
Chicago style?

A: For two authors, list both names. For three or more authors, list the
first author followed by et al. (and others) in the Notes-Bibliography
system. In the Author-Date system, the same convention applies to in-text
citations, but the reference list/bibliography entry will list all authors if
there are three or fewer; for more than three, list the first author followed
by et al. in both the reference list and bibliography.

Q: What information should I include for an online
article citation in Chicago style?

A: For online articles, include author (if available), article title, website
or journal name, publication date, and a URL or DOI. Access dates are also
often included, especially for sources that may change over time.

Q: Can I use abbreviations like “ibid.” or “op.
cit.” in my Chicago style notes?

A: Chicago style discourages the use of outdated abbreviations like “ibid.”
and “op. cit.” It recommends using shortened notes (author’s last name, short



title, page number) for repeated citations instead.

Q: Where can I find the most up-to-date and
comprehensive Chicago style guidelines?

A: The definitive source for Chicago style is The Chicago Manual of Style,
currently in its 17th edition. Online resources from universities and style
guides can also offer helpful summaries.
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