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chicago style thesis formatting checklist and guide are essential tools for any student
undertaking a thesis or dissertation. Mastering these guidelines ensures your research is presented
professionally, adheres to academic standards, and avoids common pitfalls that can detract from its
impact. This comprehensive article will walk you through every critical aspect of Chicago style
formatting, from initial setup to final submission. We will cover title page requirements, abstract
guidelines, table of contents creation, chapter formatting, citation styles (notes and bibliography vs.
author-date), reference list compilation, and appendix preparation. Understanding these nuances is
crucial for clear communication and academic credibility.
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Understanding the Basics of Chicago Style Thesis
Formatting

Chicago style, also known as the Chicago Manual of Style (CMOS), offers two primary citation
systems: the notes and bibliography system and the author-date system. When formatting a thesis, it



is imperative to determine which system your institution or department requires. The notes and
bibliography system is more common in the humanities, while the author-date system is often
preferred in the social sciences. Regardless of the chosen system, consistency is paramount.
Adhering to these established conventions demonstrates meticulousness and respect for scholarly
discourse.

Key formatting principles in Chicago style include specific margins, font choices, line spacing, and
page numbering. These elements contribute to the overall readability and professional appearance
of your thesis. Universities and departments often provide their own specific adaptation or
supplement to the Chicago Manual of Style, so always consult your institution's guidelines as the
ultimate authority. Failure to follow these specific departmental or university requirements can lead
to your thesis being rejected or requiring significant revisions.

Essential Components of Your Chicago Style Thesis

A Chicago style thesis is a meticulously structured document. It typically comprises several distinct
sections, each serving a specific purpose in presenting your research comprehensively.
Understanding the order and content of these components is the first step towards successful
formatting. This section outlines the fundamental building blocks of your thesis.

Preliminary Pages

The preliminary pages of your thesis precede the main body of your work and are crucial for
providing essential information at a glance. This includes the title page, copyright page (if
applicable), abstract, acknowledgments, and table of contents. Each of these elements has specific
formatting requirements within the Chicago style framework.

Main Body

The main body of the thesis is where your research findings are presented. This typically includes an
introduction, literature review, methodology, results, discussion, and conclusion. Chapters are
usually numbered sequentially, and subheadings are used to organize content within chapters
effectively. The formatting within these chapters needs to be clear and consistent.

End Matter

The end matter consists of sections that follow the main body of the thesis. This includes the
bibliography or reference list, appendices, and any other supplementary materials. The formatting of
these sections is just as important as the main body for providing complete and accessible
information about your research.



Title Page Formatting

The title page is the first impression your thesis makes, and it must be formatted correctly according
to Chicago style guidelines. This page typically includes the title of the thesis, your name, the name
of your academic institution, the department, the degree sought, and the date of submission. Ensure
that all text is centered and appropriately spaced.

The title of your thesis should be in all capital letters or title case, depending on your institution's
preference. Your name should appear below the title, followed by the name of the university and
department. The degree sought (e.g., Master of Arts, Doctor of Philosophy) and the submission date
should be placed at the bottom of the page. Avoid any decorative elements or excessive formatting
on the title page; clarity and professionalism are key.

Abstract Requirements

The abstract is a concise summary of your entire thesis, typically ranging from 150 to 300 words. It
should provide a brief overview of your research problem, methodology, key findings, and
conclusions. The abstract should be informative enough to stand alone and give readers a clear
understanding of your work without them having to read the full thesis.

The abstract page usually begins with the word "Abstract" centered at the top. The text of the
abstract should be double-spaced and may or may not be indented, depending on departmental
guidelines. It is crucial that the abstract accurately reflects the content of your thesis and is free of
jargon that might not be understood by a broader academic audience.

Table of Contents and Lists

The table of contents (TOC) provides a roadmap of your thesis, listing all major sections, chapters,
and subheadings with their corresponding page numbers. It is essential for readers to navigate your
document efficiently. The TOC should be generated automatically from your document's heading
styles to ensure accuracy.

In addition to the table of contents, you may need to include a list of figures, a list of tables, and a
list of abbreviations if your thesis contains a significant number of these. Each list should be
formatted consistently with the TOC, with clear headings and accurate page numbering. The order
of these preliminary lists typically follows: Table of Contents, List of Figures, List of Tables, List of
Abbreviations.

Generating Your Table of Contents

Creating an accurate table of contents requires consistent use of heading styles within your word



processing software. For example, use "Heading 1" for chapter titles, "Heading 2" for major
subheadings, and "Heading 3" for sub-subheadings. Most word processors have an automatic feature
that generates a TOC based on these styles. Periodically update the TOC to reflect any changes in
pagination or headings.

Formatting Lists

Each list (TOC, figures, tables, abbreviations) should begin with its respective title, centered and in
title case or all caps. Entries within each list should be aligned to the left margin, and page numbers
should be right-aligned, typically preceded by leader dots (e.g., . . . . . . .). Ensure consistent
formatting for all entries within each list.

Chapter and Section Formatting

The main body of your thesis is divided into chapters, each representing a distinct part of your
research. Chapter titles should be clearly delineated, usually starting on a new page and centered.
Subheadings within chapters help organize your arguments and guide the reader through complex
information.

Each chapter should begin with a brief introductory paragraph that sets the stage for the content to
follow. Similarly, concluding paragraphs at the end of chapters should summarize key points and
transition to the next section. Consistent formatting of headings, subheadings, and body text is
crucial for readability and adherence to Chicago style.

Heading Styles

Chicago style often uses a hierarchical system for headings. The first-level heading (e.g., Chapter
Title) is typically centered and in all caps or title case. Second-level headings (major subheadings)
are usually left-aligned, in title case, and may be bolded. Third-level headings are typically left-
aligned, in title case, and may be italicized or bolded, depending on preference and the complexity of
the structure.

Paragraph Formatting

Body paragraphs in a Chicago style thesis are typically double-spaced. The first line of each
paragraph is usually indented, except for the first paragraph after a heading or a block quotation.
Ensure consistent margins (typically 1-inch on all sides) and font choice (e.g., Times New Roman, 12-
point).



Citations: Notes and Bibliography System

The notes and bibliography system in Chicago style uses superscript numbers within the text to refer
to footnotes or endnotes. These notes provide detailed citation information, allowing the main text to
remain uncluttered. The bibliography at the end of the thesis lists all sources cited in the notes.

Footnotes appear at the bottom of the page, while endnotes appear at the end of the document,
chapter, or thesis. For the first citation of a source, the note contains full bibliographic details.
Subsequent citations of the same source use a shortened form. This system is prevalent in history,
literature, and art history.

Formatting Notes

When citing a source for the first time, the footnote or endnote includes the author's full name, the
title of the work (italicized), publication details (city, publisher, year), and the specific page
number(s). For subsequent citations, the note includes the author's last name, a shortened version of
the title, and the page number(s). If citing the same source consecutively, "Ibid." can be used,
followed by the page number.

Formatting the Bibliography

The bibliography is an alphabetized list of all sources consulted and cited in your thesis. Entries
include author's full name, title of work, publication details, and page numbers for specific
references. The formatting of the bibliography is similar to that of the notes but typically lacks
specific page numbers unless referring to a specific essay within a collection.

Citations: Author-Date System

The author-date system, often used in the sciences and social sciences, places the author's last name
and the year of publication in parentheses within the text (e.g., (Smith 2020, 123)). This system is
more concise for in-text citations, especially in fields with extensive referencing. A reference list at
the end of the thesis provides the full bibliographic details for each source.

This system is efficient for readers who want to quickly identify the source of information. The in-
text citation acts as a pointer to the full entry in the reference list, which is alphabetized by author's
last name. This method ensures clarity and ease of access to source material for your readers.

Formatting In-Text Citations

In-text citations using the author-date system typically appear in parentheses. They include the



author's last name and the year of publication. If a specific page or range of pages is being
referenced, it is included after a comma (e.g., (Jones 2021, 45-50)). For multiple authors, specific
rules apply regarding the number of authors listed. Direct quotes must include page numbers.

Formatting the Reference List

The reference list is an alphabetical listing of all sources cited in the text. Each entry begins with the
author's last name, followed by their first name. The year of publication is enclosed in parentheses.
The title of the work is then provided, followed by publication details. Unlike the bibliography, the
reference list omits specific page numbers for standalone works but includes them for articles within
journals or chapters in edited books.

Reference List and Bibliography Formatting

Both the bibliography and the reference list serve the crucial function of providing complete
bibliographic information for all sources used in your thesis. The distinction lies in their purpose and
the Chicago style system employed. The bibliography is tied to the notes and bibliography system,
while the reference list is paired with the author-date system.

Formatting for both these concluding lists requires meticulous attention to detail. Consistency in
capitalization, punctuation, and the order of elements is paramount. Failure to adhere to these
specifics can undermine the perceived credibility of your research. Always consult the latest edition
of the Chicago Manual of Style and your institution's specific guidelines.

General Formatting Principles

Both bibliographies and reference lists are alphabetized by the author's last name. Entries are
typically single-spaced within each entry, with a double space between entries. If an entry spans
more than one line, the subsequent lines are indented (hanging indent). Titles of books and journals
are italicized, while titles of articles or chapters are enclosed in quotation marks.

Specific Entry Types

Formatting varies depending on the type of source (book, journal article, website, dissertation, etc.).
For instance, a book entry will include author, title, publication city, publisher, and year. A journal
article entry will include author, article title, journal title, volume and issue numbers, and
publication year, along with page numbers. Ensure you accurately capture all relevant details for
each source type.



Appendices and Supplementary Material

Appendices are used to include supplementary material that is too lengthy or detailed to be included
in the main body of your thesis. This can include raw data, survey instruments, interview transcripts,
lengthy charts, or detailed statistical analyses. Each appendix should be clearly labeled and
introduced.

Appendices are typically placed at the end of the thesis, after the bibliography or reference list. If
you have multiple appendices, they should be labeled sequentially (e.g., Appendix A, Appendix B,
Appendix C). A list of appendices may be included in the Table of Contents if your institution
requires it.

Formatting Individual Appendices

Each appendix should begin with its own title, such as "Appendix A: Survey Questions." The content
of the appendix should be presented clearly and logically, maintaining the same font and spacing as
the rest of your thesis. If tables or figures are included within an appendix, they should be numbered
sequentially within that appendix (e.g., Table A-1).

Referencing Appendices in Text

When referring to material found in an appendix, you should cite it within the main text. For
example, "The survey instrument used in this study is provided in Appendix A." This directs readers
to the relevant supplementary information without interrupting the flow of your main arguments.

Final Review and Submission Tips

Before submitting your thesis, a thorough final review is absolutely essential. This is your last
opportunity to catch any errors in formatting, grammar, spelling, and citation. A meticulous review
process can save you from potential revisions or a less than ideal presentation of your hard work.

Consider asking a trusted colleague, mentor, or friend to proofread your thesis. A fresh pair of eyes
can often spot mistakes that you may have overlooked. Ensure you have followed all departmental
and university guidelines precisely. This final check is critical for presenting a polished and
professional academic document.

Proofreading Checklist

During your final review, use a detailed checklist to ensure all aspects of your thesis are covered.
This checklist should include:



Consistency in font type, size, and spacing throughout the document.

Correct margins on all pages.

Accurate page numbering, including placement and format.

Proper formatting of title page, abstract, and preliminary pages.

Correct formatting of chapter titles, headings, and subheadings.

Accuracy and consistency of all in-text citations.

Correct formatting of the bibliography or reference list.

Logical flow and coherence of arguments.

Absence of grammatical errors, typos, and punctuation mistakes.

Adherence to all institutional formatting requirements.

Submission Procedures

Familiarize yourself with your institution's submission procedures well in advance of the deadline.
This often involves submitting electronic copies, and sometimes physical copies, through a specific
portal or office. Pay close attention to file naming conventions and any required metadata. Confirm
the exact deadline, including the time of day, to avoid any last-minute issues.

FAQ

Q: What are the main differences between the notes and
bibliography system and the author-date system in Chicago
style?
A: The notes and bibliography system uses footnotes or endnotes for in-text citations, with a full
bibliography at the end. The author-date system uses parenthetical in-text citations (author, year),
with a reference list at the end.

Q: How should I format my thesis title page in Chicago style?
A: The title page should include the thesis title, your name, institution, department, degree sought,
and submission date, all centered and properly spaced according to Chicago Manual of Style
guidelines and your institution's specific requirements.



Q: What is the recommended word count for an abstract in a
Chicago style thesis?
A: Typically, an abstract for a thesis is between 150 and 300 words, providing a concise summary of
the entire research project.

Q: Are there specific margin requirements for a Chicago style
thesis?
A: Yes, Chicago style generally recommends 1-inch margins on all sides of the document. However,
always confirm with your institution for any specific variations.

Q: How do I ensure my table of contents is accurate?
A: Use your word processor's automatic table of contents feature based on consistent heading styles
(Heading 1 for chapters, Heading 2 for subheadings, etc.). Update it regularly as you make changes.

Q: What is the difference between a bibliography and a
reference list?
A: A bibliography is used with the notes and bibliography system and lists all sources cited in the
notes. A reference list is used with the author-date system and lists all sources cited in the text.

Q: How should I format appendices in my Chicago style thesis?
A: Each appendix should be labeled (e.g., Appendix A), have a clear title, and be presented clearly. If
you have multiple, they are typically listed in the table of contents.

Q: Can I use specific fonts other than Times New Roman for
my thesis?
A: While Times New Roman (12-point) is common, Chicago style allows other standard fonts like
Arial or Garamond. Always check your institution's guidelines for approved font choices.
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