
chicago style thesis guide
The Chicago style thesis guide is an essential resource for students navigating the complexities of
academic writing, particularly those submitting theses and dissertations. Adhering to Chicago Manual
of Style (CMOS) guidelines ensures consistency, clarity, and professional presentation in scholarly
work. This comprehensive guide will walk you through the critical elements of Chicago style, from
formatting your manuscript and citing sources meticulously to crafting effective footnotes or endnotes
and bibliographies. We will delve into the nuances of in-text citations, the structure of bibliographical
entries, and the specific requirements for presenting tables, figures, and other supplementary
material. Understanding these principles is paramount for any researcher aiming for academic
excellence.
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Understanding Chicago Style for Theses

The Chicago Manual of Style is one of the most widely used citation styles in academic disciplines,
especially in the humanities and social sciences. Its flexibility, particularly its dual citation system of
notes and bibliography, makes it a favored choice for thesis and dissertation writers. This system
allows for detailed explanations and source attributions within the text through notes, while also
providing a consolidated list of all cited works for the reader. Mastering this style requires a deep
understanding of its fundamental principles and practical application across various types of sources.

When embarking on a thesis, adopting a consistent approach to Chicago style from the outset is
crucial. This involves not only understanding the rules for footnotes/endnotes and bibliography but
also the specific formatting requirements for your manuscript. Institutions often have their own
variations or additions to the general Chicago style guidelines, so it is always advisable to consult
your department's handbook or your advisor for any specific mandates. The goal is to create a clear,
coherent, and credible academic document that effectively communicates your research findings.

Formatting Your Chicago Style Thesis Manuscript

The physical and digital presentation of your thesis is the first impression it makes on your readers.
Proper formatting in Chicago style ensures that your manuscript is professional, readable, and
adheres to academic standards. This involves attention to detail in margins, spacing, font choices,



page numbering, and the overall organization of your document. Consistency is key; any deviation
can detract from the perceived rigor of your research.

General Manuscript Formatting Guidelines

Chicago style generally recommends double-spacing for the main body of the text, including
quotations. Margins should typically be set at one inch on all sides. The font should be easily
readable, with Times New Roman or Arial in 12-point size being common choices. Page numbers
should be included, usually in the upper right-hand corner, starting from the title page (though
sometimes the title page itself is unnumbered, with subsequent pages following).

Title Page and Preliminary Pages

The title page of a Chicago style thesis is typically unnumbered. It should include the full title of the
thesis, your name, the name of the degree for which the thesis is submitted, the department and
university, and the date of submission. Other preliminary pages, such as a table of contents, abstract,
acknowledgments, and lists of tables and figures, should also be formatted consistently and precede
the main body of the text. The table of contents should accurately reflect the headings and page
numbers of the main body.

Chapter and Section Headings

Headings and subheadings provide structure and guide the reader through your thesis. Chicago style
does not prescribe a rigid hierarchy for headings, but consistency is paramount. You should clearly
distinguish between chapter titles, major section headings, and subheadings through formatting, such
as bolding, capitalization, and placement. Ensure that these headings are descriptive and accurately
reflect the content of the sections they introduce.

Citation and Referencing in Chicago Style

Accurate and consistent citation is the bedrock of academic integrity. Chicago style offers two primary
systems for referencing sources: the notes-bibliography system and the author-date system. For
theses and dissertations, the notes-bibliography system is overwhelmingly preferred because it allows
for extensive commentary and elaboration in the notes without interrupting the flow of the main text.
This system involves using superscript numbers in the text to indicate a footnote or endnote, followed
by a corresponding entry in a bibliography at the end of the document.

In-Text Citations (Notes System)



When you quote, paraphrase, or refer to an idea or fact from another source, you must provide a
citation. In the notes-bibliography system, this is done by placing a superscript number immediately
after the relevant word, phrase, or sentence. This number corresponds to a note (either a footnote at
the bottom of the page or an endnote at the end of the chapter or document) that provides the
source information. The first citation of a source in a note is typically full, while subsequent citations
of the same source can be shortened.

For example, if you are referencing information from a book by John Smith published in 2020, your in-
text citation might look like this: "According to research on ancient pottery techniques,1..." The
corresponding footnote or endnote would then provide the details of this citation. It is vital to place
the superscript number correctly, generally after punctuation.

When to Cite

You must cite any information that is not common knowledge. This includes direct quotations,
paraphrased ideas, statistics, data, theories, and arguments from other scholars. Failing to cite
properly can lead to accusations of plagiarism. Always err on the side of caution and cite when in
doubt.

Footnotes and Endnotes in Chicago Style

The notes-bibliography system in Chicago style utilizes either footnotes or endnotes to provide source
attribution and supplementary information. Footnotes appear at the bottom of the page where the
reference is made, while endnotes are collected at the end of a chapter or the entire document. The
choice between footnotes and endnotes is often dictated by institutional guidelines, though footnotes
are generally preferred for theses as they allow readers to see the source information immediately
without having to turn to the back of the document.

Structure of Notes

The first time a source is cited in a note, it should include all relevant publication details, similar to a
bibliography entry but formatted for a note. This typically includes the author's name (first name
first), title of the work (italicized), publication information (city, publisher, year), and specific page
numbers. Subsequent notes referring to the same source can be shortened, usually including the
author's last name, a shortened title, and the page number.

For example:

First Note: John Smith, The History of Academic Writing (Chicago: University of Chicago Press,
2020), 45.

Subsequent Note: Smith, History of Academic Writing, 78.



If citing a different work by the same author: Smith, Another Book Title, 102.

Locating Notes

Ensure that the superscript numbers in your text align perfectly with the numbered notes. If using
footnotes, they will appear at the bottom of the page where the superscript number is located.
Endnotes will be compiled at the end of each chapter or the entire work, depending on the specific
requirements. Careful proofreading is essential to catch any discrepancies between your in-text
citations and your notes.

The Bibliography in Chicago Style

The bibliography is a comprehensive list of all the sources you have cited in your thesis, presented in
alphabetical order by author's last name. It serves as a valuable reference tool for your readers,
allowing them to locate the original sources and explore your research further. The bibliography in
Chicago style should be meticulously prepared, adhering to specific formatting conventions for
different types of sources.

Bibliography Entry Format

Each entry in the bibliography begins with the author's last name, followed by their first name. The
title of the work is typically italicized. Publication details follow, including the city of publication,
publisher, and year. For books, the format is generally: Author Last Name, First Name. Title of Book.
City: Publisher, Year. For articles, it would include the journal title, volume, issue, and page numbers.

Formatting Different Source Types

Chicago style has specific formats for a wide array of source types, including books, articles, websites,
interviews, and unpublished materials. It is crucial to consult the latest edition of The Chicago Manual
of Style or a reliable Chicago style guide for the precise formatting of each source you use.
Consistency in formatting across all entries is vital.

Key elements to consider for different source types include:

Books: Author, Title, Publication Details.

Journal Articles: Author, "Article Title," Journal Title Volume, Issue (Year): Page Range.

Websites: Author (if known), "Page Title," Website Name, Publication Date (if available), URL
(accessed Date).



Alphabetical Order and Indentation

The bibliography should be arranged alphabetically by the author's last name. If there are multiple
works by the same author, they should be listed chronologically. The first line of each bibliography
entry is set flush left, while subsequent lines are indented (a hanging indent). This formatting makes
it easier to scan the list and find specific entries.

Formatting Specific Elements

Beyond the core text and citations, a Chicago style thesis often requires specific formatting for
various elements to maintain clarity and professionalism. These elements can include tables, figures,
appendices, and glossaries. Adhering to established conventions ensures that these components are
easily understood and integrated seamlessly into your work.

Tables and Figures

Tables and figures should be clearly labeled with consecutive numbers (e.g., Table 1, Figure 2). Each
table and figure should have a descriptive title. For tables, column and row headings should be clear.
For figures, captions should be concise and informative. Tables and figures should be placed as close
as possible to their first mention in the text, or grouped at the end of the chapter or document if they
are numerous. Ensure that all borrowed material within tables and figures is properly cited, either
within the table/figure itself or in a note.

Appendices

Appendices are used to include supplementary material that is too lengthy or detailed for the main
body of the thesis. This could include raw data, survey instruments, detailed calculations, or extensive
interview transcripts. Each appendix should be labeled (e.g., Appendix A, Appendix B) and start on a
new page. A brief description of the contents of each appendix may be included in the table of
contents or a separate list of appendices.

Quotations

Longer quotations (typically more than four or five lines of prose) should be set off from the main text
as block quotations. Block quotations are indented from the left margin, double-spaced, and do not
use quotation marks. The citation number should follow the final punctuation of the block quotation.
Shorter quotations are incorporated into the text and enclosed in quotation marks.



Common Pitfalls in Chicago Style Thesis Writing

Despite best efforts, writers can fall into common traps when applying Chicago style to their theses.
Being aware of these potential issues can help you avoid them and ensure your document is polished
and compliant. These pitfalls often stem from inconsistent application of rules, overlooking specific
nuances, or relying on outdated style guides.

Inconsistent Citation Practices

Perhaps the most common error is inconsistency in how sources are cited. This can manifest as
variations in the formatting of notes or bibliography entries, incorrect placement of citation numbers,
or mixing elements of the notes-bibliography and author-date systems. Rigorous proofreading and a
thorough understanding of the chosen system are key to avoiding this.

Over-Reliance on Abbreviations

While certain abbreviations are acceptable in Chicago style (like "ed." for editor or "trans." for
translator), overusing them or using non-standard abbreviations can confuse readers and appear
unprofessional. Always spell out terms when in doubt, especially in the initial citation of a source.

Ignoring Institutional Requirements

As mentioned previously, universities and departments often have specific requirements that
supplement or modify the general Chicago style guidelines. Failing to consult and adhere to these
institutional mandates is a frequent mistake that can lead to revisions. Always check your program's
thesis guidelines carefully.

Poor Proofreading and Editing

Errors in grammar, spelling, punctuation, and formatting are more than just typos; they can
undermine the credibility of your research. A thorough proofreading process, ideally by multiple
individuals, is essential to catch all errors before submission. Paying close attention to the meticulous
details of Chicago style during editing is paramount.

Resources for Chicago Style Thesis Authors

Navigating the complexities of Chicago style can be challenging, but a wealth of resources are



available to assist thesis authors. Consulting these resources regularly will ensure accuracy and
adherence to the latest standards. Familiarity with these tools will empower you to produce a high-
quality, well-cited thesis.

The Chicago Manual of Style

The official manual itself is the ultimate authority. It is essential to use the most current edition
available. The manual is comprehensive and covers every conceivable aspect of academic writing and
citation. While extensive, it provides definitive answers to almost any formatting or citation question
you may encounter.

Online Resources and Style Guides

Numerous reputable online resources offer condensed guides, tutorials, and examples of Chicago
style. University writing centers often provide excellent online guides that break down complex rules
into digestible information. Websites dedicated to academic writing and citation can be invaluable for
quick reference. Be sure to verify the credibility of any online resource you use and check its
publication date.

Your University's Library and Writing Center

University libraries are treasure troves of information and support. Librarians can often assist with
citation management and provide access to style manuals and databases. University writing centers
offer personalized guidance from trained tutors who can review your work and help you refine your
understanding and application of Chicago style.

Discussions with Advisors and Professors

Your academic advisor and other professors are excellent resources for clarification and advice. They
can provide insights into your department's specific expectations regarding Chicago style and offer
feedback on your citation practices. Don't hesitate to ask questions and seek their guidance
throughout the thesis writing process.

---
FAQ

Q: What is the difference between footnotes and endnotes in
Chicago style for a thesis?
A: In the notes-bibliography system of Chicago style, footnotes appear at the bottom of the page
where the reference is made, allowing readers to see the citation immediately. Endnotes, on the other



hand, are collected at the end of a chapter or the entire document, requiring the reader to look
elsewhere for citation information. For theses, footnotes are generally preferred for their accessibility.

Q: How do I format a bibliography entry for a website in
Chicago style?
A: A Chicago style bibliography entry for a website typically includes the author's name (if known), the
title of the specific page or document (in quotation marks), the name of the overall website
(italicized), the publication date (if available), and the URL. It is also recommended to include an
access date in parentheses after the URL.

Q: What is the general rule for when to use a block quotation
versus in-text quotation marks in a Chicago style thesis?
A: In Chicago style, longer quotations (generally four or more prose lines, or three or more lines of
verse) should be presented as block quotations. This means indenting the quotation from the left
margin, double-spacing it, and omitting quotation marks. Shorter quotations are integrated into the
main text and enclosed in quotation marks.

Q: How should I handle multiple works by the same author in
my Chicago style bibliography?
A: When listing multiple works by the same author in a Chicago style bibliography, the entries are
arranged alphabetically by title. If the titles are the same, they are then arranged chronologically by
publication year. For subsequent works by the same author, after the first entry, the author's name is
replaced with a series of three em dashes (em dash, em dash, em dash) followed by a period.

Q: Is it acceptable to use an online Chicago style generator
for my thesis bibliography?
A: While online generators can be helpful for quickly formatting individual entries, it is crucial to cross-
reference their output with the official Chicago Manual of Style or a reliable academic style guide.
Generators may not always capture the nuances or the latest updates in style rules, and errors can
still occur. Always review and verify the generated citations for accuracy and consistency.

Q: What is the minimum margin requirement for a Chicago
style thesis?
A: The Chicago Manual of Style generally recommends margins of at least one inch on all sides of the
page for manuscripts. However, specific institutional requirements for theses may mandate slightly
larger margins, particularly for the left margin to accommodate binding. Always consult your
department's guidelines for specific margin specifications.



Q: How should I cite an indirect source in a Chicago style
thesis?
A: To cite an indirect source (a source that you found referenced within another source you
consulted), use the following format in your note: "Quote or paraphrase from original source," as cited
in Author Last Name, Title of Secondary Source (Publication Details), page number. In your
bibliography, you would only list the secondary source you actually consulted.
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