chicago style writing handbook examples

Mastering Chicago Style: A Comprehensive
Guide with Examples

chicago style writing handbook examples are essential for anyone aiming for clarity,
consistency, and academic rigor in their written work. This comprehensive guide delves into the
intricacies of the Chicago Manual of Style (CMOS), offering practical examples to illustrate its core
principles. We will explore crucial aspects such as citation methods, punctuation, capitalization, and
the proper formatting of various source types. Understanding these elements is paramount for
academic papers, historical research, and any formal writing that demands adherence to established
stylistic conventions. This article aims to equip you with the knowledge and practical application of
Chicago style, ensuring your writing meets the highest standards of scholarly communication.

Table of Contents

Understanding the Chicago Manual of Style

Key Components of Chicago Style

Footnotes and Endnotes: The Author-Date System

Bibliographies and Reference Lists

Punctuation Rules in Chicago Style

Capitalization Guidelines

Formatting for Specific Source Types
e Common Citation Examples

e When to Consult the Chicago Manual of Style

Understanding the Chicago Manual of Style

The Chicago Manual of Style, often referred to as CMOS, is a widely respected and comprehensive
style guide primarily used in North American publishing, particularly in the humanities and social
sciences. Its enduring popularity stems from its thoroughness, its flexibility, and its commitment to



promoting clear and effective communication. Unlike some other style guides that focus on a single
aspect of writing, CMOS covers a vast array of topics, from manuscript preparation and grammar to
citation and digital publishing. For academics, researchers, and editors, a solid grasp of CMOS is often
a prerequisite for publication in many reputable journals and with academic presses. It provides a
standardized framework that ensures consistency and credibility in scholarly discourse.

The manual is updated periodically to reflect evolving publishing practices and linguistic nuances. Its
current edition, the 17th, offers detailed guidance on a multitude of writing and editing concerns. The
underlying philosophy of Chicago style is to prioritize the author's intent and the reader's
comprehension. It encourages clarity, accuracy, and elegance in prose, while also providing the
necessary tools for proper attribution of sources. The depth of information within the manual can be
daunting at first, but by breaking down its core components, writers can effectively integrate its
principles into their work.

Key Components of Chicago Style

Chicago style is characterized by its dual citation systems and its detailed guidelines for virtually
every aspect of written communication. The two primary citation systems offered by CMOS are the
notes-bibliography system and the author-date system. While both aim to achieve accurate source
attribution, they differ in their presentation and application. The notes-bibliography system, often
favored in the humanities, uses footnotes or endnotes to cite sources directly within the text, followed
by a comprehensive bibliography. The author-date system, more commonly found in the sciences and
social sciences, uses parenthetical citations within the text, referencing the author's last name and
the publication year, complemented by a reference list.

Beyond citation, CMOS provides extensive guidance on grammar, punctuation, capitalization, and the
formatting of manuscripts. This includes rules for serial commas, the use of semicolons, the treatment
of possessives, and specific conventions for handling numbers, abbreviations, and foreign words. The
manual also offers detailed advice on how to prepare a manuscript for publication, covering aspects
like indexing, proofreading, and the structure of scholarly works. Mastering these components
ensures that your writing not only cites sources correctly but also adheres to the highest standards of
readability and professional presentation.

The Notes-Bibliography System

The notes-bibliography system is a cornerstone of Chicago style, particularly in fields like history,
literature, and art history. In this system, every piece of borrowed information - direct quotes,
paraphrased ideas, or specific data - is followed by a superscript Arabic numeral. These numerals
correspond to either footnotes at the bottom of the page or endnotes collected at the end of the
document. The first time a source is cited, the note provides full bibliographic information.
Subsequent citations of the same source are typically shortened, using the author's last name, a
shortened title, and page number.

The primary advantage of the notes-bibliography system is its ability to provide rich contextual
information without disrupting the flow of the main text. Readers can easily access the full source



details by consulting the notes, allowing for a deeper engagement with the research. This system also
offers flexibility in adding explanatory comments or digressions within the notes themselves, which
can be invaluable for scholarly argumentation. The comprehensive bibliography at the end of the
work serves as a complete list of all sources consulted and cited.

The Author-Date System

The author-date system, while also a valid Chicago style option, is generally preferred in disciplines
such as sociology, political science, and economics. This system relies on brief in-text citations that
include the author's last name and the year of publication, often accompanied by a page number if a
specific detail is being referenced. For example, a citation might appear as (Smith 2020, 45). This
method keeps the narrative flow of the text uninterrupted, as readers can quickly identify the source
of information.

Following the author-date system requires a corresponding reference list at the end of the document,
which enumerates all sources cited in the text. This list is alphabetized by the author's last name.
Unlike the notes-bibliography system, the author-date system's reference list typically includes more
extensive publication details than a standard bibliography, often incorporating details relevant to
electronic resources. The brevity of in-text citations makes it easier for readers to follow the argument
without constant interruption.

Footnotes and Endnotes: The Author-Date System

This heading seems to contain a contradiction. The previous section, "The Author-Date System,"
explains that this system uses parenthetical citations, not footnotes or endnotes. It's important to
clarify that the author-date system and the notes-bibliography system are distinct, with the latter
utilizing footnotes and endnotes. For the sake of providing accurate and comprehensive information
related to Chicago style examples, we will proceed to discuss the elements of the notes-bibliography
system as it pertains to footnotes and endnotes, assuming this was the intended focus of this section.

When employing the notes-bibliography system, footnotes and endnotes serve as the primary
mechanism for source attribution. Footnotes are placed at the bottom of the page where the citation
appears, while endnotes are compiled at the end of the chapter or the entire work. The initial citation
in a footnote or endnote for a book typically includes the author's first and last name, the full title of
the book in italics, the place of publication, the publisher, the year of publication, and the specific
page number(s) being referenced. For example:

e 1. Jane Doe, The History of Everyday Objects (New York: Scholastic Press, 2019), 78.

Subsequent citations of the same source are usually abbreviated. This abbreviation includes the
author's last name, a shortened version of the title (if the full title is long), and the page number. For
example:

e 2. Doe, Everyday Objects, 102.



If a citation immediately follows the previous one from the same source, the abbreviation "Ibid." (Latin
for "in the same place") can be used, followed by the page number if different:

e 3. Ibid., 115.

e 4. |bid.

These examples illustrate the consistent and concise manner in which the notes-bibliography system
allows for detailed source referencing while maintaining the integrity of the main text.

Bibliographies and Reference Lists

Both the notes-bibliography system and the author-date system culminate in an appended list of
sources. The terminology used for this list differs slightly between the two systems, but its purpose
remains the same: to provide a complete record of all works cited in the document. In the notes-
bibliography system, this list is called a bibliography, and it includes all sources referenced in the
footnotes or endnotes, as well as potentially other works consulted by the author that may not have
been directly cited.

In the author-date system, the appended list is referred to as a reference list. This list contains only
the sources that have been cited within the body of the text using parenthetical citations. Both
bibliographies and reference lists are typically alphabetized by the author's last name. The formatting
for entries in these lists follows specific Chicago style guidelines, ensuring consistency across all
sources. For example, an entry for a book in a bibliography might look like this:

* Doe, Jane. The History of Everyday Objects. New York: Scholastic Press, 2019.

And for a reference list using the author-date system, it would appear as:

e Doe, Jane. 2019. The History of Everyday Objects. New York: Scholastic Press.

The specific details included in each entry, such as the inclusion of publication location and the order
of information, depend on the type of source and the chosen Chicago style system.

Punctuation Rules in Chicago Style

Punctuation is a critical element of clear and effective writing, and Chicago style offers detailed
guidelines to ensure consistency and precision. One of the most recognized aspects of Chicago
punctuation is its stance on the serial comma, also known as the Oxford comma. Chicago style
generally recommends the use of the serial comma before the final item in a list of three or more
items. This practice helps to prevent ambiguity and ensure clarity. For instance, the sentence "l love
my parents, Lady Gaga, and Uncle Joe" clearly distinguishes between the parents and Lady Gaga,



whereas omitting the comma might imply that Lady Gaga is one's parent.

Other punctuation rules covered by CMOS include the correct use of semicolons to connect
independent clauses, the proper placement of quotation marks with other punctuation, and the
appropriate use of hyphens and dashes. For example, CMOS advises against placing a comma
between a verb and its object, or between a preposition and its object, unless a parenthetical element
is inserted. The manual also provides guidance on the use of periods in abbreviations and the
treatment of possessives, particularly with words ending in "s." Adherence to these rules contributes
significantly to the professional polish and readability of any document formatted in Chicago style.

Using Commas Effectively

Commas play a vital role in segmenting sentences and clarifying meaning. In Chicago style, the serial
comma is a hallmark of good practice. Consider the following list:

e The ingredients are flour, sugar, and eggs.

Without the comma after "sugar," the sentence could potentially be misread. Other common uses of
commas include separating introductory phrases or clauses from the main clause, setting off
nonrestrictive clauses, and separating elements in a series. For example, an introductory phrase:

e After a long day, we finally arrived home.

A nonrestrictive clause, which provides additional but not essential information:

e My brother, who lives in California, is visiting next week.

Proper comma usage, as detailed in Chicago style, enhances the flow and comprehension of complex
sentences.

The Role of Semicolons and Colons

Semicolons and colons serve distinct but related functions in Chicago style. A semicolon is primarily
used to connect two independent clauses that are closely related in thought, but are too distinct to be
joined by a comma and conjunction. For example:

e The rain poured relentlessly; the streets were soon flooded.

Semicolons are also used to separate items in a series when those items themselves contain commas,
thereby avoiding confusion. A colon, on the other hand, is typically used to introduce a list, a
quotation, an explanation, or an amplification of what precedes it. For instance:



* We need to pack the following items: tents, sleeping bags, and food.

e He had one goal in mind: to win the championship.

Mastering the nuanced application of both semicolons and colons is crucial for sophisticated sentence
construction in Chicago style.

Capitalization Guidelines

Capitalization in Chicago style adheres to a set of principles designed to create consistency and
highlight important elements within a text. Generally, Chicago style favors less capitalization than
some other style guides, particularly in headings and titles. For example, when capitalizing titles of
books, articles, and other works, Chicago style typically follows "headline style," meaning that major
words are capitalized, while minor words (articles, prepositions, conjunctions of three letters or fewer)
are generally lowercase unless they begin or end the title or subtitle.

This approach contrasts with "sentence case," where only the first word of a title and proper nouns
are capitalized. However, CMOS provides specific rules for when sentence case might be more
appropriate, such as in the case of some journal titles. Proper nouns, of course, are always capitalized
according to standard English grammar. This includes names of people, places, organizations, and
specific events. Understanding these distinctions ensures that titles, headings, and proper nouns are
treated consistently and correctly according to Chicago style conventions.

Title Capitalization in Chicago Style

The approach to capitalizing titles within Chicago style is often referred to as "headline style" or "title
case" for major works and "sentence case" for certain other applications. For books, articles, and
major sections of a work, headline style is prevalent. In this style, all principal words - nouns,
pronouns, verbs, adjectives, adverbs, and some conjunctions and prepositions - are capitalized. Minor
words, such as articles (a, an, the), short prepositions (of, in, on, at, to, for, with), and short
conjunctions (and, but, or, nor), are typically lowercased.

e Example of headline style for a book title: The Rise and Fall of the Roman Empire

e Example of headline style for an article title: "A Study of Urban Development in the 21st
Century"

However, CMOS also recognizes that sentence case is appropriate in specific contexts, such as for the
titles of journals or when referring to less formal headings within a document. The key is to be
consistent within a given document and to follow the specific rules outlined in the Chicago Manual of
Style for each type of title or heading.



Capitalizing Proper Nouns and Derived Terms

The capitalization of proper nouns in Chicago style follows general grammatical conventions, with
some specific nuances. Proper nouns refer to unique entities, such as people, places, organizations,
and specific events. These are always capitalized. For example:

People: Abraham Lincoln, Marie Curie

Places: Paris, Mount Everest, Mississippi River

Organizations: United Nations, Google, American Historical Association

Specific Events: World War Il, the Renaissance

Derived terms, such as adjectives formed from proper nouns, also require careful consideration.
Generally, these are capitalized if they retain a direct connection to the proper noun. For instance,
"American history" is capitalized because "American" refers to the United States. Similarly,
"Shakespearian plays" derives from the proper noun "Shakespeare." However, if the derivation
becomes too distant or generic, capitalization may not be necessary. For example, "a china cup" uses
"china" in a general sense, not referring to the country China.

Formatting for Specific Source Types

Chicago style provides detailed formatting guidelines for a wide array of source types, ensuring that
citations are both informative and consistent. This meticulous approach covers everything from books
and journal articles to websites, interviews, and even social media posts. The goal is to provide
readers with enough information to locate the original source easily, regardless of its format. Each
source type has a prescribed order of elements and specific punctuation, such as the use of italics for
titles of larger works and quotation marks for titles of shorter works.

The manual emphasizes the importance of accuracy in transcribing publication details, including
author names, titles, publication dates, and page numbers. When citing electronic sources, CMOS
offers guidance on including DOIs (Digital Object Identifiers) or URLs, and specifying access dates
when necessary. This comprehensive approach to formatting diverse sources is a testament to
Chicago style's commitment to thoroughness and clarity in academic and professional writing.

Citing Books

Citing books in Chicago style requires specific elements to be included, whether in notes orin a
bibliography/reference list. For a note citation of a book, you would typically include the author's first
and last name, the italicized title, publication information (place, publisher, year), and the specific
page number(s). For example, in a note:

e 1. Stephen Greenblatt, The Swerve: How the World Became Modern (New York: W. W. Norton &



Company, 2011), 45.

In a bibliography, the order changes slightly, with the author's last name preceding their first name,
and the publication year often following the publisher. For example, in a bibliography:

e Greenblatt, Stephen. The Swerve: How the World Became Modern. New York: W. W. Norton &
Company, 2011.

If using the author-date system, the in-text citation would be (Greenblatt 2011, 45), and the reference
list entry would be similar to the bibliography entry but with the year immediately following the
author's name.

Citing Journal Articles

Citing journal articles in Chicago style involves providing key information that allows readers to
identify and access the specific article. In the notes-bibliography system, a note citation for a journal
article would typically include the author's first and last name, the article title in quotation marks, the
italicized journal title, the volume and issue number, the year of publication, and the page range of
the article. A specific page number is included if directly referenced.

e Example in a note: 2. Emily R. Carter, "The Impact of Digital Media on Political Discourse,"
Journal of Communication Studies 35, no. 2 (2018): 112.

In a bibliography, the format is similar but with the author's last name first, and the year often placed
after the journal title and volume/issue information. For example, in a bibliography:

e Carter, Emily R. "The Impact of Digital Media on Political Discourse." Journal of Communication
Studies 35, no. 2 (2018): 105-25.

For the author-date system, the in-text citation would be (Carter 2018, 112), and the reference list
entry would follow a format that places the year immediately after the author's name, with the article
title in quotation marks and the journal title italicized.

Citing Websites and Online Sources

The proliferation of online resources necessitates clear guidelines for their citation, and Chicago style
offers robust instructions for websites and other digital content. When citing a website, the essential
components typically include the author (if available), the title of the specific page or article, the
name of the website, and the URL. It is also crucial to include the date of access, especially if the
content is likely to change over time.

e Example of a webpage citation in a note: 3. "Understanding Chicago Style," Purdue Online



Writing Lab, accessed October 26, 2023,
https://owl.purdue.edu/owl/research_and_citation/chicago_manual_of style/chicago_manual_of s
tyle_explained.html.

In a bibliography or reference list, the format would be adapted accordingly. For electronic sources,
CMOS also advises on when to include publication dates and how to handle different types of online
content, such as blog posts, social media updates, or online videos. The key is to provide sufficient
information for the reader to locate the exact source, acknowledging the dynamic nature of the
internet.

Common Citation Examples

Understanding how to cite common source types is fundamental to mastering Chicago style. These
examples provide practical illustrations of the notes-bibliography system, which is widely used in
academic writing. Remember that specific details might vary slightly depending on the edition of the
Chicago Manual of Style and the exact nature of the source, but these archetypes cover most
frequent scenarios.

For a book by a single author in a note:

e 1. David McCullough, 1776 (New York: Simon & Schuster, 2005), 115.

For a book with two or three authors in a note:

e 2. John Smith and Jane Doe, The Art of Writing (London: Penguin Books, 2010), 50.

For a book with more than three authors, only the first author's name is listed in the note, followed by
"et al." (Latin for "and others"). In the bibliography, however, all authors are typically listed.

* 3. Robert Johnson et al., Advanced Grammar Techniques (Boston: Houghton Mifflin Harcourt,
2015), 200.

These examples demonstrate the standardized format for citing books, ensuring that readers can
easily trace the origin of information.

When to Consult the Chicago Manual of Style

Consulting the Chicago Manual of Style is not merely an academic exercise; it is a professional
necessity for anyone engaged in formal writing, editing, or publishing. While this guide provides a
substantial overview, the manual itself is the definitive authority. You should refer to the CMOS
whenever you encounter a question about grammar, punctuation, capitalization, or citation that is not
immediately obvious or if you need to ensure adherence to the highest professional standards.



Academics, researchers, and students preparing papers for submission to journals or university
presses will find CMOS indispensable. Publishers and editors rely on it to maintain consistency and
quality across their publications. Even writers of dissertations, theses, or professional reports can
benefit from its comprehensive guidance. The manual is particularly useful for resolving complex
citation issues, understanding subtle grammatical distinctions, and formatting manuscripts for
submission. Its depth ensures that even the most obscure writing scenarios have a recommended
approach, making it an invaluable resource for producing clear, accurate, and polished work.

Navigating Complex Citation Scenarios

While common source types are relatively straightforward to cite, Chicago style offers detailed
guidance for more complex or unusual scenarios. This might include citing multi-volume works, edited
collections with multiple contributors, unpublished manuscripts, government documents, or even
legal citations. The manual provides specific rules for each of these, ensuring that all necessary
information is included and presented in a standardized manner.

For instance, when citing a chapter in an edited book, you would need to include both the chapter
author and the editor(s) of the collection, along with the book's title and publication details. Similarly,
citing a government report might require including the name of the agency, the title of the report, and
any relevant report numbers. The strength of Chicago style lies in its ability to address these diverse
situations with clarity and precision, providing writers with the tools to properly attribute all forms of
sourced information.

Ensuring Consistency and Professionalism

One of the primary benefits of adhering to a style guide like CMOS is the assurance of consistency
throughout a document. When all aspects of formatting, punctuation, and citation are handled
uniformly, the reader experiences a seamless and professional presentation. This consistency builds
trust and credibility, signaling to the reader that the author has paid meticulous attention to detail.
CMOS provides the framework to achieve this uniformity, whether it’s in the consistent use of serial
commas, the standardized formatting of dates, or the uniform treatment of all source types.

Professionalism in writing is not just about clear language; it's also about impeccable presentation. By
following the comprehensive guidelines set forth in the Chicago Manual of Style, writers can elevate
their work from merely informative to exceptionally polished and authoritative. This attention to detail
is often a deciding factor in academic and professional contexts, where clear communication and
adherence to established standards are highly valued.












FAQ

Q: What is the main difference between the notes-
bibliography system and the author-date system in Chicago
style?

A: The primary difference lies in how sources are cited within the text. The notes-bibliography system
uses footnotes or endnotes for citations, providing full details on the first mention and shortened
versions thereafter. The author-date system uses in-text parenthetical citations (e.g., (Smith 2020,
45)) and is accompanied by a reference list at the end of the document.

Q: Does Chicago style always require a serial comma?

A: Generally, yes. Chicago style recommends the use of the serial comma (also known as the Oxford
comma) before the final item in a list of three or more items to prevent ambiguity and enhance
clarity.

Q: How do | cite a book in a footnote using Chicago style?

A: For a book by a single author in a footnote, the format is: Author's First and Last Name, Title of
Book (Place of Publication: Publisher, Year of Publication), Page Number(s). For example: 1. Jane Doe,
The History of Everyday Objects (New York: Scholastic Press, 2019), 78.

Q: What is the correct way to abbreviate a journal title in
Chicago style?

A: Chicago style does not typically abbreviate journal titles in notes or bibliographies unless specific
instructions for a particular journal mandate it. For shortened citations in subsequent notes, you
would use a shortened version of the title, not an abbreviation of the full journal name.

Q: How should | format a website citation in a Chicago style
bibliography?

A: In a Chicago style bibliography, a website citation typically includes: Author (if known), Title of
Specific Page/Article, Name of Website, Publication or Last Modified Date (if available), and URL. For
example: Doe, Jane. "Understanding Citations." The Writing Blog. Last modified October 26, 2023.
https://www.example.com/writingblog/citations.

Q: When should I use "lbid." in Chicago style citations?

A: "Ibid." is used in the notes-bibliography system to refer to the immediately preceding citation. If
the citation is to the same page, simply use "Ibid." If it is to a different page within the same source,
use "Ibid." followed by the new page number (e.qg., Ibid., 102).



Q: What is headline style capitalization according to Chicago
style?

A: Headline style capitalization, often used for titles of books and major works in Chicago style,
involves capitalizing all principal words (nouns, pronouns, verbs, adjectives, adverbs) while leaving
minor words (articles, short prepositions, short conjunctions) in lowercase, unless they begin or end
the title or subtitle.

Q: Does Chicago style allow for the use of passive voice?

A: While Chicago style does not strictly prohibit the passive voice, it generally advocates for the active
voice as it often leads to clearer, more concise, and more direct writing. However, the passive voice is
permissible and sometimes preferred when the actor is unknown, unimportant, or when the focus
needs to be on the action or object rather than the performer of the action.
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