CHICAGO MANUAL OF STYLE FOOTNOTES FOR GOOGLE DOCS
EXAMPLES

MASTERING CHICAGO MANUAL OF STYLE FOOTNOTES IN GooGLE Docs: ExAMPLES AND BEST PRACTICES

CHICAGO MANUAL OF STYLE FOOTNOTES FOR GOOGLE DOCS EXAMPLES ARE A CRUCIAL ELEMENT FOR ACADEMIC WRITERS,
RESEARCHERS, AND ANYONE ADHERING TO RIGOROUS CITATION STANDARDS. ENSURING ACCURACY AND CONSISTENCY IN YOUR
FOOTNOTES IS PARAMOUNT FOR ESTABLISHING CREDIBILITY AND AVOIDING PLAGIARISM. THIS COMPREHENSIVE GUIDE WILL
DEMYSTIFY THE PROCESS OF IMPLEMENTING CHICAGO MANUAL of STYLE (CMOS) FOOTNOTES WITHIN GOOGLE Docs,
PROVIDING CLEAR EXAMPLES AND ACTIONABLE ADVICE. WE WILL DELVE INTO THE NUANCES OF CITING VARIOUS SOURCES, FROM
BOOKS AND JOURNAL ARTICLES TO WEBSITES AND INTERVIEWS, ALL WITHIN THE FAMILIAR INTERFACE OF GooGLE Docs. You'LL
LEARN HOW TO EFFECTIVELY MANAGE YOUR FOOTNOTES, ENSURE PROPER FORMATTING, AND ULTIMATELY PRODUCE POLISHED,
PROFESSIONAL DOCUMENTS THAT MEET CMOS REQUIREMENTS.
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UNDERSTANDING CHICAGO STYLE FOOTNOTES

THe CHiIcaGo MANUAL ofF STYLE (CMOS) OFFERS TWO PRIMARY CITATION SYSTEMS: THE NOTES-BIBLIOGRAPHY SYSTEM AND
THE AUTHOR-DATE SYSTEM. THIS ARTICLE FOCUSES EXCLUSIVELY ON THE NOTES-BIBLIOGRAPHY SYSTEM, WHICH UTILIZES
FOOTNOTES OR ENDNOTES FOR CITATIONS. FOOTNOTES APPEAR AT THE BOTTOM OF THE PAGE WHERE THE REFERENCE IS MADE,
OFFERING IMMEDIATE CONTEXT TO THE READER. THIS SYSTEM IS PREVALENT IN FIELDS LIKE HISTORY, LITERATURE, AND THE ARTS,
WHERE EXTENSIVE COMMENTARY AND CROSS-REFERENCING ARE COMMON. PROPERLY FORMATTED FOOTNOTES NOT ONLY GIVE
CREDIT TO THE ORIGINAL AUTHORS BUT ALSO ALLOW READERS TO EASILY LOCATE THE SOURCE MATERIAL FOR FURTHER
RESEARCH, ENHANCING THE AUTHORITY AND TRANSPARENCY OF YOUR WORK.

THE FUNDAMENTAL PURPOSE OF FOOTNOTES IN THE CHICAGO STYLE IS TO PROVIDE COMPLETE BIBLIOGRAPHIC INFORMATION FOR
EVERY SOURCE CITED IN THE TEXT, WITHOUT DISRUPTING THE FLOW OF THE MAIN NARRATIVE. THIS MEANS THAT EACH DISTINCT
PIECE OF INFORMATION OR IDEA DRAWN FROM AN EXTERNAL SOURCE MUST BE ACCOMPANIED BY A CORRESPONDING FOOTNOTE.
THE NUMBER OF THE FOOTNOTE IN THE TEXT CORRESPONDS TO ITS PLACEMENT IN THE NOTES SECTION, CREATING A CLEAR LINK
BETWEEN THE BODY OF YOUR WORK AND ITS SUPPORTING EVIDENCE. MASTERY OF THIS SYSTEM, ESPECIALLY WITHIN DIGITAL
TOOLS LIKE GOOGLE DOCS, IS ESSENTIAL FOR ACADEMIC INTEGRITY.

SeETTING UP FooTNOTES IN GooGLE Docs

GooGLE DOCS PROVIDES A BUILT-IN FEATURE FOR EASILY INSERTING FOOTNOTES, WHICH SIMPLIFIES THE PROCESS OF ADHERING
To THE CHICAGO MANUAL OF STYLE. TO INSERT A FOOTNOTE, POSITION YOUR CURSOR IN THE DOCUMENT WHERE YOU WANT



THE FOOTNOTE MARKER TO APPEAR. THEN, NAVIGATE TO THE “INSERT” MENU, SELECT “FooTNoTE.” GooaLe Docs wiLL
AUTOMATICALLY INSERT A NUMBERED MARKER IN YOUR TEXT AND CREATE A CORRESPONDING FOOTNOTE ENTRY AT THE BOTTOM
OF THE PAGE, READY FOR YOU TO INPUT YOUR CITATION DETAILS.

THE BEAUTY OF GooGLE Docs’ FOOTNOTE FUNCTION IS ITS AUTOMATIC NUMBERING. AS YOU INSERT NEW FOOTNOTES, THE
NUMBERING WILL UPDATE SEQUENTIALLY, ENSURING THAT YOUR CITATIONS ARE ALWAYS CORRECTLY ORDERED. THIS ELIMINATES
THE MANUAL EFFORT AND POTENTIAL FOR ERROR THAT COMES WITH TRYING TO MANAGE FOOTNOTE NUMBERS YOURSELF,
ALLOWING YOU TO CONCENTRATE ON THE ACCURACY OF YOUR BIBLIOGRAPHIC INFORMATION. ONCE INSERTED, YOU CAN SIMPLY
TYPE OR PASTE YOUR CHICAGO-STYLE CITATION INTO THE DESIGNATED FOOTNOTE AREA.

CHicAGo MANUAL oF STYLE FooTNnoTES For GooaLE Docs: CoMMON
SouUrcCE TYPES WITH EXAMPLES

THE SPECIFIC FORMAT OF A CHICAGO-STYLE FOOTNOTE DEPENDS ON THE TYPE OF SOURCE YOU ARE CITING. BELOW ARE
COMMON EXAMPLES, DEMONSTRATING THE CORRECT PUNCTUATION AND ORDER OF INFORMATION FOR VARIOUS MATERIALS.
REMEMBER THAT THE FIRST REFERENCE TO A SOURCE IN A FOOTNOTE INCLUDES FULL PUBLICATION DETAILS, WHILE SUBSEQUENT
REFERENCES ARE TYPICALLY SHORTENED.

Books

\W/HEN CITING A BOOK IN A FOOTNOTE, YOU WILL GENERALLY INCLUDE THE AUTHOR'S FIRST AND LAST NAME, THE FULL TITLE OF
THE BOOK (ITALICIZED), AND THE PUBLICATION INFORMATION (PLACE OF PUBLICATION, PUBLISHER, AND YEAR OF PUBLICATION),
FOLLOWED BY THE PAGE NUMBER(S) OF THE SPECIFIC MATERIAL YOU ARE REFERENCING. PAY CLOSE ATTENTION TO COMMAS AND
PERIODS FOR CORRECT PUNCTUATION.

e FIRST RererReNCE: 1. JaNE AUSTEN, PriDE anp Prejupice (New Y ork: Pencuin CLassics, 2003), 45.
o SUBSEQUENT REFERENCE: 2. AUSTEN, PRIDE AND PREJUDICE, 7 8.

* |F REFERENCING A SPECIFIC EDITION OR TRANSLATOR: 3. VIRGIL, THE AENEID, TRANS. ROBERT FAGLES (NEwW Y ORK:
Pencuin CLASSICS, 2006), 112.

JOURNAL ARTICLES

CITING JOURNAL ARTICLES REQUIRES SPECIFIC DETAILS ABOUT THE AUTHOR, ARTICLE TITLE, JOURNAL TITLE, VOLUME AND ISSUE
NUMBERS, PUBLICATION DATE, AND PAGE NUMBERS. ENSURE THE ARTICLE TITLE IS ENCLOSED IN QUOTATION MARKS, AND THE
JOURNAL TITLE IS ITALICIZED.

FIRST REFERENCE: 4. MICHAEL PoLLAN, “THE FUTURE oF Foop,” THE New Yorker, OcToBer 15,2018, 56.

SUBSEQUENT REFERENCE: 5. PoLLAN, “THe FUTURE oF Foop,” 58.

ACADEMIC JOURNAL: 6. SARAH JOHNSON, “VICTORIAN LITERATURE AND SocCIAL CHANGE,” JOURNAL OF ENGLISH
Stupies 35,N0. 2 (2019): 112.

SUBSEQUENT REFERENCE (ACADEMIC JOURNAL): 7. JOHNSON, “VICTORIAN LITERATURE AND SociAL CHANGE,” 115.



\WEBSITES

CITING ONLINE SOURCES, SUCH AS WEBSITES, REQUIRES CAREFUL INCLUSION OF THE AUTHOR (IF KNO\X/N), THE TITLE OF THE
SPECIFIC PAGE OR ARTICLE, THE NAME OF THE WEBSITE, AND THE URL. IT IS ALSO CRUCIAL TO INCLUDE THE DATE YOU
ACCESSED THE MATERIAL, AS WEB CONTENT CAN CHANGE.

o FIRsT RerereNcE: 8. “AsouT Us,” NATIONAL GALLERY OF ART, ACCESSED OcToBER 26, 2023,
HTTPS:// WWW .NGA.GOV/ABOUT-US HTML.

* |F AN AUTHOR IS LISTED: 9. EMILY CARTER, " THE IMPACT OF Al oN MoDERN ART,” ARTSBEAT, OcToBER 20, 2023,
HTTPS://WWW.ARTSBEAT.COM/ Al-ART.

o SuBSEQUENT ReFereNce: 10. CARTER, “THE IMPACT oF Al ON MoDERN ART.”

NEWSPAPER ARTICLES

FOR NEWSPAPER ARTICLES, INCLUDE THE AUTHOR (IF AVAILABLE), THE ARTICLE TITLE, THE NAME OF THE NEWSPAPER, THE DATE
OF PUBLICATION, AND THE PAGE NUMBER(S). SIMILAR TO JOURNAL ARTICLES, THE ARTICLE TITLE IS IN QUOTATION MARKS, AND
THE NEWSPAPER TITLE IS ITALICIZED.

o FirsT ReFerencE: 1 1. DAVID MiLLer, “CiTy CounciL DeaTes New ZoNING LAwS,” CHicaGo TriBUNE, OCTOBER 25,
2023, A3.

o SUBSEQUENT REFERENCE: 12. MiLLER, “CiTy CouNciL DeaTes New ZoNING LAWwS.”

INTERVIEWS

W/HEN CITING AN INTERVIEW , WHETHER PUBLISHED OR PERSONAL, YOU SHOULD PROVIDE THE NAME OF THE INTERVIEWEE, THE
TYPE OF INTERVIEW (E.G./ PERSONAL INTERVIEW, INTERVIEW BY PHONE), AND THE DATE THE INTERVIEW TOOK PLACE. FOR
PUBLISHED INTERVIEWS, YOU WILL ALSO INCLUDE PUBLICATION DETAILS SIMILAR TO OTHER SOURCES.

¢ PERSONAL INTERVIEW: 13. INTERVIEW WITH DR. EVELYN REED, CONDUCTED OcToBER 20, 2023.

e PUBLISHED INTERVIEW: 14. JANE DOE, “A CONVERSATION WITH THE AUTHOR,” LITERARY ReVIEW, SEPTEMBER 2023
22-28.
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* SUBSEQUENT REereRENCE (PUBLISHED INTERVIEW): 15. Dok, “A CONVERSATION WITH THE AUTHOR,” 24.

DISSERTATIONS AND THESES



CITING DISSERTATIONS AND THESES REQUIRES INFORMATION ABOUT THE AUTHOR, THE TITLE OF THE WORK (ITALICIZED)/ THE
DEGREE SOUGHT, THE UNIVERSITY, AND THE YEAR OF COMPLETION. IF YOU ACCESSED IT ONLINE, INCLUDE THE DATABASE OR
URL.

o FIRST RerFERENCE: 16. RoBERT KiM, “ THE EvoLuTION ofF URBAN PLANNING IN THE 20TH CenTurY” (PHD DISS.,
UNIVersiTY oF CHicaco, 2022), 150.

o ONLINE Access: 17. KM, “THe EvoLuTion ofF URBAN PLANNING IN THE 20TH CENTURY,” PROQUEST DISSERTATIONS
PusLIsHING (3012345678).

CHAPTERS IN EDITED Books

\W/HEN REFERENCING A CHAPTER WITHIN A LARGER EDITED WORK, YOU NEED TO CITE THE CHAPTER AUTHOR, THE CHAPTER TITLE,
THE BOOK TITLE (ITALICIZED)/ THE EDITOE(S)/ AND THE FULL PUBLICATION DETAILS OF THE BOOK, ALONG WITH THE SPECIFIC
PAGE NUMBERS FOR THE CHAPTER.

o FIRST ReFeRENCE: 18. JoHN SMITH, “THE RENAISSANCE IN FLORENCE,” IN A HISTORY OF FUROPEAN ART, ED. SARAH
BrownN (Lonpon: ART PusLicATions, 2018), 210.

o SUBSEQUENT REFERENCE: 19. SMITH, “THE RENAISSANCE IN FLORENCE,” 215.

FORMATTING NOTES: FIRST REFERENCE VS. SUBSEQUENT REFERENCES

A CRITICAL ASPECT OF CHICAGO-STYLE FOOTNOTES IS THE DISTINCTION BETWEEN THE FIRST REFERENCE TO A SOURCE AND
SUBSEQUENT REFERENCES. THE FIRST TIME YOU CITE A PARTICULAR SOURCE, YOU MUST PROVIDE COMPLETE BIBLIOGRAPHIC
INFORMATION, AS DEMONSTRATED IN THE EXAMPLES ABOVE. THIS ENSURES THAT THE READER HAS ALL THE NECESSARY DETAILS
TO FIND THE SOURCE.

FOR ALL SUBSEQUENT REFERENCES TO THE SAME SOURCE WITHIN YOUR DOCUMENT, YOU WILL USE A SHORTENED FORM. THIS
TYPICALLY INCLUDES THE AUTHOR'S LAST NAME, A SHORTENED VERSION OF THE TITLE (IF NECESSARY TO DISTINGUISH IT FROM
OTHER WORKS BY THE SAME AUTHOR), AND THE PAGE NUMBER. THIS CONCISENESS STREAMLINES THE NOTES SECTION AND
AVOIDS REDUNDANCY. HOWEVER, IF YOU CITE THE SAME SOURCE MULTIPLE TIMES CONSECUTIVELY ON THE SAME PAGE, YOU
MIGHT BE ABLE TO USE "IBID.” FOLLOWED BY THE PAGE NUMBER. THE CMOS OFFERS SPECIFIC GUIDELINES FOR THE USE OF ”IBID.”
AND SHORTENED NOTES, SO ALWAYS CONSULT THE LATEST EDITION OF THE MANUAL FOR DEFINITIVE RULES.

!

TiPs FOR EFFICIENT FOoTNOTE MANAGEMENT IN GooGLE Docs

MANAGING FOOTNOTES IN GOOGLE DOCS CAN BE SIGNIFICANTLY STREAMLINED WITH A FEW BEST PRACTICES. FIRSTLY,
FAMILIARIZE YOURSELF WITH THE GOOGLE DOCS FOOTNOTE INSERTION TOOL AS DESCRIBED EARLIER. SECONDLY/ MAINTAIN A
CONSISTENT APPROACH TO THE INFORMATION YOU INCLUDE IN EACH FOOTNOTE TYPE. CREATING A PERSONAL STYLE GUIDE OR
REFERENCE SHEET CAN BE INVALUABLE FOR ENSURING UNIFORMITY THROUGHOUT YOUR DOCUMENT.

IT'S ALSO HIGHLY RECOMMENDED TO PROOFREAD YOUR FOOTNOTES METICULOUSLY. ERRORS IN PAGE NUMBERS, AUTHOR NAMES,
OR TITLES CAN UNDERMINE YOUR CREDIBILITY. CONSIDER USING A CITATION MANAGEMENT TOOL IF YOUR PROJECT INVOLVES A
LARGE NUMBER OF SOURCES, THOUGH GooGLE DOCS’ NATIVE FUNCTIONALITY IS ROBUST FOR MANY ACADEMIC NEEDS.



REGULARLY SAVING YOUR WORK IS ALSO CRUCIAL TO PREVENT ANY LOSS OF YOUR METICULOUSLY CRAFTED CITATIONS.

CoMMoN PITFALLS To Avolb WHeN Using CMOS FooTNoTes IN GOOGLE
Docs

SEVERAL COMMON MISTAKES CAN LEAD TO INCORRECT CHICAGO-STYLE FOOTNOTES IN GOOGLE Docs. ONE PREVALENT ERROR
IS INCONSISTENT FORMATTING ACROSS DIFFERENT SOURCE TYPES. FORGETTING TO ITALICIZE BOOK TITLES OR ENCLOSE ARTICLE
TITLES IN QUOTATION MARKS ARE FREQUENT OVERSIGHTS. ANOTHER PITFALL IS NOT DISTINGUISHING BETWEEN FIRST AND
SUBSEQUENT REFERENCES, EITHER BY PROVIDING FULL DETAILS EVERY TIME OR BY USING OVERLY SHORTENED FORMS.

INCORRECT PUNCTUATION IS ANOTHER AREA WHERE WRITERS OFTEN STUMBLE. ENSURE YOU ARE USING COMMAS AND PERIODS IN
THE CORRECT PLACES AS PER CMOS GUIDELINES. FURTHERMORE, FAILING TO UPDATE PAGE NUMBERS WHEN YOU REVISE YOUR
DOCUMENT CAN LEAD TO INACCURACIES. FINALLY, BE CAUTIOUS ABOUT RELYING SOLELY ON THE AUTOMATIC FEATURES OF
GooGLE DOCS WITHOUT CROSS-REFERENCING WITH THE OFFICIAL CHICAGO MANUAL OF STYLE, AS THE SOFTWARE MAY NOT
PERFECTLY ALIGN WITH EVERY NUANCED RULE.

NAVIGATING THE COMPLEXITIES OF CHICAGO MANUAL OF STYLE FOOTNOTES IN GOOGLE DOCS MAY SEEM DAUNTING AT FIRST,
BUT WITH CLEAR EXAMPLES AND A SYSTEMATIC APPROACH, IT BECOMES A MANAGEABLE AND INTEGRAL PART OF SCHOLARLY
WRITING. BY UNDERSTANDING THE PURPOSE OF FOOTNOTES, UTILIZING GooGLE Docs’ FEATURES EFFECTIVELY, AND PAYING
CLOSE ATTENTION TO THE SPECIFIC FORMATTING REQUIREMENTS FOR EACH SOURCE TYPE, YOU CAN PRODUCE WELL-CITED AND
CREDIBLE ACADEMIC WORK. REMEMBER THAT PRACTICE AND CAREFUL REVIEW ARE KEY TO MASTERING THIS ESSENTIAL CITATION
SKILL.

FAQ

Q: How po | INSERT FOOTNOTES IN GOOGLE Docs USING THE CHICAGO MANUAL OF
STYLE?

A: TO INSERT FOOTNOTES IN GOOGLE DOCS, PLACE YOUR CURSOR AT THE DESIRED LOCATION IN YOUR TEXT, GO TO THE
"INSERT"” MENU, AND SELECT “FOOTNOTE.” GOOGLE DOCS WILL AUTOMATICALLY ADD A NUMBERED MARKER AND A
CORRESPONDING FOOTNOTE AT THE BOTTOM OF THE PAGE.

Q: WHAT IS THE DIFFERENCE BETWEEN THE FIRST REFERENCE AND SUBSEQUENT
REFERENCES FOR CHICAGO STYLE FOOTNOTES?

A: THE FIRST REFERENCE TO A SOURCE IN A FOOTNOTE INCLUDES FULL PUBLICATION DETAILS. SUBSEQUENT REFERENCES USE A
SHORTENED FORMAT, TYPICALLY THE AUTHOR'S LAST NAME, A BRIEF TITLE, AND THE PAGE NUMBER, TO AVOID REDUNDANCY.

Q: SHoULD | ITALICIZE BOOK TITLES IN MY CHICAGO STYLE FOOTNOTES IN GOOGLE
Docs?

A: YES, ACCORDING TO THE CHICAGO MANUAL OF STYLE, BOOK TITLES SHOULD ALWAYS BE ITALICIZED IN FOOTNOTES. THIS
APPLIES TO BOTH FIRST AND SUBSEQUENT REFERENCES.



Q: How po | CITE A WEBSITE THAT DOESN'T HAVE A CLEAR AUTHOR LISTED IN MY
GooGLE Docs FOOTNOTES?

A: IF A WEBSITE HAS NO LISTED AUTHOR, BEGIN THE FOOTNOTE WITH THE TITLE OF THE SPECIFIC PAGE OR ARTICLE, FOLLOWED
BY THE NAME OF THE WEBSITE, THE ACCESS DATE, AND THE URL. For exAMPLE: “ABouUT Us,” NATIONAL GALLERY OF ART,
ACCESSED OCTOBER 26, 2023, HTTPS://WWW.NGA.GOV/ ABOUT-US.HTML.

Q: WHAT IS THE CORRECT WAY TO FORMAT A FOOTNOTE FOR A NEWSPAPER ARTICLE
IN GooGLE Docs FoLLowiING CMOS?

A: FOR A NEWSPAPER ARTICLE, THE FOOTNOTE SHOULD INCLUDE THE AUTHOR'S NAME (IF AVAILABLE), THE ARTICLE TITLE IN
QUOTATION MARKS, THE NEWSPAPER TITLE ITALICIZED, THE DATE OF PUBLICATION, AND THE PAGE NUMBER. EXAMPLE: DAVID
MiLLer, “CiTy CounciL DesaTes New ZoNING Laws,” CHicaco Trisune, OcToser 25, 2023, A3.

Q: CAN | use “IBID.” FOR REPEATED CITATIONS IN MY CHICAGO STYLE FOOTNOTES
WITHIN GooGLE Docs?

A: Yes, THE CHICAGO MANUAL OF STYLE PERMITS THE USE OF “IBID.” (MEANING “IN THE SAME PLACE”) FOR CONSECUTIVE
REFERENCES TO THE SAME SOURCE. IF THE PAGE NUMBER CHANGES, YOU WOULD NOTE THAT AFTER “IgID.” FOR EXAMPLE, “IBID.,
45." HOWEVER, IT IS GENERALLY RECOMMENDED TO USE SHORTENED NOTES FOR CLARITY, ESPECIALLY IF THE REFERENCES ARE
NOT IMMEDIATELY CONSECUTIVE.

Q: How DO | ENSURE MY FOOTNOTE NUMBERING IS CORRECT IN GOOGLE DOCS WHEN
USING CHICAGO STYLE?

A: GooGLE DOCS AUTOMATICALLY HANDLES THE SEQUENTIAL NUMBERING OF FOOTNOTES AS YOU INSERT THEM. YOU DO NOT
NEED TO MANUALLY ADJUST THE NUMBERS;, THE SOFTWARE WILL UPDATE THEM ACCORDINGLY.
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