
chicago manual of style footnotes for word
document examples
The Chicago Manual of Style is renowned for its comprehensive guidelines on citation and
bibliographic formatting, and correctly implementing footnotes in Microsoft Word is a crucial skill
for academics, researchers, and writers. Understanding how to create accurate and consistently
formatted Chicago Manual of Style footnotes for Word document examples can significantly enhance
the professionalism and credibility of your work. This article will delve into the intricacies of setting
up and managing footnotes according to Chicago style within a Word document, covering everything
from initial setup to common formatting nuances and troubleshooting. We will explore the essential
elements of a Chicago-style footnote, provide practical examples, and explain how Word’s built-in
tools can streamline this process.
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Understanding Chicago Style Footnotes
The Chicago Manual of Style (CMOS) offers two primary citation systems: the notes-bibliography
system and the author-date system. For the purpose of this discussion, we will focus on the notes-
bibliography system, which prominently features footnotes or endnotes. This system uses
superscript numbers within the text that correspond to a numbered note at the bottom of the page
(footnote) or at the end of the document (endnote). Footnotes are generally preferred for their
immediate accessibility to the reader, allowing them to easily cross-reference the source without
having to flip to the end of the text.

The purpose of a footnote is multifaceted. Primarily, it serves to give credit to the sources of
information, ideas, or quotations used in the text, thereby avoiding plagiarism. Beyond attribution,
footnotes can also be used to provide supplementary information that might disrupt the flow of the
main text. This can include tangential discussions, definitions of specialized terms, or references to
additional sources that the reader might find useful. The Chicago Manual of Style provides detailed
rules for the structure and content of these notes, ensuring clarity and uniformity.

Setting Up Footnotes in Microsoft Word
Microsoft Word offers robust built-in features to manage footnotes, making the process much
simpler than manual formatting. Correctly configuring these settings from the outset will save
considerable time and effort. The key is to access the Footnote and Endnote dialog box.



Accessing Footnote Settings
To begin setting up footnotes, navigate to the "References" tab on the Word ribbon. Within the
"Footnotes" group, you will find the "Insert Footnote" button. However, to access more detailed
customization options, click the small arrow in the bottom-right corner of the "Footnotes" group.
This action opens the "Footnote and Endnote" dialog box, where you can select whether to insert
footnotes or endnotes, and specify their location.

Choosing Footnote Location and Numbering Format
In the "Footnote and Endnote" dialog box, you can choose to place footnotes "Bottom of page" or
"Below text." For most academic and professional writing adhering to CMOS, "Bottom of page" is the
standard. Crucially, you can also select the "Number format" from options like Arabic numerals (1, 2,
3), letters (a, b, c), or Roman numerals (i, ii, iii). Chicago style typically uses Arabic numerals. You
can also specify "Restart numbering" options: "Continuous," "Each page," or "Each section." For
consistency across a document, "Continuous" is usually the best choice, ensuring each footnote
number is unique from beginning to end.

Inserting Footnotes
Once your settings are configured, place your cursor in the text where you want the footnote
reference to appear. Then, click "Insert Footnote" on the "References" tab. Word will automatically
insert a superscript number at your cursor location and place a corresponding number at the bottom
of the page, with a dividing line above it, ready for you to type your note content. Subsequent
insertions will automatically number correctly.

Basic Footnote Formatting Examples
The Chicago Manual of Style dictates specific formats for citing various types of sources in
footnotes. These formats differ based on whether it's the first mention of a source or a subsequent
one, and the type of source (book, article, website, etc.). Understanding these distinctions is vital for
accurate referencing.

First Mention of a Book
When citing a book for the first time in a footnote, the format generally includes the author's first
and last name, the title of the book in italics, and the publication details (place of publication,
publisher, and year of publication), followed by a specific page number. For example:

1. Jane Doe, The Art of Citation (Chicago: University Press, 2023), 45.

Note that commas separate the elements, and the page number follows the publication details. The
year of publication is enclosed in parentheses.



Subsequent Mentions of a Book
For any subsequent mention of the same book, the footnote citation is significantly shortened to
avoid redundancy. This typically involves the author's last name, a shortened version of the book
title (if it's long, otherwise the full title might be used), and the page number. For example:

2. Doe, Art of Citation, 112.

If the author has multiple works in the bibliography, using a shortened title becomes even more
critical for clarity. Some style guides may suggest using a shortened title even on the first
subsequent mention if it's the only work by that author being cited.

Footnotes for Journal Articles
Citing journal articles involves a slightly different structure. The first footnote citation typically
includes the author's first and last name, the article title in quotation marks, the journal title in
italics, the volume and issue number, the year, and the page number. For example:

3. John Smith, "The Evolution of Footnotes," Journal of Academic Writing 25, no. 3 (2022): 78.

Subsequent mentions of a journal article follow a similar shortened format as books, using the
author's last name, the article title (often in quotation marks), and the page number.

4. Smith, "Evolution of Footnotes," 85.

Footnotes for Websites
Citing online sources requires careful attention to detail, as web content can change. The general
format for a website in a footnote includes the author or organization, the title of the specific page
or article, the website name, the publication or last updated date (if available), and the URL. It's also
recommended to include an access date. For example:

5. National Archives, "Declaration of Independence," National Archives Website, last modified
December 10, 2023, https://www.archives.gov/founding-docs/declaration-transcript. Accessed
October 26, 2023.

Subsequent citations for web sources would follow a similar shortened pattern, often just the
author/organization and page title, or a shortened version of the page title.



Advanced Footnote Considerations
Beyond the basic formats, Chicago style includes nuances for citing specific types of sources and for
handling complex situations within footnotes. These include citing multiple sources in a single note,
citing unpublished works, and using specific shorthand references.

Citing Multiple Sources in One Note
It's common to cite more than one source in a single footnote, especially when drawing upon several
ideas or pieces of evidence. In such cases, the different citations are separated by semicolons. The
format for each individual citation within the note remains the same as if it were cited alone.

6. Doe, Art of Citation, 55; Smith, "Evolution of Footnotes," 80-82; National Archives,
"Declaration of Independence."

When citing multiple sources where one is a subsequent mention and another is a first mention, it's
generally best to list the subsequent mention first, followed by the first mention, to maintain a
logical flow and minimize repetition where possible.

Citing Unpublished Works and Other Materials
CMOS also provides guidelines for citing materials that may not have a formal publication structure,
such as letters, interviews, or unpublished manuscripts. The format will vary greatly depending on
the nature of the material but will aim to provide enough information for the reader to locate the
source. For instance, an unpublished letter might be cited with the author, recipient, date, and
location of the original (e.g., archive name, collection number).

7. Letter from Jane Doe to John Smith, October 20, 2022, Jane Doe Papers, Box 5, Folder 12,
University Archives.

Shorthand References and "Ibid."
Chicago style, like many other citation styles, uses shorthand references to avoid excessive
repetition. "Ibid." (short for ibidem, meaning "in the same place") is used to refer to the immediately
preceding footnote. If the page number is the same, "Ibid." alone is sufficient. If the page number
differs, it's "Ibid." followed by the new page number. However, the use of "Ibid." is becoming less
common in favor of shortened note references, which many find clearer, especially if there are
multiple sources from the same author.

8. Doe, Art of Citation, 60.

9. Ibid., 62.



10. Doe, Art of Citation, 65.

In this example, footnote 9 refers to page 62 of the same source cited in footnote 8. Footnote 10,
however, must use the shortened note format because footnote 9 interrupted the sequence of
references to the Doe book.

Common Pitfalls and Solutions
Even with Word's helpful features, writers can encounter challenges when implementing Chicago
style footnotes. Recognizing common mistakes and knowing how to address them is key to producing
polished work.

Inconsistent Formatting
One of the most frequent issues is inconsistent formatting across footnotes. This can range from
variations in punctuation, capitalization, or the use of italics and quotation marks. The best solution
is to establish a clear template based on CMOS guidelines from the start and to use Word's
automatic footnote feature consistently. Regularly reviewing your footnotes against a reliable style
guide or a set of example footnotes can help catch errors.

Incorrectly Applying "Ibid."
As mentioned, "Ibid." can be a source of confusion. Using it when the preceding footnote referred to
a different source, or when there are intervening footnotes, will lead to inaccuracies. To avoid this,
always double-check the immediately preceding note. If you are unsure, it is safer to use a shortened
note reference.

Problems with Word's Automatic Numbering
While Word's automatic numbering is generally reliable, issues can arise if you manually insert
numbers or delete sections of text without properly updating the field. If your footnote numbers
become jumbled, try selecting your entire document (Ctrl+A or Cmd+A) and then pressing F9 (or
Fn+F9 on some laptops) to update all fields. This often resolves numbering discrepancies.

Formatting Page Numbers
Ensuring page numbers are correctly formatted is also important. In Chicago style, page numbers
are typically preceded by "p." for a single page or "pp." for a range of pages. For example, "p. 45" or
"pp. 102–110." Pay close attention to the use of en dashes (–) for page ranges, not hyphens (-).



The Importance of Consistency
Regardless of the specific details of your Chicago Manual of Style footnotes for Word document
examples, the overarching principle is consistency. A document with consistently formatted
footnotes signals attention to detail and adherence to scholarly conventions. Inconsistent citation
practices can detract from the perceived authority of your writing and may lead to a negative
impression with readers and editors alike. Therefore, it is essential to choose a format and stick to it
throughout your document.

Utilizing Microsoft Word's footnote tools can significantly aid in maintaining this consistency. By
setting up the footnote function correctly and following the Chicago Manual of Style guidelines
meticulously for each source type, you can produce a polished and professional document.
Remember to consult the latest edition of The Chicago Manual of Style for the most current rules
and guidelines, as they can be updated periodically.

Mastering the creation of Chicago Manual of Style footnotes in Word is an achievable goal with
practice and attention to detail. The examples and guidance provided here aim to serve as a solid
foundation for your citation efforts, ensuring your academic and professional writing meets the
highest standards of accuracy and clarity.

FAQ

Q: What is the primary difference between Chicago style
footnotes and endnotes?
A: The primary difference lies in their placement. Footnotes appear at the bottom of the page where
the reference is made, while endnotes are compiled at the end of the document. The content of the
note itself follows the same formatting rules for both.

Q: How do I ensure my footnote numbers are sequential in my
Word document?
A: Microsoft Word's automatic footnote feature handles sequential numbering. When you insert a
footnote using the "References" tab, Word automatically assigns the next available number. If you
encounter numbering issues, try updating all fields by selecting the entire document (Ctrl+A) and
pressing F9.

Q: Can I use "Ibid." in my Chicago style footnotes?
A: Yes, "Ibid." can be used in Chicago style footnotes to refer to the immediately preceding footnote.
However, it is often recommended to use shortened note references for greater clarity, especially in
longer works or when multiple sources are frequently cited. The current trend favors shortened
notes over "Ibid." in many academic contexts.



Q: What information is essential for the first citation of a book
in a Chicago style footnote?
A: For the first citation of a book, you need the author's full name, the book's title (italicized), the
place of publication, the publisher, the year of publication, and the specific page number(s) being
referenced. Example: 1. Jane Doe, The Art of Citation (Chicago: University Press, 2023), 45.

Q: How do I format a subsequent citation of the same book in
a Chicago style footnote?
A: Subsequent citations are shortened. You typically include the author's last name, a shortened
version of the book title (if applicable), and the page number. Example: 2. Doe, Art of Citation, 112.

Q: What if I need to cite multiple sources in a single footnote?
A: You can cite multiple sources within a single footnote by separating each individual citation with a
semicolon. Ensure each citation within the note adheres to the correct Chicago style format for its
type. Example: 6. Doe, Art of Citation, 55; Smith, "Evolution of Footnotes," 80-82.

Q: How should I handle citations for online articles or
websites in Chicago style footnotes?
A: For online sources, include the author or organization, the title of the page/article (in quotation
marks), the website name, the publication or last updated date (if available), the URL, and ideally, an
access date. Example: 5. National Archives, "Declaration of Independence," National Archives
Website, last modified December 10, 2023,
https://www.archives.gov/founding-docs/declaration-transcript. Accessed October 26, 2023.

Q: What is the best practice for maintaining consistent
footnote formatting in Word?
A: The best practice is to use Word's built-in footnote function from the beginning of your document.
Configure the settings for number format and placement according to Chicago style. Then,
meticulously follow the CMOS guidelines for each citation, referring to your reference list or a style
guide as needed. Regular review of your footnotes is also crucial.
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