CHICAGO MANUAL OF STYLE FOR CITING BOOKS WITH PREFACE
FROM PROFESSOR’S PERSPECTIVE

CHICAGO MANUAL OF STYLE FOR CITING BOOKS WITH PREFACE FROM PROFESSOR’'S PERSPECTIVE IS A CRITICAL YET OFTEN
OVERLOOKED ASPECT OF ACADEMIC WRITING. AS EDUCATORS, WE FREQUENTLY ENCOUNTER STUDENT PAPERS WHERE THE
NUANCES OF PROPER CITATION ARE NOT FULLY GRASPED, PARTICULARLY WHEN DEALING WITH SPECIALIZED ELEMENTS LIKE
PREFACES. THIS ARTICLE DELVES INTO THE INTRICACIES OF CITING BOOKS WITH PREFACES ACCORDING TO THE CHICAGO MANUAL
OF STYLE (CMOS), OFFERING A PROFESSOR’S PERSPECTIVE ON COMMON PITFALLS AND BEST PRACTICES. WE WILL EXPLORE
THE FUNDAMENTAL PRINCIPLES oF CMOS CITATION FOR BOOKS, THE SPECIFIC CONSIDERATIONS FOR INCORPORATING PREFACE
INFORMATION, AND THE IMPORTANCE OF ACCURACY IN ACADEMIC INTEGRITY. UNDERSTANDING THESE DETAILS IS PARAMOUNT FOR
BOTH STUDENT AUTHORS AND FACULTY EVALUATORS TO ENSURE SCHOLARLY CREDIBILITY.
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UNDERSTANDING THE CHICAGO MANUAL of STyLE (CMOS) For Books

THE CHICAGO MANUAL OF STYLE (CMOS) IS A WIDELY RESPECTED STYLE GUIDE IN ACADEMIC PUBLISHING, OFFERING
COMPREHENSIVE RULES FOR MANUSCRIPT PREPARATION AND CITATION. FOR BOOKS, CMOS PROVIDES TWO PRIMARY CITATION
SYSTEMS: THE NOTES AND BIBLIOGRAPHY SYSTEM AND THE AUTHOR-DATE SYSTEM. BOTH SYSTEMS AIM TO PROVIDE READERS
WITH CLEAR, UNAMBIGUOUS INFORMATION ABOUT THE SOURCES CONSULTED, FACILITATING FURTHER RESEARCH AND VERIFYING
THE AUTHOR'S CLAIMS. AS PROFESSORS, WE EMPHASIZE ADHERENCE TO ONE OF THESE SYSTEMS TO MAINTAIN CONSISTENCY AND
SCHOLARLY RIGOR THROUGHOUT A DOCUMENT.

THE CHOICE BETWEEN THE NOTES AND BIBLIOGRAPHY SYSTEM AND THE AUTHOR-DATE SYSTEM OFTEN DEPENDS ON THE
ACADEMIC DISCIPLINE OR THE SPECIFIC REQUIREMENTS OF A PUBLISHER OR INSTITUTION. THE NOTES AND BIBLIOGRAPHY SYSTEM
USES FOOTNOTES OR ENDNOTES TO CITE SOURCES AND INCLUDES A BIBLIOGRAPHY AT THE END OF THE WORK. THIS SYSTEM IS
PREVALENT IN THE HUMANITIES. THE AUTHOR-DATE SYSTEM, MORE COMMON IN THE SOCIAL SCIENCES AND SCIENCES, USES
PARENTHETICAL IN-TEXT CITATIONS REFERENCING THE AUTHOR AND YEAR, AND A REFERENCE LIST AT THE END OF THE PAPER.
REGARDLESS OF THE CHOSEN SYSTEM, THE FUNDAMENTAL PRINCIPLE REMAINS THE SAME: PROVIDING SUFFICIENT DETAIL FOR
RETRIEVAL.

THe RoLE AND IDENTIFICATION OF A Book's PREFACE

A PREFACE IN A BOOK SERVES AS AN INTRODUCTORY STATEMENT FROM THE AUTHOR OR EDITOR, TYPICALLY DISCUSSING THE
BOOK'S PURPOSE, SCOPE, GENESIS, OR ACKNOWLEDGMENTS. IT'S A DISTINCT SECTION THAT PRECEDES THE MAIN BODY OF THE
TEXT AND IS OFTEN PAGINATED WITH ROMAN NUMERALS. RECOGNIZING THE PREFACE IS THE FIRST STEP IN CORRECTLY CITING IT
WITHIN YOUR ACADEMIC WORK. PROFESSORS OFTEN LOOK FOR STUDENTS TO DEMONSTRATE AN UNDERSTANDING OF THESE
STRUCTURAL ELEMENTS OF A TEXT. THE PREFACE CAN OFFER VALUABLE CONTEXT ABOUT THE AUTHOR'S INTENTIONS AND THE
RESEARCH JOURNEY, WHICH CAN BE CRUCIAL FOR A SCHOLAR TO CONVEY.

IDENTIFYING A PREFACE IS USUALLY STRAIGHTFORWARD. IT IS TYPICALLY LABELED AS “PReFACE,” “ForewoRD,”
“INTRODUCTION,” OR SOMETIMES “INTRODUCTION BY [NAME OF ANOTHER AUTHOR].” W/HILE “INTRODUCTION” CAN SOMETIMES
REFER TO THE MAIN BODY OF THE WORK, IN THE CONTEXT OF A PREFACE, IT SIGNIFIES AN INTRODUCTORY PIECE WRITTEN BY
SOMEONE OTHER THAN THE PRIMARY AUTHOR OF THE BOOK'S MAIN CONTENT, OR A PRELIMINARY STATEMENT ABOUT THE BOOK



ITSELF. IT'S IMPORTANT TO DIFFERENTIATE BETWEEN THESE PRELIMINARY MATERIALS AND THE MAIN CHAPTERS OF THE BOOK. THE
CONTENT AND AUTHORSHIP OF THESE SECTIONS ARE KEY TO PROPER CITATION.

CITING Books wWITH PRerACES: THE NOTES AND BIBLIOGRAPHY SYSTEM

W/HEN EMPLOYING THE NOTES AND BIBLIOGRAPHY SYSTEM OF CMOS FOR A BOOK WITH A PREFACE, THE CITATION WITHIN THE
NOTE (FOOTNOTE OR ENDNOTE) AND THE SUBSEQUENT BIBLIOGRAPHY ENTRY REQUIRE SPECIFIC FORMATTING. FOR THE NOTE,
YOU WOULD TYPICALLY CITE THE AUTHOR OF THE BOOK, THE TITLE, PUBLICATION DETAILS, AND THEN THE PAGE NUMBER WITHIN
THE PREFACE. |F THE PREFACE IS WRITTEN BY SOMEONE OTHER THAN THE MAIN AUTHOR OF THE BOOK, THIS DISTINCTION MUST BE
MADE CLEAR. FOR EXAMPLE, IF A RENOWNED SCHOLAR WROTE A FOREWORD TO A BOOK BY A JUNIOR ACADEMIC, THE CITATION
NEEDS TO REFLECT THAT.

HERE'S A GENERALIZED FORMAT FOR A NOTE IN THE NOTES AND BIBLIOGRAPHY SYSTEM WHEN CITING FROM A PREFACE:

® FIrsT NAME LAST NaME, “TiTLE oF Book,” (CiTY: PUBLISHER, YEAR), PREFACE PAGE NUMBER.

IF THE PREFACE IS BY A DIFFERENT AUTHOR:

 FIrsT NAME LAST NAME (OF PREFACE AUTHOR), “PREFACE TO TITLE OF Book,” IN TITLE oF Book, BY MAIN AUTHOR
LAST NAME, PREFACE PAGE NUMBER.

IN THE BIBLIOGRAPHY, THE ENTRY WOULD BE MORE COMPLETE. FOR A PREFACE WRITTEN BY THE BOOK'S MAIN AUTHOR, IT
WOULD LOOK LIKE:

e LAsT NaMeg, FIRST NAME. TITLE oF Book. CiTY: PUBLISHER, YEAR.

W/HEN A DIFFERENT AUTHOR WROTE THE PREFACE OR FOREWORD:

o LAsT NAME, FIRST NAME (OF PREFACE AUTHOR). “PREFACE TO TITLE oF Book,” IN TITLE oF Book, 8Y MAIN AUTHOR
LAsST NAME, viI-xv. CITY: PUBLISHER, YEAR.

NOTE THE USE OF ROMAN NUMERALS FOR PREFACE PAGE NUMBERING IF APPLICABLE, AND THAT THE BIBLIOGRAPHY ENTRY FOR A
DISTINCT PREFACE AUTHOR INCLUDES THEIR NAME FIRST, FOLLOWED BY THE BOOK'S TITLE AND MAIN AUTHOR. PROFESSORS
STRESS THE METICULOUS INCLUSION OF ALL THESE ELEMENTS FOR ACADEMIC INTEGRITY.

CiTiINnG Books wITH PrReracEs: THE AUTHOR-DATE SYSTEM

FOR THOSE UTILIZING THE AUTHOR-DATE SYSTEM, CITING A BOOK WITH A PREFACE INVOLVES A SIMILAR CONSIDERATION FOR
IDENTIFYING THE CORRECT SOURCE MATERIAL. THE IN-TEXT CITATION WILL INCLUDE THE AUTHOR'S LAST NAME, THE YEAR OF
PUBLICATION, AND THE SPECIFIC PAGE NUMBER. THE CRUCIAL ASPECT HERE IS ACCURATELY ATTRIBUTING THE CONTENT TO THE
CORRECT AUTHOR, WHETHER IT IS THE BOOK'S PRIMARY AUTHOR OR THE AUTHOR OF THE PREFACE/FORE\X/ORD.

AN IN-TEXT CITATION FOR A PREFACE, ACCORDING TO THE AUTHOR-DATE SYSTEM, WOULD APPEAR AS FOLLOWS!

o (AuTHOR LAST NAME YEAR, PREFACE PAGE NUMBER)

IF THE PREFACE IS BY A DIFFERENT AUTHOR, THE CITATION WOULD REFER TO THE PREFACE AUTHOR:

o (PrerACE AUTHOR LAST NAME YEAR, PREFACE PAGE NUMBER)



THE CORRESPONDING ENTRY IN THE REFERENCE LIST WOULD THEN DETAIL THE SOURCE. FOR A BOOK WHERE THE MAIN AUTHOR
ALSO WROTE THE PREFACE:

e AuUTHOR LAST NaME, FIRST NAME. YEAR. TITLE OF Book. CITY: PUBLISHER.

\WHEN A SEPARATE AUTHOR WROTE THE PREFACE:

o PREFACE AUTHOR LAST NAME, FIRST NAME. YEAR. “PREFACE TO TITLE OF Book.” IN TITLE oF Book, BY MAIN
AUTHOR LAST NAME, PREFACE PAGE NUMBERS. CITY: PUBLISHER.

THE DISTINCTION BETWEEN CITING THE BOOK'S MAIN AUTHOR VERSUS THE PREFACE AUTHOR IS CRITICAL. PROFESSORS OFTEN
FIND THAT STUDENTS EITHER ATTRIBUTE THE PREFACE TO THE WRONG PERSON OR FAIL TO INCLUDE SPECIFIC PAGE REFERENCES,
LEADING TO CITATION ERRORS.

CoMMON CHALLENGES AND PROFESSOR’S INSIGHTS

ONE OF THE MOST FREQUENT CHALLENGES STUDENTS FACE WHEN CITING BOOKS WITH PREFACES IS DIFFERENTIATING BETWEEN A
PREFACE WRITTEN BY THE BOOK'S PRIMARY AUTHOR AND A FOREWORD OR PREFACE WRITTEN BY A DIFFERENT INDIVIDUAL. THE
CMOS GUIDELINES REQUIRE CAREFUL ATTENTION TO AUTHORSHIP IN THESE INSTANCES. FAILING TO ATTRIBUTE THE PREFACE
CORRECTLY CAN LEAD TO MISREPRESENTATION OF THE SOURCE AND, CONSEQUENTLY, CAN UNDERMINE THE CREDIBILITY OF THE
STUDENT'S RESEARCH. PROFESSORS REPEATEDLY EMPHASIZE THAT ACCURACY IN ATTRIBUTION IS PARAMOUNT.

ANOTHER COMMON PITFALL IS THE INCORRECT PAGINATION. PREFACES ARE OFTEN PAGINATED USING ROMAN NUMERALS (I, I, i,
ETC.) BEFORE THE ARABIC NUMERAL PAGINATION OF THE MAIN TEXT BEGINS. STUDENTS MAY MISTAKENLY USE ARABIC NUMERALS
OR VICE VERSA, OR OMIT PAGINATION ENTIRELY. PROFESSORS EXPECT THOROUGHNESS; A CITATION WITHOUT A PAGE NUMBER IS
OFTEN CONSIDERED INCOMPLETE. ADDITIONALLY, STUDENTS SOMETIMES CONFLATE THE PREFACE WITH THE INTRODUCTION,
ESPECIALLY WHEN THE PREFACE ITSELF IS TITLED “INTRODUCTION.” UNDERSTANDING THE CONTEXT AND AUTHORSHIP HELPS IN
DISTINGUISHING THESE ELEMENTS. |T IS ALSO IMPORTANT TO CORRECTLY IDENTIFY IF THE PREFACE IS A STANDARD PART OF THE
BOOK OR AN ADDED CONTRIBUTION BY ANOTHER SCHOLAR.

FURTHERMORE, THE SPECIFIC WORDING USED IN THE CITATION CAN BE A POINT OF CONFUSION. FOR INSTANCE, WHETHER TO
INCLUDE “PREFACE,” “FOREWORD,” OR “INTRODUCTION” AS PART OF THE CITATION DETAIL DEPENDS ON HOW THE BOOK ITSELF
LABELS THESE SECTIONS AND THE SPECIFIC CMOS RULE BEING APPLIED. PROFESSORS ADVISE STUDENTS TO CONSULT THE
CMOS MANUAL DIRECTLY FOR THESE FINER POINTS OF FORMATTING. ULTIMATELY, THESE ARE NOT MINOR DETAILS BUT CRUCIAL
COMPONENTS OF SCHOLARLY COMMUNICATION THAT DEMONSTRATE ATTENTION TO DETAIL AND RESPECT FOR INTELLECTUAL
PROPERTY.

BesT PRACTICES FOR ACCURATE CITATION

T O ENSURE ACCURATE CITATION OF BOOKS WITH PREFACES, STUDENTS SHOULD ADOPT A SYSTEMATIC APPROACH. FIRST,
ALWAYS METICULOUSLY EXAMINE THE BOOK'S FRONT MATTER TO IDENTIFY THE PRECISE TITLE OF THE PREFATORY MATERIAL
AND ITS AUTHOR. IF A PREFACE IS INCLUDED, NOTE ITS EXACT TITLE AS IT APPEARS IN THE BOOK. PAY CLOSE ATTENTION TO
WHETHER THE PREFACE IS AUTHORED BY THE MAIN WRITER OF THE BOOK OR BY A DIFFERENT INDIVIDUAL, AS THIS DICTATES HOW
THE CITATION IS STRUCTURED. THIS INITIAL STEP OF CAREFUL OBSERVATION IS FUNDAMENTAL TO AVOIDING ERRORS.

W/HEN WRITING YOUR NOTES OR IN-TEXT CITATIONS, ALWAYS INCLUDE THE PAGE NUMBER(S) \WHERE THE REFERENCED MATERIAL
APPEARS WITHIN THE PREFACE. AS PREVIOUSLY MENTIONED, BE MINDFUL OF WHETHER ROMAN OR ARABIC NUMERALS ARE USED
FOR PAGINATION. FOR BIBLIOGRAPHY OR REFERENCE LIST ENTRIES, ENSURE ALL PUBLICATION DETAILS ARE PRESENT AND
CORRECTLY FORMATTED, INCLUDING THE CITY OF PUBLICATION, PUBLISHER, AND YEAR. W/HEN A SEPARATE AUTHOR PENNED THE
PREFACE, THEIR NAME SHOULD BE LISTED FIRST IN THE BIBLIOGRAPHY ENTRY FOR THAT SPECIFIC PREFACE, FOLLOWED BY THE
BOOK'S TITLE AND MAIN AUTHOR. PROFESSORS CONSISTENTLY STRESS THAT CONSISTENCY IN APPLYING THE CHOSEN CITATION



STYLE (NOTES AND BIBLIOGRAPHY OR AUTHOR‘DATE) THROUGHOUT THE ENTIRE PAPER IS AS VITAL AS THE ACCURACY OF
INDIVIDUAL CITATIONS.

FINALLY, FAMILIARIZE YOURSELF THOROUGHLY WITH THE LATEST EDITION OF THE CHICAGO MANUAL OF STYLE. STYLE GUIDES
ARE UPDATED PERIODICALLY, AND ADHERING TO THE MOST CURRENT GUIDELINES IS ESSENTIAL. MANY ACADEMIC INSTITUTIONS
ALSO PROVIDE STYLE GUIDES OR TEMPLATES THAT INCORPORATE CMOS PRINCIPLES, WHICH CAN SERVE AS VALUABLE
RESOURCES. PROFESSORS OFTEN RECOMMEND CREATING A PERSONAL CITATION CHECKLIST FOR DIFFERENT TYPES OF SOURCES,
INCLUDING BOOKS WITH PREFACES, TO SERVE AS A QUICK REFERENCE AND HELP PREVENT OVERSIGHTS. DEVELOPING THESE HABITS
EARLY IN ONE'S ACADEMIC CAREER WILL FOSTER A STRONG FOUNDATION FOR SCHOLARLY WRITING.

FAQ

Q: WHAT IS THE PRIMARY DIFFERENCE IN CITING A PREFACE VERSUS THE MAIN TEXT OF A
Book IN CHICAGO MANUAL OF STYLE?

A: THE PRIMARY DIFFERENCE LIES IN IDENTIFYING THE SPECIFIC SECTION AND, CRUCIALLY, ITS AUTHOR. |F THE PREFACE IS BY THE
BOOK'S MAIN AUTHOR, IT'S CITED SIMILARLY TO THE MAIN TEXT BUT WITH THE SPECIFIC PREFACE PAGE NUMBERS. |F A DIFFERENT
INDIVIDUAL WROTE THE PREFACE (E.G., A FORE\X/ORD), THEIR AUTHORSHIP MUST BE EXPLICITLY STATED IN THE CITATION, AND
THE BIBLIOGRAPHY ENTRY WILL REFLECT THIS DISTINCT CONTRIBUTION.

Q: How po | CITE A PREFACE WRITTEN BY SOMEONE OTHER THAN THE MAIN AUTHOR IN
THE NOTES AND BIBLIOGRAPHY SYSTEM?

AN A NOTE, YOU WOULD TYPICALLY CITE THE PREFACE AUTHOR'S NAME, THE PREFACE TITLE (IF ANY), AND THEN MENTION
“IN" THE MAIN BOOK TITLE, FOLLOWED BY THE MAIN AUTHOR'S NAME AND THE PREFACE PAGE NUMBERS. THE BIBLIOGRAPHY ENTRY
\WOULD LIST THE PREFACE AUTHOR FIRST, FOLLOWED BY THE BOOK'S DETAILS.

Q: WHAT IF THE PREFACE IS TITLED “INTRODUCTION" BUT IS SEPARATE FROM THE MAIN
BODY OF THE BOOK?

A: YOU WOULD TREAT IT AS A PREFACE. THE TITLE “INTRODUCTION” IN THIS CONTEXT TYPICALLY SIGNIFIES A PRELIMINARY
PIECE. EXAMINE THE AUTHORSHIP, IF IT'S BY THE BOOK'S MAIN AUTHOR, CITE IT AS A PREFACE BY THAT AUTHOR. IFIT'sBY A
DIFFERENT PERSON, CITE IT AS A PREFACE BY THAT INDIVIDUAL, CLEARLY INDICATING THEIR ROLE.

Q: SHouLD | USE ROMAN NUMERALS OR ARABIC NUMERALS FOR PREFACE PAGE NUMBERS
IN CHICAGO STYLE?

A: GENERALLY, PREFACES ARE PAGINATED WITH ROMAN NUMERALS (I, I, III...). Y OU SHOULD CITE THE PAGE NUMBER EXACTLY AS
IT APPEARS IN THE BOOK. |[F THE BOOK CONSISTENTLY USES ROMAN NUMERALS FOR THE PREFACE, USE THOSE IN YOUR CITATION.

QI IS IT NECESSARY TO INCLUDE THE PREFACE AUTHOR'S NAME IF THEY ARE WELL-
KNOWN AND CREDITED ON THE BOOK'S COVER?

A: YES, IT IS ALWAYS NECESSARY. EVEN IF THE PREFACE AUTHOR IS FAMOUS, THEIR NAME MUST BE INCLUDED IN THE CITATION
ACCORDING TO CHICAGO MANUAL OF STYLE RULES TO ACCURATELY ATTRIBUTE THE MATERIAL YOU ARE REFERENCING. THIS
MAINTAINS SCHOLARLY INTEGRITY.



QZ How DO | HANDLE A SITUATION WHERE THE BOOK HAS BOTH A PREFACE AND A
FOREWORD BY DIFFERENT PEOPLE?

A: YOU WILL NEED TO CITE EACH SECTION SEPARATELY, FOLLOWING THE SPECIFIC CMOS GUIDELINES FOR PREFACES AND
FOREWORDS, ENSURING YOU CLEARLY DISTINGUISH BETWEEN THE TWO AUTHORS AND THE RESPECTIVE CONTENT YOU ARE
DRAWING FROM. EACH WILL REQUIRE ITS OWN NOTE AND BIBLIOGRAPHY ENTRY IF USED.

Q: WHEN USING THE AUTHOR-DATE SYSTEM, HOW DO | ENSURE READERS CAN FIND THE
PREFACE IF IT'S PAGINATED DIFFERENTLY?

A: THE IN-TEXT CITATION WILL INCLUDE THE AUTHOR'S LAST NAME, THE YEAR, AND THE SPECIFIC PREFACE PAGE NUMBER (E.G.,
(SmiTH 2020, 1X)). THE REFERENCE LIST ENTRY WILL PROVIDE FULL PUBLICATION DETAILS, ALLOWING THE READER TO LOCATE
THE PREFACE BY ITS PAGE NUMBERING WITHIN THE BOOK.
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