
chicago manual of style formatting
guidelines for research papers and reports
chicago manual of style formatting guidelines for research papers and reports provide a
critical framework for academic and professional writing, ensuring clarity, consistency, and credibility.
Mastering these guidelines is essential for students, researchers, and anyone producing formal
documents. This comprehensive guide delves into the intricacies of Chicago style, covering
everything from title pages and margins to citation methods and bibliographies. By adhering to these
formatting rules, authors can effectively present their research, enhance readability, and avoid
common errors that might detract from their work's impact. We will explore the nuances of footnotes
versus endnotes, the proper presentation of tables and figures, and the specific requirements for
different document types. Understanding these details empowers writers to produce polished and
professional research papers and reports that meet stringent academic and industry standards.
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Understanding the Chicago Manual of Style
The Chicago Manual of Style (CMOS) is a widely respected style guide that offers comprehensive
advice on writing, editing, and formatting. It is particularly prevalent in the humanities, social
sciences, and certain professional fields. Unlike some other styles that rigidly dictate every minute
detail, Chicago offers flexibility, often providing options and encouraging authors to make informed
choices based on context and audience. Its enduring popularity stems from its thoroughness and its



adaptability to a wide range of writing projects, from academic articles to books and dissertations.
When preparing research papers and reports, consulting the latest edition of CMOS is paramount, as
updates reflect evolving publishing standards and common practices.

There are two main systems of citation within the Chicago Manual of Style: the notes-bibliography
system and the author-date system. The notes-bibliography system, which uses footnotes or
endnotes for citations, is more common in the humanities, such as literature, history, and the arts.
The author-date system, which uses in-text parenthetical citations followed by a reference list, is
generally preferred in the social sciences and natural sciences. Understanding which system is
required for your specific research paper or report is the first step in applying the correct Chicago
manual of style formatting guidelines.

General Formatting Requirements for Research Papers
Adhering to general formatting requirements creates a professional and consistent presentation for
your research paper or report. These foundational elements ensure that your document is easily
readable and meets the basic expectations for academic and professional submissions. Key aspects
include margins, font choice, spacing, and pagination, all of which contribute to the overall aesthetic
and legibility of your work.

Margins and Spacing
Standard margins for Chicago style research papers and reports are typically one inch on all sides
(top, bottom, left, and right). This generous spacing provides ample room for readers to make notes
and prevents the text from appearing cramped. For the body of the paper, double-spacing is the norm
for most academic submissions, promoting readability. However, some institutions or instructors may
specify single-spacing for specific elements like block quotations or footnotes/endnotes. Always check
your specific assignment guidelines for any deviations from standard double-spacing.

Font and Typeface
Chicago style generally recommends a readable serif typeface for the main text, such as Times New
Roman, Georgia, or Garamond. These fonts are classic and have a long history of use in print, offering
excellent legibility. The standard font size for the body of the paper is 12-point. Headings and
subheadings can also be in the same font but may be bolded or in a slightly larger size, depending on
the hierarchy and visual appeal desired. Consistency in font choice throughout the document is
crucial.

Pagination
Page numbers are essential for guiding readers through your research paper or report. In Chicago
style, page numbers typically appear in the upper right-hand corner of each page, one inch from the
top and one-half inch from the right margin. The preliminary pages (title page, abstract, table of
contents) are usually numbered using lowercase Roman numerals, starting with the first page of the
table of contents (or the abstract, if present) as i. The main body of the text begins with Arabic
numeral 1 on the first page of the introduction. The title page itself is usually unnumbered but counts



as page i. Check with your instructor or publisher for specific pagination preferences.

Title Page and Preliminary Pages
The title page of a research paper or report formatted according to Chicago manual of style guidelines
serves as the official introduction to your work. It provides essential identifying information clearly
and concisely. While Chicago style itself offers some flexibility, most academic institutions and
publishers have specific requirements for title pages. Always consult any provided templates or
guidelines from your professor or editor.

Title Page Content
A typical Chicago-style title page for a research paper or report includes the full title of the paper,
centered and presented in a clear, readable font. Below the title, you will find the author's name,
followed by the name of the course or project, the instructor's name, and the institution's name. The
date of submission is usually the last item on the title page. Each element is typically centered on its
own line, and the title itself may be styled with bolding or capitalization for emphasis, according to
institutional preference.

Abstract
An abstract is a concise summary of your research paper or report, typically appearing after the title
page and before the main body. It should provide a brief overview of the research problem,
methodology, key findings, and conclusions. While not always mandatory, abstracts are common in
academic and professional settings and are often limited to a specific word count, usually between
150 and 250 words. The abstract should be a standalone piece, understandable without reference to
the main text.

Table of Contents
A table of contents is a vital navigational tool for longer research papers and reports. It lists the main
sections and subheadings of the document, along with their corresponding page numbers. This allows
readers to quickly locate specific information. In Chicago style, the table of contents should be
meticulously formatted, with clear indentation to show the hierarchy of headings and accurate page
numbers aligned to the right margin, often with leader dots connecting the heading to the page
number. The preliminary pages preceding the table of contents (if any, like an abstract) are
numbered with lowercase Roman numerals, and the table of contents itself begins with its own
Roman numeral designation.

Body of the Research Paper
The body of the research paper or report is where the core research, analysis, and arguments are
presented. Maintaining clear organization, logical flow, and adherence to formatting conventions is
crucial for effectively communicating your findings. This section covers the structure and presentation



of the main content.

Headings and Subheadings
Effective use of headings and subheadings is essential for organizing your research paper or report
and guiding the reader. Chicago style allows for flexibility in heading structure, but consistency is key.
Typically, main headings (representing major sections like "Introduction," "Methodology," "Findings,"
"Discussion") are centered and often in bold. Subheadings, which break down these main sections
into smaller, more manageable parts, are usually left-aligned and may be bolded or italicized,
depending on their level. The hierarchy of headings should be visually apparent through font size,
style, and indentation.

Paragraphs and Transitions
Each paragraph in your research paper or report should focus on a single idea or point. Paragraphs
are typically indented at the beginning to signal a new thought, with the exception of the first
paragraph after a heading, which might not require indentation. Smooth transitions between
paragraphs and between sections are vital for coherence. Using transition words and phrases helps
readers follow your line of reasoning and understand how different ideas connect. Careful paragraph
construction and thoughtful transitions are hallmarks of well-written academic and professional
documents.

Block Quotations
When quoting a substantial passage from a source (typically four or more typed lines), Chicago style
dictates the use of block quotations. These are set off from the main text by indenting the entire
quotation from the left margin. Block quotations are usually single-spaced, even if the rest of the
document is double-spaced, and do not use quotation marks at the beginning or end of the block. The
citation follows the block quotation. This visual separation clearly distinguishes the source material
from your own writing.

Citations and Documentation
Accurate and consistent citation is fundamental to academic integrity and the credibility of your
research. The Chicago Manual of Style provides two primary systems for documenting sources: the
notes-bibliography system and the author-date system. Choosing the correct system and applying its
rules meticulously are critical steps in following Chicago manual of style formatting guidelines for
research papers and reports.

Notes-Bibliography System
In the notes-bibliography system, sources are cited using either footnotes or endnotes. A superscript
numeral is placed in the text at the end of a sentence or clause that contains information from a
source. This numeral corresponds to a numbered note at the bottom of the page (footnote) or at the



end of the document (endnote). The first citation of a source in the notes includes full bibliographical
details. Subsequent citations of the same source are abbreviated, often using the author's last name,
a shortened title, and the page number. This system is common in history, literature, and art history.

Author-Date System
The author-date system uses parenthetical citations within the text of your research paper or report.
When you refer to a source, you include the author's last name and the year of publication in
parentheses, followed by the page number if you are quoting directly or referencing a specific part of
the text. For example, (Smith 2020, 45). This system is favored in the sciences and social sciences. It
requires a corresponding "Reference List" at the end of the paper that includes full bibliographic
information for all sources cited in the text, alphabetized by author's last name.

Consistency in Citation
Regardless of whether you use the notes-bibliography system or the author-date system, the most
important aspect of Chicago style citation is consistency. Every citation, whether a footnote, endnote,
or in-text parenthetical, must follow the prescribed format for the type of source being cited (book,
journal article, website, etc.). Inconsistencies can confuse readers and undermine the scholarly rigor
of your work.

Footnotes vs. Endnotes
The choice between footnotes and endnotes in the notes-bibliography system is largely a matter of
preference or institutional/publisher requirement. Both serve the same purpose: to provide detailed
source information without interrupting the flow of the main text. Understanding their placement and
formatting is key to applying Chicago manual of style formatting guidelines for research papers and
reports effectively.

Footnotes
Footnotes appear at the bottom of the page on which the reference is made. A superscript numeral in
the text signals the footnote. The corresponding note then appears below a line separator at the foot
of the page, with the same numeral preceding the citation. While they offer immediate reference for
the reader, footnotes can sometimes disrupt the visual balance of a page if they become too
numerous. They are favored when the author wishes for readers to easily access source information
without extensive searching.

Endnotes
Endnotes are collected at the end of the research paper or report, typically after the main body and
before the bibliography or index. Like footnotes, they are keyed to superscript numerals in the text.
Endnotes keep the main pages cleaner and more visually appealing, as they do not interrupt the text
flow with lengthy citations. However, readers must turn to the end of the document to consult them.



The formatting of endnotes mirrors that of footnotes, with a numbered list corresponding to the
citations in the text.

Bibliography or Works Cited
A bibliography or works cited list is an indispensable component of any research paper or report,
providing a complete record of all sources consulted and cited within the document. The specific title
(Bibliography, Works Cited, or References) and its content depend on the citation system used and
the requirements of your institution or publisher.

Bibliography (Notes-Bibliography System)
When using the notes-bibliography system, the list at the end of the paper is typically titled
"Bibliography." It includes all sources cited in the notes, as well as any other sources consulted and
deemed relevant to the topic, even if not directly cited. The bibliography is arranged alphabetically by
author's last name. Each entry provides full publication details for the source, formatted according to
Chicago style. Entries are usually single-spaced within each entry, with a double space between
entries.

Reference List (Author-Date System)
For papers using the author-date system, the list at the end is called a "Reference List." This list
contains only those sources that were actually cited within the body of the paper. Like the
bibliography, it is alphabetized by author's last name, and each entry provides complete bibliographic
information in Chicago style. The formatting for individual entries and the spacing between them are
identical to those in a bibliography.

Formatting Entries
The precise format for each entry in a bibliography or reference list varies depending on the type of
source (book, journal article, website, etc.). However, core elements generally include the author's
name, title of the work, publication information (publisher, year for books; journal title, volume, issue,
year for articles), and page numbers. Pay close attention to the correct use of italics for titles,
capitalization of titles, and the placement of punctuation. Consulting the Chicago Manual of Style for
specific examples is essential.

Tables and Figures
The effective inclusion and labeling of tables and figures enhance the clarity and impact of your
research paper or report. Proper formatting ensures that these visual aids are easily understood and
properly attributed. Following Chicago manual of style formatting guidelines for research papers and
reports regarding tables and figures contributes significantly to their professional presentation.



Numbering and Titling
All tables and figures should be sequentially numbered using Arabic numerals (Table 1, Table 2,
Figure 1, Figure 2). Each table and figure should have a clear, descriptive title that accurately reflects
its content. For tables, the title typically appears above the table. For figures, the title usually appears
below the figure. These titles should be concise yet informative, allowing readers to grasp the
essence of the visual data quickly.

Placement and Referencing
Tables and figures are usually placed as close as possible to where they are first mentioned in the
text. When you refer to a table or figure in the text, use its number, for example, "As shown in Table
3..." or "Figure 1 illustrates...". It is good practice to briefly explain the significance of the data
presented in the table or figure in the accompanying text.

Notes and Sources
Below each table or figure, you should include any necessary notes that clarify data or abbreviations.
If the table or figure is taken from another source, you must provide a citation. This citation can be in
the form of a note directly below the visual aid, or it can be a full bibliographic entry if that is the
preferred method for your document. Ensure the source is also listed in your bibliography or reference
list.

Appendices
Appendices are used to include supplementary material that is too detailed or tangential to be
included in the main body of your research paper or report but is still valuable for the reader. This can
include raw data, survey instruments, interview transcripts, or extensive calculations. Each appendix
should be clearly labeled and organized.

Structure of Appendices
Each appendix should begin on a new page and be labeled with the word "Appendix" followed by a
letter or number (e.g., Appendix A, Appendix 1). If you have multiple appendices, they are typically
presented in the order they are first referenced in the main text. The title of the appendix should be
descriptive of its content.

Formatting within Appendices
The formatting within appendices should generally follow the same guidelines as the main body of the
research paper, including font, spacing, and margins. However, specific elements like large datasets
or complex charts might require adjustments for clarity. Ensure that any material within an appendix
is properly cited if it is not your original work. Each appendix should be introduced in the main text,
indicating its relevance and content.



Referencing Appendices
In the body of your research paper or report, you should refer to each appendix by its designation, for
example, "(see Appendix B)" or "results of the survey are detailed in Appendix C." This directs readers
to the supplementary material when necessary, making your research more comprehensive and
transparent.

Common Formatting Errors to Avoid
When applying Chicago manual of style formatting guidelines for research papers and reports, certain
common errors can undermine the professionalism and clarity of your work. Being aware of these
pitfalls can help you meticulously proofread and revise your document before submission, ensuring it
meets the highest standards.

Inconsistent Citations
One of the most frequent errors is inconsistent citation formatting. This includes variations in the
punctuation, capitalization, or order of elements within notes or reference list entries. Whether using
footnotes, endnotes, or parenthetical citations, ensure that every entry for the same type of source
adheres strictly to the chosen Chicago style. Inconsistencies can make your sources appear
unreliable.

Incorrect Page Numbering
Mistakes in pagination, such as incorrect numbering of preliminary pages (using Arabic numerals
instead of Roman numerals, or vice versa), or misplacing page numbers, are also common. Ensure
that the first page of your text body is numbered '1' and that subsequent pages follow sequentially.
Double-check that the preliminary pages are correctly formatted with Roman numerals and that the
title page is appropriately unnumbered but accounted for in the sequence.

Formatting of Block Quotations
Errors in formatting block quotations, such as failing to indent them properly, using quotation marks,
or incorrectly spacing them (e.g., double-spacing when single-spacing is required), are often
overlooked. Remember that block quotations should be visually distinct from the main text and
meticulously formatted.

Citation Errors in Text
Within the text, ensure that superscript citation numbers are placed correctly (usually at the end of a
sentence or clause) and that parenthetical citations (in author-date style) are correctly structured with
author, year, and page number. Missing citations or incorrectly formatted in-text references can lead
to accusations of plagiarism.



Formatting of Tables and Figures
Improperly labeled or unreferenced tables and figures can confuse readers. Ensure all visuals are
clearly numbered and titled, and that they are referenced within the text. If a table or figure is from
another source, proper attribution is mandatory.

General Inconsistency
Beyond specific citation rules, general inconsistencies in formatting elements like heading styles,
paragraph indentation, or the use of italics versus quotation marks for titles can detract from the
professional appearance of your research. A thorough review for overall consistency is crucial.

By diligently following the Chicago manual of style formatting guidelines for research papers and
reports, and by paying close attention to these common errors, you can produce a polished, credible,
and impactful document that effectively communicates your research findings.

FAQ

Q: What is the primary difference between the notes-
bibliography system and the author-date system in the
Chicago Manual of Style?
A: The primary difference lies in how sources are cited. The notes-bibliography system uses footnotes
or endnotes with superscript numbers in the text, corresponding to detailed notes at the bottom of
the page or end of the document. It also requires a bibliography at the end. The author-date system
uses in-text parenthetical citations (e.g., Smith 2020, 45) and requires a reference list at the end
containing only the sources cited.

Q: How should I format my title page for a research paper
using Chicago style?
A: While specific requirements can vary by institution, a standard Chicago-style title page for a
research paper includes the full title of the paper (centered), your name, the course name/number,
instructor's name, and the institution's name. The submission date is typically the last item. Each
element is usually centered on its own line.

Q: Should I double-space my entire research paper if I am
using Chicago style?
A: Generally, Chicago style research papers are double-spaced throughout the body of the text for
readability. However, block quotations and footnotes/endnotes are often single-spaced. Always verify
specific institutional or instructor guidelines, as they may have different requirements.



Q: How do I cite a website in Chicago style footnotes?
A: For a footnote citation of a website, you would typically include the author (if available), the title of
the specific page or document (in quotation marks), the title of the overall website (in italics), the
publication date or last updated date, and the URL. For example: Jane Doe, "Understanding CMOS,"
Academic Writing Guide, March 15, 2023, https://www.example.com/cmo s.

Q: What is the difference between a bibliography and a
reference list in Chicago style?
A: In the notes-bibliography system, the list at the end is called a "Bibliography" and includes all
sources cited in the notes, plus any other sources consulted. In the author-date system, the list is
called a "Reference List" and includes only the sources that were actually cited in the text. Both are
alphabetized by author's last name.

Q: How do I format headings and subheadings in my Chicago-
style research paper?
A: Chicago style offers flexibility, but consistency is key. Main headings (e.g., "Introduction") are often
centered and bolded. Subheadings are typically left-aligned and may be bolded or italicized
depending on their level in the hierarchy. Ensure a clear visual distinction between different levels of
headings.

Q: Can I use block quotations for any quote longer than three
lines?
A: Chicago style generally recommends using block quotations for passages of four or more typed
lines. These are set off from the main text by indenting them from the left margin, usually single-
spaced, and without quotation marks.

Q: What page numbering format should I use for the
preliminary pages of my research paper in Chicago style?
A: Preliminary pages, such as the table of contents and abstract, are typically numbered using
lowercase Roman numerals (i, ii, iii, etc.). The title page is usually unnumbered but counts as page i.
The main body of the text begins with Arabic numeral 1.
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