
chicago manual of style quick guide for
citation formatting
The Chicago Manual of Style quick guide for citation formatting is an indispensable resource for
writers across various academic and professional disciplines. Navigating the intricacies of accurate
and consistent citation can be a daunting task, but understanding the fundamental principles of
Chicago style simplifies the process. This guide will delve into the core components of Chicago
citation, covering both the author-date and notes-bibliography systems, along with crucial elements
like in-text citations, bibliography entries, and specific formatting nuances for different source types.
By mastering these aspects, you can ensure your work is not only meticulously referenced but also
adheres to the high standards of academic integrity expected in scholarly writing, making your
research both credible and easily verifiable for your audience.
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Understanding the Chicago Manual of Style

The Chicago Manual of Style (CMOS) is a widely respected style guide that provides comprehensive
instructions on manuscript preparation and citation. It is particularly favored in the humanities, social
sciences, and some scientific fields. Its flexibility allows for two distinct citation systems, catering to
the needs of different scholarly communities and publication types.

Adhering to CMOS ensures clarity, consistency, and credibility in your academic writing. It helps
readers trace your sources, understand the basis of your arguments, and avoid plagiarism. A
thorough understanding of its guidelines is essential for anyone producing scholarly work intended for
publication or submission in a formal academic setting. This quick guide aims to distill the most
critical aspects of CMOS citation formatting for easy reference and application.

The Two Citation Systems: Notes-Bibliography vs.



Author-Date

Chicago style offers two primary systems for citing sources: the notes-bibliography system and the
author-date system. The choice between these two often depends on the specific field of study, the
requirements of a publisher or professor, and the nature of the research. Both systems achieve the
goal of providing readers with complete source information but do so in different ways.

The notes-bibliography system is characterized by the use of numbered footnotes or endnotes for in-
text citations, with a comprehensive bibliography at the end of the work. The author-date system,
conversely, uses parenthetical in-text citations that include the author's last name and publication
year, followed by a reference list at the end. Understanding the nuances of each is crucial for
selecting the appropriate system and applying it correctly.

Notes-Bibliography System Explained

The notes-bibliography system is prevalent in history, literature, and the arts. In this system, a
superscript Arabic numeral is placed in the text immediately after the passage being cited. This
numeral corresponds to a numbered note (either a footnote at the bottom of the page or an endnote
at the end of the chapter or document) that contains the full citation information or a shortened
version for subsequent citations of the same source.

This system allows for detailed commentary or supplementary information within the notes without
disrupting the flow of the main text. The bibliography at the end of the work provides a complete
alphabetical list of all sources cited in the notes, offering a comprehensive overview for the reader.
The full citation appears on the first mention of a source in the notes, with subsequent citations often
using a shortened form (author's last name, short title, and page number) for brevity.

Structure of Notes

The structure of a note depends on whether it is the first or a subsequent citation of a source. For the
first citation of a book, a typical footnote or endnote would include:

Author’s first and last name

Title of the book (italicized)

(Place of publication: Publisher, Year of publication)

Page number(s) cited

For subsequent citations of the same source, a shortened form is used, such as: Author’s last name,
Shortened Title, page number(s).



Structure of Bibliography Entries

Bibliography entries are listed alphabetically by the author's last name. The format for a book in the
bibliography is similar to the first note but with a key difference in punctuation and author name
order:

Author’s last name, first name. Title of the book. Place of publication: Publisher, Year of
publication.

The primary distinction from a footnote is that the author's last name comes first, followed by a
period, and the entire entry ends with a period.

Author-Date System Explained

The author-date system is widely used in the social sciences and some natural sciences. It
emphasizes the author and the date of publication, allowing readers to quickly gauge the recency of
the information. In-text citations consist of the author’s last name and the year of publication,
enclosed in parentheses.

This system is generally considered more streamlined for in-text referencing. The reference list at the
end of the document provides full bibliographic details for all sources cited in the text. The focus is on
providing essential publication data directly within the text for immediate context.

Structure of In-Text Citations (Author-Date)

In-text citations in the author-date system are concise. For example, a citation for a book might
appear as (Smith 2020, 45). If the author’s name is mentioned in the sentence, only the year and
page number are needed in the parentheses, such as: Smith (2020, 45) argues that.

For multiple authors, the format varies. For two authors, both names are included: (Smith and Jones
2021, 112). For three or more authors, the first author’s last name is followed by et al.: (Smith et al.
2019, 88).

Structure of Reference List Entries (Author-Date)

The reference list is an alphabetical listing of all sources cited in the text. The format for a book entry
in the reference list is:

Author’s last name, first name. Year of publication. Title of the book. Place of publication:
Publisher.



The key difference from the notes-bibliography system's bibliography is the placement of the
publication year immediately after the author's name, followed by a period.

Crafting Effective In-Text Citations

Regardless of the system chosen, effective in-text citations are clear, concise, and accurately point
the reader to the full source information. For the notes-bibliography system, superscript numerals are
crucial. For the author-date system, parentheses containing author and year (and page number) are
standard.

When quoting directly, always include the specific page number. For paraphrased or summarized
ideas, page numbers are often optional but highly recommended for clarity and precision. Ensure
consistent placement of citations – typically at the end of a sentence or clause where the information
is introduced.

Building Your Bibliography or Reference List

The bibliography (for notes-bibliography) or reference list (for author-date) is a critical component of
any scholarly work. It serves as a comprehensive index of all the sources you have consulted and
cited. Accuracy and consistency in formatting these entries are paramount to the credibility of your
research.

Every entry must be complete and follow the specific formatting rules for the chosen Chicago style
system. Pay close attention to punctuation, capitalization, and the order of elements within each
entry. This list should be meticulously alphabetized by the author's last name for easy access by your
readers.

Formatting Common Source Types

The Chicago Manual of Style provides detailed guidance for a vast array of source types, from books
and journal articles to websites, interviews, and audiovisual materials. Mastering the formatting for
the most common types will cover the majority of your citation needs.

Books

Notes-Bibliography System:

First citation: Author's first and last name, Title of Book (City of Publication: Publisher, Year),
page number.



Subsequent citation: Author’s last name, Shortened Title, page number.

Bibliography: Author's last name, first name. Title of Book. City of Publication: Publisher, Year.

Author-Date System:

In-text citation: (Author Year, page number).

Reference list: Author’s last name, first name. Year. Title of Book. City of Publication: Publisher.

Journal Articles

Notes-Bibliography System:

First citation: Author's first and last name, "Title of Article," Title of Journal volume, no. issue
(Year): page number(s).

Subsequent citation: Author’s last name, "Shortened Title," page number(s).

Bibliography: Author's last name, first name. "Title of Article." Title of Journal volume, no. issue
(Year): page number(s).

Author-Date System:

In-text citation: (Author Year, page number(s)).

Reference list: Author’s last name, first name. Year. "Title of Article." Title of Journal volume, no.
issue: page number(s).

Websites and Online Content

Formatting online sources can be particularly complex due to the variability of available information.
Ensure you include as much identifying information as possible.

Notes-Bibliography System:

First citation: Author's first and last name (if available), "Title of Web Page or Article," Name of
Website, publication or last modified date, accessed Month Day, Year, URL.

Bibliography: Author's last name, first name (if available). "Title of Web Page or Article." Name
of Website. Publication or last modified date. Accessed Month Day, Year. URL.



Author-Date System:

In-text citation: (Author Year).

Reference list: Author’s last name, first name (if available). Year. "Title of Web Page or Article."
Name of Website. Publication or last modified date. Accessed Month Day, Year. URL.

For online content where an author is not clearly identified, use the title of the work as the first
element. If no publication or modification date is available, use "n.d." for "no date."

Additional Formatting Tips and Considerations

Beyond the basic structure of citations, several other formatting details contribute to a polished and
professional presentation according to Chicago style. These include capitalization, punctuation, and
the treatment of specific elements like subtitles and edited works.

Pay close attention to the consistent use of italics for titles of major works (books, journals) and
quotation marks for titles of shorter works (articles, chapters). Subtitles should be included and
separated from the main title by a colon and a space. Ensure that all elements within a citation are
punctuated correctly according to the Chicago manual's specifications.

Common Citation Errors to Avoid

Many writers encounter common pitfalls when attempting to adhere to Chicago style. Being aware of
these can help prevent recurring mistakes and ensure a higher degree of accuracy in your citations.

Inconsistent application of the chosen system (notes-bibliography vs. author-date).

Incorrect order of publication information (e.g., publisher before place).

Missing essential elements like page numbers for direct quotes or URLs for online sources.

Incorrect capitalization of titles (sentence case for article titles, title case for book titles).

Mismatched in-text citations with the bibliography or reference list.

Using incorrect punctuation within citation entries.

Thorough proofreading of your citations against the chosen Chicago style guidelines is the most
effective way to catch and correct these errors before submission.



Q: What is the primary difference between the notes-
bibliography system and the author-date system in Chicago
style?
A: The primary difference lies in how in-text citations are presented and the overall structure of the
reference list. The notes-bibliography system uses numbered footnotes or endnotes for in-text
citations and provides a bibliography at the end. The author-date system uses parenthetical citations
in the text (author, year) and a reference list at the end.

Q: When is the notes-bibliography system typically preferred
over the author-date system?
A: The notes-bibliography system is generally preferred in fields like history, literature, and the arts. It
allows for more detailed explanations or commentary in the notes and is considered more flexible for
scholars who may need to include tangential information.

Q: How do I cite a source that I have already cited in a
previous note or in-text citation?
A: In the notes-bibliography system, subsequent citations of the same source use a shortened form,
typically including the author's last name, a shortened title of the work, and the relevant page
number. In the author-date system, the in-text citation remains the same (author, year, page
number), but the full entry is already present in the reference list.

Q: What is the correct way to format a book title in Chicago
style?
A: Book titles are italicized in Chicago style, both in notes and in bibliographies/reference lists. If the
book has a subtitle, it is preceded by a colon and a space.

Q: How should I handle citations for websites or online
articles where the author is not clearly identified?
A: If no author is listed for a website or online article, you should begin the citation with the title of the
web page or article, followed by the name of the website. This title then becomes the first element for
alphabetization in the bibliography or reference list.

Q: Do I need to include a page number for paraphrased
information in Chicago style?
A: While page numbers are mandatory for direct quotes, they are often optional for paraphrased or
summarized material in Chicago style. However, it is highly recommended to include page numbers
for paraphrases when available, as it helps readers locate the information more easily and adds
precision to your citation.



Q: How do I cite a source that has multiple authors in Chicago
style?
A: For two authors, you list both their names in the citation (e.g., Smith and Jones). For three or more
authors, you list only the first author's last name followed by "et al." (e.g., Smith et al.). This applies to
both notes and author-date in-text citations.

Q: What is the difference between a bibliography and a
reference list in Chicago style?
A: While often used interchangeably by users of other styles, in Chicago style, a "bibliography"
typically accompanies the notes-bibliography system and includes all sources consulted, whether
cited or not. A "reference list" accompanies the author-date system and includes only those sources
that were actually cited in the text.
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