chicago manual of style quick guide
for referencing

The Chicago Manual of Style quick guide for referencing is an invaluable
resource for writers, researchers, and academics seeking clarity and
consistency in their citations. Navigating the intricacies of academic
referencing can be daunting, but a solid understanding of Chicago style,
particularly its author-date and notes-bibliography systems, is crucial for
academic integrity and credibility. This comprehensive guide will delve into
the fundamental principles, common citation examples, and best practices for
implementing Chicago style referencing effectively. We will explore the core
components of both major citation systems, offering practical advice to help
you produce polished and properly attributed work. Mastering these
referencing techniques ensures your scholarly contributions are presented
with the accuracy and professionalism they deserve.
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Understanding the Two Chicago Referencing
Systems

The Chicago Manual of Style (CMOS) offers two distinct systems for citing
sources: the notes-bibliography system and the author-date system. Each
system serves different academic disciplines and publication preferences, but
both aim to provide thorough and accurate attribution for borrowed ideas and
information. Understanding the nuances of each system is the first step
toward successfully applying Chicago style referencing.

Notes—-Bibliography System: Core Principles

The notes-bibliography system, often favored in the humanities, relies on
footnotes or endnotes to cite sources. When a reference is made to a source
within the text, a superscript number is inserted. This number corresponds to
a note (either a footnote at the bottom of the page or an endnote at the end
of the document) that contains the full bibliographic information for that
source. The first time a source is cited, the note will typically include
complete publication details. Subsequent citations of the same source can be
shortened, usually including the author's last name, a shortened title, and a



page number. This system allows for more flexibility in providing explanatory
or tangential information within the notes themselves, without disrupting the
flow of the main text. A comprehensive bibliography, listing all sources
cited in the notes, is also required at the end of the work. This
bibliography is alphabetized by the author's last name and provides a
complete reference for each entry.

Author-Date System: Core Principles

The author-date system, commonly used in the social sciences and natural
sciences, employs brief in-text citations that include the author's last name
and the year of publication, often followed by a page number. For example, a
citation might appear as (Smith 2020, 45). These in-text citations direct the
reader to a full bibliographic entry listed in a reference list at the end of
the document. The reference list, like the bibliography in the notes-
bibliography system, is alphabetized by the author's last name and provides
complete publication details for every source cited in the text. This system
is generally preferred for works where the immediacy of the publication date
is particularly important, and it can be more efficient for authors and
readers in disciplines that frequently engage with current research.

Citing Common Source Types in Chicago Style

Accurate citation requires attention to the specific details of each source
type. While the core principles of Chicago referencing remain consistent, the
formatting of entries will vary depending on whether you are citing a book, a
journal article, a website, or another medium. Mastering these variations is
crucial for creating a polished and professional academic document.

Books

Citing a book in Chicago style requires specific elements, including the
author's name, the book's title, publication city, publisher, and year. For
the notes-bibliography system, a typical first footnote/endnote for a book
would look like this: Author’s First Name Last Name, Title of Book
(Publication City: Publisher, Year), page number. For the author-date system,
the in-text citation would be (Author Last Name Year, page number), and the
reference list entry would be Author Last Name, First Name. Title of Book.
Publication City: Publisher, Year. If there are multiple authors, follow
specific guidelines for listing them.

Journal Articles

Citing journal articles involves including the author, article title, Jjournal
title, volume and issue numbers, publication year, and page range. In the
notes-bibliography system, a footnote/endnote might appear as: Author’s First
Name Last Name, “Title of Article,” Title of Journal Volume, no. Issue
(Year): page number. The author-date in-text citation would be (Author Last
Name Year, page number), and the reference list entry would be Author Last



Name, First Name. “Title of Article.” Title of Journal Volume, no. Issue
(Year) : page numbers. Ensure you correctly identify the volume, issue, and
any relevant page spans.

Websites and Online Resources

Referencing online content requires careful consideration of the available
information, as website structures can vary. For the notes-bibliography
system, a footnote/endnote would generally include the author (if available),
title of the specific page or article, title of the overall website,
publication or last updated date, and the URL. The date accessed is also
often included. For the author-date system, the in-text citation follows the
standard format, and the reference list entry will mirror the
footnote/endnote structure, emphasizing the availability of the content
online. Always include the URL and, if possible, a stable link or DOI.

Formatting Citations and Bibliographies

Proper formatting is essential for maintaining the integrity and readability
of your Chicago-style citations. This applies to both the brief in-text
markers and the comprehensive lists of sources at the end of your work.
Consistency in punctuation, capitalization, and the order of elements is key.

In-Text Citations

In the notes-bibliography system, in-text citations are typically
superscripts, directly following the punctuation of the sentence or clause to
which they refer. For instance, "This is a significant finding."1 In the
author-date system, the citation is enclosed in parentheses and placed before
the sentence's concluding punctuation, or within the sentence if it feels
natural, such as: This is a significant finding (Smith 2020, 45).

Footnotes and Endnotes

Footnotes appear at the bottom of the page where the reference is made, while
endnotes are collected at the end of the document. Each note begins with a
superscript number corresponding to the in-text citation. The first note for
a source includes full bibliographic details, while subsequent notes are
shortened. Pay close attention to the punctuation within notes, such as
commas separating elements and periods at the end of each note.

Bibliographies

The bibliography (for the notes-bibliography system) or reference list (for
the author-date system) is an alphabetized compilation of all sources cited
in the text. Entries are typically formatted as block paragraphs, with a



hanging indent for subsequent lines. For example, author last name first,
followed by the title, publisher, and year. For authors with multiple works,
chronological order within that author's entries is common. Ensure consistent
use of italics for titles of books and journals.

Common Pitfalls to Avoid in Chicago Referencing

Despite the detailed nature of Chicago style, several common errors can
detract from the credibility of your work. Being aware of these potential
missteps can help you ensure accuracy and professionalism in your citations.
One frequent issue is inconsistency in the formatting of similar source
types; for example, uniformly failing to italicize book titles or
consistently omitting publication years.

Another common pitfall is incorrect punctuation within citations. Chicago
style has specific rules for commas, periods, and colons that must be
followed precisely. For instance, the comma usage between author names,
titles, and publication details can easily be confused. Additionally,
neglecting to include all necessary elements for a given source type—such as
the URL for a website or the page numbers for a journal article—can render a
citation incomplete and unhelpful to the reader.

Furthermore, issues with page number references in in-text citations are
prevalent. Whether it's using the wrong abbreviations or failing to indicate
a page range correctly, accuracy here is paramount. Finally, forgetting to
alphabetize the bibliography or reference list properly is a simple yet
significant error that impacts the overall presentation and organization of
your work.

To avoid these problems, it is always advisable to consult a recent edition
of The Chicago Manual of Style or a reliable online resource that adheres to
its guidelines. Double-checking each citation against your source material
and against the established rules will significantly reduce the likelihood of
errors. Proofreading specifically for citation accuracy should be a standard
part of your writing process.

Frequently Asked Questions

Q: What is the primary difference between the notes-
bibliography and author-date systems in Chicago
style?

A: The primary difference lies in how sources are cited within the text. The
notes-bibliography system uses footnotes or endnotes, indicated by
superscript numbers, while the author-date system uses parenthetical in-text
citations with the author's last name and year of publication.

Q: When should I use the notes-bibliography system



versus the author-date system?

A: The notes-bibliography system is traditionally preferred in the humanities
(literature, history, art history), while the author-date system is more
common in the social sciences (sociology, political science) and natural
sciences. However, specific publication guidelines or instructor preferences
may dictate which system to use.

Q: How do I cite a source that has multiple authors
in Chicago style?

A: For two authors in the notes-bibliography system, list both names in the
note and bibliography. For three or more authors, list the first author
followed by "et al." in notes and bibliography entries. In the author-date
system, it is usually the first author followed by "et al." in both in-text
citations and the reference list.

Q: What is the correct way to format a book title in
Chicago style?

A: Book titles should always be italicized in both the notes-bibliography and
author-date systems. This applies to titles in footnotes, endnotes,
bibliographies, reference lists, and any in-text mention where the title is
the subject.

Q: Should I include the URL for a website in my
Chicago style citation?

A: Yes, it 1is generally recommended to include the URL for websites and
online resources to allow readers to access the original material. For the
notes-bibliography system, the URL is included in the footnote or endnote.
For the author-date system, it is included in the reference list entry.

Q: How do I cite a page number when referring to a
specific part of a source in Chicago style?

A: In the notes-bibliography system, page numbers are included in
footnotes/endnotes after the publication details (e.g., 2020, 45). In the
author-date system, page numbers are typically included in the parenthetical
in-text citation (e.g., Smith 2020, 45).

Q: What is a hanging indent, and where is it used in
Chicago style referencing?

A: A hanging indent is a formatting style where the first line of a paragraph
is flush with the left margin, and subsequent lines are indented. In Chicago

style, hanging indents are used for entries in the bibliography and reference
list to improve readability and clearly distinguish between entries.



Q: Do I need to include a DOI for an online journal
article?

A: Yes, if a DOI (Digital Object Identifier) is available for an online
journal article, it should be included in your citation, as it provides a
stable and persistent link to the article. The DOI is typically placed at the
end of the citation.
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