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The Art of Citing Reports: Navigating Chicago Manual of Style
Quoting Practices

chicago manual of style quoting reports offers a precise and systematic approach to integrating information
from various report types into academic and professional writing. Understanding these guidelines is crucial
for maintaining academic integrity, ensuring clarity for your readers, and establishing the credibility of
your research. Whether you are citing government reports, corporate publications, research findings, or
internal company documents, adhering to the Chicago Manual of Style (CMOS) ensures a consistent and
recognizable citation format. This comprehensive guide will delve into the intricacies of quoting and citing
reports within the CMOS framework, covering both note and bibliography styles, common report types,
and best practices for seamless integration. Mastering these elements will empower you to present your
sourced material with accuracy and authority.
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Understanding Chicago Style for Reports

The Chicago Manual of Style is renowned for its flexibility, offering two primary systems for citation: the
notes-bibliography system and the author-date system. For citing reports, the notes-bibliography system,
which utilizes footnotes or endnotes and a bibliography, is generally preferred in many academic
disciplines, particularly in the humanities and social sciences. This system allows for detailed source



information within the notes, often including specific page numbers, which can be highly beneficial when
referencing lengthy or complex reports. The author-date system, while also an option, is more common in
sciences and social sciences. Regardless of the system chosen, consistency is paramount, and the fundamental
principles of providing sufficient information for readers to locate the original source remain the same.

When it comes to quoting reports, Chicago style emphasizes accuracy and attribution. This means ensuring
that any direct quotation is transcribed verbatim, including punctuation and capitalization, and that the
source is clearly identified. Paraphrasing also requires proper citation, even though direct quotation marks
are not used. The goal is to give credit to the original author or organization and to allow your audience to
verify the information presented. This meticulous approach builds trust and strengthens the persuasive
power of your writing.

Key Elements of a Report Citation in Chicago Style

To effectively cite a report in Chicago style, several key pieces of information are generally required.
These elements ensure that your readers can easily locate the specific report you consulted. The exact
format will vary slightly depending on whether you are using the notes-bibliography system or the
author-date system, and the specific type of report being cited. However, a core set of data points remains
consistent.

Essential Information for Report Citations

The following components are typically included when citing a report:

Author(s) or Issuing Organization: This can be an individual or a corporate body responsible for the
report.

Title of the Report: The full title, often italicized or placed in quotation marks depending on the
specific CMOS guideline being followed and the context within the citation.

Publication Information: This includes the publisher (if different from the authoring organization),
place of publication (though often omitted for corporate reports), and year of publication.

Report Number (if applicable): Many technical and government reports are assigned a specific
number for easy identification and retrieval.

Page Numbers: Essential for direct quotations and for indicating the specific location of paraphrased
information.



URL or Access Information: For reports accessed online, the URL is crucial. If the report is part of a
database, database information might also be included.

Gathering all of this information beforehand will streamline the citation process and prevent last-minute
scrambling. Familiarizing yourself with the specific requirements for different report types, as detailed in
the CMOS, will further enhance your accuracy.

Note-Style Citations for Reports

In the notes-bibliography system, citations for reports appear first as full notes (in footnotes or endnotes) and
then in a condensed form in the bibliography. The initial note provides comprehensive details, while
subsequent notes referring to the same source can be shortened.

First Note for a Report

The first time you cite a specific report, the note should include all the necessary identifying information.
For a government report, for example, it might look something like this:

Example: 1. U.S. Department of Health and Human Services, The Health and Economic Burden of
Cardiovascular Diseases in the United States: A Report to Congress (Washington, DC: Government Printing
Office, 2019), 45.

In this example, the issuing organization is listed first, followed by the full title of the report in italics, the
place of publication, publisher, year, and the specific page number being referenced.

Subsequent Notes for a Report

For subsequent citations of the same report, a shortened note format is used, typically including the
authoring organization, a shortened title, and the page number.

Example: 2. U.S. Department of Health and Human Services, Cardiovascular Diseases, 78.

If the report has multiple authors, their names are listed in the note according to the guidelines for personal
authors in CMOS. For reports issued by organizations with no specific individual author, the organization's
name serves as the author.



Bibliography Entries for Reports

The bibliography entry provides a more concise, alphabetized list of all sources cited in the text. While it
contains similar information to the first note, the order and punctuation may differ slightly to facilitate
alphabetical sorting.

Formatting Bibliography Entries

For the same government report example used previously, the bibliography entry would be:

U.S. Department of Health and Human Services. The Health and Economic Burden of Cardiovascular
Diseases in the United States: A Report to Congress. Washington, DC: Government Printing Office, 2019.

Notice the differences from the note. The authoring organization is listed first, followed by the title in
italics, and then the publication details. The page number is omitted from the bibliography entry unless the
entire report is being discussed as a standalone item without reference to specific pages.

For reports accessed online, the URL should be included at the end of the bibliography entry. It’s also good
practice to include an access date for online resources, especially if the content is likely to change.

Example with URL: U.S. Department of Health and Human Services. The Health and Economic Burden of
Cardiovascular Diseases in the United States: A Report to Congress. Washington, DC: Government Printing
Office, 2019.
https://www.hhs.gov/reports-and-publications/reports/cardiovascular-diseases-burden/index.html.

Citing Different Types of Reports

The principles of citing reports in Chicago style remain consistent across various types, but specific details
might require attention.

Government Reports

As demonstrated, government reports are typically cited by the name of the government agency or
department that issued them. Including the report number, if available, is highly recommended as these
numbers are often crucial for locating specific documents within government archives or databases.



Corporate and Business Reports

For reports published by corporations or businesses, the company name serves as the author. If a specific
department or division within the company is primarily responsible for the report, that can also be
included. The title and publication date are essential. For internal corporate reports not publicly available,
you may need to add a note indicating their restricted access.

Research and Technical Reports

These reports often come with specific report numbers and can be published by research institutions,
universities, or independent organizations. Ensure you capture the full title, the issuing institution, the
report number, and the year of publication. If the report is part of a series, indicating the series name and
number can also be helpful for complete identification.

Unpublished Reports

Citing unpublished reports requires careful consideration, as they may lack standard publication details. You
will need to provide as much information as possible, including the author, title, date of creation, and any
relevant circumstances of its production or availability. You might also note where the report is held, if it's
in a specific archive or personal collection.

Direct Quotations vs. Paraphrasing Reports

When incorporating information from a report, you have two primary methods: direct quotation and
paraphrasing. Both require proper citation according to Chicago style.

Using Direct Quotations

Direct quotations involve using the exact words from the report. They are set off by quotation marks and
must be followed by a citation including the page number where the quotation can be found. This method
is used when the precise wording of the original source is significant or particularly impactful.

Example: The report stated, "The implications of the new policy for small businesses are significant and
require immediate attention from regulatory bodies" (U.S. Small Business Administration 2021, 12).



Paraphrasing and Summarizing

Paraphrasing involves restating the ideas of the original source in your own words and sentence structure.
Even though you are not using the original wording, you must still cite the source to give credit and allow
your readers to find the original information. A page number is still recommended for paraphrased
material, especially if you are summarizing a specific section or idea.

Example: According to the U.S. Small Business Administration, the new policy's impact on smaller
enterprises is substantial and warrants swift action from regulatory agencies (U.S. Small Business
Administration 2021, 12).

Choosing between quotation and paraphrasing depends on your writing goals. Direct quotes offer precision,
while paraphrasing allows for better integration of source material into your own narrative flow and
demonstrates your understanding of the content.

Best Practices for Quoting and Citing Reports

Effective citation of reports under the Chicago Manual of Style goes beyond simply following the rules; it
involves integrating source material smoothly and ethically into your own work.

Accuracy is Paramount: Double-check all details of your citations—author, title, date, page numbers,
and URLs—against the original report. Even minor errors can lead to confusion or the perception of
carelessness.

Consistency in Style: Whether you choose the notes-bibliography system or the author-date system,
maintain strict consistency throughout your document. Avoid mixing citation styles.

Contextualize Your Quotes: Don't just drop quotations into your text. Introduce them with a clear
signal phrase that explains who is speaking or writing and why their words are relevant to your
argument.

Explain Paraphrases: Similarly, after paraphrasing or summarizing information, briefly explain its
significance to your point. This shows your readers how the sourced material supports your thesis.

Use Report Numbers Strategically: For technical and government reports, report numbers are often
key identifiers. Including them in your citations can significantly aid readers in locating the exact
document.

Handle Online Reports with Care: For reports accessed online, ensure the URL is correct and stable.



Consider including an access date if the content might be updated or removed.

When in Doubt, Consult the Manual: The Chicago Manual of Style is a comprehensive resource. If
you encounter a unique situation or are unsure about a specific citation format, referring to the latest
edition of the manual is always the best course of action.

By adhering to these best practices, you not only fulfill the requirements of Chicago style but also enhance
the clarity, credibility, and scholarly rigor of your writing. Proper citation is a hallmark of good scholarship,
reflecting respect for intellectual property and enabling your readers to engage directly with the sources
you have consulted.

FAQ

Q: How do I cite a report with no author listed?
A: If a report lacks a specific individual author, use the name of the organization responsible for its
publication as the author in both your notes and bibliography. For instance, if an organization called "Global
Research Institute" published a report, you would list "Global Research Institute" as the author.

Q: What if a report has multiple organizational authors?
A: When multiple organizations are credited as authors, list them in the order they appear on the report's
title page. Use a semicolon to separate them in your citations. For example: Organization A; Organization B.

Q: How do I cite a report that is only available online?
A: For online reports, include the full URL at the end of the citation in both your notes and bibliography. It
is also recommended to include the date you accessed the report, especially if the content might be subject
to change. For example: Organization Name, Report Title (Year), URL (accessed Month Day, Year).

Q: Should I include the publisher if the author is also the publisher?
A: If the authoring organization is also the publisher, you typically omit the publisher's name from the
citation to avoid redundancy. For example, a report by the World Health Organization would be cited with
the WHO as the author, and if they also published it, you wouldn't repeat "World Health Organization" as
the publisher.



Q: How do I cite a section or chapter within a larger report?
A: If you are citing a specific section or chapter within a report, treat it as a distinct part of the larger work.
In your notes and bibliography, you would typically cite the report title and then specify the chapter or
section title, followed by the relevant page numbers. If the report has an editor or compiler, their name
would also be included.

Q: What is the difference between a short and long form note for reports
in Chicago style?
A: The first time you cite a report in a note, you provide the full bibliographic information (long form).
Subsequent notes referencing the same report use a shortened format, typically including the author or
issuing organization, a shortened title, and the page number. This saves space and reduces repetition.

Q: How do I handle reports with edition numbers or revisions?
A: If a report has gone through multiple editions or revisions, you should indicate this in your citation.
After the report title, you would add information such as "2nd ed." or "Revised edition." This helps readers
identify the specific version of the report you consulted.

Q: What if the report has a very long title? Can I shorten it in citations?
A: In bibliography entries, use the full title of the report. In subsequent notes, Chicago style allows for a
shortened title, typically comprising the main part of the title, to enhance conciseness. However, always
ensure the shortened title remains clear and unambiguous.
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