CHICAGO MANUAL OF STYLE THESIS FORMATTING

MASTERING CHICAGO MANUAL OF STYLE THESIS FORMATTING: A CoMPREHENSIVE GUIDE

CHICAGO MANUAL OF STYLE THESIS FORMATTING IS A CRITICAL ASPECT OF ACADEMIC WRITING, ENSURING THAT YOUR
SCHOLARLY WORK ADHERES TO ESTABLISHED STANDARDS OF PRESENTATION AND INTEGRITY. WHETHER YOU ARE A MASTER'S OR
DOCTORAL CANDIDATE, UNDERSTANDING THESE GUIDELINES IS PARAMOUNT FOR SUBMITTING A POLISHED AND PROFESSIONAL
THESIS. THIS COMPREHENSIVE GUIDE DELVES INTO THE INTRICACIES OF THE CHICAGO MANUAL OF STYLE (CMOS) FOR THESIS
FORMATTING, COVERING EVERYTHING FROM TITLE PAGES AND ABSTRACT REQUIREMENTS TO CITATION STYLES, PAGINATION, AND
FIGURE/TABLE PRESENTATION. BY MASTERING THESE ELEMENTS, YOU WILL NOT ONLY PRESENT YOUR RESEARCH EFFECTIVELY BUT
ALSO DEMONSTRATE A STRONG COMMAND OF ACADEMIC CONVENTIONS, MAKING YOUR THESIS A DISTINGUISHED PIECE OF
SCHOLARSHIP.
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UNDERSTANDING THE IMPORTANCE OF THESIS FORMATTING

ACADEMIC THESIS FORMATTING IS MORE THAN JUST A SET OF RULES; IT'S A UNIVERSAL LANGUAGE THAT ALLOWS SCHOLARS
TO COMMUNICATE THEIR RESEARCH CLEARLY AND CONSISTENTLY ACROSS DISCIPLINES. ADHERING TO THE CHICAGO MANUAL OF
STYLE (CMOS) FOR YOUR THESIS DEMONSTRATES RESPECT FOR ACADEMIC RIGOR AND THE ESTABLISHED TRADITIONS OF
SCHOLARLY PUBLICATION. PROPER FORMATTING ENHANCES THE READABILITY OF YOUR WORK, ALLOWING YOUR
READERS—INCLUDING YOUR COMMITTEE MEMBERS AND FUTURE RESEARCHERS—TO FOCUS ON THE SUBSTANCE OF YOUR FINDINGS
WITHOUT DISTRACTION.

MOREOVER, CONSISTENT FORMATTING ENSURES THAT YOUR THESIS IS TAKEN SERIOUSLY. A WELL-FORMATTED DOCUMENT
PROJECTS AN IMAGE OF METICULOUSNESS AND PROFESSIONALISM, WHICH CAN POSITIVELY INFLUENCE HOW YOUR WORK IS
PERCEIVED. UNIVERSITIES AND ACADEMIC DEPARTMENTS OFTEN HAVE SPECIFIC REQUIREMENTS THAT ALIGN WITH OR ARE DERIVED
FROM THE CHICAGO MANUAL OF STYLE, MAKING FAMILIARITY WITH ITS PRINCIPLES ESSENTIAL FOR A SMOOTH SUBMISSION
PROCESS. IGNORING THESE GUIDELINES CAN LEAD TO UNNECESSARY REVISIONS AND DELAYS.

Key CoMPONENTS oF CHICAGO STYLE THESIS FORMATTING

THE CHICAGO MANUAL OF STYLE PROVIDES A ROBUST FRAMEWORK FOR STRUCTURING AND PRESENTING ACADEMIC DOCUMENTS,
INCLUDING THESES AND DISSERTATIONS. W/HEN FORMATTING YOUR THESIS ACCORDING TO CMOS, YOU WILL ENCOUNTER
SPECIFIC REQUIREMENTS FOR VARIOUS SECTIONS, FROM THE INITIAL ELEMENTS PRECEDING THE MAIN TEXT TO THE CONCLUDING
SUPPLEMENTARY MATERIALS. UNDERSTANDING THESE INDIVIDUAL COMPONENTS AND HOW THEY INTERRELATE IS THE FIRST STEP
TOWARD A FLAWLESSLY FORMATTED THESIS.



THESE COMPONENTS WORK IN CONCERT TO CREATE A COHESIVE AND PROFESSIONAL DOCUMENT. EACH ELEMENT, FROM THE TITLE
PAGE TO THE APPENDICES, SERVES A SPECIFIC PURPOSE IN ORGANIZING AND PRESENTING YOUR RESEARCH. MASTERING THE
NUANCES OF EACH WILL ENSURE YOUR THESIS MEETS THE HIGHEST ACADEMIC STANDARDS.

TITLE PAGE REQUIREMENTS

THE TITLE PAGE IS THE GATEWAY TO YOUR THESIS AND MUST BE FORMATTED WITH PRECISION ACCORDING TO CHICAGO STYLE
GUIDELINES. TYPICALLY, IT INCLUDES THE FULL TITLE OF YOUR THESIS, YOUR FULL NAME, THE NAME OF THE DEGREE FOR WHICH
YOU ARE A CANDIDATE, THE DEPARTMENT OR PROGRAM, THE UNIVERSITY NAME, AND THE DATE OF SUBMISSION. THE TITLE
SHOULD BE CLEAR, CONCISE, AND ACCURATELY REFLECT THE CONTENT OF YOUR WORK.

SPECIFIC PLACEMENT AND FONT CHOICES FOR THESE ELEMENTS ARE OFTEN DICTATED BY UNIVERSITY GUIDELINES, WHICH
GENERALLY ALIGN WITH CMOS PRINCIPLES. THE THESIS TITLE IS USUALLY CENTERED AND PRESENTED IN TITLE CASE. YOUR
NAME, DEGREE, DEPARTMENT, AND UNIVERSITY ARE ALSO TYPICALLY CENTERED, APPEARING IN A LOGICAL ORDER BELOW THE
TITLE. THE DATE OF SUBMISSION, OFTEN FORMATTED AS MONTH YEARI CONCLUDES THE TITLE PAGE INFORMATION.

ABSTRACT FORMATTING

THE ABSTRACT IS A CONCISE SUMMARY OF YOUR ENTIRE THESIS, TYPICALLY RANGING FROM 150 To 350 WORDS, THOUGH
SPECIFIC LENGTH REQUIREMENTS MAY VARY BY INSTITUTION. ACCORDING TO CHICAGO STYLE, THE ABSTRACT SHOULD PROVIDE
A BRIEF OVERVIEW OF YOUR RESEARCH PROBLEM, METHODOLOGY, KEY FINDINGS, AND CONCLUSIONS. |T SHOULD BE SELF-
CONTAINED AND UNDERSTANDABLE WITHOUT REFERRING TO THE MAIN BODY OF THE THESIS.

THE ABSTRACT IS USUALLY PLACED AFTER THE TITLE PAGE AND BEFORE THE TABLE OF CONTENTS. |T IS GENERALLY SINGLE-
SPACED OR ].5‘SPACED/ WITH A CLEAR HEADING SUCH AS “ABSTRACT.” SOME INSTITUTIONS MAY REQUIRE A DOUBLE-SPACED
ABSTRACT, ALWAYS VERIFY YOUR DEPARTMENT'S SPECIFIC PREFERENCES. THE LANGUAGE SHOULD BE OBJECTIVE AND
INFORMATIVE, CAPTURING THE ESSENCE OF YOUR SCHOLARLY CONTRIBUTION.

T ABLE oF CONTENTS AND LiST oF T ABLES/FIGURES

A WELL-STRUCTURED T ABLE OF CONTENTS (TOC) IS ESSENTIAL FOR GUIDING READERS THROUGH YOUR THESIS. |T SHOULD
LIST ALL MAJOR SECTIONS, CHAPTERS, AND SUBHEADINGS WITH CORRESPONDING PAGE NUMBERS. For CHiCcAGO STYLE, THE TOC
IS TYPICALLY DOUBLE-SPACED, THOUGH SOME UNIVERSITIES MAY PREFER SINGLE-SPACING WITH DOUBLE-SPACING BET WEEN
ENTRIES. HEADINGS IN THE TOC SHOULD MATCH THE HEADINGS USED IN THE BODY OF THE THESIS EXACTLY.

SIMILARLY, SEPARATE LISTS OF TABLES AND FIGURES ARE REQUIRED IF YOUR THESIS CONTAINS A SIGNIFICANT NUMBER OF THESE
VISUAL ELEMENTS. EACH LIST SHOULD INCLUDE THE TITLE OF EACH TABLE OR FIGURE AND ITS CORRESPONDING PAGE NUMBER.
THESE LISTS ARE ALSO USUALLY DOUBLE-SPACED, WITH CLEAR HEADINGS LIKE “LIST oF TABLES” AND “LIST OF FIGURES.”
ENSURING THAT ALL PAGE NUMBERS ARE ACCURATE IS CRUCIAL FOR THE USABILITY OF THESE NAVIGATIONAL TOOLS.

BobDY oF THE THESIS: TEXT AND PARAGRAPHS

THE MAIN BODY OF YOUR THESIS IS WHERE YOUR RESEARCH AND ARGUMENTS ARE PRESENTED IN DETAIL. CHICAGO STYLE
GENERALLY RECOMMENDS DOUBLE-SPACING FOR THE MAIN TEXT, INCLUDING PARAGRAPHS, WITH A MARGIN OF AT LEAST 1 INCH
ON ALL SIDES. PARAGRAPHS ARE TYPICALLY INDENTED ON THE FIRST LINE, WITH A BLANK LINE BETWEEN PARAGRAPHS IF FULL
BLOCK FORMATTING IS USED (THOUGH INDENTATION IS MORE COMMON FOR THESES).



\W/HEN DISCUSSING YOUR RESEARCH, IT IS VITAL TO MAINTAIN CLARITY AND COHERENCE. USE CLEAR TOPIC SENTENCES FOR EACH
PARAGRAPH AND ENSURE SMOOTH TRANSITIONS BETWEEN THEM. LONG QUOTATIONS, KNOWN AS BLOCK QUOTES, SHOULD BE
INDENTED FURTHER THAN REGULAR PARAGRAPHS AND SHOULD NOT BE ENCLOSED IN QUOTATION MARKS. THE CHICAGO MANUAL
OF STYLE PROVIDES DETAILED GUIDANCE ON HOW TO HANDLE VARIOUS TEXTUAL ELEMENTS, INCLUDING HEADINGS, SUBHEADINGS,
AND FOOTNOTES OR ENDNOTES.

CITATION STYLES: NOTES AND BIBLIOGRAPHY VS. AUTHOR-DATE

THE CHICAGO MANUAL OF STYLE OFFERS TWO PRIMARY CITATION SYSTEMS: THE NOTES-BIBLIOGRAPHY SYSTEM AND THE
AUTHOR-DATE SYSTEM. THE NOTES-BIBLIOGRAPHY SYSTEM USES FOOTNOTES OR ENDNOTES TO CITE SOURCES, WITH A
BIBLIOGRAPHY AT THE END OF THE WORK. THIS SYSTEM IS COMMON IN HUMANITIES DISCIPLINES.

THE AUTHOR-DATE SYSTEM USES PARENTHETICAL CITATIONS IN THE TEXT (E.G., [AUTHOR YEAR, PAGE]) AND A REFERENCE LIST
AT THE END. THIS SYSTEM IS MORE COMMON IN THE SOCIAL SCIENCES AND SCIENCES. THE CHOICE OF WHICH SYSTEM TO USE IS
OFTEN DETERMINED BY YOUR ACADEMIC DISCIPLINE AND DEPARTMENTAL REQUIREMENTS. REGARDLESS OF THE CHOSEN SYSTEM,
CONSISTENCY IS KEY.

FORMATTING IN-TEXT CITATIONS

FOR THE NOTES-BIBLIOGRAPHY SYSTEM, IN"TEXT CITATIONS ARE TYPICALLY HANDLED THROUGH SUPERSCRIPT NUMBERS THAT
CORRESPOND TO NOTES AT THE BOTTOM OF THE PAGE (FOOTNOTES) OR AT THE END OF THE CHAPTER OR DOCUMENT
(ENDNOTES). THESE NOTES PROVIDE DETAILED INFORMATION ABOUT THE SOURCE.

FOR THE AUTHOR-DATE SYSTEM, IN-TEXT CITATIONS ARE BRIEF AND ENCLOSED IN PARENTHESES. THEY GENERALLY INCLUDE THE
AUTHOR'S LAST NAME AND THE YEAR OF PUBLICATION. [F YOU ARE QUOTING DIRECTLY, YOU MUST ALSO INCLUDE THE PAGE
NUMBER (E.G., (SMITH 2020, 45)). UNDERSTANDING THE SPECIFIC RULES FOR DIFFERENT TYPES OF SOURCES AND HOW TO
INCORPORATE THEM INTO YOUR TEXT IS ESSENTIAL FOR AVOIDING PLAGIARISM.

CRAFTING THE BIBLIOGRAPHY OR REFERENCE LIST

BoTH CHICAGO STYLE CITATION SYSTEMS CONCLUDE WITH AN ALPHABETICAL LIST OF ALL SOURCES CITED IN THE THESIS. |F
YOU ARE USING THE NOTES-BIBLIOGRAPHY SYSTEM, THIS IS CALLED A “BIBLIOGRAPHY.” IF YOU ARE USING THE AUTHOR-DATE
SYSTEM, IT IS CALLED A “REFERENCE LIST.” THE FORMATTING OF EACH ENTRY IS HIGHLY SPECIFIC AND DEPENDS ON THE TYPE OF
SOURCE (BOOK, JOURNAL ARTICLE, WEBSITE, ETC.).

KEY ELEMENTS IN BIBLIOGRAPHY ENTRIES TYPICALLY INCLUDE AUTHOR(S), TITLE, PUBLICATION INFORMATION (PUBLISHER, DATE,
JOURNAL VOLUME/ISSUE)/ AND PAGE NUMBERS. STRICT ADHERENCE TO THE CORRECT PUNCTUATION, CAPITALIZATION, AND
ORDER OF ELEMENTS IS REQUIRED. FOR EXAMPLE, BOOK TITLES ARE USUALLY ITALICIZED, WHILE ARTICLE TITLES ARE PLACED IN
QUOTATION MARKS.

TABLES AND FIGURES: PRESENTATION AND REFERENCING

\W/HEN INCORPORATING TABLES AND FIGURES INTO YOUR THESIS, CHICAGO STYLE PROVIDES GUIDELINES FOR THEIR PRESENTATION
AND REFERENCING TO ENSURE CLARITY AND PROFESSIONALISM. T ABLES SHOULD BE CLEARLY LABELED WITH A NUMBER (E.G.,
TABLE -|-|> AND A DESCRIPTIVE TITLE. THE CONTENT OF TABLES SHOULD BE EASY TO READ, WITH APPROPRIATE HEADINGS FOR
COLUMNS AND ROWS. AVOID EXCESSIVE LINES OR SHADING.



FIGURES/ WHICH INCLUDE CHARTS, GRAPHS, MAPS, AND IMAGES, SHOULD ALSO BE CLEARLY LABELED WITH A NUMBER (E.G.,
FIGURE ]]) AND A CAPTION THAT EXPLAINS THEIR CONTENT AND SOURCE. ENSURE THAT FIGURES ARE HIGH QUALITY AND
LEGIBLE. IN THE TEXT, YOU SHOULD REFER TO EACH TABLE AND FIGURE BY ITS NUMBER AND BRIEFLY EXPLAIN ITS SIGNIFICANCE OR
RELEVANCE TO YOUR ARGUMENT.

PAGINATION AND FRONT/BACK MATTER

PAGINATION IN A CHICAGO-STYLE THESIS REQUIRES CAREFUL ATTENTION TO DETAIL. PRELIMINARY PAGES, SUCH AS THE TITLE
PAGE, ABSTRACT, TABLE OF CONTENTS, AND LISTS OF TABLES/FIGURES, ARE TYPICALLY NUMBERED WITH LOWERCASE ROMAN
NUMERALS (I, I, 1, ETC.). THE TITLE PAGE IS USUALLY CONSIDERED PAGE I, BUT THE NUMERAL ITSELF IS NOT DISPLAYED.

THE MAIN BODY OF THE THESIS, BEGINNING WITH THE INTRODUCTION, IS NUMBERED WITH ARABIC NUMERALS (1, 2, 3, ETC.). THE
FIRST PAGE OF THE MAIN TEXT IS PAGE 1. ALL PAGES THEREAFTER, INCLUDING THOSE WITH ILLUSTRATIONS, BLANK PAGES
WITHIN CHAPTERS, AND THE BIBLIOGRAPHY, SHOULD BE NUMBERED SEQUENTIALLY. SOME UNIVERSITIES MAY HAVE SPECIFIC
INSTRUCTIONS REGARDING THE PLACEMENT OF PAGE NUMBERS.

APPENDICES AND SUPPLEMENTARY MATERIALS

APPENDICES ARE USED TO INCLUDE SUPPLEMENTARY MATERIALS THAT ARE TOO LENGTHY OR DETAILED TO BE INCLUDED IN THE
MAIN BODY OF THE THESIS BUT ARE NONETHELESS IMPORTANT TO YOUR RESEARCH. THESE CAN INCLUDE RAW DATA, SURVEY
INSTRUMENTS, INTERVIEW TRANSCRIPTS, OR DETAILED STATISTICAL ANALYSES. EACH APPENDIX SHOULD BE CLEARLY LABELED
WITH A LETTER (APPENDIX A, APPENDIX B) OR A NUMBER, FOLLOWED BY A DESCRIPTIVE TITLE.

THE APPENDICES ARE PLACED AT THE END OF THE THESIS, AFTER THE BIBLIOGRAPHY OR REFERENCE LIST. EACH APPENDIX SHOULD
START ON A NEW PAGE. |F YOU HAVE MULTIPLE APPENDICES, ENSURE THEY ARE ORGANIZED LOGICALLY AND REFERENCED
APPROPRIATELY WITHIN THE MAIN TEXT OF YOUR THESIS. THE FORMATTING WITHIN THE APPENDICES SHOULD GENERALLY
FOLLOW THE SAME STANDARDS AS THE MAIN BODY OF THE THESIS.

FINAL ReviEw AND SuBMISSION CHECKLIST

BEFORE SUBMITTING YOUR THESIS, A THOROUGH FINAL REVIEW IS INDISPENSABLE. THIS INVOLVES METICULOUSLY CHECKING ALL
ASPECTS OF YOUR FORMATTING AGAINST THE CHICAGO MANUAL OF STYLE AND YOUR INSTITUTION'S SPECIFIC GUIDELINES. PAY
CLOSE ATTENTION TO CONSISTENCY IN HEADINGS, SPACING, FONT USAGE, AND MARGINS.

A COMPREHENSIVE CHECKLIST CAN BE INVALUABLE DURING THIS STAGE. |T SHOULD INCLUDE VERIFICATION OF:

o CORRECT TITLE PAGE INFORMATION AND FORMATTING.
e ACCURATE PAGINATION FOR ALL SECTIONS (ROMAN NUMERALS FOR FRONT MATTER, ARABIC FOR THE MAIN BODY).

CONSISTENCY BETWEEN HEADINGS IN THE T ABLE OF CONTENTS AND THE BODY OF THE THESIS.

® PROPER FORMATTING OF ALL IN-TEXT CITATIONS AND BIBLIOGRAPHY/REFERENCE LIST ENTRIES.
e CLARITY AND PROPER LABELING OF ALL TABLES AND FIGURES.
o CORRECT PLACEMENT AND FORMATTING OF FOOTNOTES OR ENDNOTES.

® ABSENCE OF GRAMMATICAL ERRORS, TYPOS, AND PUNCTUATION MISTAKES.



A CAREFUL REVIEW PROCESS, POSSIBLY WITH THE HELP OF A PEER OR WRITING CENTER, CAN HELP CATCH ANY OVERLOOKED
ERRORS AND ENSURE YOUR THESIS PRESENTS YOUR SCHOLARLY WORK IN THE BEST POSSIBLE LIGHT.

FAQ

QI \WHAT IS THE PRIMARY DIFFERENCE BETWEEN THE NOTES-BIBLIOGRAPHY AND
AUTHOR-DATE SYSTEMS IN THE CHICAGO MANUAL OF STYLE FOR THESES?

A: THE PRIMARY DIFFERENCE LIES IN HOW SOURCES ARE CITED WITHIN THE TEXT AND AT THE END OF THE DOCUMENT. THE NOTES-
BIBLIOGRAPHY SYSTEM USES NUMBERED FOOTNOTES OR ENDNOTES FOR CITATIONS AND CONCLUDES WITH A BIBLIOGRAPHY. THE
AUTHOR-DATE SYSTEM USES IN-TEXT PARENTHETICAL CITATIONS (AUTHOR YEAR) AND CONCLUDES WITH A REFERENCE LIST.

Q: ARE THERE SPECIFIC MARGIN REQUIREMENTS FOR A THESIS FORMATTED ACCORDING
To THE CHICAGO MANUAL OF STYLE?

A: GENERALLY, CHICAGO STYLE RECOMMENDS AT LEAST A 1-INCH MARGIN ON ALL SIDES OF THE PAGE FOR CLARITY AND
READABILITY. HO\X/EVER/ SPECIFIC UNIVERSITY OR DEPARTMENTAL GUIDELINES MIGHT STIPULATE SLIGHTLY DIFFERENT MARGIN
SIZES, WHICH SHOULD ALWAYS BE PRIORITIZED.

QZ How SHOULD BLOCK QUOTATIONS BE FORMATTED IN A CHICAGO STYLE THESIS?

A: BLock QUOTATIONS, WHICH ARE TYPICALLY LONGER THAN FOUR TYPED LINES, SHOULD BE SET OFF FROM THE MAIN TEXT BY
INDENTING THEM AN ADDITIONAL 0.5 INCHES FROM THE LEFT MARGIN. THEY SHOULD NOT BE ENCLOSED IN QUOTATION MARKS,
AND THE PUNCTUATION MARK AT THE END OF THE QUOTE SHOULD PRECEDE THE CITATION.

Q: Is IT ACCEPTABLE TO USE DIFFERENT FONTS OR FONT SIZES WITHIN A CHICAGO
STYLE THESIS?

A: FOR CONSISTENCY AND PROFESSIONALISM, IT IS BEST TO USE A SINGLE, LEGIBLE FONT (LIKE TIMES NEW ROMAN OR ARIAL)
AND FONT SIZE (USUALLY 12-POINT) FOR THE ENTIRE THESIS, WITH MINOR EXCEPTIONS FOR ELEMENTS LIKE PAGE NUMBERS OR
SPECIFIC HEADINGS IF INSTITUTIONALLY MANDATED.

Q: WHERE SHOULD THE ABSTRACT BE PLACED IN A CHICAGO STYLE THESIS?

A: THE ABSTRACT IS TYPICALLY PLACED AFTER THE TITLE PAGE AND BEFORE THE T ABLE OF CONTENTS. |T SHOULD BE CLEARLY
LABELED WITH A HEADING SUCH AS “ABSTRACT.”

Q: WHAT IS THE RECOMMENDED SPACING FOR THE MAIN BODY TEXT OF A CHICAGO
STYLE THESIS?

A: THe CHICAGO MANUAL OF STYLE GENERALLY RECOMMENDS DOUBLE-SPACING FOR THE MAIN BODY TEXT OF ACADEMIC WORKS
LIKE THESES. HOWEVER, IT'S CRUCIAL TO VERIFY THIS WITH YOUR INSTITUTION'S SPECIFIC FORMATTING REQUIREMENTS, AS
SOME MAY ALLOW FOR 1.5-SPACING.

QZ How SHOULD | HANDLE ABBREVIATIONS AND ACRONYMS IN MY THESIS ACCORDING



To CHICAGO STYLE?

A: WHEN FIRST INTRODUCING AN ABBREVIATION OR ACRONYM, SPELL OUT THE FULL TERM FOLLOWED BY THE ABBREVIATION IN
PARENTHESES. SUBSEQUENT USES CAN THEN EMPLOY THE ABBREVIATION. FOR EXAMPLE: “NATIONAL AERONAUTICS AND SPACE
AbMINISTRATION (NASA).”

Q: WHAT IS THE PURPOSE OF THE LIST OF T ABLES AND THE LIST OF FIGURES?

A: THESE LISTS ARE INCLUDED TO PROVIDE READERS WITH A QUICK REFERENCE TO ALL THE TABLES AND FIGURES WITHIN YOUR
THESIS, ALONG WITH THEIR RESPECTIVE PAGE NUMBERS, FACILITATING NAVIGATION AND RETRIEVAL OF VISUAL DATA.
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