CHICAGO MANUAL OF STYLE THESIS STYLES REQUIREMENTS

NAVIGATING THE CHICAGO MANUAL OF STYLE THESIS STYLES REQUIREMENTS FOR ACADEMIC SUCCESS

CHICAGO MANUAL OF STYLE THESIS STYLES REQUIREMENTS REPRESENT A CRITICAL BENCHMARK FOR STUDENTS PURSUING HIGHER
EDUCATION, PARTICULARLY THOSE EMBARKING ON THE COMPLEX JOURNEY OF THESIS OR DISSERTATION WRITING. ADHERING TO
THESE GUIDELINES ENSURES ACADEMIC RIGOR, CLARITY, AND CONSISTENCY, PRESENTING YOUR RESEARCH IN A PROFESSIONAL AND
UNIVERSALLY UNDERSTOOD FORMAT. THIS COMPREHENSIVE GUIDE WILL DELVE DEEP INTO THE INTRICACIES OF CHICAGO STYLE,
COVERING EVERYTHING FROM CITATION FORMATS AND MANUSCRIPT PREPARATION TO THE NUANCES OF FOOTNOTES VERSUS
ENDNOTES AND THE PROPER CONSTRUCTION OF BIBLIOGRAPHIES. UNDERSTANDING THESE REQUIREMENTS IS NOT MERELY ABOUT
FOLLOWING RULES; IT'S ABOUT MASTERING THE ART OF ACADEMIC COMMUNICATION AND PRESENTING YOUR SCHOLARLY WORK
WITH AUTHORITY AND PRECISION. WE WILL EXPLORE THE FOUNDATIONAL PRINCIPLES, SPECIFIC STYLISTIC ELEMENTS, AND
COMMON PITFALLS TO AVOID WHEN PREPARING YOUR THESIS ACCORDING TO THE CHICAGO MANUAL OF STYLE.

INTRODUCTION TO CHICAGO STYLE FOR THESES

UNDERSTANDING THE Two CHICAGO CITATION SYSTEMS
MANUSCRIPT PREPARATION AND FORMATTING GUIDELINES
FooTNOTES AND ENDNOTES: CHOOSING THE RIGHT SYSTEM
CRAFTING EFFECTIVE BIBLIOGRAPHIES AND W ORKkS CITED PAGES
CITING VARIOUS SOURCE TYPES IN CHICAGO STYLE

CoMMON PITFALLS AND BEST PRACTICES FOR THESIS SUBMISSION

UNDERSTANDING THE FUNDAMENTALS oF CHICAGO MANUAL OF STYLE THESIS
STYLES REQUIREMENTS

THe CHicaGo MANUAL ofF STYLE (CMOS) IS A WIDELY RESPECTED STYLE GUIDE THAT PROVIDES COMPREHENSIVE
RECOMMENDATIONS FOR WRITING, EDITING, AND FORMATTING ACADEMIC WORKS. FOR THESIS AND DISSERTATION WRITERS,
UNDERSTANDING ITS SPECIFIC REQUIREMENTS IS PARAMOUNT. CMOS OFFERS FLEXIBILITY, ALLOWING AUTHORS TO CHOOSE
BETWEEN TWO PRIMARY CITATION SYSTEMS: THE NOTES-BIBLIOGRAPHY SYSTEM AND THE AUTHOR-DATE SYSTEM. EACH SYSTEM
HAS ITS OWN STRENGTHS AND IS SUITED TO DIFFERENT ACADEMIC DISCIPLINES. THE CHOICE BETWEEN THESE SYSTEMS OFTEN
DEPENDS ON DEPARTMENTAL OR UNIVERSITY GUIDELINES, SO IT'S CRUCIAL TO CONFIRM WHICH SYSTEM IS PREFERRED FOR YOUR
SPECIFIC THESIS. REGARDLESS OF THE CHOSEN SYSTEM, CONSISTENCY AND ADHERENCE TO THE ESTABLISHED RULES ARE KEY TO
PRODUCING A POLISHED AND PROFESSIONAL DOCUMENT.

THe Two CHicacgo CiITATION SysTemMs: A DeTAILED COMPARISON

THE CHICAGO MANUAL OF STYLE OFFERS TWO DISTINCT, YET EQUALLY VALID, APPROACHES TO CITING SOURCES WITHIN
ACADEMIC WORK: THE NOTES-BIBLIOGRAPHY SYSTEM AND THE AUTHOR-DATE SYSTEM. UNDERSTANDING THE DIFFERENCES AND
APPLICATIONS OF EACH IS FUNDAMENTAL FOR ANY STUDENT WORKING ON A THESIS. THE CHOICE BETWEEN THESE TWO CAN
SIGNIFICANTLY IMPACT THE FLOW AND APPEARANCE OF YOUR DOCUMENT, AND IT'S OFTEN DICTATED BY THE CONVENTIONS OF
YOUR SPECIFIC FIELD OF STUDY OR INSTITUTIONAL REQUIREMENTS.

THE NOTES-BIBLIOGRAPHY SYSTEM

THE NOTES-BIBLIOGRAPHY SYSTEM IS OFTEN PREFERRED IN THE HUMANITIES, INCLUDING LITERATURE, HISTORY, AND THE ARTS. IN
THIS SYSTEM, SOURCES ARE CITED USING EITHER FOOTNOTES OR ENDNOTES, WHICH ARE NUMBERED CONSECUTIVELY
THROUGHOUT THE TEXT. A CORRESPONDING BIBLIOGRAPHY, ALSO KNOWN AS A “\¥ orks CiTep” PAGE, APPEARS AT THE END OF
THE DOCUMENT, PROVIDING FULL BIBLIOGRAPHIC DETAILS FOR ALL SOURCES REFERENCED IN THE NOTES. THIS SYSTEM ALLOWS
FOR MORE DETAILED PARENTHETICAL EXPLANATIONS OR COMMENTARY WITHIN THE NOTES THEMSELVES, WHICH CAN BE
PARTICULARLY USEFUL FOR COMPLEX ARGUMENTS OR FOR PROVIDING HISTORICAL CONTEXT. THE FULL BIBLIOGRAPHIC ENTRY IN
THE BIBLIOGRAPHY ALLOWS READERS TO EASILY LOCATE THE ORIGINAL SOURCE.



THE AUTHOR-DATE SYSTEM

THE AUTHOR-DATE SYSTEM, MORE COMMONLY FOUND IN THE SOCIAL SCIENCES AND NATURAL SCIENCES, UTILIZES
PARENTHETICAL 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 2023, 45). LIKE THE NOTES-
BIBLIOGRAPHY SYSTEM, THE AUTHOR-DATE SYSTEM ALSO REQUIRES A COMPREHENSIVE REFERENCE LIST AT THE END OF THE
DOCUMENT. THIS LIST, TYPICALLY TITLED “REFERENCES,” CONTAINS FULL BIBLIOGRAPHIC INFORMATION FOR ALL SOURCES CITED
IN THE TEXT. THIS SYSTEM IS GENERALLY CONSIDERED MORE STREAMLINED FOR DISCIPLINES WHERE DIRECT REFERENCING AND
AUTHORIAL ATTRIBUTION ARE PARAMOUNT, AND IT CAN BE LESS DISRUPTIVE TO THE READING FLOW FOR EMPIRICAL RESEARCH.

MANUSCRIPT PREPARATION AND FORMATTING GUIDELINES FOR THESES

BEYOND THE SPECIFIC CITATION STYLES, THE CHICAGO MANUAL OF STYLE PROVIDES EXTENSIVE GUIDELINES FOR THE OVERALL
PREPARATION AND FORMATTING OF A MANUSCRIPT, WHICH ARE CRUCIAL FOR THESIS SUBMISSION. THESE GUIDELINES ENSURE
THAT YOUR DOCUMENT IS NOT ONLY CONTENT-RICH BUT ALSO VISUALLY APPEALING, ORGANIZED, AND EASY FOR READERS AND
REVIEWERS TO NAVIGATE. ADHERING TO THESE STANDARDS DEMONSTRATES A COMMITMENT TO ACADEMIC PROFESSIONALISM
AND ATTENTION TO DETAIL, WHICH ARE HIGHLY VALUED IN SCHOLARLY \¥ORK.

TiTLE PAGE AND PRELIMINARY MATTER

THE INITIAL PAGES OF YOUR THESIS ARE AS IMPORTANT AS THE CONTENT ITSELF. THE TITLE PAGE MUST INCLUDE THE FULL
TITLE OF YOUR THESIS, YOUR NAME, THE NAME OF YOUR DEPARTMENT AND INSTITUTION, THE DEGREE YOU ARE SEEKING, AND THE
DATE OF SUBMISSION. OFTEN, THESIS REQUIREMENTS ALSO INCLUDE A COPYRIGHT PAGE, AN ABSTRACT (A CONCISE SUMMARY
OF YOUR RESEAECH)/ ACKNOWLEDGMENTS, AND A TABLE OF CONTENTS. THE TABLE OF CONTENTS SHOULD METICULOUSLY LIST
ALL MAJOR SECTIONS, CHAPTERS, AND SUBHEADINGS, ALONG WITH THEIR CORRESPONDING PAGE NUMBERS. SIMILARLY, A LIST OF
FIGURES AND A LIST OF TABLES, IF APPLICABLE, SHOULD BE PROVIDED.

CHAPTER STRUCTURE AND HEADINGS

A TYPICAL THESIS IS DIVIDED INTO CHAPTERS, EACH ADDRESSING A SPECIFIC ASPECT OF YOUR RESEARCH. THE CHICAGO
MANUAL OF STYLE RECOMMENDS CLEAR AND CONSISTENT USE OF HEADINGS AND SUBHEADINGS TO ORGANIZE CONTENT
LOGICALLY. MAIN HEADINGS, SUCH AS CHAPTER TITLES, SHOULD BE PROMINENT AND DISTINCT. SUBHEADINGS WITHIN CHAPTERS
HELP TO BREAK DOWN COMPLEX TOPICS INTO MANAGEABLE SECTIONS, IMPROVING READABILITY. CONSISTENCY IN THE
FORMATTING OF THESE HEADINGS (E.G., FONT, SIZE, BOLDING, CAPITALIZATION) IS ESSENTIAL. THE MANUAL PROVIDES SPECIFIC
GUIDANCE ON CAPITALIZATION STYLES FOR TITLES AND HEADINGS, SUCH AS TITLE CASE OR SENTENCE CASE, AND ADVISES ON
THE USE OF NUMBERS OR DESCRIPTIVE TITLES FOR CHAPTERS.

PAGINATION AND MARGINS

ACCURATE PAGINATION IS A NON-NEGOTIABLE REQUIREMENT FOR THESIS SUBMISSION. ALL PAGES, INCLUDING PRELIMINARY
MATTER (THOUGH OFTEN ROMAN NUMERALS ARE USED FOR THIS SECTION) AND THE MAIN BODY OF THE TEXT, MUST BE NUMBERED
SEQUENTIALLY. THE CHICAGO MANUAL OF STYLE TYPICALLY RECOMMENDS SPECIFIC MARGIN SIZES TO ENSURE READABILITY AND
TO ACCOMMODATE BINDING. WHILE EXACT SPECIFICATIONS MAY VARY BY INSTITUTION, STANDARD MARGINS OF 1710 1.5
INCHES ON ALL SIDES ARE COMMON. THE PLACEMENT AND FORMATTING OF PAGE NUMBERS (E.G., TOP RIGHT, BOTTOM CENTER)
SHOULD ALSO BE CONSISTENT THROUGHOUT THE DOCUMENT.

TABLES AND FIGURES

W/HEN INCORPORATING TABLES AND FIGURES INTO YOUR THESIS, CLARITY AND PROPER LABELING ARE PARAMOUNT. EACH TABLE
AND FIGURE SHOULD BE NUMBERED CONSECUTIVELY AND ASSIGNED A DESCRIPTIVE TITLE. THE CHICAGO MANUAL OF STYLE
PROVIDES GUIDANCE ON THE FORMATTING OF TABLES, INCLUDING LINE STYLES AND THE PLACEMENT OF INFORMATION. For



FIGURES (\X/HICH INCLUDE GRAPHS, CHARTS, PHOTOGRAPHS, AND ILLUSTRATIONS)I ENSURE THAT THEY ARE HIGH-QUALITY AND
CLEARLY LEGIBLE. CAPTIONS OR EXPLANATORY NOTES SHOULD BE PROVIDED DIRECTLY BELOW EACH FIGURE. CONSISTENCY IN
FONT, SIZE, AND SPACING FOR ALL TABULAR AND GRAPHICAL ELEMENTS IS CRUCIAL FOR A PROFESSIONAL PRESENTATION.

FooTNoTES AND ENDNOTES; CHOOSING THE RIGHT SYSTEM FOR YOUR
THESIS

THE DECISION BETWEEN USING FOOTNOTES OR ENDNOTES FOR YOUR THESIS IS A SIGNIFICANT ONE, PRIMARILY RELATED TO THE
NOTES-BIBLIOGRAPHY SYSTEM IN CHICAGO STYLE. WHILE BOTH SERVE THE SAME FUNDAMENTAL PURPOSE—TO PROVIDE
CITATIONS AND SUPPLEMENTARY INFORMATION—THEIR PLACEMENT WITHIN THE DOCUMENT CAN AFFECT THE READER'S EXPERIENCE
AND THE OVERALL ORGANIZATION OF YOUR WORK.

FooTNoTES EXPLAINED

FOOTNOTES APPEAR AT THE BOTTOM OF THE PAGE ON WHICH THE REFERENCE IS MADE. EACH FOOTNOTE IS LINKED TO A
SUPERSCRIPT NUMBER IN THE TEXT. THIS PROXIMITY TO THE MAIN TEXT ALLOWS READERS TO QUICKLY CONSULT THE SOURCE
INFORMATION WITHOUT HAVING TO TURN TO ANOTHER PAGE. THIS CAN BE PARTICULARLY BENEFICIAL FOR DENSE ACADEMIC
WRITING WHERE FREQUENT REFERENCING IS NECESSARY. HO\X/EVER/ EXTENSIVE FOOTNOTES CAN SOMETIMES MAKE A PAGE APPEAR
CROWDED. THE CHICAGO MANUAL OF STYLE PROVIDES SPECIFIC FORMATTING REQUIREMENTS FOR FOOTNOTES, INCLUDING FONT
SIZE, LEADING, AND INDENTATION.

ENDNOTES EXPLAINED

ENDNOTES, IN CONTRAST, ARE GATHERED TOGETHER AT THE END OF EACH CHAPTER OR AT THE VERY END OF THE DOCUMENT.
SIMILAR TO FOOTNOTES, THEY ARE KEYED TO NUMBERED SUPERSCRIPTS IN THE MAIN TEXT. \W/HILE ENDNOTES CAN CONTRIBUTE
TO A CLEANER APPEARANCE OF THE MAIN BODY TEXT, THEY REQUIRE THE READER TO REPEATEDLY TURN TO THE BACK OF THE
CHAPTER OR DOCUMENT TO FIND THE SOURCE DETAILS. THIS CAN DISRUPT THE READING FLOW FOR SOME. THE FORMATTING FOR
ENDNOTES IS GENERALLY SIMILAR TO THAT OF FOOTNOTES BUT IS APPLIED TO A SEPARATE SECTION OF THE DOCUMENT.

WHeN To Use WHICH

THE CHOICE BETWEEN FOOTNOTES AND ENDNOTES IS OFTEN A MATTER OF PERSONAL PREFERENCE, DISCIPLINARY CONVENTION, OR
INSTITUTIONAL MANDATE. SOME SCHOLARS ARGUE THAT FOOTNOTES ENHANCE READER ENGAGEMENT BY KEEPING CITATION
INFORMATION READILY ACCESSIBLE, WHILE OTHERS PREFER THE CLEANER LOOK OF ENDNOTES. REGARDLESS OF YOUR CHOICE,
CONSISTENCY IS KEY. ONCE YOU HAVE SELECTED EITHER FOOTNOTES OR ENDNOTES, YOU MUST USE THAT SYSTEM EXCLUSIVELY
THROUGHOUT YOUR ENTIRE THESIS. THE CHICAGO MANUAL OF STYLE OFFERS DETAILED EXAMPLES FOR BOTH FORMATS,
ENSURING YOU CAN IMPLEMENT YOUR CHOSEN SYSTEM CORRECTLY.

CRrRAFTING EFFecTIVE BiBLIOGRAPHIES AND W oORkS CITED PAGES

A WELL-CRAFTED BIBLIOGRAPHY OR WORKS CITED PAGE IS AN INDISPENSABLE COMPONENT OF ANY THESIS PREPARED UNDER THE
CHICAGO MANUAL OF STYLE. THIS SECTION SERVES AS A COMPREHENSIVE RECORD OF ALL THE SOURCES YOU HAVE CONSULTED
AND CITED IN YOUR RESEARCH, ALLOWING READERS TO VERIFY YOUR INFORMATION AND EXPLORE YOUR SOURCES FURTHER. THE
STRUCTURE AND CONTENT OF THIS LIST ARE GOVERNED BY STRICT RULES TO ENSURE ACCURACY AND CONSISTENCY.

STRUCTURE OF THE BIBLIOGRAPHY

W/HETHER YOU ARE USING THE NOTES-BIBLIOGRAPHY SYSTEM OR THE AUTHOR-DATE SYSTEM, A CONCLUDING LIST OF SOURCES
IS REQUIRED. [N THE NOTES-BIBLIOGRAPHY SYSTEM, THIS LIST IS TYPICALLY TITLED “BIBLIOGRAPHY" AND IS ALPHABETIZED BY



THE AUTHOR'S LAST NAME. [F YOU ARE USING THE AUTHOR-DATE SYSTEM, THE LIST IS USUALLY TITLED "“REFERENCES” AND IS
ALSO ALPHABETIZED BY AUTHOR'S LAST NAME. EACH ENTRY PROVIDES COMPLETE BIBLIOGRAPHIC INFORMATION FOR A SOURCE,
INCLUDING AUTHOR, TITLE, PUBLICATION DETAILS, AND PAGE NUMBERS WHERE RELEVANT. THE CHICAGO MANUAL OF STYLE
OFFERS SPECIFIC FORMATS FOR VARIOUS TYPES OF SOURCES, DICTATING THE ORDER OF ELEMENTS AND THE PUNCTUATION USED.

ALPHABETIZATION AND FORMATTING CONVENTIONS

THE ALPHABETIZATION OF ENTRIES IN A CHICAGO-STYLE BIBLIOGRAPHY IS GENERALLY STRAIGHTFORWARD, BASED ON THE
AUTHOR'S LAST NAME. IF MULTIPLE WORKS BY THE SAME AUTHOR ARE INCLUDED, THEY ARE SUB-ALPHABETIZED BY TITLE. FOR
WORKS WITH NO AUTHOR, THE ENTRY IS ALPHABETIZED BY THE FIRST SIGNIFICANT WORD OF THE TITLE (EXCLUDING ARTICLES
LIKE “A,” “AN,” OR "THE”). FORMATTING CONVENTIONS INCLUDE THE USE OF HANGING INDENTS, WHERE THE FIRST LINE OF EACH
ENTRY IS FLUSH LEFT, AND SUBSEQUENT LINES ARE INDENTED. THIS TYPOGRAPHICAL FEATURE MAKES IT EASIER TO SCAN THE LIST
AND IDENTIFY INDIVIDUAL ENTRIES. PUNCTUATION, SUCH AS PERIODS, COMMAS, AND COLONS, IS USED PRECISELY TO SEPARATE
BIBLIOGRAPHIC ELEMENTS.

CITING VARIOUS SoURCE TYPES IN CHICAGO STYLE

THE CHICAGO MANUAL OF STYLE PROVIDES DETAILED INSTRUCTIONS FOR CITING A VAST ARRAY OF SOURCE TYPES, FROM
TRADITIONAL BOOKS AND JOURNAL ARTICLES TO MORE CONTEMPORARY DIGITAL MEDIA. MASTERY OF THESE VARIED CITATION
REQUIREMENTS IS ESSENTIAL FOR ACADEMIC INTEGRITY AND FOR ACCURATELY REPRESENTING YOUR RESEARCH METHODOLOGY.

Books

CITING BOOKS IN CHICAGO STYLE REQUIRES SPECIFIC INFORMATION. FOR A BOOK WITH ONE AUTHOR IN A NOTE, YOU WOULD
TYPICALLY INCLUDE THE AUTHOR'S FULL NAME, THE TITLE OF THE BOOK (ITALICIZED), THE PLACE OF PUBLICATION, THE
PUBLISHER, THE YEAR OF PUBLICATION, AND THE SPECIFIC PAGE NUMBER(S) BEING CITED. THE BIBLIOGRAPHY ENTRY OMITS THE
PAGE NUMBER FOR THE CITATION ITSELF BUT INCLUDES IT IF IT'S A CHAPTER IN AN EDITED BOOK. FOR EXAMPLE, A NOTE MIGHT
ReAD: 1. JANE DoE, THE ART oF ReseaRCH (CHICAGO: UNIVERSITY oF CHICAGO Press, 2023), 75. A BIBLIOGRAPHY ENTRY
WwouULD BE: DOE, JANE. THE ART OF RESEARCH. CHICAGO: UNIVERSITY oF CHICAGO PRrESs, 2023.

JOURNAL ARTICLES

CITING JOURNAL ARTICLES INVOLVES PROVIDING THE AUTHOR'S NAME, THE ARTICLE TITLE (IN QUOTATION MARKS), THE
JOURNAL TITLE (ITALICIZED), THE VOLUME AND ISSUE NUMBERS, THE YEAR OF PUBLICATION, AND THE PAGE NUMBERS OF THE
ARTICLE. A NOTE MIGHT LOOK LIKE: 2. JOHN SMITH, " ANALYZING TRENDS IN ACADEMIA,” JOURNAL OF SCHOLARLY STUDIES 15,
No. 2 (2022): 112. THE BIBLIOGRAPHY ENTRY: SMITH, JOHN. “ANALYZING TRENDS IN ACADEMIA.” JOURNAL OF SCHOLARLY
Stupies 15, no. 2 (2022): 105-125.

\WeBsITES AND ONLINE SOURCES

CITING ONLINE SOURCES REQUIRES CAREFUL ATTENTION TO DETAIL, ESPECIALLY AS WEB CONTENT CAN BE DYNAMIC. YOU WILL
TYPICALLY NEED TO INCLUDE THE AUTHOR OR ORGANIZATION, THE TITLE OF THE SPECIFIC PAGE OR ARTICLE, THE WEBSITE NAME,
THE DATE OF PUBLICATION OR LAST UPDATE (IF AVAILABLE), AND THE URL. CRUCIALLY, FOR ONLINE SOURCES, YOU SHOULD
ALSO INCLUDE THE DATE YOU ACCESSED THE MATERIAL. FOR EXAMPLE: 3. NATIONAL ARCHIVES. “AgouT Us.” NATIONAL
ARCHIVES. ACCESSED MARCH 15, 2024. HTTPS://WW W .ARCHIVES.GOV/ABOUT. THE CHICAGO MANUAL OF STYLE
EMPHASIZES THE IMPORT ANCE OF PROVIDING ENOUGH INFORMATION SO THAT THE SOURCE CAN BE LOCATED, EVEN IF THE URL
CHANGES. |[F AN ACCESS DATE IS NOT READILY AVAILABLE OR THE CONTENT IS LIKELY TO CHANGE, A DESCRIPTIVE NOTE MAY BE
NECESSARY.



OTHER SOURCE TYPES

THE CHICAGO MANUAL OF STYLE COVERS A WIDE RANGE OF OTHER SOURCE TYPES, INCLUDING:

EDITED BOOKS (CITING A CHAPTER VERSUS THE WHOLE BOOK)

o NEWSPAPER AND MAGAZINE ARTICLES

DISSERTATIONS AND THESES

CONFERENCE PROCEEDINGS
* AUDIOVISUAL MATERIALS (FILMS, PODCASTS)
® PERSONAL INTERVIEWS
e GOVERNMENT DOCUMENTS
For EACH TYPE, THE MANUAL PROVIDES SPECIFIC FORMATTING GUIDELINES TO ENSURE CLARITY AND ACCURACY. ALWAYS

CONSULT THE LATEST EDITION OF THE CHICAGO MANUAL OF STYLE FOR THE MOST UP-TO-DATE AND COMPREHENSIVE
INSTRUCTIONS.

CoMMON PITFALLS AND BEST PRACTICES FOR THESIS SUBMISSION

NAVIGATING THE INTRICACIES OF THE CHICAGO MANUAL OF STYLE FOR THESIS SUBMISSION CAN PRESENT CHALLENGES.
AW ARENESS OF COMMON ERRORS AND ADOPTING SOUND PRACTICES CAN SIGNIFICANTLY STREAMLINE THE PROCESS AND ENSURE
YOUR WORK MEETS ACADEMIC STANDARDS.

INCONSISTENT CITATION FORMATTING

ONE OF THE MOST FREQUENT MISTAKES IS INCONSISTENCY IN CITATION FORMATTING. THIS CAN MANIFEST AS VARIATIONS IN
HOW AUTHOR NAMES ARE PRESENTED, THE USE OF ITALICS OR QUOTATION MARKS, OR THE ORDER OF BIBLIOGRAPHIC ELEMENTS.
ENSURE THAT YOU ARE APPLYING THE CHOSEN CITATION SYSTEM (NOTES‘BIBLIOGRAPHY OR AUTHOR‘DATE) UNIFORMLY
ACROSS ALL YOUR CITATIONS AND YOUR BIBLIOGRAPHY. PROOFREADING SPECIFICALLY FOR CITATION CONSISTENCY IS CRUCIAL.

INCORRECT HANDLING OF PUNCTUATION AND CAPITALIZATION

PUNCTUATION AND CAPITALIZATION RULES IN CHICAGO STYLE CAN BE PRECISE. ERRORS SUCH AS MISPLACING COMMAS, USING
INCORRECT END PUNCTUATION IN NOTES, OR INCONSISTENT CAPITALIZATION OF TITLES AND HEADINGS CAN DETRACT FROM THE
PROFESSIONALISM OF YOUR THESIS. PAY CLOSE ATTENTION TO THE MANUAL'S GUIDANCE ON THESE DETAILS.

FAILURE TO PROOFREAD THOROUGHLY

A THESIS IS A SIGNIFICANT ACADEMIC UNDERTAKING, AND IT IS EXPECTED TO BE METICULOUSLY PROOFREAD. Bevonp
GRAMMATICAL ERRORS, THIS INCLUDES CHECKING FOR:

e CORRECT PAGINATION AND NUMBERING
o CONSISTENT FORMATTING OF ALL ELEMENTS (HEADINGS, LISTS, TABLES, FIGURES)

e ACCURACY OF ALL CITED INFORMATION (NAMES, DATES, TITLES)



e COMPLETENESS OF THE BIBLIOGRAPHY

e PROPER ALIGNMENT AND SPACING

CONSIDER HAVING A PEER OR PROFESSIONAL EDITOR REVIEW YOUR WORK FOR ERRORS YOU MAY HAVE OVERLOOKED.

IGNORING DEPARTMENTAL OR UNIVERSITY GUIDELINES

WHILE THE CHICAGO MANUAL OF STYLE IS THE PRIMARY GUIDE, MOST ACADEMIC INSTITUTIONS AND DEPARTMENTS HAVE THEIR
OWN SPECIFIC REQUIREMENTS OR ADDENDA. THESE MIGHT INCLUDE PREFERRED CITATION SYSTEMS, SPECIFIC FORMATTING FOR THE
TITLE PAGE, OR REQUIREMENTS FOR ABSTRACT LENGTH. ALWAYS CONSULT YOUR DEPARTMENT'S GRADUATE HANDBOOK OR
STYLE GUIDE FIRST, AS THESE INSTITUTIONAL GUIDELINES SUPERSEDE ANY GENERAL RECOMMENDATIONS FROM CMOS WHEN THEY
DIFFER.

BesT PRACTICES FOR SUCCESS

TO ENSURE A SMOOTH SUBMISSION PROCESS, ADOPT THESE BEST PRACTICES!

® START EARLY: FAMILIARIZE YOURSELF WITH THE CHICAGO MANUAL OF STYLE WELL IN ADVANCE OF YOUR WRITING
DEADLINES.

USE STYLE GUIDES: KEEP A COPY OF THE LATEST EDITION OF CMOS HANDY AND REFER TO IT FREQUENTLY.

CREATE TEMPLATES: DEVELOP TEMPLATES FOR COMMON CITATION TYPES TO ENSURE CONSISTENCY.
® SEEK CLARIFICATION: [F YOU ARE UNSURE ABOUT A SPECIFIC RULE, CONSULT YOUR ADVISOR OR THESIS COORDINATOR.
® REVIEW EXAMPLES: STUDY EXAMPLES OF PUBLISHED THESES OR DISSERTATIONS THAT FOLLOW CHICAGO STYLE.

e PROOFREAD IN STAGES: PROOFREAD FOR CONTENT, THEN FOR STYLE AND GRAMMAR, AND FINALLY FOR FORMATTING.

FAQ SEcTION:

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

A: THE PRIMARY DIFFERENCE LIES IN HOW SOURCES ARE CITED WITHIN THE TEXT. THE NOTES-BIBLIOGRAPHY SYSTEM USES
NUMBERED FOOTNOTES OR ENDNOTES, WHILE THE AUTHOR-DATE SYSTEM USES IN"TEXT PARENTHETICAL CITATIONS WITH THE
AUTHOR'S LAST NAME AND YEAR OF PUBLICATION. BOTH SYSTEMS REQUIRE A COMPREHENSIVE BIBLIOGRAPHY AT THE END OF THE
DOCUMENT.

QZ CAN | MIX AND MATCH FOOTNOTES AND ENDNOTES IN MY THESIS IF | AM USING THE
NOTES-BIBLIOGRAPHY SYSTEM?

A: NOI YOU MUST CHOOSE EITHER FOOTNOTES OR ENDNOTES AND USE THAT SYSTEM EXCLUSIVELY THROUGHOUT YOUR ENTIRE
THESIS. INCONSISTENCY IN CITATION PLACEMENT WILL NOT BE ACCEPTED.



QI How po | CITE A WEBSITE IN CHICAGO STYLE FOR MY THESIS, AND WHAT
INFORMATION IS MOST CRUCIAL?

A: For WEBSITES, YOU GENERALLY NEED THE AUTHOR OR ORGANIZATION, THE TITLE OF THE PAGE, THE WEBSITE NAME, THE
PUBLICATION DATE (IF AVAILABLE), AND THE URL. CRUCIALLY, YOU MUST ALSO INCLUDE THE DATE YOU ACCESSED THE
WEBSITE, AS ONLINE CONTENT CAN CHANGE. PROVIDING ENOUGH INFORMATION FOR THE READER TO LOCATE THE SOURCE IS
PARAMOUNT.

Q: WHAT ARE THE RECOMMENDED MARGIN SIZES FOR A THESIS WRITTEN IN CHICAGO
STYLE?

A: WHILE SPECIFIC INSTITUTIONAL REQUIREMENTS MAY VARY, THe CHICAGO MANUAL OF STYLE GENERALLY RECOMMENDS
MARGINS OF AT LEAST 1 TO 1.5 INCHES ON ALL SIDES OF THE PAGE. THIS ENSURES ADEQUATE SPACE FOR TEXT, BINDING, AND
READABILITY. ALWAYS CHECK YOUR UNIVERSITY'S SPECIFIC GUIDELINES.

QI How SHOULD | FORMAT THE TITLE PAGE OF MY THESIS ACCORDING TO CHICAGO
MANUAL OF STYLE THESIS STYLES REQUIREMENTS?

A: THE TITLE PAGE SHOULD INCLUDE THE FULL TITLE OF YOUR THESIS (CENTERED AND POTENTIALLY IN ALL CAPS), YOUR FULL
NAME, YOUR DEPARTMENT AND UNIVERSITY, THE DEGREE YOU ARE PURSUING, AND THE DATE OF SUBMISSION. SPECIFIC
FORMATTING FOR ELEMENTS LIKE THE DEGREE NAME OR THE YEAR MAY VARY SLIGHTLY BY INSTITUTION.

Q: IS IT ACCEPTABLE TO USE A TOOL LIKE ZOTERO OR ENDNOTE TO MANAGE MY
CITATIONS FOR A CHICAGO-STYLE THESIS?

A: YES/ CITATION MANAGEMENT SOFTWARE LIKE ZOTERO OR ENDNOTE CAN BE EXTREMELY HELPFUL IN GENERATING AND
MANAGING CITATIONS AND BIBLIOGRAPHIES. HO\)VEVER, YOU MUST ENSURE THAT THE SOFTW ARE IS CONFIGURED TO ADHERE
PRECISELY TO THE CHICAGO MANUAL OF STYLE AND THAT YOU METICULOUSLY REVIEW AND EDIT THE OUTPUT FOR ACCURACY
AND CONSISTENCY.

Q: WHAT IS THE DIFFERENCE BETWEEN A BIBLIOGRAPHY AND A REFERENCE LIST IN
CHICAGO STYLE FOR A THESIS?

A: WHEN USING THE NOTES-BIBLIOGRAPHY SYSTEM, THE CONCLUDING LIST OF SOURCES IS TYPICALLY CALLED A
"BIBLIOGRAPHY.” \W/HEN USING THE AUTHOR-DATE SYSTEM, THE CONCLUDING LIST IS USUALLY CALLED A “REFERENCES” LIST.
BOTH LISTS CONTAIN FULL BIBLIOGRAPHIC DETAILS OF THE SOURCES CITED.
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