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Understanding Chicago Style Citation Examples for Reports

chicago style citation examples for reports are crucial for academic and professional integrity, ensuring
proper attribution of sources and avoiding plagiarism. This comprehensive guide will delve into the intricacies
of the Chicago Manual of Style (CMOS) as it applies to report writing, covering both the author-date and
notes-bibliography systems. Mastering these citation formats is essential for researchers, students, and
professionals who need to present well-supported and credible work. We will explore common source types,
including books, journal articles, websites, and reports themselves, providing clear, actionable examples for
each. By understanding the nuances of Chicago style, you can significantly enhance the clarity and authority
of your written reports.
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The Two Main Systems of Chicago Style Citation

The Chicago Manual of Style (CMOS) offers two primary citation systems: the Notes and Bibliography system
and the Author-Date system. The choice between these two often depends on the specific academic discipline or
publication requirements. Both systems aim to provide readers with the necessary information to locate the
original sources, but they differ in how this information is presented within the text and at the end of the
document.

The Notes and Bibliography system is favored in many humanities disciplines, such as literature, history, and
art. It uses numbered footnotes or endnotes within the text to refer to sources, with a comprehensive
bibliography at the end of the work listing all cited sources alphabetically. This system allows for more
extensive parenthetical notes that can include commentary or supplementary information.

Conversely, the Author-Date system is prevalent in the social sciences and natural sciences. This method
incorporates parenthetical citations directly into the text, typically including the author’s last name and the
publication year. A corresponding Reference List at the end of the document provides full details for each cited
source, again arranged alphabetically by author’s last name. This system is often preferred for its conciseness
and ease of scanning for source information.



Notes and Bibliography System: In-Text Citations and
Footnotes/Endnotes

In the Notes and Bibliography system, in-text citations are handled by superscript numbers that correspond to
either footnotes at the bottom of the page or endnotes collected at the end of the document. Each number
indicates that a source has been consulted, and the note provides the citation details. The first time a source is
cited, the note includes full publication information. Subsequent citations of the same source, if immediate, can
be shortened to include only the author's last name, a shortened title, and a page number. If multiple works by
the same author are cited, the title becomes essential to distinguish them.

When citing a book in a footnote or endnote, the format typically includes the author’s first and last name,
followed by the title of the book (italicized), publication information (city: publisher, year), and the specific
page number(s) being referenced. For instance, a first citation might look like: 1. Jane Smith, The Art of Research
(Chicago: University of Chicago Press, 2022), 45.

Citing journal articles requires similar detail, including the author’s name, the article title (in quotation
marks), the journal title (italicized), volume and issue numbers, publication year, and the page range of the
article, followed by the specific page number cited. For example: 2. John Doe, "Methodological Innovations in
Social Surveys," Journal of Sociological Research 15, no. 2 (2021): 112–130, 115.

Web sources are also accommodated, with essential information such as the author (if available), title of the
specific page or article, the website name (italicized), and the URL, along with the date of access. For example:
3. Mary Johnson, "Understanding Citation Styles," Academic Writing Hub, accessed October 26, 2023,
https://www.academicwritinghub.com/citation-styles. When no author is listed, the citation begins with the
title of the web page.

Formatting Footnotes vs. Endnotes

Footnotes appear at the bottom of the page where the citation number is located, offering immediate access to
the source information for the reader. This can be particularly helpful for dense academic texts where frequent
cross-referencing is beneficial.

Endnotes, on the other hand, are compiled at the end of the entire document, chapter by chapter or as a single
list. While they can make the main text appear cleaner, they require the reader to flip to the end of the section
or document to consult the source, which can interrupt the reading flow for some.

Subsequent Citations and Op. Cit./Loc. Cit.

For subsequent citations of the same work within the Notes and Bibliography system, the use of shortened
notes is standard. For instance, if you’ve already cited Jane Smith’s The Art of Research fully, a subsequent
reference to the same book would appear as: 4. Smith, The Art of Research, 78. Previously, older editions of
CMOS recommended the use of op. cit. (from the Latin opus citatum, meaning "work cited") and loc. cit. (from
the Latin locus citatus, meaning "place cited") for repeated citations. However, the current prevailing practice
and the recommendation in recent editions of CMOS strongly advise against the use of these abbreviations in
favor of shortened notes, which are generally clearer and less prone to error or misinterpretation for the
modern reader.

Notes and Bibliography System: Sample Bibliography Entries

The bibliography in the Notes and Bibliography system is an alphabetical list of all sources cited in the report.
Unlike footnotes or endnotes, bibliography entries for the same source are presented in a slightly different
format, often with the author’s last name preceding their first name. This alphabetical arrangement is key for



easy reference.

For books, the entry would be: Smith, Jane. The Art of Research. Chicago: University of Chicago Press, 2022.

For journal articles, the format is: Doe, John. "Methodological Innovations in Social Surveys." Journal of
Sociological Research 15, no. 2 (2021): 112–130.

For websites: Johnson, Mary. "Understanding Citation Styles." Academic Writing Hub. Accessed October 26,
2023. https://www.academicwritinghub.com/citation-styles.

When citing a report that is part of a series or published by an organization, the format would include the
author (or organization), title, publisher (if different from the author), and publication year. For example:
National Institute of Health. Report on Public Health Trends. Washington, D.C.: NIH Press, 2023.

Distinguishing Author and Editor Roles

It is important to clearly distinguish between authors and editors in bibliography entries. If a work is edited
rather than authored by a single individual, the editor’s name is presented first, followed by “ed.” or “eds.” For
example: Brown, Sarah, ed. Essays on Modern Literature. New York: Oxford University Press, 2020.

If a work has multiple authors, all author names are typically listed in the bibliography, up to a certain
number (often ten, after which et al. might be used depending on specific publication guidelines). However, for
notes, often only the first author is listed followed by “et al.”.

Citing Government and Corporate Reports

Reports published by government agencies or corporations often omit an individual author. In such cases, the
organization itself is treated as the author. For instance: United Nations. Global Climate Report 2022. New
York: United Nations Publications, 2022.

If the organization is also the publisher, you may omit the publisher information if it is the same as the author.
For example, if a specific department within a university publishes a report, and the university press is also the
publisher, this redundancy can be streamlined.

Author-Date System: In-Text Citations and Reference List

The Author-Date system, commonly used in scientific and social science fields, features parenthetical in-text
citations that include the author's last name and the year of publication. This format provides a quick
reference to the source directly within the narrative of the report. For instance, a statement supported by Jane
Smith’s work might be cited as (Smith 2022). If a specific page is being referenced, it would be included: (Smith
2022, 45).

When citing multiple works in a single parenthetical note, the entries are alphabetized by author's last name
and separated by semicolons. For example: (Doe 2021; Johnson 2023; Smith 2022).

If there are two authors, both last names are included: (Smith and Jones 2020). For three or more authors, the
first author’s last name is listed, followed by “et al.”: (Adams et al. 2019).

When citing an organization as the author, the organization's name is used: (National Institute of Health
2023). If the organization’s name is very long, an abbreviation can be used after the first full mention, provided
it is defined clearly elsewhere in the report (though this is less common in standard CMOS Author-Date). For a
website without an author, the title or a shortened version of it is used, followed by the year if available:
("Understanding Citation Styles" 2023).



The Reference List in Author-Date

The Reference List is the equivalent of the bibliography in the Notes and Bibliography system. It appears at the
end of the report and contains full bibliographic information for every source cited in the text. Entries are
arranged alphabetically by the author's last name. The format for entries is similar to the bibliography in the
Notes and Bibliography system, but the publication year is placed immediately after the author's name.

For books: Smith, Jane. 2022. The Art of Research. Chicago: University of Chicago Press.

For journal articles: Doe, John. 2021. "Methodological Innovations in Social Surveys." Journal of
Sociological Research 15 (2): 112–130.

For websites: Johnson, Mary. 2023. "Understanding Citation Styles." Academic Writing Hub. Accessed October
26, 2023. https://www.academicwritinghub.com/citation-styles.

Handling Multiple Works by the Same Author

When an author has published multiple works cited in the report, the entries are listed chronologically by
publication year. If two works by the same author were published in the same year, they are distinguished by
adding lowercase letters (a, b, c, etc.) to the year in both the in-text citation and the reference list entry. For
example, a citation might be (Smith 2022a) and (Smith 2022b), with the reference list entries clearly
delineated.

Citing Specific Report Types in Chicago Style

Reports, by their nature, can come in various forms, from internal company documents to published government
studies. Chicago style provides guidance for citing these diverse sources accurately. The key is to identify the
author (individual or organization), title, publication details, and any relevant report numbers.

When citing a report published by an organization, the organization's name serves as the author. For example, a
report from a think tank would be cited as: Brookings Institution. Economic Outlook for 2024. Washington,
D.C.: Brookings Institution Press, 2023.

If the report has a specific number or series identifier, this should be included in the citation, often after the
title. For example: World Health Organization. Global Health Report 2023: Series No. 15. Geneva: WHO
Press, 2023.

Internal company reports or unpublished reports require careful consideration. If they are accessible to the
public, they might be cited like published reports. If they are internal, the citation should reflect their restricted
nature, perhaps noting “unpublished report” and the date it was created, along with its location within the
organization.

Citing Government Documents

Government documents are frequently used in reports. The general rule is to cite the government agency as the
author. If a specific department or bureau published the document, that level of detail is often preferred. For
instance, a report from the U.S. Department of Labor would be cited accordingly. The title, publication place,
publisher (often the government printing office), and year are then provided.

Example (Notes and Bibliography): 5. U.S. Department of Justice. Crime Statistics Annual Report. Washington,
D.C.: Government Publishing Office, 2022, 75.

Example (Author-Date): U.S. Department of Justice. 2022. Crime Statistics Annual Report. Washington, D.C.:
Government Publishing Office.



Citing Conference Proceedings and Papers

Conference proceedings and individual papers presented at conferences are also common sources. For a published
conference proceeding, treat it as a book with editors. For an individual paper presented at a conference and
later published, cite the paper and its publication details.

Example (Notes and Bibliography): 6. Emily Carter, "The Future of AI in Education" (paper presented at the
International Conference on Educational Technology, London, June 15, 2023).

Example (Author-Date): Carter, Emily. 2023. "The Future of AI in Education." Paper presented at the
International Conference on Educational Technology, London, June 15.

If the paper is later published in a journal or as part of a book, the citation should reflect that published
format.

Common Challenges and Solutions in Chicago Style Citation for
Reports

Navigating Chicago style can present challenges, especially with less common source types or when dealing
with incomplete information. One frequent issue is the absence of a publication date for a website or an older
report. In such cases, CMOS suggests using "n.d." for "no date" in the citation. For example, a website without
a date would be cited as (Website Name n.d.) in the Author-Date system, and in the Notes and Bibliography
system, the date would be omitted or specified as "n.d.".

Another challenge arises with sources that have multiple authors or editors. The Chicago Manual of Style
provides specific rules for handling these situations, including how many authors to list in notes versus the
bibliography/reference list, and when to use "et al.".

Determining the correct publisher and publication location can also be tricky, especially for reports from
international organizations or online-only publications. Always aim to find the most authoritative and
complete publication information available. If a report is only available online, ensure the URL is correct and
accessible.

Dealing with Missing Information

When a crucial piece of information, such as an author’s name or a publication date, is missing, the best
approach is to use the available information and indicate the missing element. As mentioned, "n.d." stands for no
date. If there is no author, start the citation with the title of the work. This ensures that the reader can still
potentially locate the source, even with missing data.

Consistency is Key

Perhaps the most significant challenge is maintaining consistency throughout the entire report. Whether you
choose the Notes and Bibliography system or the Author-Date system, apply the chosen format uniformly. This
includes how you abbreviate titles, handle subsequent citations, and format all entries in your bibliography or
reference list. Inconsistent citations can undermine the credibility of your work.

Ensuring Accuracy and Consistency in Your Chicago Style



Citations

Achieving accuracy and consistency in Chicago style citation examples for reports requires diligent attention
to detail and a thorough understanding of the manual's guidelines. Start by consulting the latest edition of
The Chicago Manual of Style for the most up-to-date rules. Many universities and academic departments
provide online style guides or cheat sheets that can be helpful quick references.

When citing sources, always aim to gather complete bibliographic information at the time of research. This will
save you time and prevent errors later in the writing process. Keep a dedicated document or use citation
management software to track your sources and their details.

Before submitting your report, conduct a thorough review of all citations. Check that every in-text citation
has a corresponding entry in the bibliography or reference list, and vice versa. Ensure that all formatting,
including punctuation, capitalization, and the use of italics, is correct and consistent according to Chicago
style guidelines. Proofreading your citations carefully is as important as proofreading the content of your
report.

Leveraging Citation Management Tools

Modern citation management tools, such as Zotero, Mendeley, or EndNote, can be invaluable for creating and
managing bibliographies and reference lists in Chicago style. These tools allow you to import citation data
from online databases, organize your sources, and automatically generate citations and bibliographies in the
specified format. While these tools can significantly streamline the process, it is still crucial to review the
generated citations for accuracy, as occasional errors can occur.

The Importance of a Final Review

The final review of your report should include a dedicated check of your citation system. This means
meticulously going through each footnote or endnote, or each in-text citation, and comparing it against its
corresponding entry in the bibliography or reference list. Verify that page numbers are accurate, author names
are spelled correctly, and titles are formatted as per CMOS. A careful final review can catch errors that
might otherwise go unnoticed and detract from the overall professionalism of your report.









Q: What is the main 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
numbered footnotes or endnotes, while the author-date system uses parenthetical citations with the author's
last name and publication year. Both systems conclude with a comprehensive list of all cited sources (a
bibliography or reference list, respectively).

Q: When should I use the notes-bibliography system versus the author-date
system for my report?
A: The choice often depends on your field of study or the specific requirements of your instructor or
publication. The notes-bibliography system is more common in humanities disciplines like history and literature,
while the author-date system is prevalent in social sciences and natural sciences. Always confirm the preferred
style for your specific context.

Q: How do I cite a report that has no author listed in Chicago style?
A: If a report has no individual author, the organization or institution responsible for the report is used as the
author. If no organizational author can be identified, the citation should begin with the title of the report. For
example, a report from a governmental agency would list the agency name first.

Q: What is the correct way to cite a website in Chicago style for a
report?
A: For websites, you should include the author (if available), the title of the specific page or article, the name
of the website (italicized), and the URL. In the notes-bibliography system, include the access date. In the
author-date system, include the publication year (or "n.d." if no date is available) and the URL.

Q: How do I handle citing multiple works by the same author in my Chicago
style report?
A: In the notes-bibliography system, subsequent citations use shortened titles. In the author-date system,
works by the same author are listed chronologically in the reference list. If multiple works were published in
the same year, add lowercase letters (a, b, c) to the year in both the in-text citation and the reference list
entry.

Q: What does "n.d." mean in Chicago style citations?
A: "n.d." stands for "no date." It is used when a source lacks a publication date, such as many older websites
or some internal reports. You would use it in place of the publication year in author-date citations and in the
appropriate section for notes-bibliography entries.

Q: Should I use footnotes or endnotes in the notes-bibliography system?
A: The choice between footnotes and endnotes is largely a matter of preference and publication style.
Footnotes appear at the bottom of the page where the citation occurs, offering immediate reference. Endnotes
are compiled at the end of the document. Both are acceptable within Chicago style, but consistency is crucial.



Q: How do I cite a book chapter in a Chicago style report?
A: To cite a book chapter, you need to identify the author of the chapter, the chapter title, the book title
(italicized), the book editor(s) (if any), the publication information for the book, and the page numbers of the
chapter. The format will vary slightly between the notes-bibliography and author-date systems.
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