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chicago style for graduate students: A Comprehensive Guide

chicago style for graduate students is an essential skill, underpinning clear, credible, and universally
understood academic communication. As you navigate the complex landscape of graduate-level research
and writing, mastering this citation and formatting standard becomes paramount. This guide offers a
detailed exploration of the Chicago Manual of Style (CMOS), focusing specifically on the needs of graduate
students. We will delve into its two primary systems: the Notes-Bibliography (NB) and the Author-Date
(AD) approaches, providing practical advice on in-text citations, footnotes, endnotes, and the bibliography or
reference list. Understanding these components is crucial for avoiding plagiarism, attributing sources

correctly, and presenting your scholarly work professionally.
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Understanding the Chicago Manual of Style

The Chicago Manual of Style (CMOS), often simply referred to as Chicago style, is one of the most widely
used style guides in academic publishing. Developed and maintained by the University of Chicago Press, it
provides comprehensive guidelines on grammar, usage, punctuation, and, crucially for graduate students,
the proper citation of sources. Its flexibility and adaptability make it suitable for a broad range of disciplines,
particularly in the humanities and social sciences, although its Author-Date system is also prevalent in some

scientific fields.

Graduate students encounter Chicago style in a variety of contexts, from seminar papers and theses to
dissertations and journal articles. Adherence to CMOS ensures that your work is not only accurate in its
attribution but also polished and professional in its presentation. This consistency is vital for building
credibility with your professors, committee members, and the wider academic community. Failing to

follow established citation practices can lead to accusations of academic dishonesty, regardless of intent.



Key Components of Chicago Style

At its core, Chicago style addresses how to present information accurately and clearly within academic
writing. This involves meticulous attention to detail regarding punctuation, capitalization, and the structure
of your arguments. However, its most impactful aspect for graduate students is the system for
acknowledging sources. This encompasses how you refer to external material within your text and how

you compile a comprehensive list of all consulted works.

The fundamental goal of any citation style is to provide readers with enough information to locate the
original source. This allows them to verify your claims, explore the topic further, and understand the
foundation of your research. Chicago style excels at this through its dual citation systems, offering choices

that can be adapted to specific disciplinary norms and individual preferences.

The Notes-Bibliography (NB) System

The Notes-Bibliography (NB) system is the more traditional and widely recognized approach within
Chicago style, especially in the humanities. It utilizes a combination of numbered footnotes or endnotes
within the text and a comprehensive bibliography at the end of the work. This system is favored for its
ability to provide detailed source information at the point of reference without disrupting the flow of the

main text.

In-Text Citations in NB

In the NB system, in-text citations are typically indicated by a superscript Arabic numeral placed after the
relevant passage, punctuation, or at the end of a sentence. This numeral corresponds to a specific note
(footnote or endnote) that contains the citation details. For frequently cited sources, subsequent notes can be
shortened, often including the author’s last name, a shortened title, and the page number. It is important to

maintain consistency in when and where you place these superscripts to ensure clarity for the reader.

Footnotes and Endnotes

Footnotes appear at the bottom of the page where the citation is referenced, while endnotes are collected at
the end of the document, chapter, or entire work. Both serve the same purpose: to provide full
bibliographic information for the first citation of a source and often a more concise citation for subsequent
references. For initial citations of books, this typically includes the author’s full name, the full title
(italicized), publication information (city, publisher, year), and the specific page number(s) being cited. For
journal articles, it would include author, article title (in quotation marks), journal title (italicized), volume

and issue numbers, publication year, and page numbers.



The Bibliography

The bibliography, appearing at the end of your paper or dissertation, lists all the sources you consulted and
cited in your notes. Entries in the bibliography are arranged alphabetically by the author’s last name. The
format for each entry is similar to the first note for that source but omits the specific page number unless
referring to a specific section of a larger work. The key difference is in punctuation and order: the author’s
last name comes first, followed by a comma, then the first name. Titles are italicized, and publication details

follow.

The Author-Date (AD) System

The Author-Date (AD) system, while less common in the humanities than the NB system, is frequently
used in the social sciences and natural sciences. It offers a more concise in-text citation that directly includes
the author’s last name and the year of publication, along with the page number if applicable. This method
streamlines the in-text referencing, moving the full bibliographic details to a reference list at the end of the

work.

In-Text Citations in AD

In the AD system, an in-text citation typically appears in parentheses within the text, like this: (Smith
2020, 15). The author’s last name and the year of publication are essential. If you are quoting directly or
referring to a specific idea from a particular page, the page number should be included. If the author's name
is mentioned in the prose, the citation can be shortened to just the year and page number in parentheses:

Smith argued that (2020, 15).

The Reference List

The reference list, analogous to the bibliography in the NB system, is an alphabetical compilation of all
sources cited in the text. Each entry in the reference list provides full bibliographic information. The
format is similar to the NB bibliography but generally more streamlined. For example, a book entry might
look like: Smith, John. 2020. The Art of Research. New York: University Press. Journal articles would

follow a similar pattern, including author, year, article title, journal title, volume, issue, and page numbers.

Formatting Your Manuscript

Beyond citation practices, Chicago style also provides guidelines for the overall presentation of your
manuscript. These formatting rules are crucial for ensuring a professional and consistent appearance,
making your work accessible to readers and reviewers. Adhering to these standards demonstrates your

attention to detail and your understanding of academic conventions.



General Formatting Guidelines

Standard formatting in Chicago style typically includes double-spacing for the entire document, including
block quotations and notes. Margins should generally be one inch on all sides. Font choices should be legible,
such as Times New Roman or Arial, in 12-point size. Page numbers should appear at the top right corner of
each page, starting with the title page (though some institutions may require numbering to begin on the

first page of text).

Title Page and Running Heads

The title page should include the title of your work, your name, your department, the institution, and the
date of submission. Some theses and dissertations may require a running head (a shortened version of the
title) at the top of each page. Check your departmental or university guidelines carefully, as these can
sometimes deviate slightly from the general CMOS recommendations to align with specific institutional

requirements.

Tables and Figures

‘When incorporating tables and figures into your work, Chicago style provides specific guidance on their
numbering, titling, and placement. Tables are typically labeled with Roman numerals (Table I, Table II),
and figures with Arabic numerals (Figure 1, Figure 2). Each should have a clear, descriptive title. Notes
explaining abbreviations or symbols within the table or figure should be placed directly below it. All tables

and figures must be referenced in the text before their appearance.

Common Challenges for Graduate Students

Graduate students often face unique challenges when implementing Chicago style. The sheer volume of
sources, the complexity of different source types (e.g., archival materials, interviews, online resources), and
the pressure of dissertation writing can all contribute to citation errors. Understanding these common

pitfalls can help you avoid them.

Citing Digital and Online Sources

The proliferation of digital resources presents a significant challenge. Chicago style provides guidelines for
citing websites, online journals, e-books, and other digital media. Key elements usually include the author,
title, publication date (if available), and a URL or DOI. For sources that may change over time, like

websites, including an access date is often recommended. Staying updated with the latest editions of CMOS

is crucial, as guidelines for digital sources evolve rapidly.



Handling Multiple Authors and Editors

Citing works with multiple authors or editors requires specific attention. For two authors, list both in the
citation. For three or more authors in the NB system, list all authors in the first note and bibliography
entry, but subsequent notes may use the first author’s name followed by "et al." In the AD system, three or
more authors are typically represented as "et al." from the first in-text citation. For edited volumes, the

editor’s role is clearly distinguished from the author of a specific chapter.

Avoiding Plagiarism

The most critical challenge is avoiding plagiarism. This means accurately and consistently attributing all
ideas, words, and information that are not your own. Even unintentional plagiarism can have severe
consequences. Thoroughly understanding the principles of citation and meticulously checking your work

against your source materials are essential preventative measures. When in doubt, cite it.

Resources for Further Assistance

Navigating Chicago style can be a continuous learning process. Fortunately, a wealth of resources is
available to assist graduate students. Familiarizing yourself with these tools will empower you to approach

your writing with confidence and accuracy.

The Official Chicago Manual of Style

The most authoritative resource is the latest edition of The Chicago Manual of Style itself. This
comprehensive guide covers every aspect of academic writing and publishing. It is an invaluable reference

tool for resolving specific questions and understanding the rationale behind the guidelines.

University and Departmental Guidelines

Your university and academic department often provide their own specific guidelines or preferred
adaptations of Chicago style, particularly for theses and dissertations. These institutional requirements take
precedence. Always consult these materials first and keep them readily accessible during your writing

process.

Online Resources and Citation Generators

Numerous reputable online resources offer summaries and examples of Chicago style. Websites from

university writing centers, academic publishers, and style guides can provide quick reference. While



citation generators can be helpful for basic formatting, it is crucial to review their output carefully, as they
are not always perfectly accurate. Always cross-reference with the official manual or your departmental

guidelines.

The rigorous application of Chicago style is a hallmark of scholarly integrity. By understanding and
implementing its principles, graduate students can produce work that is not only well-researched but also

impeccably presented, contributing meaningfully to their respective fields.

FAQ

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 and how that information is
presented. The Notes-Bibliography (NB) system uses numbered footnotes or endnotes in the text, with a
full bibliography at the end. The Author-Date (AD) system uses in-text parenthetical citations (e.g., Smith
2020, 15) and a reference list at the end.

Q Which system, Notes-Bibliography or Author-Date, is more commonly
used by graduate students?

A: The Notes-Bibliography (NB) system is more traditional and prevalent in the humanities and some
social sciences. The Author-Date (AD) system is more common in fields like political science, sociology, and

some natural sciences. Your specific discipline and university often dictate which system is preferred.

Q How do I cite a website in Chicago style?

A: Citing a website in Chicago style typically requires the author (if known), title of the specific page or
document (in quotation marks), name of the overall website (italicized), publisher or sponsoring
organization (if different from the website name), date of publication or last update (if available), and the

URL. For sources that might change, an access date is often included.

Q: What should I do if I have a source with no author listed?

A: If a source has no author, you generally begin the citation with the title of the work. In the Notes-
Bibliography system, the title would appear first in the note and bibliography. In the Author-Date system,

the title of the work takes the place of the author’s last name in the in-text citation and reference list.



Q How do I format a block quotation in Chicago style?

A: A block quotation is typically used for passages of four or more lines of prose or three or more lines of
poetry. It should be indented from the left margin (usually 0.5 inches), double-spaced, and introduced by a
colon or a transitional phrase. The punctuation mark that ends the quotation should come before the citation

number or parenthetical citation.

Q: Is it possible to mix elements of the Notes-Bibliography and Author-
Date systems?

A: No, it is strongly advised against mixing the two systems. Chicago style requires you to choose one
system (either NB or AD) and apply it consistently throughout your entire work. Mixing them will lead to

an inconsistent and unprofessional presentation.

Q What is the purpose of a running head in Chicago style?

A: A running head, if required by your institution, is a shortened version of your document's title that
appears at the top of each page. Its purpose is to help readers easily identify the document’s subject matter
as they flip through pages, particularly in longer works like dissertations or theses. Always check

departmental guidelines for this requirement.

Q How should I handle citing multiple works by the same author in my
bibliography?

A: When citing multiple works by the same author, list them alphabetically by title. In the bibliography,
for subsequent works by the same author, you can replace the author’s name with an em dash (—) followed

by a period. Ensure the em dash is the correct length as specified by CMOS.
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