CHICAGO STYLE FOR UNDERGRADUATES

THE CHICAGO MANUAL OF STYLE IS A CORNERSTONE OF ACADEMIC WRITING, PARTICULARLY FOR UNDERGRADUATES
NAVIGATING THE COMPLEXITIES OF RESEARCH PAPERS, THESES, AND DISSERTATIONS. THIS COMPREHENSIVE GUIDE PROVIDES THE
ESSENTIAL FRAMEWORK FOR PRESENTING INFORMATION CLEARLY, CONSISTENTLY, AND CREDIBLY. UNDERSTANDING CHICAGO
STYLE FOR UNDERGRADUATES INVOLVES GRASPING ITS NUANCES IN CITATION, FORMATTING, AND OVERALL MANUSCRIPT
PRESENTATION. THIS ARTICLE AIMS TO DEMYSTIFY CHICAGO STYLE, COVERING ITS FUNDAMENTAL PRINCIPLES, COMMON
APPLICATIONS IN ACADEMIC SETTINGS, AND BEST PRACTICES FOR STUDENTS. WE WILL EXPLORE THE TWO PRIMARY SYSTEMS —
NOTES AND BIBLIOGRAPHY, AND AUTHOR-DATE — DETAILING THEIR RESPECTIVE USES AND COMPONENTS. FURTHERMORE, WE WILL
DELVE INTO SPECIFIC FORMATTING REQUIREMENTS FOR VARIOUS ACADEMIC COMPONENTS, ENSURING THAT UNDERGRADUATES CAN
CONFIDENTLY APPLY CHICAGO STYLE TO THEIR WORK, FROM INITIAL DRAFTING TO FINAL SUBMISSION.

T ABLE oF CONTENTS

WHAT I1s CHICAGO STYLE?

WHY IS CHICAGO STYLE IMPORTANT FOR UNDERGRADUATES?
THeE Two CHICAGO STYLE SYSTEMS

NOTES AND BIBLIOGRAPHY SYSTEM

AUTHOR-DATE SYSTEM

Key CoMPONENTS OF CHICAGO STYLE FOR UNDERGRADUATES
CITATIONS IN TEXT

NoTES AND BIBLIOGRAPHY CITATIONS

AUTHOR-DATE CITATIONS

BIBLIOGRAPHY AND REFERENCE LISTS

CREATING A BIBLIOGRAPHY

CREATING A REFERENCE LIST

FORMATTING REQUIREMENTS

MANUSCRIPT FORMATTING

HEADINGS AND SUBHEADINGS

T ABLES AND FIGURES

CoMMON UNDERGRADUATE APPLICATION OF CHICAGO STYLE
Tips FOR MASTERING CHICAGO STYLE

NAVIGATING CoMMON CHALLENGES IN CHICAGO STYLE

WHAT IS CHICAGO STYLE?

THe CHicAGo MANUAL ofF STYLE (CMOS) Is A WIDELY RESPECTED STYLE GUIDE DEVELOPED BY THE UNIVERSITY of CHICAGO
PRESS. |IT OFFERS COMPREHENSIVE RECOMMENDATIONS FOR WRITING, EDITING, AND CITATION. UNLIKE SOME OTHER STYLES THAT
ARE NARROWLY FOCUSED ON SPECIFIC DISCIPLINES, CHICAGO STYLE IS KNOWN FOR ITS FLEXIBILITY AND BROAD APPLICABILITY
ACROSS VARIOUS ACADEMIC FIELDS, PARTICULARLY IN THE HUMANITIES AND SOCIAL SCIENCES. TS DETAILED GUIDELINES COVER
EVERY THING FROM PUNCTUATION AND GRAMMAR TO THE INTRICACIES OF REFERENCING SOURCES.

[T IS IMPORTANT FOR UNDERGRADUATES TO RECOGNIZE THAT CHICAGO STYLE IS NOT A MONOLITHIC ENTITY. |T PRIMARILY
PRESENTS TWO DISTINCT CITATION SYSTEMS, EACH SUITED FOR DIFFERENT TYPES OF ACADEMIC \WORK. THIS DUALITY ALLOWS
WRITERS TO CHOOSE THE SYSTEM THAT BEST FITS THEIR DISCIPLINE AND THE EXPECTATIONS OF THEIR INSTRUCTORS.
MASTERING THESE SYSTEMS IS CRUCIAL FOR PRODUCING SCHOLARLY WORK THAT MEETS ACADEMIC STANDARDS.

WHY 1S CHICAGO STYLE IMPORTANT FOR UNDERGRADUATES?

For UNDERGRADUATES, ADOPTING CHICAGO STYLE IS ESSENTIAL FOR SEVERAL REASONS. FIRSTLY, IT ENSURES ACADEMIC
INTEGRITY BY PROVIDING A ROBUST FRAMEWORK FOR ACKNOWLEDGING THE WORK OF OTHERS. PROPER CITATION PREVENTS
PLAGIARISM, A SERIOUS ACADEMIC OFFENSE. SECONDLY, IT ENHANCES THE CREDIBILITY AND PROFESSIONALISM OF STUDENT



WORK. A WELL-FORMATTED PAPER THAT ADHERES TO A RECOGNIZED STYLE GUIDE DEMONSTRATES ATTENTION TO DETAIL AND A
COMMITMENT TO SCHOLARLY PRACTICE.

FURTHEEMORE, MANY UNIVERSITY COURSES AND DEPARTMENTS, PARTICULARLY IN FIELDS LIKE HISTORY, LITERATURE, AND
SOCIOLOGY, EXPLICITLY REQUIRE OR RECOMMEND THE USE OF CHICAGO STYLE. FAMILIARITY WITH CHICAGO STYLE FOR
UNDERGRADUATES IS THEREFORE NOT JUST ABOUT FOLLOWING A RULE;, IT'S ABOUT DEMONSTRATING UNDERSTANDING OF
SCHOLARLY CONVENTIONS AND PREPARING FOR MORE ADVANCED ACADEMIC PURSUITS. |T EQUIPS STUDENTS WITH A VALUABLE
SKILL SET THAT CAN BE APPLIED ACROSS MULTIPLE COURSES AND EVEN INTO GRADUATE STUDIES.

THe Two CHICAGO STYLE SYSTEMS

CHICAGO STYLE OFFERS TWO PRIMARY APPROACHES TO CITATION: THE NOTES AND BIBLIOGRAPHY SYSTEM AND THE AUTHOR-
DATE SYSTEM. THE CHOICE BETWEEN THESE TWO SYSTEMS IS USUALLY DETERMINED BY THE CONVENTIONS OF THE SPECIFIC
ACADEMIC DISCIPLINE OR THE INSTRUCTOR'S PREFERENCE. BOTH SYSTEMS ACHIEVE THE GOAL OF PROVIDING CLEAR AND
CONSISTENT ATTRIBUTION OF SOURCES, BUT THEY DO SO THROUGH DIFFERENT MECHANISMS.

NoOTES AND BIBLIOGRAPHY SYSTEM

THe NOTES AND BIBLIOGRAPHY SYSTEM IS THE MORE TRADITIONAL OF THE TWO CHICAGO SYSTEMS AND IS FREQUENTLY USED IN
FIELDS SUCH AS HISTORY, LITERATURE, AND ART HISTORY. IN THIS SYSTEM, SOURCE INFORMATION IS PROVIDED THROUGH TWO
MAIN ELEMENTS: NUMBERED NOTES (FOOTNOTES OR ENDNOTES) WITHIN THE TEXT AND A COMPREHENSIVE BIBLIOGRAPHY AT THE
END OF THE PAPER. FOOTNOTES OR ENDNOTES CONTAIN DETAILED CITATION INFORMATION FOR EACH SOURCE USED AT A SPECIFIC
POINT IN THE TEXT. THE BIBLIOGRAPHY , ON THE OTHER HAND, LISTS ALL SOURCES CITED IN THE NOTES, ALPHABETICALLY BY
AUTHOR’'S LAST NAME.

THIS SYSTEM ALLOWS FOR EXTENSIVE EXPLANATORY NOTES OR DIGRESSIONS WITHIN THE TEXT WITHOUT DISRUPTING THE
FLOW OF THE MAIN ARGUMENT. |T IS PARTICULARLY USEFUL WHEN A WRITER NEEDS TO PROVIDE DETAILED COMMENTARY ON A
SOURCE OR OFFER ADDITIONAL CONTEXT THAT DOESN'T FIT DIRECTLY INTO THE NARRATIVE. FOR UNDERGRADUATES,
UNDERSTANDING HOW TO FORMAT THESE NOTES CORRECTLY, INCLUDING THE DISTINCTION BETWEEN THE FIRST AND SUBSEQUENT
CITATIONS OF A SOURCE, IS KEY.

AUTHOR-DATE SYSTEM

THE AUTHOR-DATE SYSTEM IS MORE COMMON IN THE SOCIAL SCIENCES, SUCH AS SOCIOLOGY, POLITICAL SCIENCE, AND
ECONOMICS, AND IS ALSO USED IN SOME NATURAL SCIENCES. THIS SYSTEM REPLACES THE NUMBERED NOTES W/ITH
PARENTHETICAL IN-TEXT CITATIONS THAT INCLUDE THE AUTHOR'S LAST NAME AND THE YEAR OF PUBLICATION. FOR EXAMPLE, A
CITATION MIGHT APPEAR AS (SMITH 2023). IF A PAGE NUMBER IS RELEVANT, IT IS ADDED AFTER THE YEAR, SUCH AS (SMITH
2023, 45).

IN CONJUNCTION WITH THE IN-TEXT CITATIONS, THE AUTHOR-DATE SYSTEM REQUIRES A REFERENCE LIST AT THE END OF THE
DOCUMENT. THIS REFERENCE LIST INCLUDES ONLY THE SOURCES THAT WERE CITED WITHIN THE TEXT. EACH ENTRY IN THE
REFERENCE LIST PROVIDES FULL BIBLIOGRAPHIC INFORMATION FOR THE CITED WORK. THE PRIMARY ADVANTAGE OF THIS SYSTEM
IS ITS CONCISENESS WITHIN THE MAIN BODY OF THE TEXT, ALLOWING READERS TO QUICKLY IDENTIFY THE SOURCE OF
INFORMATION WITHOUT DIVERTING TO FOOTNOTES OR ENDNOTES.

Key CoMPONENTS OF CHICAGO STYLE FOR UNDERGRADUATES



REGARDLESS OF WHICH SYSTEM IS CHOSEN, MASTERING THE CORE COMPONENTS OF CHICAGO STYLE IS CRUCIAL FOR
UNDERGRADUATES. THESE COMPONENTS ENSURE CONSISTENCY, ACCURACY, AND CLARITY IN ACADEMIC WRITING. THE MOST
CRITICAL ELEMENTS INVOLVE HOW SOURCES ARE REFERENCED WITHIN THE TEXT AND HOW THEY ARE COMPILED INTO A FINAL LIST
AT THE END OF THE PAPER. PROPER FORMATTING IS ALSO PARAMOUNT FOR PRESENTING A PROFESSIONAL AND POLISHED
DOCUMENT.

CITATIONS IN TEXT

ACCURATE IN-TEXT CITATIONS ARE THE BEDROCK OF ANY CITATION STYLE. THEY DIRECTLY GUIDE THE READER TO THE SOURCE
OF INFORMATION, BE IT A DIRECT QUOTE, A PARAPHRASE, OR AN IDEA BORROWED FROM ANOTHER AUTHOR. CHICAGO STYLE
OFFERS DISTINCT METHODS FOR IN-TEXT REFERENCING DEPENDING ON THE CHOSEN SYSTEM.

NoTes AND BiBLIOGRAPHY CITATIONS

IN THE NOTES AND BIBLIOGRAPHY SYSTEM, CITATIONS ARE TYPICALLY PRESENTED AS SUPERSCRIPT NUMBERS PLACED AT THE END
OF A SENTENCE OR CLAUSE, IMMEDIATELY AFTER THE RELEVANT INFORMATION. THESE NUMBERS CORRESPOND TO EITHER
FOOTNOTES (APPEARING AT THE BOTTOM OF THE PAGE) OR ENDNOTES (APPEARING AT THE END OF THE CHAPTER OR THE
DOCUMENT). THE FIRST TIME A SOURCE IS CITED, THE NOTE INCLUDES FULL BIBLIOGRAPHIC INFORMATION. SUBSEQUENT
CITATIONS OF THE SAME SOURCE CAN BE SHORTENED, OFTEN USING THE AUTHOR'S LAST NAME, A SHORTENED TITLE, AND THE
PAGE NUMBER.

For UNDERGRADUATES, DILIGENTLY CREATING THESE NOTES IS ESSENTIAL. MISSING A NOTE OR MISFORMATTING IT CAN LEAD TO
ACCUSATIONS OF PLAGIARISM. |T REQUIRES CAREFUL TRACKING OF EACH SOURCE AND ITS CORRESPONDING NOTE NUMBER.
UNDERSTANDING THE DIFFERENCE BETWEEN A FULL NOTE AND A SHORTENED NOTE IS A KEY SKILL TO DEVELOP.

AUTHOR-DATE CITATIONS

THe AUTHOR-DATE SYSTEM STREAMLINES IN-TEXT REFERENCING BY USING PARENTHETICAL CITATIONS. THESE CITATIONS
TYPICALLY INCLUDE THE AUTHOR'S LAST NAME AND THE YEAR OF PUBLICATION. FOR EXAMPLE, A DIRECT QUOTATION REQUIRES
THE INCLUSION OF A PAGE NUMBER, SUCH AS (JoHnson 2022, 112). PARAPHRASED IDEAS OR SUMMARIES OF ARGUMENTS
GENERALLY ONLY REQUIRE THE AUTHOR'S NAME AND THE YEAR, THOUGH INCLUDING A PAGE NUMBER CAN BE HELPFUL FOR READERS
SEEKING THE SPECIFIC POINT BEING MADE.

THE CLARITY AND BREVITY OF AUTHOR-DATE CITATIONS MAKE IT EASIER FOR READERS TO TRACK SOURCES AS THEY READ.
UNDERGRADUATES USING THIS SYSTEM MUST ENSURE THAT EVERY IN-TEXT CITATION DIRECTLY CORRESPONDS TO AN ENTRY IN
THE REFERENCE LIST AND VICE VERSA.

BiBLIOGRAPHY AND REFERENCE LISTS

THE CONCLUDING SECTION OF A CHICAGO-STYLE PAPER IS DEDICATED TO PROVIDING FULL BIBLIOGRAPHIC DETAILS FOR ALL
SOURCES CONSULTED. THE SPECIFIC TITLE AND CONTENT OF THIS SECTION DEPEND ON THE CHOSEN CITATION SYSTEM: A
BIBLIOGRAPHY FOR THE NOTES AND BIBLIOGRAPHY SYSTEM AND A REFERENCE LIST FOR THE AUTHOR-DATE SYSTEM.

CREATING A BIBLIOGRAPHY

A BIBLIOGRAPHY, USED WITH THE NOTES AND BIBLIOGRAPHY SYSTEM, IS AN ALPHABETICAL LIST OF ALL SOURCES THAT WERE
CITED IN THE NOTES. |T SERVES AS A COMPREHENSIVE GUIDE FOR READERS WHO WISH TO EXPLORE THE ORIGINAL SOURCES
FURTHER. THE ENTRIES IN A BIBLIOGRAPHY ARE TYPICALLY FORMATTED WITH A HANGING INDENT, MEANING THE FIRST LINE OF EACH
ENTRY IS FLUSH LEFT, AND SUBSEQUENT LINES ARE INDENTED. THE ORDER OF INFORMATION WITHIN EACH ENTRY (AUTHOR/ TITLE,



PUBLICATION DETAILS) VARIES DEPENDING ON THE SOURCE TYPE (BOOK,JOURNAL ARTICLE, WEBSITE, ETC.).

For UNDERGRADUATES, COMPILING AN ACCURATE AND CONSISTENTLY FORMATTED BIBLIOGRAPHY IS A SIGNIFICANT TASK. IT
REQUIRES METICULOUS ATTENTION TO DETAIL FOR EACH ENTRY, ENSURING ALL NECESSARY PUBLICATION INFORMATION IS
INCLUDED AND CORRECTLY ORDERED. THIS LIST IS INVALUABLE FOR DEMONSTRATING THE BREADTH AND DEPTH OF RESEARCH
UNDERT AKEN.

CREATING A ReFereNcE LIST

A REFERENCE LIST, ACCOMPANYING THE AUTHOR-DATE SYSTEM, IS A LIST OF ALL WORKS CITED WITHIN THE TEXT OF THE
PAPER. UNLIKE A BIBLIOGRAPHY, IT TYPICALLY DOES NOT INCLUDE SOURCES CONSULTED BUT NOT CITED. THE FORMATTING OF
REFERENCE LIST ENTRIES IS SIMILAR TO THAT OF BIBLIOGRAPHY ENTRIES, WITH THE AUTHOR’S LAST NAME APPEARING FIRST,
FOLLOWED BY THE YEAR OF PUBLICATION. LIKE BIBLIOGRAPHIES, REFERENCE LISTS ARE ALPHABETIZED BY AUTHOR'S LAST NAME
AND USE HANGING INDENTS.

UNDERGRADUATES MUST ENSURE THAT EVERY IN-TEXT CITATION HAS A CORRESPONDING ENTRY IN THE REFERENCE LIST, AND
CONVERSELY, EVERY ENTRY IN THE REFERENCE LIST IS CITED IN THE TEXT. THIS STRICT CORRESPONDENCE IS A HALLMARK OF THE
AUTHOR-DATE SYSTEM AND IS CRITICAL FOR ITS EFFECTIVE USE.

FORMATTING REQUIREMENTS

BeYOND CITATION SPECIFICS, CHICAGO STYLE FOR UNDERGRADUATES ALSO ENCOMPASSES GENERAL MANUSCRIPT FORMATTING
THAT CONTRIBUTES TO THE OVERALL PRESENTATION AND READABILITY OF THEIR ACADEMIC WORK. ADHERING TO THESE
GUIDELINES DEMONSTRATES PROFESSIONALISM AND RESPECT FOR ACADEMIC CONVENTIONS.

MANUSCRIPT FORMATTING

STANDARD MANUSCRIPT FORMATTING IN CHICAGO STYLE TYPICALLY INCLUDES DOUBLE-SPACING THROUGHOUT THE ENTIRE
DOCUMENT, INCLUDING BLOCK QUOTATIONS AND THE BIBLIOGRAPHY OR REFERENCE LIST. MARGINS ARE USUALLY SET AT ONE
INCH ON ALL SIDES. THE FIRST PAGE OF THE MANUSCRIPT SHOULD INCLUDE THE PAPER'S TITLE, THE AUTHOR'S NAME, THE COURSE
NAME AND NUMBER, THE INSTRUCTOR'S NAME, AND THE DATE. P AGE NUMBERS ARE GENERALLY PLACED IN THE UPPER RIGHT-HAND
CORNER, STARTING WITH THE FIRST PAGE OF THE TEXT (NOT THE TITLE PAGE).

UNDERGRADUATES SHOULD CONSULT THEIR INSTRUCTOR FOR ANY SPECIFIC DEVIATIONS FROM THESE GENERAL GUIDELINES, AS
COURSE OR DEPARTMENTAL REQUIREMENTS CAN SOMETIMES DIFFER. CONSISTENT FORMATTING CREATES A CLEAN AND ORGANIZED
DOCUMENT THAT IS EASY FOR INSTRUCTORS TO READ AND EVALUATE.

HEADINGS AND SUBHEADINGS

ORGANIZING CONTENT LOGICALLY THROUGH CLEAR HEADINGS AND SUBHEADINGS IS A VITAL ASPECT OF ACADEMIC WRITING.
CHICAGO STYLE OFFERS FLEXIBLE GUIDELINES FOR FORMATTING THESE. FOR SHORTER PAPERS, SIMPLER FORMATTING MAY
SUFFICE, WHILE LONGER WORKS MIGHT REQUIRE A MORE HIERARCHICAL STRUCTURE. TYPICALLY, HEADINGS ARE CENTERED OR
LEFT-ALIGNED, AND SUBHEADINGS ARE USED TO BREAK DOWN SECTIONS FURTHER. CONSISTENCY IN THE FORMATTING OF EACH
LEVEL OF HEADING IS CRUCIAL.

For EXAMPLE, A MAIN SECTION MIGHT HAVE A CENTERED, BOLDED HEADING, WHILE A SUBHEADING WITHIN THAT SECTION COULD
BE LEFT-ALIGNED AND ITALICIZED. UNDERGRADUATES SHOULD PAY CLOSE ATTENTION TO HOW THEIR INSTRUCTORS WISH FOR
HEADINGS AND SUBHEADINGS TO BE FORMATTED, AS THIS CAN VARY. CLEAR ORGANIZATION ENHANCES READER COMPREHENSION
AND HIGHLIGHTS THE STRUCTURE OF THE ARGUMENT.



T ABLES AND FIGURES

\W/HEN INCORPORATING TABLES AND FIGURES INTO ACADEMIC WORK, CHICAGO STYLE PROVIDES SPECIFIC GUIDANCE FOR THEIR
LABELING AND PRESENTATION. T ABLES ARE TYPICALLY NUMBERED CONSECUTIVELY (E.G./ TABLE -|, TABLE 2) AND ARE GIVEN A
DESCRIPTIVE TITLE. FIGURES, WHICH INCLUDE CHARTS, GRAPHS, MAPS, AND ILLUSTRATIONS, ARE ALSO NUMBERED
CONSECUTIVELY (E.G., FIGURE ], FIGURE 2) AND REQUIRE A CLEAR TITLE AND OFTEN A SOURCE NOTE IF THE DATA IS NOT
ORIGINAL.

EACH TABLE AND FIGURE SHOULD BE REFERRED TO IN THE TEXT BY ITS NUMBER. PLACEMENT IS GENERALLY CLOSE TO WHERE IT IS
FIRST MENTIONED IN THE TEXT. UNDERGRADUATES MUST ENSURE THAT THEIR TABLES AND FIGURES ARE LEGIBLE, ACCURATELY
REPRESENT THE DATA, AND ARE FORMATTED IN ACCORDANCE WITH CHICAGO STYLE GUIDELINES, INCLUDING ANY NECESSARY
SOURCE ATTRIBUTION. THIS ENSURES THAT VISUAL ELEMENTS ARE INTEGRATED SEAMLESSLY AND CREDIBLY INTO THE PAPER.

CoMMON UNDERGRADUATE APPLICATION OF CHICAGO STYLE

UNDERGRADUATES ENCOUNTER CHICAGO STYLE IN A VARIETY OF ACADEMIC CONTEXTS. RESEARCH PAPERS, ESSAYS, TERM
PAPERS, AND EVEN UNDERGRADUATE THESES ARE COMMON ASSIGNMENTS \WHERE ADHERENCE TO CMOS Is EXPECTED. FOR MANY,
THEIR FIRST INTRODUCTION TO CHICAGO STYLE FOR UNDERGRADUATES WILL BE IN AN INTRODUCTORY COURSE IN THE
HUMANITIES OR SOCIAL SCIENCES, WHERE PROFESSORS WILL ASSIGN READINGS AND EXPECT PAPERS TO BE FORMATTED AND CITED
ACCORDING TO THESE GUIDELINES. THE FLEXIBILITY OF CHICAGO STYLE MAKES IT SUITABLE FOR A BROAD RANGE OF DISCIPLINES,
FROM LITERATURE REVIEWS AND HISTORICAL ANALYSES TO SOCIOLOGICAL STUDIES AND POLITICAL SCIENCE RESEARCH.

(UNDERSTANDING THE SPECIFIC REQUIREMENTS OF THEIR DISCIPLINE AND INSTRUCTOR IS PARAMOUNT. FOR INSTANCE, A HISTORY
PAPER MIGHT LEAN HEAVILY ON THE NOTES AND BIBLIOGRAPHY SYSTEM TO INCORPORATE EXTENSIVE SOURCE ANALYSIS, WHILE
A SOCIOLOGY PAPER MIGHT UTILIZE THE AUTHOR-DATE SYSTEM FOR ITS EFFICIENCY IN PRESENTING EMPIRICAL DATA AND
REFERENCING STUDIES. FAMILIARIZING ONESELF WITH THE SPECIFIC EXPECTATIONS FOR THESE ASSIGNMENTS EARLY ON CAN
PREVENT LAST-MINUTE STRESS AND ENSURE A HIGHER QUALITY OF \WORK.

TiPs FOR MASTERING CHICAGO STYLE

MASTERING CHICAGO STYLE FOR UNDERGRADUATES REQUIRES PRACTICE AND A SYSTEMATIC APPROACH. THE MOST EFFECTIVE
STRATEGY IS TO CONSULT THE OFFICIAL CHICAGO MANUAL OF STYLE OR A RELIABLE STUDENT GUIDE SPECIFICALLY DESIGNED
FOR IT. THESE RESOURCES PROVIDE DETAILED EXAMPLES FOR VIRTUALLY EVERY TYPE OF SOURCE IMAGINABLE.

o KEEP A DETAILED RECORD OF ALL SOURCES USED AS YOU CONDUCT RESEARCH, INCLUDING ALL PUBLICATION DETAILS.
® \X/HEN WRITING, IMMEDIATELY CREATE THE NOTE OR IN-TEXT CITATION FOR ANY INFORMATION YOU USE.

¢ |F USING THE NOTES AND BIBLIOGRAPHY SYSTEM, CREATE YOUR BIBLIOGRAPHY AS YOU GO, RATHER THAN WAITING
UNTIL THE END.

¢ |F USING THE AUTHOR-DATE SYSTEM, ENSURE YOUR REFERENCE LIST IS UPDATED WITH EVERY NEW SOURCE CITED.

e PAY CLOSE ATTENTION TO PUNCTUATION, CAPITALIZATION, AND ITALICIZATION WITHIN CITATIONS, AS THESE ARE
OFTEN POINTS OF ERROR.

e UTILIZE CITATION MANAGEMENT SOFTWARE IF IT HELPS, BUT ALWAYS DOUBLE-CHECK ITS OUTPUT AGAINST CHIcAGO
STYLE GUIDELINES.

® PROOFREAD YOUR WORK METICULOUSLY, FOCUSING SPECIFICALLY ON THE ACCURACY AND CONSISTENCY OF YOUR
CITATIONS AND FORMATTING.



o \W/HEN IN DOUBT, CONSULT THE CMOS oRr ASK YOUR INSTRUCTOR FOR CLARIFICATION.

DEVELOPING GOOD HABITS FROM THE OUTSET WILL MAKE THE PROCESS MUCH SMOOTHER. THE GOAL IS TO INTEGRATE CHICAGO
STYLE INTO YOUR WRITING PROCESS SO THAT IT BECOMES SECOND NATURE, RATHER THAN AN AFTERTHOUGHT.

NAVIGATING CoMMON CHALLENGES IN CHICAGO STYLE

UNDERGRADUATES OFTEN ENCOUNTER SPECIFIC CHALLENGES WHEN APPLYING CHICAGO STYLE. ONE OF THE MOST FREQUENT
ISSUES IS THE CORRECT CITATION OF ONLINE SOURCES, WHICH CAN BE VARIABLE IN THEIR STRUCTURE AND COMPLETENESS.
\X/EBSITES, ONLINE ARTICLES, AND DIGITAL BOOKS EACH REQUIRE SLIGHTLY DIFFERENT FORMATTING. ANOTHER COMMON HURDLE
IS DISTINGUISHING BETWEEN THE FULL NOTE AND THE SHORTENED NOTE IN THE NOTES AND BIBLIOGRAPHY SYSTEM, ENSURING THE
CORRECT INFORMATION IS INCLUDED IN EACH IS VITAL.

For THE AUTHOR-DATE SYSTEM, A RECURRING DIFFICULTY IS ENSURING PERFECT ALIGNMENT BETWEEN IN-TEXT CITATIONS AND
THE REFERENCE LIST. A MISPLACED COMMA OR AN OMITTED AUTHOR’'S NAME CAN RENDER A CITATION INCORRECT. FURTHERMORE,
FORMATTING BLOCK QUOTATIONS CORRECTLY—WHETHER THEY ARE INDENTED AND SINGLE-SPACED OR HANDLED
DIFFERENTLY—CAN SOMETIMES BE CONFUSING. FINALLY, REMEMBERING TO APPLY DOUBLE-SPACING CONSISTENTLY THROUGHOUT
THE ENTIRE DOCUMENT, INCLUDING HEADINGS AND THE BIBLIOGEAPHY/REFERENCE LIST, IS A DETAIL THAT CAN BE EASILY
OVERLOOKED BUT IS CRUCIAL FOR ADHERENCE TO CHICAGO STYLE FOR UNDERGRADUATES.

FAQ

Q: WHAT IS THE PRIMARY DIFFERENCE BETWEEN THE NOTES AND BIBLIOGRAPHY SYSTEM
AND THE AUTHOR-DATE SYSTEM IN CHICAGO STYLE?

A: THE PRIMARY DIFFERENCE LIES IN HOW SOURCES ARE CITED WITHIN THE TEXT. THE NOTES AND BIBLIOGRAPHY SYSTEM USES
NUMBERED FOOTNOTES OR ENDNOTES, WHILE THE AUTHOR-DATE SYSTEM USES PARENTHETICAL CITATIONS CONSISTING OF THE
AUTHOR'S LAST NAME AND THE YEAR OF PUBLICATION. THE NOTES AND BIBLIOGRAPHY SYSTEM ALSO REQUIRES A
COMPREHENSIVE BIBLIOGRAPHY, WHEREAS THE AUTHOR-DATE SYSTEM USES A REFERENCE LIST OF ONLY CITED SOURCES.

QZ \W/HEN SHOULD AN UNDERGRADUATE STUDENT CHOOSE THE NOTES AND
BIBLIOGRAPHY SYSTEM OVER THE AUTHOR-DATE SYSTEMP

A: UNDERGRADUATES SHOULD CHOOSE THE NOTES AND BIBLIOGRAPHY SYSTEM IF THEIR DISCIPLINE TYPICALLY USES IT (E.G.,
HISTORY, LITERATURE, ART HISTORY) OR IF THEIR INSTRUCTOR SPECIFICALLY REQUESTS IT. THIS SYSTEM IS ALSO
ADVANTAGEOUS FOR PAPERS THAT REQUIRE EXTENSIVE EXPLANATORY NOTES OR DETAILED SOURCE COMMENTARY.

Q: WHEN SHOULD AN UNDERGRADUATE STUDENT CHOOSE THE AUTHOR-DATE SYSTEM
OVER THE NOTES AND BIBLIOGRAPHY SYSTEM?

A: THE AUTHOR-DATE SYSTEM IS GENERALLY PREFERRED IN THE SOCIAL SCIENCES (E.G., SOCIOLOGY, POLITICAL SCIENCE) AND
SOME SCIENCES. UNDERGRADUATES SHOULD OPT FOR THIS SYSTEM IF IT IS THE STANDARD IN THEIR FIELD OR IF THEIR
INSTRUCTOR DESIGNATES IT. | TS CONCISENESS IN THE TEXT MAKES IT EFFICIENT FOR RESEARCH THAT RELIES HEAVILY ON
FREQUENT CITATIONS.

Q: How po | CITE A SOURCE FOR THE FIRST TIME IN THE NOTES AND BIBLIOGRAPHY



SYSTEM?

A: THE FIRST TIME A SOURCE IS CITED IN THE NOTES AND BIBLIOGRAPHY SYSTEM, THE CORRESPONDING FOOTNOTE OR ENDNOTE
SHOULD INCLUDE COMPLETE BIBLIOGRAPHIC INFORMATION: AUTHOR'S FULL NAME, TITLE OF THE WORK (ITALICIZED FOR BOOKS, IN
QUOTATION MARKS FOR ARTICLES), PUBLICATION INFORMATION (CITY, PUBLISHER, YEAR), AND THE SPECIFIC PAGE NUMBER(S)
BEING REFERENCED.

Q: How Do | CITE A SOURCE SUBSEQUENTLY IN THE NOTES AND BIBLIOGRAPHY
SYSTEM?

A: SUBSEQUENT CITATIONS OF THE SAME SOURCE CAN BE SHORTENED. TYPICALLY, THIS INCLUDES THE AUTHOR'S LAST NAME, A
SHORTENED VERSION OF THE TITLE (IF NECESSARY TO DISTINGUISH IT FROM OTHER WORKS BY THE SAME AUTHOR), AND THE
SPECIFIC PAGE NUMBER(S). FOR EXAMPLE: (SMITH, HISTORY OF IDEAS, 45).

Q: WHAT INFORMATION MUST BE INCLUDED IN AN IN-TEXT CITATION FOR THE AUTHOR-
DATE SYSTEM?

A: AN IN-TEXT CITATION FOR THE AUTHOR-DATE SYSTEM GENERALLY INCLUDES THE AUTHOR'S LAST NAME AND THE YEAR OF
PUBLICATION, ENCLOSED IN PARENTHESES. IF YOU ARE QUOTING DIRECTLY OR REFERRING TO A SPECIFIC PART OF THE SOURCE,
YOU MUST ALSO INCLUDE THE PAGE NUMBER, FOR EXAMPLE: (GARCIA 2021, 78).

Q: WHAT IS THE PURPOSE OF THE BIBLIOGRAPHY IN THE NOTES AND BIBLIOGRAPHY
SYSTEM?

A: THE BIBLIOGRAPHY SERVES AS AN ALPHABETICAL LIST OF ALL SOURCES CITED IN THE NOTES OF A PAPER. |TS PURPOSE IS TO
PROVIDE READERS WITH FULL BIBLIOGRAPHIC DETAILS FOR EVERY SOURCE USED, ALLOWING THEM TO LOCATE AND CONSULT
THESE SOURCES THEMSELVES. |T DEMONSTRATES THE RESEARCH FOUNDATION OF THE PAPER.

QI \WHAT IS THE PURPOSE OF THE REFERENCE LIST IN THE AUTHOR-DATE SYSTEM?

A: THE REFERENCE LIST IN THE AUTHOR-DATE SYSTEM IS AN ALPHABETICAL COMPILATION OF ALL THE WORKS THAT HAVE BEEN
CITED WITHIN THE TEXT OF THE PAPER. |T PROVIDES THE FULL PUBLICATION DETAILS FOR EACH CITED SOURCE, ENABLING
READERS TO FIND THE ORIGINAL \WORKS.

QZ ARE BLOCK QUOTATIONS HANDLED DIFFERENTLY IN CHICAGO STYLE?

A: YES, BLOCK QUOTATIONS (TYPICALLY THOSE OF FIVE OR MORE LINES) ARE TREATED DIFFERENTLY. THEY ARE SET OFF FROM
THE MAIN TEXT AS A DISTINCT PARAGRAPH, USUALLY INDENTED FROM THE LEFT MARGIN AND OFTEN SINGLE-SPACED. THE
QUOTATION MARKS AROUND THE QUOTED MATERIAL ARE OMITTED, AND THE CITATION TYPICALLY FOLLOWS THE FINAL
PUNCTUATION OF THE BLOCK QUOTE.

QI \W/HERE CAN | FIND OFFICIAL GUIDANCE ON CHICAGO STYLE FOR UNDERGRADUATES?

A: THE MOST AUTHORITATIVE SOURCE IS THE CHICAGO MANUAL OF STYLE, PUBLISHED BY THE UNIVERSITY OF CHICAGO
PRESS. MANY UNIVERSITIES ALSO PROVIDE ONLINE STYLE GUIDES OR HANDBOOKS SPECIFICALLY TAILORED FOR THEIR STUDENTS,
WHICH OFTEN INTERPRET AND SIMPLIFY THE CMOS GUIDELINES FOR ACADEMIC USE. CONSULTING YOUR INSTRUCTOR FOR
SPECIFIC DEPARTMENTAL REQUIREMENTS IS ALSO ESSENTIAL.
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