
chicago style formatting for
publications

The Chicago Manual of Style: A Comprehensive Guide for Publications

chicago style formatting for publications is a cornerstone of academic and
professional writing, providing a standardized system for citations,
footnotes, bibliographies, and manuscript preparation. Mastering this style
ensures clarity, consistency, and credibility in any written work intended
for widespread distribution. This guide will delve into the intricacies of
Chicago style, covering its two primary systems: the notes-bibliography
system and the author-date system. We will explore essential elements such as
in-text citations, detailed footnotes and endnotes, comprehensive
bibliographies, and the nuances of formatting various source types, including
books, journal articles, and web resources. Understanding these principles is
crucial for anyone aiming to produce polished, professional documents that
adhere to established scholarly norms.
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Understanding the Chicago Manual of Style

The Chicago Manual of Style (CMOS), first published in 1906, is one of the
most widely used style guides in the United States. It is maintained by the
University of Chicago Press and is renowned for its thoroughness and
flexibility. Unlike some other style guides, Chicago offers two distinct
systems for handling citations, allowing authors and editors to choose the
one best suited to their discipline or publication type. This dual approach
makes it incredibly adaptable for a wide range of scholarly and professional
fields, from the humanities and social sciences to the sciences and beyond.
Its comprehensive nature extends beyond just citations to encompass all
aspects of manuscript preparation, including punctuation, grammar, and
electronic media.

The primary goal of any style guide, including Chicago, is to ensure that
published works are clear, consistent, and easy for readers to navigate. By
providing definitive rules for how to present information, cite sources, and
format text, Chicago style minimizes ambiguity and fosters a professional
presentation. This consistency is vital for readers to trust the information
presented and to easily locate the original sources of that information.
Adherence to these guidelines demonstrates a commitment to scholarly rigor
and attention to detail, which are paramount in academic and professional



contexts.

The Two Systems of Chicago Style

Chicago style is unique in offering two distinct systems for citing sources.
The choice between them often depends on the academic discipline, the
publisher's preference, or the nature of the research itself. Both systems
aim to provide readers with the necessary information to locate and verify
sources, but they achieve this through different structural approaches.
Understanding the fundamental differences between these two systems is the
first step in applying Chicago style correctly.

These two systems are known as the notes-bibliography system and the author-
date system. While they differ in their presentation of in-text citations and
the structure of the final bibliography, they share many underlying
principles regarding the information required for each source type. The
decision of which system to employ should be made early in the writing
process to ensure consistency throughout the manuscript.

Notes-Bibliography System

The notes-bibliography system is the more traditional of the two Chicago
styles and is commonly used in fields such as history, literature, and the
arts. In this system, sources are cited in two places: within the text using
superscript numbers, and in a comprehensive list at the end of the document
called a bibliography. The superscript numbers in the text correspond to
detailed notes, which can be either footnotes (appearing at the bottom of the
page) or endnotes (appearing at the end of the chapter or the entire work).

The notes themselves provide the full bibliographic details for the first
mention of a source. Subsequent mentions of the same source can be
abbreviated, often using a shortened title and page number, or simply a
shortened title if the context is clear. The bibliography, which follows the
notes, lists all sources cited in the text alphabetically by author's last
name. This system allows for rich commentary and tangential information to be
included in the notes without disrupting the flow of the main text, making it
ideal for works that require extensive explanation or engagement with
secondary sources.

Footnotes and Endnotes

Footnotes and endnotes serve as the primary mechanism for citation in the
notes-bibliography system. Each superscript number in the text directly links
the reader to a corresponding note. The first time a source is cited, the
note provides complete bibliographic information, including author's name,
title of the work, publication details, and specific page numbers. This
comprehensive citation allows readers to immediately identify the source and
its origin.

Subsequent citations of the same source are typically shortened. For



instance, a second or later citation might use the author's last name, a
shortened version of the title, and the relevant page number. If only one
source by a particular author is used, the author's last name alone may
suffice, followed by the page number. This practice streamlines the citation
process while still providing sufficient information for readers to track
down the source. The choice between footnotes and endnotes is often a matter
of publisher preference or author convenience, with footnotes offering
immediate page-level context and endnotes providing a more consolidated
reference list at the end of a section or work.

Bibliography

The bibliography is an alphabetical list of all the sources that have been
cited in the notes within a Chicago-style document. It serves as a
comprehensive reference list, allowing readers to easily review all the
materials consulted by the author. Entries in the bibliography are formatted
consistently according to Chicago style guidelines, with specific rules for
different types of sources, such as books, articles, websites, and
interviews.

Each entry begins with the author's last name followed by their first name.
The title of the work is italicized for books and enclosed in quotation marks
for articles and shorter works. Publication details, including the city of
publication, publisher, and year, are also included. The bibliography is an
essential component of scholarly work, demonstrating the breadth of research
undertaken and providing a valuable resource for readers interested in
further exploration of the topic.

Author-Date System

The author-date system is widely adopted in the social sciences and some
natural sciences. In this system, in-text citations consist of the author's
last name and the year of publication, often followed by a page number if a
direct quotation is used. This parenthetical citation style is brief and
unobtrusive, allowing the narrative to flow smoothly without frequent
interruptions for footnotes or endnotes.

The parenthetical citations in the text directly correspond to an entry in a
reference list that appears at the end of the work. This reference list,
similar to a bibliography, provides the full bibliographic details for every
source cited in the text. The author-date system emphasizes currency of
information, as the year of publication is prominently displayed in the in-
text citation, making it easy for readers to gauge the recency of the
research being referenced.

In-Text Citations

In the author-date system, in-text citations are typically enclosed in
parentheses and include the author's last name and the year of publication.
For example, a citation might appear as (Smith 2020). If a direct quotation



is used, the page number(s) are also included, such as (Smith 2020, 45). When
the author's name is mentioned in the sentence itself, only the year of
publication needs to be in parentheses, for instance, "According to Smith
(2020), the data indicates..."

For sources with multiple authors, specific rules apply. For two authors,
both names are included, separated by an ampersand or "and," e.g., (Jones and
Miller 2019) or (Jones & Miller 2019). For three or more authors, the first
author's last name is followed by "et al." and the year, e.g., (Davis et al.
2021). These concise in-text citations ensure that readers can quickly
identify the source of information without disrupting the reading experience,
guiding them to the corresponding entry in the reference list.

Reference List

The reference list, used with the author-date system, is an alphabetical
listing of all sources cited within the manuscript. Unlike the bibliography
in the notes-bibliography system, the reference list typically includes only
the sources that have been directly referenced in the text. Entries are
arranged alphabetically by the author's last name, providing a concise yet
comprehensive overview of the research consulted.

Each entry in the reference list contains essential bibliographic
information, formatted according to specific Chicago style rules for each
source type. This includes the author's name, publication date, title of the
work, and publication details. The author-date system's reference list is
crucial for readers who wish to locate and verify the cited materials,
offering a clear and organized path to further research and information
retrieval.

Formatting Books

Formatting book citations correctly in Chicago style is fundamental to
maintaining accuracy and professionalism. Whether using the notes-
bibliography system or the author-date system, specific elements must be
included for each citation. The core information required typically includes
the author's full name, the full title of the book (italicized), the city of
publication, the publisher's name, and the year of publication.

For the notes-bibliography system, a full note would look something like
this: John Smith, The History of Chicago (Chicago: University of Chicago
Press, 2022), 15. A subsequent note might be: Smith, History of Chicago, 45.
In the author-date system, the in-text citation would be (Smith 2022, 15),
and the reference list entry would be Smith, John. 2022. The History of
Chicago. Chicago: University of Chicago Press.

Multiple Authors and Editors

When a book has multiple authors or editors, the formatting in Chicago style
requires careful attention. For the notes-bibliography system, if there are



two authors, both names are given in the order they appear on the title page
in the first note, but reversed (last name first) for the bibliography. For
three or more authors, only the first author's name is given, followed by
"and" and the rest of the names in the note, but in the bibliography, the
first author's name is reversed, followed by "and" and the other authors'
full names. If the book has editors instead of authors, the editor's name(s)
are used in place of the author's name(s), and the term "ed." or "eds." is
added after the name(s).

In the author-date system, the rules are similar regarding the inclusion of
author names. For two authors, both are listed in the reference list entry
separated by "and." For three or more authors, the first author's name is
listed, followed by "et al." in the in-text citation. The reference list
entry, however, will list all authors up to ten; for eleven or more authors,
the first seven are listed followed by "et al." Editors are indicated with
"ed." or "eds." after their names.

Edited Collections and Chapters

Citing chapters within edited collections requires specific formatting in
Chicago style. For the notes-bibliography system, the note should include the
author of the chapter, the title of the chapter (in quotation marks), the
word "in," the title of the book (italicized), the editor(s) of the book, and
the page numbers of the chapter. For the bibliography, the entry will be
structured similarly. For example: Jane Doe, "Theories of Education," in
Modern Pedagogy, ed. John Roe (New York: Academic Press, 2021), 75-90.

In the author-date system, the in-text citation would reference the chapter
author and year. The reference list entry would follow a similar structure,
providing the chapter author, year, chapter title, the word "in," the book
title, editor(s), and page range for the chapter. For example: Doe, Jane.
2021. "Theories of Education." In Modern Pedagogy, edited by John Roe, 75-90.
New York: Academic Press.

Formatting Journal Articles

Journal articles are a common source in academic research, and Chicago style
provides clear guidelines for their citation. The essential components for
citing a journal article include the author(s), 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. If the
article is accessed online, the DOI (Digital Object Identifier) or a stable
URL should also be included.

For the notes-bibliography system, a typical footnote would appear as: Jane
Doe, "The Impact of Technology on Learning," Journal of Educational Research
55, no. 2 (2020): 123-140. For the author-date system, the in-text citation
would be (Doe 2020, 123), and the reference list entry would be Doe, Jane.
2020. "The Impact of Technology on Learning." Journal of Educational Research
55 (2): 123-140.



Online Journals and DOIs

Citing online journal articles, especially those with a DOI, is increasingly
important. The DOI is a unique alphanumeric string that identifies content
and provides a persistent link to its location on the internet. Including the
DOI in your citation makes it easier for readers to locate the article, even
if the original URL changes.

When citing an online journal article with a DOI in the notes-bibliography
system, you would include the DOI at the end of the citation, often prefaced
by "doi:" or as a hyperlink if the publication requires it (though this guide
prohibits hyperlinks). For example: John Smith, "Digital Humanities Methods,"
Journal of Digital Studies 10, no. 1 (2019): 50-65,
doi:10.1080/12345678.2019.1234567. In the author-date system, the reference
list entry would also include the DOI. For articles without a DOI but
accessed online, a stable URL is generally provided.

Formatting Online Resources

The digital landscape presents a vast array of online resources that require
careful citation. Chicago style provides guidelines for citing websites, blog
posts, online reports, and other digital content. The key elements for citing
online resources include the author (if available), the title of the specific
page or document (in quotation marks), the name of the website (italicized),
the publication or last updated date (if available), and the URL.

When citing a webpage in the notes-bibliography system, a note might look
like this: Jane Roe, "Understanding SEO Basics," Marketing Hub, last modified
March 15, 2023, https://www.marketinghub.com/seo-basics. For the author-date
system, the in-text citation would be (Roe 2023), and the reference list
entry would be Roe, Jane. 2023. "Understanding SEO Basics." Marketing Hub.
Last modified March 15, 2023. https://www.marketinghub.com/seo-basics.

Websites and Blog Posts

Citing individual web pages and blog posts requires specific attention to
detail to ensure that readers can locate the exact information. For a
website, if there is no clear author, the organization responsible for the
site is used as the author. The title of the specific page or article is then
given, followed by the website's name and the access date. Blog posts are
cited similarly, including the author of the post, the title of the post, the
name of the blog, and the publication date and URL.

It is important to note that Chicago style generally recommends providing the
most specific date available for online content. If a specific publication
date is unavailable, the date the content was last updated or revised should
be used. If neither is present, the date the content was accessed should be
provided. This ensures that the citation is as accurate and stable as
possible, allowing readers to verify the information.



Other Important Formatting Considerations

Beyond citations, Chicago style provides comprehensive guidelines for
manuscript formatting, including matters of punctuation, capitalization,
headings, and the presentation of numbers and abbreviations. Consistency in
these areas is as crucial as accurate source citation for creating a
professional and readable document. For instance, rules for hyphenation, the
use of serial commas, and the formatting of titles and subtitles all
contribute to the overall polish of a work.

When preparing a manuscript for publication, understanding these broader
formatting rules is essential. Publishers often have their own specific style
sheets that may supplement or modify Chicago's guidelines. Therefore, it is
always advisable to consult the specific requirements of the intended
publication venue. However, a solid foundation in Chicago style will prepare
you for most academic and professional publishing contexts.

Numbers and Abbreviations

Chicago style has specific rules for when to spell out numbers and when to
use numerals. Generally, numbers one through nine are spelled out, while
numerals are used for 10 and above. However, there are exceptions, such as
when dealing with measurements, statistics, or percentages, where numerals
are often preferred for clarity and consistency. Similarly, Chicago outlines
preferred usage for abbreviations, including when to use periods and when to
omit them. For example, common abbreviations like "etc." and "i.e." are
generally used within parenthetical material or footnotes rather than in the
main text.

The consistent application of these rules for numbers and abbreviations
contributes significantly to the clarity and professional appearance of a
document. Incorrect or inconsistent usage can distract readers and undermine
the credibility of the author. Therefore, paying close attention to these
details is a vital part of mastering Chicago style formatting for
publications.

Headings and Typography

The effective use of headings and typography is essential for organizing and
presenting information in a clear and accessible manner. Chicago style
provides recommendations for different levels of headings, ensuring a
hierarchical structure that guides the reader through the text. Typically,
main headings are centered, while subheadings might be flush left or
indented, depending on the publication's design.

Typography choices, such as font selection, font size, and line spacing, also
play a crucial role in readability. While Chicago itself does not dictate
specific fonts, it emphasizes the importance of choosing a clean, legible
typeface. Consistency in font usage throughout the document is paramount. The
interplay between well-structured headings and appropriate typography creates
a visually appealing and easy-to-navigate document, which is a hallmark of
professional publication.



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 in-text citations are presented. The
notes-bibliography system uses superscript numbers in the text that
correspond to detailed footnotes or endnotes, while the author-date system
uses parenthetical citations within the text containing the author's last
name and the year of publication.

Q: When should I choose the notes-bibliography system
over the author-date system?
A: The notes-bibliography system is generally preferred in disciplines like
history, literature, and the arts, where extensive notes might be used for
commentary or to engage with secondary sources. The author-date system is
more common in the social sciences and natural sciences.

Q: How do I cite a book with no author in Chicago
style?
A: If a book has no author, begin the citation with the title of the book.
For the notes-bibliography system, the title would be followed by publication
information. For the author-date system, the title would be used in the in-
text citation (e.g., (Title of Book 2023)), and the title would begin the
reference list entry.

Q: What is a DOI and why is it important for citing
online articles?
A: A DOI (Digital Object Identifier) is a unique alphanumeric string that
permanently identifies an electronic document. It is important for citing
online articles because it provides a stable and persistent link to the
article, ensuring readers can locate it even if the URL changes.

Q: How do I cite a source that has been cited
multiple times in the notes-bibliography system?
A: For subsequent citations of the same source in the notes-bibliography
system, you typically use a shortened form. This usually includes the
author's last name, a shortened title of the work, and the page number. If
only one source by that author is used in the entire work, the author's last
name and page number may suffice.

Q: Should I use "et al." for multiple authors in the



author-date system?
A: Yes, in the author-date system, for three or more authors, the in-text
citation uses the first author's last name followed by "et al." and the year.
However, in the reference list entry, all authors up to ten should be listed.
For eleven or more authors, list the first seven followed by "et al."

Q: What is the difference between a bibliography and
a reference list in Chicago style?
A: While both are lists of sources at the end of a work, a bibliography (used
with the notes-bibliography system) typically includes all sources consulted,
whether cited or not, though often it is limited to cited sources. A
reference list (used with the author-date system) includes only the sources
that have been directly cited in the text.

Q: How should I format the title of a journal article
versus the title of a journal in Chicago style?
A: The title of a journal article should be enclosed in quotation marks. The
title of the journal itself, in which the article appears, should be
italicized.
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