CHICAGO STYLE GUIDE FORMATTING

THe CHICAGO MANUAL oF STYLE: A COMPREHENSIVE GUIDE TO FORMATTING

CHICAGO STYLE GUIDE FORMATTING IS ESSENTIAL FOR ACADEMIC PAPERS, PROFESSIONAL PUBLICATIONS, AND ANYONE STRIVING
FOR CLARITY AND CONSISTENCY IN THEIR WRITTEN WORK. NAVIGATING THE INTRICACIES OF THIS WIDELY RESPECTED STYLE CAN
SEEM DAUNTING, BUT A THOROUGH UNDERSTANDING OF ITS CORE PRINCIPLES WILL ELEVATE THE PROFESSIONALISM AND
CREDIBILITY OF ANY DOCUMENT. THIS GUIDE DELVES INTO THE FUNDAMENTAL ASPECTS OF CHICAGO STYLE, COVERING
EVERYTHING FROM CITATION METHODS AND BIBLIOGRAPHIES TO MANUSCRIPT PREPARATION AND THE FINER POINTS OF GRAMMAR
AND PUNCTUATION. WE WILL EXPLORE THE DIFFERENCES BETWEEN THE AUTHOR-DATE AND NOTES-BIBLIOGRAPHY SYSTEMS, THE
PROPER CONSTRUCTION OF IN-TEXT CITATIONS, AND THE METICULOUS REQUIREMENTS FOR COMPILING A BIBLIOGRAPHY OR
REFERENCE LIST. FURTHERMORE, WE WILL EXAMINE THE GUIDELINES FOR FORMATTING HEADINGS, TABLES, FIGURES, AND EVEN THE
SUBTLE NUANCES OF CAPITALIZATION AND PUNCTUATION, ENSURING YOUR WORK ADHERES TO THE HIGHEST STANDARDS OF
SCHOLARLY AND PROFESSIONAL PRESENTATION. UNDERSTANDING THESE ELEMENTS IS KEY TO PRODUCING POLISHED, ERROR-FREE
CONTENT THAT EFFECTIVELY COMMUNICATES YOUR IDEAS.
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Key CoMPONENTS OF CHICAGO STYLE FORMATTING

CHICAGO STYLE, OFFICIALLY KNOWN AS THE CHICAGO MANUAL oF STYLE (CMOS), IS A HIGHLY REGARDED AND
COMPREHENSIVE STYLE GUIDE USED ACROSS MANY ACADEMIC DISCIPLINES, PUBLISHING HOUSES, AND PROFESSIONAL
ORGANIZATIONS. TS ENDURING POPULARITY STEMS FROM ITS DETAILED INSTRUCTIONS ON A VAST ARRAY OF WRITING AND
EDITING CONCERNS, ENSURING CONSISTENCY AND CLARITY. THE CORE OF CHICAGO STYLE FORMATTING LIES IN ITS SYSTEMATIC
APPROACH TO PRESENTING INFORMATION, FROM HOW SOURCES ARE CITED TO THE VERY STRUCTURE OF A MANUSCRIPT.

A FOUNDATIONAL ASPECT OF CHICAGO STYLE IS ITS DUAL CITATION SYSTEM. THIS PROVIDES WRITERS WITH FLEXIBILITY
DEPENDING ON THE DISCIPLINE AND THE SPECIFIC NEEDS OF THEIR WORK. W/HETHER OPTING FOR THE EMBEDDED PARENTHETICAL
CITATIONS OF THE AUTHOR-DATE SYSTEM OR THE MORE DETAILED FOOTNOTE/ENDNOTE APPROACH OF THE NOTES-
BIBLIOGRAPHY SYSTEM, CONSISTENCY WITHIN A SINGLE DOCUMENT IS PARAMOUNT. Bevonp CITATIONS, CHICAGO STYLE OFFERS
ROBUST GUIDANCE ON GRAMMAR, PUNCTUATION, CAPITALIZATION, AND SPELLING, AIMING TO REDUCE AMBIGUITY AND ENHANCE
READABILITY. THE MANUAL ALSO ADDRESSES THE TECHNICAL ASPECTS OF MANUSCRIPT PREPARATION, INCLUDING HOW TO
FORMAT HEADINGS, TABLES, FIGURES, AND EVEN THE FINER POINTS OF WORD DIVISION AND HYPHENATION. ADHERING TO THESE
COMPONENTS ENSURES THAT YOUR WORK IS NOT ONLY ACCURATE BUT ALSO PROFESSIONALLY PRESENTED.

CiTATION SYSTEMS: NOTES-BIBLIOGRAPHY VS. AUTHOR-DATE

THE CHICAGO MANUAL OF STYLE OFFERS TWO PRIMARY METHODS FOR CITING SOURCES, CATERING TO DIFFERENT SCHOLARLY
TRADITIONS AND PREFERENCES. THE CHOICE BETWEEN THE NOTES-BIBLIOGRAPHY SYSTEM AND THE AUTHOR-DATE SYSTEM
SIGNIFICANTLY IMPACTS THE WAY SOURCES ARE INTEGRATED INTO THE TEXT AND PRESENTED AT THE END OF THE WORK.
(UNDERSTANDING THE NUANCES OF EACH IS CRUCIAL FOR EFFECTIVE IMPLEMENTATION.



THE NOTES-BIBLIOGRAPHY SYSTEM

THE NOTES-BIBLIOGRAPHY SYSTEM IS WIDELY FAVORED IN THE HUMANITIES, INCLUDING LITERATURE, HISTORY, AND THE ARTS.
THIS SYSTEM USES FOOTNOTES OR ENDNOTES TO PROVIDE CITATION INFORMATION DIRECTLY WITHIN THE TEXT, TYPICALLY
INDICATED BY A SUPERSCRIPT NUMBER. EACH NOTE OFFERS A DETAILED REFERENCE TO THE SOURCE, ALLOWING READERS TO
LOCATE IT EASILY WITHOUT DISRUPTING THE FLOW OF THE MAIN NARRATIVE. W/HEN A SOURCE IS CITED FOR THE FIRST TIME,
THE NOTE INCLUDES COMPLETE PUBLICATION DETAILS. SUBSEQUENT CITATIONS OF THE SAME SOURCE ARE SHORTENED, OFTEN
USING JUST THE AUTHOR'S LAST NAME, A SHORTENED TITLE, AND THE PAGE NUMBER. THIS SYSTEM IS PARTICULARLY BENEFICIAL
FOR WORKS THAT REQUIRE EXTENSIVE OR FREQUENT CITATION OF SPECIFIC PASSAGES.

FOLLOWING THE NOTES, THE NOTES-BIBLIOGRAPHY SYSTEM REQUIRES A COMPREHENSIVE BIBLIOGRAPHY. THIS LIST APPEARS AT
THE END OF THE DOCUMENT AND INCLUDES ALL THE SOURCES CITED IN THE TEXT, ALPHABETIZED BY THE AUTHOR'S LAST NAME.
THE BIBLIOGRAPHIC ENTRIES ARE TYPICALLY MORE DETAILED THAN THE NOTES, PROVIDING ALL NECESSARY INFORMATION FOR A
READER TO LOCATE AND VERIFY THE SOURCE. THIS DUAL APPROACH ENSURES BOTH IMMEDIATE TEXTUAL REFERENCE AND A
THOROUGH OVERVIEW OF ALL CONSULTED MATERIALS.

THe AUTHOR-DATE SYSTEM

THE AUTHOR-DATE SYSTEM IS MORE COMMONLY EMPLOYED IN THE SOCIAL SCIENCES AND NATURAL SCIENCES, SUCH AS
SOCIOLOGY, POLITICAL SCIENCE, AND ECONOMICS. IN THIS SYSTEM, BRIEF PARENTHETICAL CITATIONS ARE PLACED DIRECTLY
WITHIN THE TEXT, IMMEDIATELY FOLLOWING THE MATERIAL BEING CITED. THESE IN-TEXT CITATIONS TYPICALLY INCLUDE THE
AUTHOR'S LAST NAME AND THE YEAR OF PUBLICATION. [F A SPECIFIC PAGE NUMBER IS RELEVANT, IT IS ALSO INCLUDED. FOR
EXAMPLE, A CITATION MIGHT APPEAR AS (SMITH 2022, 45). THIS METHOD ALLOWS FOR A MORE CONCISE INTEGRATION OF
SOURCE MATERIAL, PRESERVING THE TEXTUAL FLOW.

ACCOMPANYING THE AUTHOR-DATE IN-TEXT CITATIONS IS A REFERENCE LIST AT THE END OF THE DOCUMENT. SIMILAR TO A
BIBLIOGRAPHY, THIS LIST INCLUDES ALL THE SOURCES CITED IN THE TEXT, ALPHABETIZED BY THE AUTHOR'S LAST NAME. THE
ENTRIES IN THE REFERENCE LIST ARE GENERALLY MORE COMPREHENSIVE THAN THE IN-TEXT CITATIONS, PROVIDING FULL
PUBLICATION DETAILS. THE PRIMARY DISTINCTION FROM THE NOTES-BIBLIOGRAPHY SYSTEM IS THE ABSENCE OF FOOTNOTES OR
ENDNOTES, WITH ALL CITATION INFORMATION CONVEYED THROUGH THE PARENTHETICAL REFERENCES AND THE FINAL REFERENCE
LIST.

FORMATTING IN-TEXT CITATIONS

REGARDLESS OF THE CHOSEN SYSTEM, THE WAY IN-TEXT CITATIONS ARE FORMATTED IN CHICAGO STYLE IS PRECISE AND AIMS
FOR CLARITY. PROPER FORMATTING ENSURES THAT READERS CAN READILY IDENTIFY THE SOURCE OF INFORMATION AND
DISTINGUISH BETWEEN DIFFERENT AUTHORS OR W ORKS.

NoTes-BiBLIOGRAPHY IN-TEXT CITATIONS

IN THE NOTES-BIBLIOGRAPHY SYSTEM, IN"TEXT CITATIONS ARE INDICATED BY SUPERSCRIPT ARABIC NUMERALS PLACED AT THE
END OF A SENTENCE OR CLAUSE, AFTER ANY PUNCTUATION. THESE NUMBERS CORRESPOND TO NUMBERED NOTES AT THE BOTTOM
OF THE PAGE (FOOTNOTES) OR AT THE END OF THE CHAPTER OR DOCUMENT (ENDNOTES). THE FIRST CITATION OF A SOURCE
WILL CONTAIN FULL BIBLIOGRAPHIC INFORMATION. SUBSEQUENT CITATIONS OF THE SAME WORK WILL BE ABBREVIATED. FOR
EXAMPLE:

o FIRST NOTE: JOHN SMITH, THE HisTory of CHicaco (CHICAGO: UNIVERSITY oF CHICAGO Press, 2020), 112.



® SUBSEQUENT NOTE: SMITH, HisTorY oF CHicAGo, 145.

® |F REFERENCING A DIFFERENT WORK BY THE SAME AUTHOR: SMITH, ANOTHER TiTLE, 201.

[T IS IMPORTANT TO ENSURE THAT EACH SUPERSCRIPT NUMBER IN THE TEXT ALIGNS PERFECTLY WITH ITS CORRESPONDING NOTE.
THE FORMATTING OF THE NOTES THEMSELVES FOLLOWS SPECIFIC RULES FOR BOOKS, ARTICLES, WEBSITES, AND OTHER SOURCE
TYPES.

AUTHOR-DATE IN-TexT CITATIONS

FOR THE AUTHOR-DATE SYSTEM, IN"TEXT CITATIONS ARE BRIEF AND ENCLOSED IN PARENTHESES. THE STANDARD FORMAT
INCLUDES THE AUTHOR'S LAST NAME AND THE YEAR OF PUBLICATION. \WHEN CITING A SPECIFIC PASSAGE, THE PAGE NUMBER(S)
ARE INCLUDED AFTER A COMMA. FOR EXAMPLE:

e A GENERAL REFERENCE: (Jones 202 1)
e A SPECIFIC PAGE OR RANGE: (Jones 2021, 55)
® For TWO AUTHORS: (JoNES AND MiLLEr 2021, 55)

o FOR THREE OR MORE AUTHORS: (JONES ET AL. 2021, 55)

\WHEN THE AUTHOR'S NAME IS MENTIONED IN THE SENTENCE ITSELF, IT DOES NOT NEED TO BE REPEATED WITHIN THE PARENTHESES.
For INSTANCE: Jones (202 1) ARGUES THAT....

CRAFTING THE BIBLIOGRAPHY OR REFERENCE LIST

THE BIBLIOGRAPHY (FOR NOTES-BIBLIOGRAPHY SYSTEM) OR REFERENCE LIST (FOR AUTHOR-DATE SYSTEM) IS A CRUCIAL
COMPONENT OF CHICAGO STYLE FORMATTING. |IT PROVIDES A COMPREHENSIVE AND ALPHABETIZED RECORD OF ALL SOURCES
CONSULTED AND CITED IN THE WORK, ALLOWING READERS TO ACCESS THE ORIGINAL MATERIALS FOR FURTHER RESEARCH OR
VERIFICATION. THE METICULOUS FORMATTING OF EACH ENTRY IS ESSENTIAL FOR ACCURACY AND CREDIBILITY.

\W/HILE THE SPECIFIC DETAILS VARY DEPENDING ON THE SOURCE TYPE (BOOK,JOURNAL ARTICLE, WEBSITE, ETC.), CERTAIN
ELEMENTS ARE CONSISTENTLY REQUIRED. THESE TYPICALLY INCLUDE THE AUTHOR'S NAME, TITLE OF THE WORK, PUBLICATION
INFORMATION (PUBLISHER, PLACE OF PUBLICATION, DATE), AND FOR ARTICLES, JOURNAL TITLE, VOLUME, ISSUE, AND PAGE
NUMBERS. CONSISTENCY IN FORMATTING EACH ENTRY ACCORDING TO CHICAGO STYLE GUIDELINES IS PARAMOUNT.

e Books: AuTHOR LAST NAME, FIRST NAME. 7/7TLE OF Book. PLACE OF PUBLICATION: PUBLISHER, YEAR.

* JOURNAL ARTICLES: AUTHOR LAST NAME, FIRST NAME. “TITLE OF ARTICLE.” TITLE OF JOURNAL V OLUME, NO. ISSUE
(YeAr): PAGE NUMBERS.

o \WeBsITES: AUTHOR LAST NAME, FIRST NAME (IF AVAILABLE). “TITLE OF WeB PAGE.” NAME OF WEBSITE. LAST
MoDIFIED DATE (IF AVAILABLE). AccesseD DATE. URL.



EACH ENTRY MUST BE METICULOUSLY FORMATTED, PAYING CLOSE ATTENTION TO CAPITALIZATION, PUNCTUATION, AND THE USE
OF ITALICS FOR TITLES. THE ALPHABETIZATION OF THE LIST IS BASED ON THE AUTHOR'S LAST NAME. [F AN AUTHOR HAS
MULTIPLE WORKS, THEY ARE LISTED CHRONOLOGICALLY BY PUBLICATION DATE. FOR WORKS WITH NO AUTHOR, THE ENTRY IS
ALPHABETIZED BY THE FIRST SIGNIFICANT WORD OF THE TITLE.

MANUSCRIPT PREPARATION AND GENERAL FORMATTING

BEYOND CITATIONS AND BIBLIOGRAPHIES, CHICAGO STYLE PROVIDES DETAILED GUIDELINES FOR THE PHYSICAL PREPARATION OF
A MANUSCRIPT. THESE RULES ENSURE A PROFESSIONAL AND READABLE DOCUMENT, WHETHER FOR SUBMISSION TO A PUBLISHER OR
FOR ACADEMIC PURPOSES. ADHERING TO THESE STANDARDS DEMONSTRATES ATTENTION TO DETAIL AND RESPECT FOR EDITORIAL
CONVENTIONS.

GENERAL MANUSCRIPT FORMATTING INCLUDES SPECIFICATIONS FOR MARGINS, LINE SPACING, FONT TYPE, AND PAGE NUMBERING.
W/HILE SPECIFIC REQUIREMENTS MIGHT VARY SLIGHTLY BASED ON THE PUBLISHER OR INSTITUTION, CHICAGO STYLE GENERALLY
ADVOCATES FOR DOUBLE-SPACING THROUGHOUT THE MANUSCRIPT, WITH ONE~INCH MARGINS ON ALL SIDES. THE PAGE NUMBER
SHOULD APPEAR IN THE UPPER RIGHT-HAND CORNER, STARTING WITH THE TITLE PAGE AS PAGE |, THOUGH THE NUMBER ITSELF
MAY NOT BE PRINTED ON THE TITLE PAGE.

MARGINS: AT LEAST 1 INCH ON ALL SIDES.

LINE SPACING: DOUBLE-SPACE THE ENTIRE MANUSCRIPT, INCLUDING BLOCK QUOTATIONS AND NOTES.

o FoONT: USE A READABLE TYPEFACE, SUCH AS TIMES NEw ROMAN OR ARIAL, IN 12-POINT SIZE.

PAGE NUMBERING: TYPICALLY, THE TITLE PAGE IS CONSIDERED PAGE |, BUT THE NUMBER DOES NOT APPEAR. SUBSEQUENT
PAGES ARE NUMBERED SEQUENTIALLY, USUALLY IN THE UPPER RIGHT-HAND CORNER.

INDENTATION FOR PARAGRAPHS IS ALSO STANDARDIZED, WITH THE FIRST LINE OF EACH PARAGRAPH TYPICALLY INDENTED BY 0.5
INCHES. BLock QUOTATIONS, WHICH ARE PASSAGES OF FOUR OR MORE LINES, ARE SET OFF FROM THE MAIN TEXT, INDENTED FROM
THE LEFT MARGIN, AND SINGLE-SPACED, WITHOUT QUOTATION MARKS. THESE FORMATTING CONVENTIONS CONTRIBUTE
SIGNIFICANTLY TO THE OVERALL PRESENTATION AND READABILITY OF THE \WORK.

PUNCTUATION AND GRAMMAR IN CHICAGO STYLE

CHICAGO STYLE IS RENOWNED FOR ITS METICULOUS APPROACH TO PUNCTUATION AND GRAMMAR, AIMING TO ENHANCE CLARITY
AND ELIMINATE AMBIGUITY. FOLLOWING THESE GUIDELINES ENSURES THAT YOUR WRITING IS PRECISE AND PROFESSIONAL. THIS
INCLUDES DETAILED RULES ON APOSTROPHES, COMMAS, SEMICOLONS, COLONS, AND THE USE OF QUOTATION MARKS.

ONE NOTABLE ASPECT OF CHICAGO STYLE PUNCTUATION IS ITS PREFERENCE FOR THE SERIAL COMMA (ALSO KNOWN AS THE
OXFORD COMMA) IN LISTS. THIS MEANS THAT A COMMA IS PLACED BEFORE THE FINAL “AND” OR “OR” IN A LIST OF THREE OR
MORE ITEMS. FOR EXAMPLE, “APPLES, BANANAS, AND CHERRIES.” \WHILE SOME STYLE GUIDES OMIT THE SERIAL COMMA, CHICAGO
MANDATES ITS USE TO PREVENT POTENTIAL MISINTERPRETATIONS. SIMILARLY, CHICAGO STYLE OFFERS SPECIFIC GUIDANCE ON
THE PLACEMENT OF PUNCTUATION WITH QUOTATION MARKS, GENERALLY FAVORING PLACING PERIODS AND COMMAS INSIDE THE
CLOSING QUOTATION MARK, REGARDLESS OF WHETHER THEY ARE PART OF THE QUOTED MATERIAL.

® SerIAL COMMA: ALWAYS USE A COMMA BEFORE THE FINAL CONJUNCTION IN A LIST (E.G., RED, WHITE, AND BLUE).

° QUOTATION MARKS: PERIODS AND COMMAS ARE PLACED INSIDE THE CLOSING QUOTATION MARK.



® APOSTROPHES: USED TO INDICATE POSSESSION OR CONTRACTIONS.
e CoLoNs: USED TO INTRODUCE LISTS, EXPLANATIONS, OR QUOTATIONS.

® SEMICOLONS: USED TO SEPARATE INDEPENDENT CLAUSES THAT ARE CLOSELY RELATED.

CHICAGO STYLE ALSO PROVIDES EXTENSIVE GUIDANCE ON CAPITALIZATION, HYPHENATION, AND WORD DIVISION, ALL
CONTRIBUTING TO A CONSISTENT AND POLISHED PRESENTATION. UNDERSTANDING THESE RULES IS KEY TO PRODUCING WRITING
THAT IS NOT ONLY GRAMMATICALLY SOUND BUT ALSO ADHERES TO ESTABLISHED EDITORIAL STANDARDS.

FORMATTING SPECIFIC ELEMENTS: T ABLES, FIGURES, AND MORE

BEYOND THE TEXTUAL ELEMENTS OF A DOCUMENT, CHICAGO STYLE OFFERS SPECIFIC INSTRUCTIONS FOR FORMATTING VISUAL
AIDS SUCH AS TABLES AND FIGURES. PROPER FORMATTING ENSURES THAT THESE ELEMENTS ARE CLEARLY PRESENTED, EASILY
UNDERSTOOD, AND INTEGRATED SEAMLESSLY INTO THE OVERALL TEXT. THIS ATTENTION TO DETAIL IS CRUCIAL FOR SCHOLARLY
AND PROFESSIONAL PUBLICATIONS.

TABLES ARE TYPICALLY USED TO PRESENT DATA IN A STRUCTURED, COLUMNAR FORMAT. CHICAGO STYLE RECOMMENDS CLEAR
HEADINGS FOR EACH TABLE, AS WELL AS FOR EACH COLUMN WITHIN THE TABLE. T ABLE NUMBERS SHOULD BE SEQUENTIAL, AND
THE TABLE ITSELF SHOULD BE PLACED AS CLOSE AS POSSIBLE TO ITS FIRST MENTION IN THE TEXT. CAPTIONS FOR TABLES ARE
USUALLY CONCISE AND INFORMATIVE.

FIGURES, WHICH ENCOMPASS CHARTS, GRAPHS, ILLUSTRATIONS, AND PHOTOGRAPHS, ALSO REQUIRE CAREFUL FORMATTING.
EACH FIGURE SHOULD BE NUMBERED SEQUENTIALLY AND ACCOMPANIED BY A CAPTION. THE CAPTION TYPICALLY INCLUDES THE
FIGURE NUMBER AND A BRIEF DESCRIPTION OF THE VISUAL CONTENT. SIMILAR TO TABLES, FIGURES SHOULD BE PLACED NEAR THEIR
INITIAL REFERENCE IN THE TEXT. IF FIGURES ARE COMPLEX OR REQUIRE EXTENSIVE EXPLANATION, A NOTE PRECEDING THE LIST OF
FIGURES MIGHT BE NECESSARY.

o TaBLES: NUMBERED SEQUENTIALLY (TABLE 1, TABLE 2). EACH TABLE SHOULD HAVE A CLEAR TITLE AND COLUMN
HEADINGS.

¢ FIGURES: NUMBERED SEQUENTIALLY (FIGURE 1, FIGURE 2). EACH FIGURE SHOULD HAVE A CAPTION INCLUDING THE FIGURE
NUMBER AND A DESCRIPTIVE TITLE.

® PLACEMENT: T ABLES AND FIGURES SHOULD BE PLACED AS CLOSE AS POSSIBLE TO THEIR FIRST MENTION IN THE TEXT.

 REFERENCING: IN THE TEXT, REFER TO TABLES AND FIGURES BY THEIR NUMBER (E.G., “AS SHOWN IN TABLE 3” or “FIGURE
1 ILLUSTRATES...”).

THE CHICAGO MANUAL OF STYLE ALSO ADDRESSES THE FORMATTING OF OTHER ELEMENTS, SUCH AS APPENDICES, INDEXES, AND
EVEN THE HANDLING OF QUOTATIONS FROM VARIOUS MEDIA. MASTERING THESE SPECIFIC FORMATTING REQUIREMENTS
CONTRIBUTES TO THE OVERALL PROFESSIONALISM AND CLARITY OF THE PRESENTED WORK, MAKING IT EASIER FOR READERS TO
ENGAGE WITH AND UNDERSTAND THE CONTENT.

FAQ



Q: WHAT ARE THE TWO MAIN CITATION SYSTEMS IN THE CHICAGO MANUAL OF STYLE?

A: THE CHICAGO MANUAL OF STYLE OFFERS TWO PRIMARY CITATION SYSTEMS: THE NOTES-BIBLIOGRAPHY SYSTEM, COMMONLY
USED IN THE HUMANITIES, AND THE AUTHOR-DATE SYSTEM, OFTEN PREFERRED IN THE SOCIAL AND NATURAL SCIENCES.

Q: WHEN SHOULD | USE THE NOTES-BIBLIOGRAPHY SYSTEM VERSUS THE AUTHOR-DATE
SYSTEM?

A: THE CHOICE TYPICALLY DEPENDS ON YOUR ACADEMIC DISCIPLINE OR THE SPECIFIC REQUIREMENTS OF YOUR PUBLISHER. THE
HUMANITIES GENERALLY FAVOR THE NOTES~BIBLIOGRAPHY SYSTEM FOR ITS DETAILED EXPLANATORY NOTES, WHILE THE SCIENCES
OFTEN PREFER THE AUTHOR-DATE SYSTEM FOR ITS CONCISENESS WITHIN THE TEXT.

Q: WHAT IS THE SERIAL COMMA, AND DOES CHICAGO STYLE USE IT?

A: THE SERIAL COMMA, ALSO KNOWN AS THE OXFORD COMMA, IS THE COMMA PLACED BEFORE THE FINAL CONJUNCTION IN A LIST
OF THREE OR MORE ITEMS (E.G., “RED, WHITE, AND BLUE”). YES, THE CHICAGO MANUAL OF STYLE STRONGLY RECOMMENDS AND
GENERALLY REQUIRES THE USE OF THE SERIAL COMMA TO PREVENT AMBIGUITY.

Q: How ARE BLOCK QUOTATIONS FORMATTED IN CHICAGO STYLE?

A: BLock QUOTATIONS, WHICH ARE TYPICALLY FOUR OR MORE LINES OF TEXT, ARE SET OFF FROM THE MAIN BODY OF THE
TEXT. THEY ARE INDENTED FROM THE LEFT MARGIN, SINGLE-SPACED, AND DO NOT USE QUOTATION MARKS. THEY ARE PLACED
AFTER A COLON IF THE INTRODUCTORY SENTENCE REQUIRES ONE.

Q: WHAT ARE THE GENERAL MARGIN AND SPACING REQUIREMENTS FOR A CHICAGO
STYLE MANUSCRIPT?

A: CHICAGO STYLE GENERALLY RECOMMENDS AT LEAST ONE-INCH MARGINS ON ALL SIDES OF THE PAGE AND DOUBLE-SPACING
FOR THE ENTIRE MANUSCRIPT, INCLUDING BLOCK QUOTATIONS AND NOTES.

Q: How sHouLD | CITE A WEBSITE IN CHICAGO STYLE?

A: CITING A WEBSITE IN CHICAGO STYLE REQUIRES INCLUDING THE AUTHOR (IF KNO\X/N), THE TITLE OF THE WEB PAGE, THE NAME
OF THE WEBSITE, THE LAST MODIFIED DATE (IF AVAILABLE), THE ACCESS DATE, AND THE URL. SPECIFIC FORMATTING FOR THESE
ELEMENTS MAY VARY SLIGHTLY, BUT CONSISTENCY IS KEY.

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

A: IN CHICAGO STYLE, A BIBLIOGRAPHY IS USED WITH THE NOTES-BIBLIOGRAPHY SYSTEM AND LISTS ALL SOURCES CITED AND
CONSULTED. A REFERENCE LIST IS USED WITH THE AUTHOR-DATE SYSTEM AND TYPICALLY LISTS ONLY THOSE SOURCES
DIRECTLY CITED IN THE TEXT.

Q: How Do | HANDLE CITING MULTIPLE WORKS BY THE SAME AUTHOR IN THE NOTES-
BIBLIOGRAPHY SYSTEM?

A: FOR THE FIRST CITATION OF A WORK BY AN AUTHOR WHO HAS MULTIPLE WORKS CITED, YOU PROVIDE FULL DETAILS.
SUBSEQUENT CITATIONS OF THE SAME WORK ARE SHORTENED. |F YOU ARE CITING A DIFFERENT WORK BY THE SAME AUTHOR
WITHIN CLOSE PROXIMITY, YOU CAN USE A SHORTENED VERSION OF THE TITLE. IF CITING MULTIPLE WORKS BY THE SAME AUTHOR
IN THE BIBLIOGRAPHY, THEY ARE LISTED CHRONOLOGICALLY BY PUBLICATION DATE.
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