CHICAGO STYLE QUICK GUIDE GUIDE

THe CHicaGo STYLE Quick GUIDE: NAVIGATING CITATION AND FORMATTING

CHICAGO STYLE QUICK GUIDE GUIDE THIS COMPREHENSIVE RESOURCE IS DESIGNED TO EQUIP YOU WITH THE ESSENTIAL
KNOWLEDGE FOR MASTERING THE CHICAGO MANUAL OF STYLE, A WIDELY ADOPTED CITATION AND FORMATTING STANDARD.
W/HETHER YOU ARE A STUDENT, RESEARCHER, OR WRITER, UNDERSTANDING CHICAGO STYLE IS CRUCIAL FOR ACADEMIC
INTEGRITY AND CLEAR COMMUNICATION. THIS QUICK GUIDE WILL DEMYSTIFY ITS INTRICACIES, COVERING EVERYTHING FROM IN-
TEXT CITATIONS AND BIBLIOGRAPHIES TO GENERAL FORMATTING GUIDELINES. WE WILL DELVE INTO THE TWO PRIMARY CITATION
SYSTEMS WITHIN CHICAGO STYLE: NOTES AND BIBLIOGRAPHY, AND AUTHOR-DATE. FURTHERMORE/ WE WILL EXPLORE SPECIFIC
FORMATTING REQUIREMENTS FOR VARIOUS SOURCE TYPES, INCLUDING BOOKS, JOURNAL ARTICLES, AND ONLINE RESOURCES,
PROVIDING A CLEAR PATH TO ACCURATE AND CONSISTENT CITATION PRACTICES. MASTERING THESE ELEMENTS WILL ENSURE
YOUR WORK ADHERES TO SCHOLARLY CONVENTIONS AND ENHANCES ITS CREDIBILITY.
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UNDERSTANDING CHICAGO STYLE BASICS

THe CHIcAGO MANUAL oF STyLE (CMOS) IS A STYLE GUIDE PUBLISHED BY THE UNIVERSITY OF CHICAGO PRESS. IT IS ONE OF
THE MOST RESPECTED AND COMPREHENSIVE STYLE GUIDES IN USE TODAY, PARTICULARLY WITHIN THE HUMANITIES AND SOCIAL
SCIENCES. UNLIKE SOME OTHER STYLE GUIDES THAT PRESCRIBE A SINGLE, RIGID FORMAT, CHICAGO STYLE OFFERS TWO DISTINCT
BUT EQUALLY VALID SYSTEMS FOR CITATION: THE NOTES AND BIBLIOGRAPHY SYSTEM AND THE AUTHOR-DATE SYSTEM. THE
CHOICE BETWEEN THESE TWO OFTEN DEPENDS ON THE SPECIFIC DISCIPLINE OR THE PREFERENCES OF THE PUBLISHER OR
INSTITUTION. UNDERSTANDING THE FUNDAMENTAL PRINCIPLES OF BOTH IS KEY TO EFFECTIVELY USING THIS STYLE GUIDE.

THE OVERARCHING GOAL OF ANY CITATION STYLE, INCLUDING CHICAGO, IS TO PROVIDE CLEAR ATTRIBUTION OF SOURCES,
ALLOWING READERS TO LOCATE AND VERIFY THE INFORMATION PRESENTED. THIS PREVENTS PLAGIARISM AND DEMONSTRATES
SCHOLARLY RIGOR. CHICAGO STYLE EMPHASIZES ACCURACY, CONSISTENCY, AND READABILITY IN BOTH THE CITATION OF
SOURCES AND THE OVERALL PRESENTATION OF A DOCUMENT. THIS GUIDE SERVES AS A QUICK REFERENCE TO HELP YOU
NAVIGATE THESE ESSENTIAL ASPECTS.

THE NOTES AND BIBLIOGRAPHY SYSTEM

THE NOTES AND BIBLIOGRAPHY SYSTEM, OFTEN PREFERRED IN THE HUMANITIES (LITERATURE, HISTORY, ART HISTORY), USES
FOOTNOTES OR ENDNOTES TO CITE SOURCES WITHIN THE TEXT. THESE NOTES PROVIDE SPECIFIC INFORMATION ABOUT THE
SOURCE AND THE PAGE NUMBER FROM WHICH THE INFORMATION WAS DRAWN. A BIBLIOGRAPHY, A LIST OF ALL SOURCES CITED IN
THE TEXT, APPEARS AT THE END OF THE WORK. THIS SYSTEM ALLOWS FOR DETAILED COMMENTARY AND EXTENSIVE CITATION
WITHOUT DISRUPTING THE FLOW OF THE MAIN TEXT.

FooTNoTES VvS. ENDNOTES

FOOTNOTES APPEAR AT THE BOTTOM OF THE PAGE WHERE THE CITATION IS MADE, WHILE ENDNOTES ARE COLLECTED AT THE END



OF THE DOCUMENT, CHAPTER, OR BOOK. BOTH SERVE THE SAME PURPOSE IN THE NOTES AND BIBLIOGRAPHY SYSTEM. THE CHOICE
BETWEEN THEM IS LARGELY A MATTER OF PREFERENCE OR PUBLISHER REQUIREMENT. FOOTNOTES CAN BE MORE CONVENIENT FOR
READERS AS THEY ARE IMMEDIATELY ACCESSIBLE, BUT ENDNOTES CAN SOMETIMES MAKE THE MAIN TEXT APPEAR CLEANER.
REGARDLESS OF CHOICE, A CORRESPONDING ENTRY IN THE BIBLIOGRAPHY IS STILL REQUIRED.

FIRST-TIME vS. SUBSEQUENT CITATIONS

IN THE NOTES AND BIBLIOGRAPHY SYSTEM, THE FIRST CITATION OF A SOURCE IS TYPICALLY A FULL NOTE, PROVIDING COMPLETE
BIBLIOGRAPHIC INFORMATION. SUBSEQUENT CITATIONS OF THE SAME SOURCE ARE SHORTENED, OFTEN INCLUDING THE AUTHOR'S
LAST NAME, A SHORTENED TITLE, AND THE PAGE NUMBER. IF THERE ARE MULTIPLE WORKS BY THE SAME AUTHOR, MORE
IDENTIFYING INFORMATION, SUCH AS A PARTIAL TITLE, WILL BE NECESSARY FOR SUBSEQUENT CITATIONS TO AVOID CONFUSION.

THE BIBLIOGRAPHY

THE BIBLIOGRAPHY IS AN ALPHABETICAL LIST OF ALL THE SOURCES CONSULTED AND CITED IN THE TEXT. IT SERVES AS A
COMPREHENSIVE REFERENCE FOR READERS WHO WISH TO EXPLORE THE SOURCES FURTHER. ENTRIES IN THE BIBLIOGRAPHY ARE
USUALLY ALPHABETIZED BY THE AUTHOR'S LAST NAME. THE FORMATTING OF BIBLIOGRAPHY ENTRIES IS CRUCIAL AND FOLLOWS
SPECIFIC RULES FOR EACH TYPE OF SOURCE, ENSURING CONSISTENCY AND CLARITY.

THE AUTHOR-DATE SYSTEM

THE AUTHOR-DATE SYSTEM, COMMONLY USED IN THE SOCIAL SCIENCES AND NATURAL SCIENCES, EMPLOYS PARENTHETICAL IN~
TEXT CITATIONS THAT INCLUDE THE AUTHOR'S LAST NAME AND THE YEAR OF PUBLICATION. A CORRESPONDING REFERENCE LIST
AT THE END OF THE DOCUMENT PROVIDES THE FULL BIBLIOGRAPHIC DETAILS FOR EACH SOURCE CITED. THIS SYSTEM IS DESIGNED
FOR QUICK IDENTIFICATION OF SOURCES AND THEIR PUBLICATION DATES, WHICH CAN BE IMPORTANT FOR TRACKING THE
DEVELOPMENT OF IDEAS WITHIN A FIELD.

IN-TexT CITATIONS

P ARENTHETICAL CITATIONS IN THE AUTHOR-DATE SYSTEM ARE BRIEF. FOR EXAMPLE, A CITATION MIGHT APPEAR AS (SMITH
2023, 45) For A Book or (JoNes AND LEe 2022) FOR AN ARTICLE. IF THE AUTHOR'S NAME IS MENTIONED IN THE TEXT, ONLY
THE YEAR AND PAGE NUMBER, IF APPLICABLE, ARE NEEDED IN THE PARENTHESES. THIS SYSTEM ALLOWS FOR EASY INTEGRATION OF
SOURCE INFORMATION DIRECTLY INTO THE NARRATIVE OF THE PAPER.

THe ReFereNce LIST

THE REFERENCE LIST IN THE AUTHOR-DATE SYSTEM FUNCTIONS SIMILARLY TO THE BIBLIOGRAPHY IN THE NOTES AND
BIBLIOGRAPHY SYSTEM BUT IS STRICTLY LIMITED TO WORKS CITED WITHIN THE TEXT. |T IS ALPHABETIZED BY THE AUTHOR'S
LAST NAME. THE FORMATTING OF ENTRIES IN THE REFERENCE LIST CLOSELY MIRRORS THAT OF THE BIBLIOGRAPHY ENTRIES,
ENSURING THAT READERS CAN EASILY LOCATE THE FULL DETAILS OF ANY CITED WORK.

GENERAL FORMATTING GUIDELINES



Bevonp CITATION, CHICAGO STYLE ALSO PROVIDES GUIDELINES FOR THE OVERALL PRESENTATION OF A MANUSCRIPT. THESE
FORMATTING RULES ENSURE A PROFESSIONAL AND READABLE DOCUMENT, CONTRIBUTING TO THE CLARITY AND EFFECTIVENESS OF
YOUR WRITING. ADHERING TO THESE GUIDELINES DEMONSTRATES ATTENTION TO DETAIL AND RESPECT FOR SCHOLARLY
CONVENTIONS.

MANUSCRIPT PREPARATION

\/HEN PREPARING A MANUSCRIPT FOR SUBMISSION OR FOR ACADEMIC PURPOSES, SEVERAL GENERAL FORMATTING ASPECTS ARE
IMPORTANT. THIS INCLUDES SPECIFICATIONS FOR MARGINS, LINE SPACING, AND FONT. TYPICALLY, A T-INCH MARGIN ON ALL
SIDES IS RECOMMENDED, AND DOUBLE-SPACING IS STANDARD FOR THE MAIN TEXT. A CLEAR, READABLE FONT SUCH AS TiMes New
RoMAN orR ARIAL, TYPICALLY IN 12-POINT SIZE, IS ALSO GENERALLY ADVISED.

TiTLES AND HEADINGS

THE WAY TITLES AND HEADINGS ARE PRESENTED CAN SIGNIFICANTLY IMPACT THE STRUCTURE AND READABILITY OF A DOCUMENT.
CHICAGO STYLE OFFERS GUIDANCE ON TITLING CHAPTERS, SECTIONS, AND SUBSECTIONS. MAIN TITLES ARE USUALLY CENTERED
AND MAY BE IN BOLD OR UPPERCASE. SUBHEADINGS SHOULD ALSO BE FORMATTED CONSISTENTLY, OFTEN LEFT-ALIGNED OR
CENTERED, DEPENDING ON THE HIERARCHY AND COMPLEXITY OF THE DOCUMENT.

NUMBERS AND ABBREVIATIONS

CHICAGO STYLE PROVIDES DETAILED INSTRUCTIONS ON WHEN TO SPELL OUT NUMBERS AND WHEN TO USE NUMERALS. FOR
INSTANCE, NUMBERS ZERO THROUGH NINE ARE USUALLY SPELLED OUT, WHILE HIGHER NUMBERS ARE WRITTEN AS NUMERALS, WITH
EXCEPTIONS FOR CERTAIN CATEGORIES LIKE PERCENTAGES OR MEASUREMENTS. SIMILAELY, GUIDELINES EXIST FOR THE
APPROPRIATE USE AND FORMATTING OF ABBREVIATIONS AND ACRONYMS.

CITING SPECIFIC SoURCE TYPES

ONE OF THE MOST DETAILED ASPECTS OF CHICAGO STYLE CONCERNS THE PROPER CITATION OF VARIOUS TYPES OF SOURCES.
EACH SOURCE TYPE HAS ITS OWN SPECIFIC FORMATTING RULES FOR BOTH NOTES/IN‘TEXT CITATIONS AND
BIBLIOGRAPHY/REFERENCE LIST ENTRIES. ACCURACY HERE IS PARAMOUNT TO AVOID ERRORS AND ENSURE READERS CAN LOCATE
YOUR SOURCES.

Books

CITING A BOOK REQUIRES INFORMATION SUCH AS THE AUTHOR(S), TITLE, PLACE OF PUBLICATION, PUBLISHER, AND YEAR. FOR
THE NOTES AND BIBLIOGRAPHY SYSTEM, A FULL NOTE WOULD LOOK SOMETHING LIKE: JOHN SMITH, THE HisTORY oF CHICAGO
(CHicago: UNIVErsITY oF CHICAGO Press, 2023 ), 75. A BIBLIOGRAPHY ENTRY WOULD BE: SMITH, JOHN. THE HISTORY OF
CHicaGo. CHICAGO: UNIVERSITY ofF CHICAGO Press, 2023.

JOURNAL ARTICLES

JOURNAL ARTICLES REQUIRE DETAILS LIKE THE AUTHOR(S), ARTICLE TITLE, JOURNAL TITLE, VOLUME AND ISSUE NUMBERS, DATE,
AND PAGE RANGE. IN A NOTE: JANE DoOE, “MoDERN URBAN PLANNING,” JOURNAL OF UrRBAN STUDIES 15, No. 2 (SpriNG 2022):



1170. IN A BIBLIOGRAPHY: DOE, JANE. “MODERN URBAN PLANNING.” JOURNAL OF URBAN STUDIES 15, No. 2 (Spring 2022):
105-120.

\WeBsITES AND ONLINE RESOURCES

CITING ONLINE SOURCES CAN BE COMPLEX DUE TO THE DYNAMIC NATURE OF THE INTERNET. KEY INFORMATION INCLUDES THE
AUTHOR OR ORGANIZATION, TITLE OF THE PAGE OR ARTICLE, WEBSITE NAME, PUBLICATION DATE (IF AVAILABLE), AND A STABLE
URL or DOI. For onLINE ARTICLES WITH A DOI, IT IS PREFERRED OVER A URL. INCLUDE AN ACCESS DATE IF THE CONTENT IS
LIKELY TO CHANGE. FOR INSTANCE, IN A NOTE: EMILY BROWN, “DIGITAL ARCHIVES,” HISTORY ONLINE, LAST MODIFIED OCTOBER
15, 2023, HTTPS:/ /WWW HISTORY ONLINE.COM/DIGITALARCHIVES.

OTHER COMMON SOURCES

CHICAGO STYLE ALSO PROVIDES SPECIFIC FORMATTING FOR A WIDE ARRAY OF OTHER SOURCE TYPES, INCLUDING CHAPTERS IN
EDITED BOOKS, CONFERENCE PROCEEDINGS, INTERVIEWS, NEWSPAPERS, DISSERTATIONS, AND AUDIOVISUAL MATERIALS. EAcH
CATEGORY HAS DETAILED RULES TO ENSURE CLARITY AND CONSISTENCY. FAMILIARITY WITH THESE SPECIFIC FORMATS IS
CRUCIAL FOR COMPREHENSIVE AND ACCURATE CITATION.

CoMMOoN CHICAGO STYLE PITFALLS TO AvolD

WHILE CHICAGO STYLE OFFERS A ROBUST FRAMEWORK FOR CITATION AND FORMATTING, SEVERAL COMMON PITFALLS CAN LEAD
TO ERRORS IF NOT CAREFULLY MANAGED. AWARENESS OF THESE ISSUES CAN HELP WRITERS PRODUCE MORE POLISHED AND
ACCURATE WORK, SAVING TIME AND AVOIDING UNNECESSARY REVISIONS.

INCONSISTENT FORMATTING

ONE OF THE MOST FREQUENT ERRORS IS INCONSISTENT FORMATTING ACROSS DIFFERENT CITATIONS OR WITHIN THE MANUSCRIPT
ITSELF. THIS CAN INVOLVE VARIATIONS IN PUNCTUATION, CAPITALIZATION, OR THE INCLUSION/OMISSION OF CERTAIN
BIBLIOGRAPHIC ELEMENTS. MAINTAINING A STRICT ADHERENCE TO THE CHOSEN CHICAGO STYLE SYSTEM AND APPLYING IT
UNIFORMLY IS ESSENTIAL.

INCORRECT PUNCTUATION

PUNCTUATION IS A CRITICAL ELEMENT OF CHICAGO STYLE. COMMAS, PERIODS, COLONS, AND SEMICOLONS ARE USED PRECISELY
WITHIN NOTES, BIBLIOGRAPHIES, AND REFERENCE LISTS. MISPLACING OR OMITTING PUNCTUATION CAN ALTER THE MEANING OR
MAKE A CITATION DIFFICULT TO PARSE. PAYING CLOSE ATTENTION TO THE SPECIFIC PUNCTUATION REQUIRED FOR EACH ELEMENT
OF A CITATION IS VITAL.

MISINTERPRETING SOURCE T YPES

ANOTHER COMMON ISSUE IS MISCLASSIFYING A SOURCE TYPE OR APPLYING THE WRONG FORMATTING RULES. FOR EXAMPLE,
CONFUSING A CHAPTER IN AN EDITED BOOK WITH A STANDALONE BOOK OR FAILING TO RECOGNIZE THE SPECIFIC REQUIREMENTS
FOR CITING A GOVERNMENT DOCUMENT. THOROUGHLY UNDERSTANDING THE DISTINCTIONS BETWEEN VARIOUS SOURCE TYPES AND
THEIR CORRESPONDING CHICAGO STYLE FORMATS IS KEY TO ACCURATE CITATION.



MASTERING THE CHICAGO MANUAL OF STYLE/ WHETHER THROUGH ITS NOTES AND BIBLIOGRAPHY SYSTEM OR ITS AUTHOR-
DATE SYSTEM, IS AN ACHIEVABLE GOAL WITH PRACTICE AND ATTENTION TO DETAIL. THIS QUICK GUIDE HAS PROVIDED A
FOUNDATIONAL UNDERSTANDING OF ITS CORE PRINCIPLES, GENERAL FORMATTING, AND THE CITATION OF COMMON SOURCE TYPES.
BY CONSISTENTLY APPLYING THESE GUIDELINES AND BEING MINDFUL OF COMMON ERRORS, YOU CAN ENSURE YOUR WORK IS
PRESENTED WITH THE CLARITY, ACCURACY, AND SCHOLARLY INTEGRITY THAT CHICAGO STYLE DEMANDS.

FREQUENTLY ASkeD QUESTIONS ABOUT CHICAGO STYLE Quick GUIDE
GuUIDE

QZ \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 FOR CITATIONS, WHILE THE AUTHOR-DATE SYSTEM USES PARENTHETICAL IN-TEXT
CITATIONS CONSISTING OF THE AUTHOR'S LAST NAME AND THE PUBLICATION YEAR. BOTH SYSTEMS REQUIRE A CORRESPONDING
BIBLIOGRAPHY OR REFERENCE LIST AT THE END OF THE W ORK.

Q: WHeN sHouLD | cHoose THE NOTES AND BIBLIOGRAPHY SYSTEM OVER THE
AUTHOR-DATE SYSTEM?

A: THE NOTES AND BIBLIOGRAPHY SYSTEM IS TRADITIONALLY FAVORED IN THE HUMANITIES, SUCH AS LITERATURE, HISTORY,
AND ART HISTORY, WHERE DETAILED ANNOTATIONS OR EXTENSIVE COMMENTARY ALONGSIDE CITATIONS MIGHT BE BENEFICIAL.
THE AUTHOR-DATE SYSTEM IS MORE COMMON IN THE SOCIAL AND NATURAL SCIENCES, WHERE QUICK IDENTIFICATION OF THE
SOURCE’S ORIGIN AND DATE OF PUBLICATION IS OFTEN PRIORITIZED.

Q: WHAT ARE THE ESSENTIAL ELEMENTS REQUIRED FOR CITING A BOOK IN CHICAGO
STYLE USING THE NOTES AND BIBLIOGRAPHY SYSTEMP

A:For A BOOK, THE ESSENTIAL ELEMENTS FOR A FULL NOTE INCLUDE THE AUTHOR'S FULL NAME, THE BOOK'S TITLE
(ITALICIZED), THE PLACE OF PUBLICATION, THE PUBLISHER, AND THE YEAR OF PUBLICATION. For THE BIBLIOGRAPHY, THE FORMAT
IS SIMILAR BUT BEGINS WITH THE AUTHOR'S LAST NAME FIRST, FOLLOWED BY A PERIOD, AND THE TITLE IS ALSO ITALICIZED.

Q: How po | cITe A WEBSITE IN CHICAGO STYLE?

A: CITING A WEBSITE TYPICALLY INVOLVES PROVIDING THE AUTHOR OR ORGANIZATION, THE TITLE OF THE SPECIFIC PAGE OR
ARTICLE (IN QUOTATION MARKS), THE WEBSITE NAME (ITALICIZED), A PUBLICATION OR LAST MODIFIED DATE IF AVAILABLE, AND
A STABLE URL or DOI. INCLUDING AN ACCESS DATE IS ALSO RECOMMENDED FOR CONTENT THAT MAY CHANGE OVER TIME.

Q: WHAT IS THE PURPOSE OF THE BIBLIOGRAPHY OR REFERENCE LIST IN CHICAGO
STYLE?

A: THE BIBLIOGRAPHY OR REFERENCE LIST SERVES AS A COMPLETE LIST OF ALL SOURCES THAT HAVE BEEN CITED IN THE TEXT. |T
ALLOWS READERS TO FIND AND CONSULT THE ORIGINAL SOURCES, VERIFY INFORMATION, AND EXPLORE THE TOPIC FURTHER. THE
LIST IS TYPICALLY ALPHABETIZED BY THE AUTHOR'S LAST NAME.



QZ ARE THERE SPECIFIC RULES FOR CITING INTERVIEWS IN CHICAGO STYLE?

A: YES/ CHICAGO STYLE PROVIDES SPECIFIC GUIDELINES FOR CITING INTERVIEWS. FOR PUBLISHED INTERVIEWS, THE FORMAT WILL
DEPEND ON WHETHER IT APPEARED IN A BOOK, JOURNAL, OR ONLINE. FOR UNPUBLISHED INTERVIEWS, YOU WILL TYPICALLY
INCLUDE THE INTERVIEWEE'S NAME, THE INTERVIEWER'S NAME (IF RELEVANT), THE DATE OF THE INTERVIEW, AND THE METHOD OF
ACCESS OR LOCATION WHERE THE INTERVIEW CAN BE FOUND.

Q: WHAT 1s A DOl AND WHY IS IT IMPORTANT IN CHICAGO STYLE CITATIONS?

A: A DOI sTANDS FOR DIGITAL OBJECT IDENTIFIER. IT IS A PERSISTENT, UNIQUE IDENTIFIER FOR ELECTRONIC DOCUMENTS, OFTEN
USED FOR JOURNAL ARTICLES AND E-BOOKS. IN CHICAGO STYLE, IF A DOl Is AVAILABLE FOR AN ONLINE SOURCE, IT IS
GENERALLY PREFERRED OVER A URL BECAUSE IT IS MORE STABLE AND LESS LIKELY TO BREAK OVER TIME, ENSURING READERS CAN
RELIABLY ACCESS THE SOURCE.

QI How SHOULD | HANDLE MULTIPLE AUTHORS IN A CHICAGO STYLE CITATION?

A: FOR TWO AUTHORS, LIST BOTH NAMES IN THE CITATION, SEPARATED BY “AND.” FOR THREE OR MORE AUTHORS, IN THE
NOTES AND BIBLIOGRAPHY SYSTEM, LIST THE FIRST AUTHOR'S FULL NAME FOLLOWED BY “AND OTHERS.” IN THE AUTHOR-DATE
SYSTEM AND THE BIBLIOGRAPHY, LIST THE FIRST AUTHOR'S NAME AND THEN “ET AL.” OR THE SPECIFIC INSTRUCTIONS FOR
MULTIPLE AUTHORS PROVIDED BY THE CHICAGO MANUAL OF STYLE.
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