Chicago Style Cheat Sheet - 18th Edition (Notes and Bibliography System)

There are two Chicago Manual of Style (CMOS) documentation styles: the Notes and Bibliography System (NB), and the Author-Date System. At Anoka-Ramsey Community College, the NB system is primarily used. For each instance of source material (through quotation, paraphrase, or summary), a superscript number is added at the end of the sentence/clause containing the source material (after all punctuation except for the dash). Then, a corresponding entry (with the same number) is added—either as a footnote or endnote. Footnotes are added at the bottom of each page, and endnotes are grouped at the end of each chapter or document. At Anoka-Ramsey Community College, footnotes are primarily used.
· In Microsoft Word, you can add an automatically formatted note in the References Tab > Insert Footnote. 
· In Google Docs, go to the Insert Tab > Page elements > Footnote. 
· Do not try to manually enter superscript numbers and footnotes; you will have a bad time!
 

Title Page Tips
· CMOS papers typically start with a title page, but some instructors do not require one. If you are unsure, please ask your instructor before proceeding.
· The title page, like the paper body, is double-spaced.
· The paper’s title appears about one-third of the way down the page (centered and bolded).
· The author’s name, course title, and date (each on a separate line) appear about two-thirds of the way down the page (centered). Sometimes the instructor’s name and college’s name are also included (based on instructor preference).
· Do not include a page number. 

Essay Body Tips
· On the first page of text (not the title page), page numbers appear in the top right corner.
· Body text is double-spaced with no breaks between paragraphs or sections.
· The Chicago Manual of Style recommends using headings and subheadings for longer papers, but it does not require a specific format. Turabian Style—which is a streamlined version of CMOS designed for students and researchers—has a formatting system of five levels. For more information, check out Concordia University’s guide: https://library.csp.edu/chicago/formatting
· When a quote is 5+ lines, it is considered a block quotation. It should be single-spaced without quotation marks and indented ½  inch. Add an extra line space before and after the block quotation.
· In general, commas and periods go inside of quotation marks, while colons and semicolons go outside of quotation marks.


Note Tips
· In the 17th edition, the word “Ibid” is discouraged. Instead, use a shortened form of the citation.
· A footnote’s first line is indented ½ inch and subsequent lines are not indented (flush left).
· For shortened citations, page numbers are always required (even if identical to the previous entry).


Bibliography Tips
· In the NB system, the bibliography usually appears on a new page at the end of the document. The title “Bibliography” is centered and not bolded.
· Entries are alphabetized (A-Z) based on the source’s first word (the author’s last name or a title).
· Unlike the rest of the document, bibliography entries are single-spaced and have one blank line between each source.
· Titles of larger works (like books and journals) are italicized, and titles of smaller works (like articles, chapters, and shorter works) are sandwiched between quotation marks.




The Purdue OWL website has an excellent example essay that shows all the CMOS formatting rules in action! Check it out by searching “Purdue CMOS NB Sample paper” and clicking the first result. You can also type the URL into your browser:
https://owl.purdue.edu/owl/research_and_citation/chicago_manual_17th_edition/cmos_formatting_and_style_guide/cmos_nb_sample_paper.html







Citation Quick Guide

	PRINTED BOOK

	
	Format
	Example

	Note
	First Name Last Name, Title of Book (Publisher, Year of Publication), page number.
	Charles Yu, Interior Chinatown (Pantheon Books, 2020), 45.

	Shortened Note
	Last Name, Title of Book (shortened if necessary), page number.
	Yu, Interior Chinatown, 45.

	Bibliography
	Last Name, First Name. Title of Book. Publisher, Year of publication.
	Yu, Charles. Interior Chinatown. Pantheon Books, 2020.




	ELECTRONIC BOOK

	
	Format
	Example

	Note
	First Name Last Name, Title of Book, Optional Edition (Publisher, Year of Publication), page number, URL or Source Name.
	Herman Melville, Moby-Dick; or, The Whale (New York, 1851), 627, https://melville.electroniclibrary.org/moby-dick-side-by-side.

	Shortened Note
	Last Name, Title of Book (shortened if necessary), page number.
	Melville, Moby-Dick, 722–23.

	Bibliography
	Last Name, First Name. Title of Book. Optional Edition. Publisher, Year of Publication. URL or Source Name.
	Melville, Herman. Moby-Dick; or, The Whale. New York, 1851. https://melville.electroniclibrary.org/moby-dick-side-by-side.



	CHAPTER OR PART OF AN EDITED BOOK

	
	Format
	Example

	Note
	First Name Last Name, “Title of Chapter,” in Title of Book, ed. Editor First Name Last Name (Publisher, Year of Publication), page number.
	Kathleen Doyle, “The Queen Mary Psalter,” in The Book by Design: The Remarkable Story of the World’s Greatest Invention, ed. P. J. M. Marks and Stephen Parkin (University of Chicago Press, 2023), 64.

	Shortened Note
	Last Name, “Title of Chapter,” page number.
	Doyle, “Queen Mary Psalter,” 65.

	Bibliography
	Last Name, First Name. “Title of Chapter.” In Title of Book, edited by Editor First Name Last Name. Publisher, Year of Publication.
	Doyle, Kathleen. “The Queen Mary Psalter.” In The Book by Design: The Remarkable Story of the World’s Greatest Invention, edited by P. J. M. Marks and Stephen Parkin. University of Chicago Press, 2023.






	JOURNAL ARTICLE

	
	Format
	Example

	Note
	First Name Last Name, “Title of Article,” Title of Journal Volume, Issue (Year of Publication): page number. DOI or URL.
	Hyeyoung Kwon, “Inclusion Work: Children of Immigrants,” American Journal of Sociology 127, no. 6 (2022): 1842–43, https://doi.org/10.1086/720277.

	Shortened Note
	Last Name, “Title of Article” (shortened if necessary), page number.
	Kwon, “Inclusion Work,” 1851.

	Bibliography
	Last Name, First Name. “Title of Article.” Title of Journal Volume, Issue (Year of Publication): page number. DOI or URL.
	Kwon, Hyeyoung. “Inclusion Work: Children of Immigrants.” American Journal of Sociology 127, no. 6 (2022): 1818–59. https://doi.org/10.1086/720277.



	NEWS OR MAGAZINE ARTICLE

	
	Format
	Example

	Note
	First Name Last Name, “Title of Article,” Title of Larger Container, Month Day, Year, URL.
	Dani Blum, “Are Flax Seeds All That?,” New York Times, December 13, 2023, https://www.nytimes.com/2023/12/
13/well/eat/flax-seeds-benefits.html.

	Shortened Note
	Last Name, “Title of Article” (shortened if necessary), page number (if applicable).
	Blum, “Flax Seeds.”

	Bibliography
	Last Name, First Name. “Title of Article.” Title of Larger Container, Month Day, Year. URL.
	Blum, Dani. “Are Flax Seeds All That?” New York Times, December 13, 2023. https://www.nytimes.com/2023/12/
13/well/eat/flax-seeds-benefits.html.






	WEBPAGE
According to the CMOS website, “It is often sufficient simply to describe web pages and other website content in the text (“As of November 15, 2023, Google’s privacy policy stated . . .”). If a more formal citation is needed, it may be styled like the examples below. If a source does not list a date of publication or revision, include an access date.”

	
	Format
	Example

	Note
	“Title of Webpage,” Title of Site, Month Day, Year (with description words like “accessed” or “last modified”), URL.
	 “About Yale: Yale Facts,” Yale University, accessed March 8, 2022, https://www.yale.edu/about-yale/yale-facts.

	Shortened Note
	“Title of Webpage” (shortened if necessary).
	“Yale Facts.”

	Bibliography
	Title of Site. “Title of Webpage.” Month Day, Year (with descriptor like “accessed” or “last modified”). URL.
	Yale University. “About Yale: Yale Facts.” Accessed March 8, 2022. https://www.yale.edu/about-yale/yale-facts.



	ONLINE VIDEO

	
	Format
	Example

	Note
	First Name Last Name, “Title of Video/Podcast,” Name of Moderator (if applicable), medium (if applicable), Month Day, Year of Event, Month Day, Year of Posting, Title of Uploader, Title of Website, Timestamp, URL.
	Eric Oliver, “Why So Many Americans Believe in So Many ‘Crazy’ Things,” moderated by Andrew McCall, virtual lecture, February 23, 2022, posted March 21, 2022, by University of Chicago, YouTube, 1:01:45, https://youtu.be/hfq7AnCF5bg.

	Shortened Note
	Last Name, “Title of Video/Podcast” (shortened if necessary).
	Oliver, “Why.”

	Bibliography
	Last Name, First Name. “Title of Video/Podcast.” Name of Moderator (if applicable). Medium (if applicable), Month Day, Year of Event. Month, Day, Year of Posting, Title of Uploader. Title of Website, Timestamp. URL.
	Oliver, Eric. “Why So Many Americans Believe in So Many ‘Crazy’ Things.” Moderated by Andrew McCall. Virtual lecture, February 23, 2022. Posted March 21, 2022, by University of Chicago. YouTube, 1:01:45. https://youtu.be/hfq7AnCF5bg.






	PERSONAL COMMUNICATION
According to the CMOS website, “Personal communications, including email and text messages and direct messages sent through social media, are usually cited in the text or in a note only; they are rarely included in a bibliography.”

	
	Format
	Example

	Note
	First Name Last Name, Medium of Communication, Month Day, Year.
	Sam Gomez, Facebook direct message to author, August 1, 2024.



	SOURCES WITH 2 AUTHORS

	
	Format
	Example

	Note
	List both authors’ full names.
	Emily L. Dittmar and Douglas W. Schemske, “Temporal Variation in Selection Influences Microgeographic Local Adaptation,” American Naturalist 202, no. 4 (2023): 480, https://doi.org/10.1086/725865.

	Shortened Note
	List both authors’ last names.
	Dittmar and Schemske, “Temporal Variation,” 480.

	Bibliography
	List both full names, with the first author’s name inverted.
	Dittmar, Emily L., and Douglas W. Schemske. “Temporal Variation in Selection Influences Microgeographic Local Adaptation.” American Naturalist 202, no. 4 (2023): 471–85. https://doi.org/10.1086/725865.






	SOURCES WITH 3-6 AUTHORS

	
	Format
	Example

	Note
	List the first author’s full name followed by “et al.”
	Benjamin Lindquist et al., “The Art of Text-to-Speech,” Critical Inquiry 50, no. 2 (2023): 230, https://doi.org/10.1086/727651.

	Shortened Note
	List the first author’s last name followed by “et al.”
	Lindquist et al., “Text-to-Speech,” 231–32.

	Bibliography
	List all names, with the first author’s name inverted.
	Lindquist, Benjamin, Kara Johnson, Jay Mana, and Maya Lorenza. “The Art of Text-to-Speech.” Critical Inquiry 50, no. 2 (2023): 225–51. https://doi.org/10.1086/727651.



	SOURCES WITH 7+ AUTHORS

	
	Format
	Example

	Note
	List the first author’s full name followed by “et al.”
	Amiel A. Dror et al., “Pre-Infection 25-Hydroxyvitamin D3 Levels and Association with Severity of COVID-19 Illness,” PLOS ONE 17, no. 2 (2022): 4–5, e0263069, https://doi.org/10.1371/journal.pone.0263069.

	Shortened Note
	List the first author’s last name followed by “et al.”
	Dror et al., “Pre-Infection,” 7.

	Bibliography
	List the first 3 authors (with the first author’s name inverted) followed by “et al.”
	Dror, Amiel A., Nicole Morozov, Amani Daoud, et al. “Pre-Infection 25-Hydroxyvitamin D3 Levels and Association with Severity of COVID-19 Illness.” PLOS ONE 17, no. 2 (2022): e0263069. https://doi.org/10.1371/journal.pone.0263069.










Source: https://www.chicagomanualofstyle.org/tools_citationguide/citation-guide-1.html
