
Chicago Style (CMS) Reference Guide 
 

 

 

General Document Guidelines 
• One inch margins on all sides. 

• 12 point Times New Roman font. 

• All pages should be double spaced.  

• All pages, except for the title page, have a header that is the page #. 

• The title page should have the title towards the top third of the page, the writer’s name, the 
course, and then the date towards the bottom 3rd of the page. 

Chicago Style has a unique citation style 

 

Document your sources in 2 places: footnotes 

at the bottom of the page & your bibliography 

at the end of your essay. For example, 

 

 

Step by Step Footnote & Citation 
Instructions for Microsoft Word 

 

• When you wish to insert a citation click the 
mouse at the end of the sentence.  

 

• Click on  “References” and change the Style to 
Chicago.   

 

• Click on “Insert Citation” and “Add New 
Source.” 

 

• Fill out the “Create Source” box and click 
“OK”.  

 

• You should see a citation i.e.  

           (Bulfin, Musings on Life, 2014) 

 

• Highlight and delete this citation appearing at 
the end of your sentence.  Don’t worry! You 
will use it for your bibliography later. 

 

• Now  go back to the end of your sentence & 
click on “Reference” tab and then “Insert 
Footnote.”  

 

• A footnote will appear at the bottom of the 
page. 

 

• In that footnote section, enter the source in 
proper CMS bibliographic style, which is 
explained in detail on the next side. 

 

 



Headings 

 

Chicago has an optional system of headings 
 

1. Centered, Boldface or Italic Type, Headline-style 

Capitalization  

 

2. Centered, Regular Type, Headline-style Capitalization 

 

3. Flush Left, Boldface or Italic Type, Headline-style 

Capitalization   

 

4. Flush left, roman type, sentence-style capitalization 
 

Citation formats for the bottom of your page and 
bibliography 

 

General book format 

• Bulfin, Michael. The Quest for Greatness.  

           Chicago: Lewis University Press, 2014 

 

General book, single author 

• Bulfin, Michael. 

 

General book, two or three authors 

• Bulfin, Michael & Noam Chomsky. 

 

General book, more than three authors 

• Bulfin, Michael and Others, 

 

Articles in periodicals 

Newspaper 

• Garrity, Michael. “Corruption and 
 Mismanagement in City Government.” 
 Chicago Tribune, January 2014 

 

Academic journal article 

• Uriostegui, Javier. “Latino Militancy in Urban 
 America.” Journal of Latino Studies 
 15:3 (2001): 3-17 

 

Online Resources 

Entire website 

• Central Intelligence Agency World Fact Book. 
 Oman. https://www.cia.gov/oman. 

 

Page from a website 

• Collins, Daniel. A Progressive Approach to 
 Race Relations in Policing. 
 https://www.chicagosuntimes.com. 

 

Article in an online journal 

• Brutananadalewski, C. “Anthropomorphic Food 
 Items & the Human Response.” 
 Journal of New Jersey History 17, no. 2 
 (2008): 8-40. Accessed January 29, 
 2009.http://www.jstor.org/stable/420247 

 

 

 

 

 

 

 

In-Text Citations 

Russell Tyrone Jones refers to this phenomenon 

as a “musical Shaolin style.”1  

_________________________________________ 

1 Russell Tyrone Jones, Staten Island Quarterly (New 

York: Columbia University Press, 2000), 81. 

 

A prose quotation of five or more lines should 

be “blocked.” The block quotation is singled-

spaced with no quotation marks, has an extra 

line space immediately before and after, and is 

indented .5” 

 

Calvin Broadus explained the situation when he 

stated the following, 

        

         Though the informal market distributor  

            feels as though he has paid the cost to  

            be the boss, he actually is still subject to 

            the rules of the game.  The rules still apply 

            to him.  Police heavy-handedness in  

            Southern California has caused strong 

            resentment. The informal distributor thus 

            turns to the underground economy to support 

            his family. Sometimes the results are tragic.3 

 

What Broadus fails to consider is the effect of… 

 

We hope this has been helpful. Please visit the 

Lewis University Writing Center or consult 

Purdue Owl for any assistance with CMS.  

 


