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Since Chicago is primarily used for professional publications, and because Turabian is specifically for academic papers, 

the information in this handout will be organized with the Turabian information first, followed by a note that explains 

how Chicago varies (if it doesn’t vary, there will be no note). Page numbers will be labeled with a T for Turabian’s A 

Manual for Writers and a C for The Chicago Manual of Style. 

 

Checklist (T 384-385) (C 5-6) 
 Margins are 1 inch on all sides 
 Readable font such as arial 10 or times new roman 12 point is used consistently throughout 
 Paper is double-spaced throughout except footnotes, endnotes, bibliography, and block quotes 
 Cover page is correctly formatted and not numbered 
 Page numbers start on first page of text and are formatted consistently 
 Footnotes/endnotes correspond to a superscript number in-text and footnotes have a line above them 
 Bibliography is alphabetized and placed on its own page at the end of the paper 

 

Basic Formatting 
For instructions on formatting each of these elements in Microsoft 
Word and Google Docs, see our Computer Literacy: Document 
Formatting handout. 

 
The Cover Page (T 388, 391) (C 10) 
Place the title 1/3 of the way down the page, bold and centered. If 
the paper has a subtitle, place the main title on a single line, 
followed by a colon, and begin the subtitle on the next line. Place 
your name 2/3 down the page, along with any relevant information 
such as the course title and date. This page is double-spaced. 
 
Chicago doesn’t specify rules for a cover page for student papers, 
so you should follow Turabian’s guidelines. 
 

Page Numbers (T 385-386, 400) (C 6, 39-40) 
Start numbering from the first page of text, not the cover page. 
Page numbers can go anywhere in the header or footer, as long as 
it is consistent. 
 

Font (T 385) (C 65) 
Use a readable and widely available font, such as 12-point times new roman or 10-point arial. Footnotes/endnotes, 
headings, and tables may use a different font depending on your teacher. 
 
Chicago doesn’t specify rules for font because it’s focused on publishing and publishers have their own guidelines. 
 

Spacing and Margins (T 384-385) (C 66-67) 
Double-space the text and leave a one-inch margin on all sides of the document. Indent the first line of each paragraph. 
Single-space footnotes, endnotes, block quotes, and the bibliography, and add an extra line space between each citation 
element and between the block quote and the paragraphs around it. 
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Section Headings (T 404) (C 29-30) 
Headings can be any style, as long as they are consistent. Most papers need no more than three levels of headings at 

most (such as main headings, sub-headings, and sub-sub-headings). Both Turabian and Chicago have suggestions for 

what headings could look like based on standards for recognizability. For example, boldface and/or centered text 

generally indicate main headings. Headings should also be short and meaningful. 

 
EXAMPLE: 

First Level: centered, bold or 
italics, title caps 

Contemporary Art 

Second Level: centered, 
regular type, title caps 

What Are the Major Styles? 

 

Block Quotes (T 361) (C 69, 711-712, 717-718, 904-905) 
A quote that is 5 lines or more. Block quotes are single-spaced and 
start on their own line with no quotation marks; the whole quote is 
indented .5” (the same as a regular paragraph indent) with no extra 
first-line paragraph indent unless the original quote is indented. There 
should be a blank line before and after it. The superscript or 
parenthetical citation (depending on whether you’re using notes and 
bibliography or author-date style) would go after the period. 
 
Chicago block quotes are double-spaced and are 100 words or more. 
 

Tables and Figures (T 370-382) (C 130-139, 148-170) 
Placement: put tables and figures as close to the text they refer to as possible without breaking them across pages. You 
can put them above the text they refer to if they are on the same page, and you can put them below as long as they are 
no more than one page ahead. 
 
Tables 
Title and Number: every table should have a number and title. The word “Table” should be flush left above the table 
with the T capitalized, followed by the number of the table, then a period. After a space, add the table title in sentence 
case with no period at the end, and bold both the title and the word “Table” with the number. 
Notes: notes for a table should go underneath it, be single-spaced, flush left, and have a line space between each one, 
including under the table. General notes should have the word “Note” capitalized and italicized with a colon after, and 
notes for a specific part of the table should have a superscript letter. Notes for a table may be a smaller font. 

 
  … sports have many ways in which they interact and present themselves (see table 1). 

 
Table 1. Example table 

Soccer Basketball Golf 

Ball is kicked 
 

Ball is bounced Ball is hit 

Goal is to achieve the 
most points 
 

Goal is to achieve the most points Goal is to achieve the 
lowest number of points 

Ball is black and white Ball is orange and black Ball is whitea 

 
Note: These observations are based on general practices of the sport. 
aOr a plethora of other colors. 

     Jackson begins by evoking the importance of 

home:   

Housing is an outward expression of the 
inner human nature… “There’s no place like 
home,” and even though she had Emerald 
City at her feet, Dorothy could think of no 
place she would rather be than at home. 
Our homes are our havens from the world. 
 

In the rest of his introduction, Jackson 

discusses... 
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Figures 
A figure is any kind of image. The word “Figure” should be flush left beneath the image with the F capitalized, followed 
by the figure number and a period. (Only number figures if you use a lot of them and/or specifically reference them in 
the text.) After a space, add the caption—which could be a short description of the figure with no period at the end, a 
longer description with a period, or a citation with a period—in sentence case. Every figure should have a caption. 

 
Notes (T 161-162, 411) (C 755-756, 762, 764) 
Footnotes are notes placed at the bottom of a page. They can be citations, commentary, or relevant information not 
needed in the actual paper. In Turabian/Chicago, they are single-spaced and indented with a blank line between each 
note. Each note should correspond to a superscript number in the body of your paper, which is a small font number that 
sits just above the rest of the text (like this2), placed after a section of information you’ve taken from a source and after 
the end punctuation. The corresponding number placed before the note can be the same font and size as the footnote 
with a period after (see endnote example below) or can also be a superscript number (see footnote example below). The 
footnotes section should be separated from the main text by a horizontal line rule (most word processors will do this 
automatically when you insert footnotes). 

 
Rather than footnotes, your instructor may require endnotes, which function the same as footnotes. Place these at the 
end of the paper, before the bibliography. The word “Notes” should be placed at the top of the page. Each note should 
be single-spaced, and the first line of each entry is indented with a blank space between each entry. These citations 
should still correspond in-text to superscript numbers. The corresponding numbers in the endnotes section can be the 
same size as the rest of the text with a period after or can be superscript numbers. 
 
     Footnotes                Endnotes 

 
 

 

Notes 

 

 
     1. Richard Baker, “The Structure of the Military,” History 

Journal 27, no. 3 (September 1938): 597. 

 

     2. Benjamin McDonald, The Roots of Military Codes (New York: 

Farleigh Dickinson University Press, 1970), 386-88. 
 

     3. Alan Cutler, Codes in Abodes (Boston: Houghton Mifflin, 

1943), 110. 

 

     4. Baker, 597. 
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     In Victorian England, strict parents made it hard for lovers to 

communicate with each other. “Lovers would have to invent their 

own ciphers, which they used to publish notes in newspapers.”1 

This paper will explore some of the history of codes used by the 

west’s militaries and how they aided in warfare. 

     Charles Babbage loved to read the paper and try to solve the 

codes. Once, he saw a message form a student inviting his 

girlfriend to elope. Babbage wrote in their code and advised them 

not to act so rashly. Their code had been discovered.2 

 

 
     1 Richard Baker, “The Structure of the Military,” History Journal 27, no. 

3 (September 1938): 597. 

 

     2 Benjamin McDonald, The Roots of Military Codes (New York: 

Farleigh Dickinson University Press, 1970), 386-88. 

 

1 
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Appendixes (T 410) (C 30-32) 
These include any relevant material to your paper such as tables, case studies, or other documents that are either too 
long or are only slightly related to your paper. They should be placed before the bibliography and should be labeled with 
the word “Appendix” with two blank spaces below it. If the content is your own words, double-space it to match the rest 
of the paper; otherwise, it can be single-spaced. Use multiple appendixes for each different kind of content and label 
them with a number after the word “Appendix” and a short description in title case on the line after. 

 

Bibliography and References (T 411) (C 32, 777, 781-782, 898) 
The bibliography should be on its own page; if endnotes are used, the bibliography comes after endnotes. The word 
“Bibliography” should be centered at the top of the page. Each entry should be single-spaced with a space in between 
each citation. They should all have a hanging indent and be in alphabetical order by whatever comes first in the citation, 
usually the author’s last name. 
 
In the author-date system, the general formatting is the same, but the page should have the title “References” centered 

at the top of the page.  

Sample Bibliography 

Type of Source Bibliography 
 

Journal Article with 
Four+ Authors (T 151) 

Concannon, Kelly et al. “Cultivating Emotional Wellness and Self-Care through Mindful 
Mentorship in the Writing Center.” Writing Lab Newsletter 44, no. 5-6 
(January/February 2011): 10-17. https://www.wlnjournal.org/archives/v44/44.5-
6.pdf 

 

Ebook as a PDF (T 187) Crispin, Jessa. The Dead Ladies Project: Exiles, Expats, and Ex-Countries. Chicago: University 
of Chicago Press, 2015. Adobe Digital Editions PDF. 

 

Film from a Streaming 
Service (T 209) 
 

Luca. Directed by Enrico Casarosa. Disney, 2021. 1hr., 36 min. 
https://www.disneyplus.com/movies/luca/7K1HyQ6Hl16P 

 

Ted Talk (T 210) Lyiscott, Jamila. “3 Ways to Speak English.” Filmed February 2014 in New York, NY. TED 
video, 4:29. https://www.ted.com/talks/jamila_lyiscott_3_ways_to_speak_english 

 

Website with Site as 
Author (T 194) 

MoMA. “Eleanor Antin: American, Born 1935.” Art and Artists. Accessed August 26, 2021. 
https://www.moma.org/artists/8183?locale=en 

 

 

 

Appendix 1 

Additional Examples of Flightless Birds 

 

Emu, Island Rail, Kakapo 
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