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Donõt be intimidated by the 956 page book 



Chicago Manual 
956 pages of Fun! 

Content revisions:  
Ã - Updated Materials throughout to reflect current style, 

technology, and professional practice  

Ã - New coverage of journals and electronic publications  

Ã - Comprehensive new chapter on American English grammar 

and usage by Bryan A. Garner (author of A Dictionary of 

Modern American Usage)  

Ã - Updated and rewritten chapter on preparing mathematical 

copy  

Ã - Reorganized and updated chapters on documentation, 

including guidance on citing electronic sources  

Ã - Streamlined coverage of current design and production 

processes, with a glossary of key terms  

Ã - New diagrams of the editing and production process4es for 

both books and journals, keyed to chapter discussions  

Ã - Descriptive headings on all numbered paragraphs for ease 

of reference  

Ã - New expanded Web site with special tools and features for 

Manual users - www.chicagomanualofstyle.org  

 



Youõve gotta start somewhere: Title Page  

Write the full 
title a few 

spaces from the 
top of the page. 

Write the 
authorõs name in 
the total center 
of the page. 

Write the course 
title (English 210), 
instructorõs name, 
and date (April 
8, 2010) on the 
bottom of the 

page. 

Everything on the title page is centered! 



Headers and Formatting 

You should 
have page 
numbers on 
every page 
except the 
title page. 

The page 
number 
should be 
Arabic 
(1,2,3) and 
in the top 
right corner. 

  

Type either 
your name 
or a 
shortened 
title next to 
the page 
number. 



Layout 

 

Ã Layout includes such things as the type of paper chosen, the margins, the 

line spacing, the pagination, and the incorporation of equations, 

illustrations, and references. Table 1 presents general specifications for the 

page layouts.  

ÃSpecifications for Page Layout 
Ã Margins standard (about 1 inch)  

Ã Line spacing single space (unless other requested)  

Ã Indentations (optional) standard tab for all paragraphs (about 0.4-0.5 

inches)  

 

 



HEADINGS  

You may use headings to better organize your paper. The organization of headings is a little bit like an outline, 

with varying levels of headings and subheadings that aid in organization. You don't number each heading in 

as you do with an outline, but you can use up to five different levels of headings and subheadings: 

 

The headings formatting requirements include:  

 

FIRST LEVEL. The first level headings should be centered above their associated text blocks. Use headline-

style capitalization, and you may use either bold, italics, or underline characters.  

 

SECOND LEVEL. Type the second level heading centered in headline-style capitalization in standard text. 

Do not use any italics, bold, or underline characters.  

 

THIRD LEVEL. The third level heading is left-aligned, using headline-style capitalization. You may use bold, 

italics, or underline characters with the third-level heading.  

 

FOURTH LEVEL. For the fourth level of heading, switch to sentence-style capitalization. Left-align the text, 

and do not use any bold, italics, or underline characters.  

 

FIFTH LEVEL. With the fifth level of heading, you will indent the heading, using it like a lead-in sentence to a 

paragraph, complete with a period at the end of the heading. The fifth-level heading should consist of 

italics, bold, or underline characters. Use sentence-style capitalization with the fifth-level heading.  

 



HEADINGS 

First Level of Heading (centered)  

 Main text continues as normal (indented).  
 

Second Level of Heading (centered)  

 Main text continues as normal (indented).  
 

Third Level of Heading (left-align)  

 Main text continues as normal (indented).  
 

Fourth level of heading (left-align)  

 Main text continues as normal (indented).  

 

Fifth level of heading. (indented) Main text follows immediately ... 

 

SEE THE WRITING CENTERõS RESOURCE LINKS FOR MORE INFORMATION ON HEADINGS  

 

 



Avoiding Plagiarism 

Plagiarism isé 

Áéusing someone elseôs 

words or ideas as though 

they were your own. 

 

Áédeliberately stealing 

someoneôs work. 

 

Áépaying someone to write 

a paper. 

 

Áéa serious offense. 



When to Cite 

You DO need to cite: 

Á When using someone elseõs 

exact words 

Á When using someone elseõs 

data (statistics, etc.) 

Á When using someone elseõs 

figures (tables, graphs, 

images) 

Á When stating someoneõs 

unique idea 

You DONõT need to cite: 

Á Your own unique ideas  

Á Common knowledge 



Common Knowledge vs. 

Unique Ideas 

Donõt need to cite: 

Á Ideas widely believed to be true. 

Á Folklore, stories, songs, or saying without 

an author but commonly known. 

Á Quotations widely known and used. 

Á Information shared by most scholars in 

your discipline. 

ÁWhen in 

DoubtéCITE! 


