Citing Sources:
Chicago Style (17th ed.) - Notes and Bibliography

Video Transcript

Citing sources is an important part of research and writing.

This video will briefly discuss why it is important to cite, when you need to cite, and how to cite your sources
using Chicago Style’s notes and bibliography system.

A research paper or report will typically include your own ideas and words along with the thoughts and text of
other people.

Citing helps distinguish your contributions from those of other authors.
It documents what sources you have used and credits the work of others.

The variety and quality of sources consulted can also lend support, credibility and authority to your analysis
and it puts your interpretations into context.

Citing your sources also permits a reader to locate, verify and consult the sources used and allows them to
explore additional sources for further study.

In other words, it provides a way for you and others to track and trace your research.

If you do not acknowledge the sources that have influenced or appeared in your paper (even if unintentional),
you are guilty of plagiarism, a serious offence that violates moral and professional ethics.

Citing will help you avoid plagiarism and protect your academic integrity.
You should cite your sources whenever you refer to them directly or indirectly.
For example, you need to cite when you have ...

* quoted a piece of text word-for-word
* paraphrased another person’s ideas or text into your own words
* summarized the main points of someone else’s work

* or been influenced by another work

As you do your research, take careful notes and keep track of your sources so you have all the information you
need to cite them properly.



To help with citing sources, many writing guides and style manuals have been developed for use in various
disciplines. Some of the most popular citation styles include APA, MLA, and Chicago.

Although there are numerous citation styles available, they usually require much of the same information.
Most of the differences between styles are related to formatting, punctuation and the order of elements.
Once a style is selected, it should be used consistently throughout your paper.

Since papers can be written in a variety of ways, these citation styles help establish an accepted standard for
writing, documentation and formatting within a particular field.

The uniform style establishes a consistency in presentation that helps readers scan references quickly for key
points and findings.

It also encourages the disclosure of essential information among researchers and writers.

In this course, you are required to use the Chicago style notes and bibliography system for your reports. The
official Chicago Manual of Style is in its 17th edition and can be accessed online through the Library’s website.

Why Chicago?

Chicago is a citation style often used for reports and scholarly writing in many fields of business, so as a
Commerce student it is a style you are likely to encounter frequently in your studies.

All the most relevant Chicago style rules have been summarized and outlined in the Citation Guide for
Business, a guide specifically developed for the DeGroote School of Business.

This guide highlights the formatting requirements of all the major components of your paper — the title page,
contents, text, appendix, notes, and bibliography.

It also includes examples of how to cite a variety of different sources such as books, articles, reports and web
pages.

Moreover, it includes citations for some of the most frequently cited sources in this course such as industry
classification code manuals.

If your questions are not addressed by the Citation Guide for Business, consult the official manual for Chicago
style.

One part of citing involves Notes. In Chicago style, each time a source is used in the text, it must be cited with
a note.

This is done with a superscripted number that is placed at the end of a sentence that uses ideas or text from a
particular source.



On this slide, in the text image, the note numbers are highlighted in yellow. Note numbers begin with “1” and
continue in consecutive order throughout the paper as needed.

The specific details of the sources cited in the text will be listed on a separate Notes page near the end of the
paper and are referred to as endnotes.

These endnote citations are arranged in the same numerical order that they are referred to in the text.
A single source can be cited in the text many times and each instance will have its own endnote number.

The first time you cite a source, a full endnote citation should be provided in the Notes list. If you cite the
same source again, a shortened endnote form should be used.

The other part of citing involves the Bibliography.
It includes all the sources used to write your paper.
Entries in a bibliography are organized in alphabetical order according to the first word in each citation

Furthermore, only a single entry is included for each source, regardless of how many times it has have been
cited in the paper



You may have noticed that endnote and bibliography citations are formatted a bit differently.

Although both types contain a lot of the same information about the source, it’s the small details in these
citations, like punctuation, that vary.

For instance, the top of this slide includes an example of a book citation.

In the endnotes, the citation is indented on the first line, the author’s first name precedes the last name,
commas are used to separate citation elements, and the page number where the information was found is
noted.

In the bibliography, the citation uses hanging indents, inverts the author’s name, uses periods to separate
citation elements and excludes the page number altogether.

Although these differences may seem minor, they do matter, so it’s important to pay close attention to them
as you create the citations for your paper.

The information needed to construct citations depends upon the type of source being used. In other words,
citations to books require different citation elements than journal articles and blog posts.

For example, book citations need an author, title, place of publication, publisher, and a publication date. If
online, a link and access date are also required.

By contrast, journal article citations need a bit more information including an author, article title , journal title,
volume, issue, page numbers, and publication date. If online, a link and access date are also needed.

So, before you can cite something correctly, you'll need to identify the type of source you are using.

Once you do, all the rules for putting together that citation will be noted in the Citation Guide for Business.
Endnote and bibliography examples are also provided for each source type.



So, there you have it. A brief summary of the notes and bibliography system in Chicago style.
Should you have any questions about citing, please don’t hesitate to get in touch with the Library.

Happy citing!



