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CITATION
SOFTWARE

Citation software helps automate the process of
writing out references. There are free citation
softwares available, some that work via
uploading each field, or via an extension on
your browser.

One example 1s Zotero, that works across Word
and Google Docs and has a browser extension
to collect references.



REFEEK IN

Referencing in Word 1s fairly

straightforward. At the end of the sentence that
requires a citation, preview the Review tab, and
you’ll see the Insert Footnote button.
Footnotes will be inserted as a number in
superscript. The footnote 1tself 1s then at the
bottom of the page.
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WORD

Do not insert multiple footnotes
for one sentence. Rather, at the

end of each reference contained
under that specific footnote, add a
semi-colon.

Bibliographies contain the works cited in the
essay. Bibliographies are at the end of the work,
clearly defined with a subheading. If using both
primary and secondary material, these
references should be separated into two lists.
Bibliographies are organised alphabetically via
the surname of the author.



THE CHICAGO
STYLE

BOOKS TheChicago Style formulates
three references: the first footnote, the following

footnotes and then the bibliography reference.

Bibli h
First Footnote Following Footnote B
Footnotes
First :

S r[n;rrlie]njr;i]l y [Surname], [Title or [Surname] , [First
“ (LA shortened title if the Name] . Title of the
Book ] ( [Place] : o

(Publisher], [Year] ) original is five words + | book. [Place]:

° ’ " | ], [page number] [Publisher], [year]
[page number]

Editor Chief The Chief, Editor. The
CJPA Reference Chief, The CJPA CJPA Reference
Guide (Cambridge: Reference Guide, p.3 Guide Cambridge:
CJPA, 2024), p.3 CJPA, 2024.




CHICAGO

CHAPTERS

IN

AN EDITED
VOLUME

First Footnote

Following Footnote

Bibliography
Footnotes

[Author first name]
[Author surname], “
[Chapter Title],” in
[Book Title] , ed.
[Editor first name]
[Editor surname] [
[Place]: [Publisher] ,

[year] ) , [page
number]

[Author surname] , “
[Chapter Title],
[page number]

Author Surname],
First Name] . “
Chapter Title] . “ In
Book Title] , edited
by [Editor first name]
[Editor surname],
[page range of the
chapter] . [Place:
Publisher], [Year].

[r— — — —

Editor Senior, ‘The
Chicago Style’ in The
CJPA Reference
Guide , ed. Editor
Chief (Cambridge:
CJPA, 2024), p.3

Senior, “The Chicago
Style’, p.3

Senior, Editor. ‘The
Chicago Style’. In
The CJPA Reference
Guide, ed. Editor
Chief, 3-11.
Cambridge: CJPA,
2024.




AN EDITED CHICAGO

VOLUME

First Footnote

Following Footnote

Bibliography
Footnotes

[Editor First Name]
[Editor Surname] , ed.
, [Book Title] ( [Place]

: [Publisher], [year]),

[page number].

[Editor surname],
[Book title, or
shortened title |, [page
number]

Editor Surname],
First name], ed.
Book Title]. [Place] :
Publisher], [year]

[r— p— — p—

Editor Chief, Second
Chief and Third
Chief, ed., The CJPA
Referencing Guide
(Cambridge: CJPA,
2024), p.3.

Chief, Chief and
Chief, The CJPA
Referencing Guide,

p.3

Chief, Editor, Second
Chief, and Third
Chief, ed. The CJPA
Referencing Guide.
Cambridge, CJPA,
2024.




CHICAGO

JOURNAL

First Footnote

Following Footnote

Bibliography
Footnotes

First name Surname,
"Title of article /
paper," Name of

Journal volume, issue

number (year): page

number.

Surname, "Title of
article / paper OR
shortened title," page
number.

Surname, First name,
"Title of article /
paper." Name of
Journal volume, issue
number (year): page
numbers.

Editor Chief, “The
CJPA Referencing
Guide”, The CJPA 1,
no.2 (2024), p.3

Chief, “The CJPA
Referencing Guide”,

p.3

Chief, Editor. “The
CJPA Referencing
Guide”. The CJPA 1,
no.2 (2024), 1-10).




NEWSPAPERS,
MAGAZINES

CHICAGO

Articles such as ‘the’ are removed

from the footnote and reference for

newspaper titles. Where a newspaper’s

location might be important to include, this

can be given 1n () after the name, for

example Morning Herald (London)

First Footnote

Following Footnote

Bibliography
Footnotes

First name Surname,
"Title of article."
Name of
newspaper/magazine,
Day, moth, year,
page number.

Surname, "Title of
article OR shortened
title," page number.

Surname, First name.
"Title of article."
Name of
newspaper/magazine.
Day, month, year,
page number.

Editor Chief, and
Second Chief, “The
CJPA Referencing
Guide”, The CJPA,

13 Sept. 2024, p.3

Chief and Chief, “The
CJPA Referencing
Guide”, p.3

Chief, Editor and
Second Chief, “The
CJPA Referencing
Guide”, The CJPA,

13 Sept. 2024, p.3




CHICAGO

NEWSPAPER

Without a named author:

Bibliograph
First Footnote Following Footnote S
Footnotes
"Title of article," N
e 0T ATHese, "Title of article OR ame of |
editorial, Name of newspaperimagazine.

newspaper/magazine,
Day, month, year,
page number.

shortened title," page
number.

“Title of article”.
Day, month, year,
page number.

“The CJPA
Referencing Guide”,
The CJPA 13 Sept.
2024, p.3

“The CJPA
Referencing Guide”,

p.3

The CJPA. “The
CJPA Referencing
Guide”, The CJPA 13
Sept. 2024, p.3




WESBITE

CHICAGO

First Footnote

Following Footnote

Bibliography
Footnotes

First name Surname,
"Title of specific
webpage," Accessed
on day, month year,
URL.

Surname, "Title of
specific webpage."

Surname, First name.
"Title of specific
webpage." Name of
website. Month day,
year. Accessed Month
day, year. URL

Editor Chief, “The
CJPA Referencing
Guide”, The CJPA,
accessed on 13 Sept
2024,
http://www.cjpa.com/
thecjpareferencinggui

de

Chief, “The CJPA
Referencing Guide™.

Chief, Editor, “The
CJPA Referencing
Guide”, The CJPA,
accessed on 13 Sept
2024,
http://www.cjpa.com/
thecjpareferencinggui

de
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CHICAGO

WEBSITE

Without a named author:

First Footnote

Following Footnote

Bibliography
Footnotes

"Title of specific
webpage," Name of
website, Month day,

year, accessed Month
day, year, URL

"Title of specific
webpage."

Name of organisation.
"Title of specific
webpage." Name of
website. Month day,
year. Accessed Month
day, year, URL

“The CJPA
Referencing Guide”,
The CJPA, accessed

on 13 Sept 2024,
http://www.cjpa.com/

thecjpareferencinggui
de

“The CJPA

Referencing Guide™.

The CJPA “The
CJPA Referencing
Guide”, accessed on
13 Sept 2024,
http://www.cjpa.com/

thecjpareferencinggui
de
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MULTIPLE AUTHORS
Two Authors:

1. Editor Chief and Second Chief, The CJPA
Referencing Guide (Cambridge: CJPA,
2024), p.3.

Four Authors

. In footnotes, give the first author's name
followed by et al. (the full stop is
important!). In the reference list, list all
author names 1n the order they appear in
the publication.
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FAQS

IBID.

. ‘Ibid.’, short for Ibidem, meaning ‘in the
same place’ 1s used in the Chicago Style in
certain circumstances where a source is
cited on more than one occasion, in place of
a shortened version of a source’s details.
‘Ibid.” should only be used to refer again to
the source directly preceding the footnote.

13






