Chicago does not require a page number
on the title page.
Click here to learn how to add page
numbers with a different first page in
Word
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Depending on the
requirements of your
assignment, your Title Page
will be followed by an
Abstract, Table of Contents,
or Introduction.
In any case, you will need to
create a new page.
Do not create a new page
here by repeatedly hitting
“enter”!
Click here and learn how to
create a “page break” in
Word.

Notice that the title of your essay is a Level 1 Heading. It therefore has capital letters for
all words except articles, prepositions and conjunctions. It is also bolded and centered. Here is
where you will write your introduction. You may need to add sections and subsections, so will
have Levels 2 and 3 Headings.
Chicago doesn’t specify a heading
style but does suggest that headings
be styled in a consistent manner.
Level 2 Heading
Notice that the Level 2 Heading has capital letters for all words except articles,
prepositions and conjunctions. It is not bolded but it is centre justified. The text under this
heading begins in a new paragraph. You may even have to have further levels of subsections.
Level 3 Heading
Notice that the Level 3 Heading has capital letters for all words except articles,
prepositions, and conjunctions. It is bold and left-justified. The text under this heading will begin
in a new paragraph.
Depending upon which version of Chicago Manual (the author-date or the notes style),
you may need to add footnotes or endnotes within your essay.1

Click here to learn how to
insert footnotes or
endnotes.

Conclusion
Here is where you will begin to write you conclusions. Notice that the Conclusion section
requires a Level 2 Heading.
The Bibliography will begin at the
top of the next page, following the
conclusion. You will therefore
need to create a page break.
Click here and learn how to create a
“page break” in Word.
1

Bolton, Writing and Professional Development, 10.
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Don’t use tabs or spaces to create hanging
indents!
Click here and learn how to create hanging
indents the right way in Word.

