CHICAGO MANUAL OF STYLE ARTWORK PLACEMENT

MASTERING CHICAGO MANUAL OF STYLE ARTWORK PLACEMENT: A COMPREHENSIVE GUIDE

CHICAGO MANUAL OF STYLE ARTWORK PLACEMENT IS A CRITICAL CONSIDERATION FOR ANYONE PRODUCING SCHOLARLY OR
PROFESSIONAL WORK THAT INCLUDES VISUAL ELEMENTS. ENSURING THAT FIGURES, TABLES, AND OTHER ILLUSTRATIVE
MATERIALS ARE CORRECTLY FORMATTED, CAPTIONED, AND INTEGRATED WITHIN THE TEXT IS ESSENTIAL FOR CLARITY,
CREDIBILITY, AND ADHERENCE TO ACADEMIC PUBLISHING STANDARDS. THIS COMPREHENSIVE GUIDE DELVES DEEP INTO THE
INTRICACIES OF ARTWORK PLACEMENT ACCORDING TO THE CHICAGO MANUAL OF STYLE (CMOS), OFFERING PRACTICAL ADVICE
AND DETAILED EXPLANATIONS TO HELP AUTHORS NAVIGATE THIS OFTEN-COMPLEX ASPECT OF MANUSCRIPT PREPARATION. WE
WILL EXPLORE THE FUNDAMENTAL PRINCIPLES, SPECIFIC REQUIREMENTS FOR DIFFERENT TYPES OF VISUALS, BEST PRACTICES FOR
REFERENCING, AND COMMON PITFALLS TO AVOID. UNDERSTANDING THESE GUIDELINES WILL ELEVATE YOUR WORK AND ENSURE A
POLISHED, PROFESSIONAL PRESENTATION.
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UNDERSTANDING THE CoRrE PrRINCIPLES OF CHICAGO MANUAL OF STYLE
ARTWORK PLACEMENT

THE CHICAGO MANUAL oF STYLE (CMOS) EMPHASIZES CLARITY, CONSISTENCY, AND READER COMPREHENSION ABOVE ALL ELSE
WHEN IT COMES TO THE INTEGRATION OF ARTWORK. T HE PRIMARY PRINCIPLE IS THAT VISUAL ELEMENTS SHOULD SERVE TO
ILLUMINATE AND SUPPORT THE TEXT, NOT TO DISTRACT FROM IT. THIS MEANS ART\WORK SHOULD BE PLACED AS CLOSE AS
POSSIBLE TO ITS FIRST MENTION IN THE TEXT, TYPICALLY ON THE SAME PAGE OR THE FACING PAGE, TO MINIMIZE READER
DISRUPTION. FURTHERMORE, ALL ARTWORK, WHETHER IT BE FIGURES, TABLES, OR CHARTS, MUST BE CLEARLY IDENTIFIED AND
CONSISTENTLY FORMATTED THROUGHOUT THE DOCUMENT.

CONSISTENCY EXTENDS TO THE NUMBERING AND LABELING OF THESE VISUALS. CMOS DICTATES A SPECIFIC HIERARCHY FOR SUCH
ELEMENTS, ENSURING THAT READERS CAN EASILY DISTINGUISH BETWEEN A TABLE AND A FIGURE. THIS SYSTEMATIC APPROACH IS
CRUCIAL FOR ACADEMIC INTEGRITY AND FOR ENABLING READERS TO FOLLOW COMPLEX ARGUMENTS THAT MAY RELY ON VISUAL
DATA. THE MANUAL PROVIDES DETAILED INSTRUCTIONS ON HOW TO NUMBER THESE ITEMS SEQUENTIALLY WITHIN THEIR
RESPECTIVE CATEGORIES (E.G., FIGURE 1, FIGURE 2, TABLE 1, TABLE 2).



DEFINING AND INTEGRATING FIGURES AND T ABLES

IN THE CONTEXT OF THE CHICAGO MANUAL OF STYLE, A "FIGURE” IS A BROAD CATEGORY ENCOMPASSING ANY VISUAL
REPRESENTATION THAT IS NOT A TABLE. THIS INCLUDES PHOTOGRAPHS, ILLUSTRATIONS, DIAGRAMS, GRAPHS, MAPS, AND
CHARTS. TABLES, CONVERSELY, ARE SPECIFICALLY DEFINED AS ARRANGEMENTS OF DATA IN ROWS AND COLUMNS. [T 1S VITAL TO
CORRECTLY CATEGORIZE YOUR VISUALS TO APPLY THE APPROPRIATE CMOS GUIDELINES FOR PLACEMENT, CAPTIONING, AND
REFERENCING. MISCLASSIFYING AN ITEM CAN LEAD TO INCONSISTENCIES AND FORMATTING ERRORS THAT DETRACT FROM THE
PROFESSIONAL PRESENTATION OF YOUR W ORK.

THE INTEGRATION OF FIGURES AND TABLES INTO THE TEXT REQUIRES CAREFUL CONSIDERATION OF FLOW. |DEALLY, THE FIRST
MENTION OF A FIGURE OR TABLE IN THE NARRATIVE SHOULD OCCUR JUST BEFORE ITS APPEARANCE. THIS ALLOWS THE READER TO
ENCOUNTER THE VISUAL ELEMENT IMMEDIATELY AFTER IT HAS BEEN INTRODUCED, REINFORCING THE CONNECTION BETWEEN THE
TEXTUAL EXPLANATION AND THE VISUAL DATA. WHILE PLACING THE ARTWORK ON THE SAME PAGE IS PREFERRED, CMOS
ACKNOWLEDGES THAT THIS MAY NOT ALWAYS BE FEASIBLE DUE TO LAYOUT CONSTRAINTS. IN SUCH CASES, PLACING IT ON THE
FACING PAGE IS THE NEXT BEST OPTION.

SPeCIFIC GUIDELINES FOR FIGURE PLACEMENT AND REFERENCING

\WHEN IT COMES TO FIGURES, CMOS PROVIDES DETAILED INSTRUCTIONS TO ENSURE THEY ARE EASILY UNDERSTOOD AND
REFERENCED. EACH FIGURE MUST BE NUMBERED SEQUENTIALLY WITHIN THE MANUSCRIPT (FIGURE 1, FIGURE 2, ETC.). THIS
NUMBERING SHOULD BE DISTINCT FROM TABLE NUMBERING. T HE FIGURE NUMBER AND TITLE ARE TYPICALLY PLACED ABOVE THE
VISUAL ITSELF. THE NARRATIVE TEXT SHOULD EXPLICITLY REFER TO EACH FIGURE BY ITS NUMBER, FOR EXAMPLE, “AS SHOWN IN
FIGURE 3.” THIS IN-TEXT CITATION IS CRUCIAL FOR GUIDING THE READER'S ATTENTION TO THE RELEVANT VISUAL.

THE PLACEMENT OF FIGURES SHOULD AIM FOR PROXIMITY TO THEIR FIRST MENTION IN THE TEXT. |F A FIGURE IS COMPLEX OR
REQUIRES SUBSTANTIAL SPACE, IT MIGHT BE PLACED AT THE END OF A CHAPTER OR SECTION, BUT IT MUST STILL BE CLEARLY
INDICATED IN THE TEXT WHERE IT WOULD IDEALLY BE LOCATED. FOR ONLINE PUBLICATIONS, FIGURES ARE OFTEN EMBEDDED
DIRECTLY WITHIN THE TEXT WHERE THEY ARE DISCUSSED, WHICH CAN SIMPLIFY PLACEMENT CONCERNS. HO\X/EVER, FOR PRINT
PUBLICATIONS, CAREFUL LAYOUT PLANNING IS PARAMOUNT. AUTHORS MUST CONSIDER THE AESTHETIC BALANCE AND
READABILITY OF THE PAGE WHEN DECIDING ON THE PRECISE PLACEMENT OF A FIGURE.

BesT PRACTICES FOR T ABLE PLACEMENT AND REFERENCING

TABLES, WITH THEIR STRUCTURED PRESENTATION OF DATA, ALSO HAVE SPECIFIC PLACEMENT AND REFERENCING REQUIREMENTS
UNDER CMOS. LIKE FIGURES, TABLES MUST BE NUMBERED SEQUENTIALLY (TABLE 1, TABLE 2, ETC.) AND REFERENCED IN THE
TEXT BY THEIR NUMBER, SUCH AS “REFER TO TABLE 2.” THE TABLE NUMBER AND TITLE ARE TYPICALLY PLACED ABOVE THE
TABLE. THE TITLE SHOULD BE CONCISE AND DESCRIPTIVE, CLEARLY INDICATING THE CONTENT OF THE TABLE.

THE PREFERRED PLACEMENT FOR TABLES IS ALSO AS CLOSE AS POSSIBLE TO THEIR FIRST MENTION IN THE TEXT. IF A TABLE IS
TOO LARGE TO FIT COMFORTABLY ON A SINGLE PAGE, IT MAY SPAN ACROSS MULTIPLE PAGES, BUT THIS SHOULD BE DONE W/ITH
CAREFUL CONSIDERATION FOR CONTINUITY. ALTERNATIVELY, VERY LARGE OR COMPLEX TABLES MIGHT BE RELEGATED TO AN
APPENDIX, ESPECIALLY IF THEY ARE SUPPLEMENTARY RATHER THAN INTEGRAL TO THE MAIN TEXT. W/HEN REFERENCING A TABLE
THAT APPEARS IN AN APPENDIX, THE CITATION SHOULD CLEARLY INDICATE THIS (E.G., “TABLE A 1”). THE INTERNAL
FORMATTING OF TABLES, INCLUDING THE USE OF RULES (LINES) AND ALIGNMENT OF TEXT AND NUMBERS, IS ALSO GOVERNED BY
CMOS TO ENSURE CLARITY AND LEGIBILITY.

CAPTIONS, LABELS, AND NOTES FOR VISUALS



ACCURATE AND INFORMATIVE CAPTIONS ARE INDISPENSABLE FOR EFFECTIVE ARTWORK PLACEMENT. A CAPTION FOR A FIGURE
TYPICALLY INCLUDES THE FIGURE NUMBER, FOLLOWED BY A TITLE OR BRIEF DESCRIPTION. For TABLES, THE TABLE NUMBER AND
TITLE ARE PLACED ABOVE THE TABLE. SUPPLEMENTARY INFORMATION OR EXPLANATORY NOTES THAT CLARIFY THE DATA OR
VISUAL CONTENT SHOULD APPEAR BELOW THE CAPTION OR THE TABLE ITSELF, RESPECTIVELY. THESE NOTES ARE CRUCIAL FOR
PROVIDING CONTEXT AND ENSURING THAT THE READER CAN FULLY INTERPRET THE ART\WORK.

CMOS ALSO SPECIFIES GUIDELINES FOR ABBREVIATIONS, UNITS OF MEASUREMENT, AND SYMBOLS USED WITHIN CAPTIONS AND
LABELS. CONSISTENCY IN THE USE OF THESE ELEMENTS IS PARAMOUNT. |[F ARTWORK IS SOURCED FROM ANOTHER PUBLICATION OR
AUTHOR, PROPER ATTRIBUTION MUST BE INCLUDED IN THE CAPTION OR A CORRESPONDING NOTE. THIS NOT ONLY RESPECTS
INTELLECTUAL PROPERTY BUT ALSO PROVIDES READERS WITH THE SOURCE OF THE INFORMATION, ENHANCING THE CREDIBILITY OF
YOUR WORK. THE STYLE AND FORMAT OF THESE ACKNOWLEDGMENTS ARE DETAILED WITHIN THE CMOS MANUAL.

HANDLING DIFFERENT TYPES OF ARTWORK: PHOTOGRAPHS, ILLUSTRATIONS,
AND CHARTS

THE CHICAGO MANUAL OF STYLE’S GUIDELINES FOR ARTWORK PLACEMENT ARE FLEXIBLE ENOUGH TO ACCOMMODATE VARIOUS
VISUAL FORMATS. FOR PHOTOGRAPHS AND ILLUSTRATIONS, THE FOCUS IS ON CLARITY AND RESOLUTION. FIGURES SHOULD BE
PRESENTED IN A WAY THAT ALLOWS FOR EASY VIEWING OF DETAILS, AND THEIR PLACEMENT SHOULD NOT OBSCURE IMPORTANT
ELEMENTS OF THE IMAGE. |F ILLUSTRATIONS ARE HAND-DRAWN OR DIGITALLY CREATED, THEIR STYLE SHOULD BE CONSISTENT
WITH THE OVERALL TONE AND ACADEMIC RIGOR OF THE DOCUMENT. CHARTS, SUCH AS BAR GRAPHS, LINE GRAPHS, AND PIE
CHARTS, MUST BE CLEARLY LABELED, WITH AXES AND DATA POINTS EASILY IDENTIFIABLE.

\W/HEN CREATING OR SELECTING CHARTS, IT'S IMPORTANT TO ENSURE THAT THEY ACCURATELY REPRESENT THE DATA AND ARE
NOT MISLEADING. THE CHOICE OF CHART TYPE SHOULD BE APPROPRIATE FOR THE DATA BEING PRESENTED. FOR EXAMPLE, A LINE
GRAPH IS IDEAL FOR SHOWING TRENDS OVER TIME, WHILE A PIE CHART IS BEST FOR ILLUSTRATING PROPORTIONS OF A \WHOLE.
THE CLARITY OF THESE VISUALS DIRECTLY IMPACTS THEIR EFFECTIVENESS IN SUPPORTING THE TEXTUAL ARGUMENT, MAKING
PROPER PLACEMENT AND LABELING A KEY CONCERN.

PLACEMENT OF ARTWORK IN DIGITAL VS. PRINT PUBLICATIONS

THE ADVENT OF DIGITAL PUBLISHING HAS INTRODUCED NEW CONSIDERATIONS FOR ARTWORK PLACEMENT, THOUGH THE CORE
PRINCIPLES OF CLARITY AND READER COMPREHENSION REMAIN. IN DIGITAL FORMATS, SUCH AS E-BOOKS AND ONLINE ARTICLES,
FIGURES AND TABLES CAN OFTEN BE EMBEDDED DIRECTLY WITHIN THE TEXT WHERE THEY ARE FIRST DISCUSSED. THIS SEAMLESS
INTEGRATION CAN ENHANCE THE READER EXPERIENCE BY ELIMINATING THE NEED TO FLIP BACK AND FORTH BETWEEN TEXT AND
VISUALS. HO\X/EVERI AUTHORS MUST STILL ENSURE THAT THE RESOLUTION OF THE ARTWORK IS APPROPRIATE FOR SCREEN
VIEWING AND THAT IT SCALES CORRECTLY ACROSS DIFFERENT DEVICES.

FOR PRINT PUBLICATIONS, THE PHYSICAL LAYOUT OF THE PAGE IS A PRIMARY CONCERN. CMOS PROVIDES GUIDANCE ON HOW
TO HANDLE ARTWORK THAT CANNOT BE PLACED ON THE SAME PAGE AS ITS INITIAL MENTION. THIS OFTEN INVOLVES PLACING THE
ARTWORK ON THE FOLLOWING RECTO (RIGHT‘HAND) PAGE, WHICH IS THE STANDARD FOR MANY PUBLISHERS. W/ HEN ART\WORK
MUST BE MOVED, IT’S CRUCIAL TO CLEARLY INDICATE ITS LOCATION IN THE TEXT, PERHAPS WITH A NOTE LIKE “SEE FIGURE ON
PAGE X.” THE OVERALL AESTHETIC OF THE PRINTED PAGE, INCLUDING MARGINS AND LINE SPACING, ALSO PLAYS A ROLE IN THE
FINAL ARTWORK PLACEMENT DECISIONS.

CoMMON ErrORS IN CHICAGO MANUAL OF STYLE ARTWORK PLACEMENT

SEVERAL COMMON ERRORS CAN UNDERMINE THE EFFECTIVENESS OF ARTWORK PLACEMENT ACCORDING TO CMOS. ONE FREQUENT
MISTAKE IS PLACING ARTWORK TOO FAR FROM ITS FIRST TEXTUAL REFERENCE. THIS FORCES READERS TO SEARCH FOR THE
VISUAL, DISRUPTING THE FLOW OF INFORMATION AND POTENTIALLY LEADING TO MISUNDERSTANDINGS. ANOTHER COMMON ISSUE



IS INCONSISTENT NUMBERING OR LABELING OF FIGURES AND TABLES. FOR EXAMPLE, NUMBERING TABLES SEQUENTIALLY WITHIN
CHAPTERS BUT FIGURES SEQUENTIALLY THROUGHOUT THE ENTIRE MANUSCRIPT CAN CREATE CONFUSION.

INADEQUATE OR MISLEADING CAPTIONS ALSO PRESENT A SIGNIFICANT PROBLEM. A CAPTION THAT IS TOO BRIEF, TOO
TECHNICAL, OR INACCURATE CAN LEAVE READERS UNABLE TO INTERPRET THE ARTWORK CORRECTLY. FURTHERMORE, POOR
RESOLUTION OR ILLEGIBLE TEXT WITHIN FIGURES OR TABLES MAKES THEM DIFFICULT TO UNDERSTAND, REGARDLESS OF THEIR
PLACEMENT. FINALLY, FAILING TO OBTAIN NECESSARY PERMISSIONS FOR COPYRIGHTED ARTWORK IS A SERIOUS OVERSIGHT THAT
CAN HAVE LEGAL AND ETHICAL IMPLICATIONS. ADHERING STRICTLY TO CMOS GUIDELINES HELPS MITIGATE THESE RISKS.

TIPS FOR SEAMLESS ARTWORK INTEGRATION

ACHIEVING SEAMLESS ARTWORK INTEGRATION REQUIRES A PROACTIVE AND ORGANIZED APPROACH. START BY PLANNING YOUR
VISUALS EARLY IN THE WRITING PROCESS. CONSIDER WHICH DATA OR CONCEPTS WOULD BE BEST COMMUNICATED THROUGH
FIGURES OR TABLES, AND HOW THESE VISUALS WILL COMPLEMENT YOUR NARRATIVE. ALWAYS REFER TO THE LATEST EDITION
oF THE CHICAGO MANUAL OF STYLE FOR THE MOST CURRENT GUIDELINES. CREATE PLACEHOLDER TEXT WHERE EACH VISUAL
WILL EVENTUALLY BE PLACED, NOTING THE INTENDED FIGURE OR TABLE NUMBER.

\W/HEN DESIGNING YOUR ARTWORK, PRIORITIZE CLARITY AND LEGIBILITY. USE CLEAR FONTS, APPROPRIATE LINE WEIGHTS, AND A
COLOR PALETTE THAT IS BOTH INFORMATIVE AND AESTHETICALLY PLEASING. ENSURE THAT ALL LABELS, LEGENDS, AND AXES
ARE CLEARLY DEFINED. PROOFREAD YOUR MANUSCRIPT METICULOUSLY, PAYING CLOSE ATTENTION TO HOW EACH VISUAL IS
REFERENCED IN THE TEXT AND ITS CORRESPONDING PLACEMENT. SEEKING FEEDBACK FROM COLLEAGUES OR EDITORS ON YOUR
ARTWORK AND ITS INTEGRATION CAN ALSO BE INVALUABLE. BY FOLLOWING THESE TIPS, YOU CAN ENSURE YOUR VISUALS
ENHANCE YOUR WORK RATHER THAN DETRACT FROM IT.

FAQ

Q: WHAT IS THE PRIMARY RULE FOR PLACING FIGURES AND TABLES IN THE CHICAGO
MANUAL OF STYLE?

A: THE PRIMARY RULE IS TO PLACE FIGURES AND TABLES AS CLOSE AS POSSIBLE TO THEIR FIRST MENTION IN THE TEXT TO
ENSURE READER COMPREHENSION AND CONVENIENCE.

Q: How SHOULD FIGURES AND TABLES BE NUMBERED ACCORDING TO CMOS?

A: FIGURES SHOULD BE NUMBERED SEQUENTIALLY THROUGHOUT THE MANUSCRIPT AS FIGURE 1, FIGURE 2, AND SO ON. T ABLES
SHOULD ALSO BE NUMBERED SEQUENTIALLY AS TABLE 1, TABLE 2, AND SO FORTH.

Q: \W/HERE SHOULD THE NUMBER AND TITLE OF A FIGURE OR TABLE BE PLACED?

A: For FIGURES, THE NUMBER AND TITLE ARE TYPICALLY PLACED ABOVE THE VISUAL. For TABLES, THE TABLE NUMBER AND
TITLE ARE ALSO PLACED ABOVE THE TABLE.

Q: WHAT IS THE DIFFERENCE BETWEEN A FIGURE AND A TABLE IN CMOS?

A: A FIGURE IS ANY VISUAL ILLUSTRATION THAT IS NOT A TABLE, INCLUDING PHOTOGRAPHS, GRAPHS, DIAGRAMS, AND CHARTS.
A TABLE IS A SPECIFIC ARRANGEMENT OF DATA IN ROWS AND COLUMNS.



QI \WHAT SHOULD | DO IF A FIGURE OR TABLE IS TOO LARGE TO FIT ON A SINGLE PAGE?

A: IF A FIGURE OR TABLE IS TOO LARGE, CMOS SUGGESTS IT MAY SPAN MULTIPLE PAGES OR, IN SOME CASES, BE PLACED IN AN
APPENDIX IF IT IS SUPPLEMENTARY TO THE MAIN TEXT.

Q: IS IT ACCEPTABLE TO PLACE ARTWORK ON A FACING PAGE IF IT CANNOT FIT ON THE
SAME PAGE AS ITS MENTION?

A: YES, IF PLACING ARTWORK ON THE SAME PAGE IS NOT FEASIBLE, CMOS GENERALLY ACCEPTS PLACING IT ON THE FACING
PAGE, ESPECIALLY IN PRINT PUBLICATIONS.

QZ How SHOULD ARTWORK BE REFERENCED IN THE TEXT?

A: ARTWORK MUST BE REFERENCED IN THE TEXT BY ITS ASSIGNED NUMBER, FOR EXAMPLE, “AS SHOWN IN FIGURE 3" OR "“REFER
To TABLE 2.”

Q: WHAT IS THE ROLE OF CAPTIONS AND NOTES IN CHICAGO MANUAL OF STYLE
ARTWORK PLACEMENT?

A: CAPTIONS AND NOTES ARE CRUCIAL FOR PROVIDING CONTEXT, EXPLANATION, AND NECESSARY ATTRIBUTION FOR ARTWORK,
ENSURING READERS CAN FULLY UNDERSTAND AND INTERPRET THE VISUALS.

Q: ARE THERE DIFFERENT ARTWORK PLACEMENT GUIDELINES FOR DIGITAL VERSUS PRINT
PUBLICATIONS?

A: WHILE THE CORE PRINCIPLES REMAIN, DIGITAL PUBLICATIONS OFTEN ALLOW FOR MORE SEAMLESS EMBEDDING OF ART\WORK
WITHIN THE TEXT, WHEREAS PRINT PUBLICATIONS REQUIRE CAREFUL CONSIDERATION OF PAGE LAYOUT AND POTENTIAL
ARTWORK RELOCATION.

Q: WHAT sHouLD | DO IF | USE ARTWORK FROM ANOTHER SOURCE?

A: IF YOU USE ARTWORK FROM ANOTHER SOURCE, YOU MUST OBTAIN THE NECESSARY PERMISSIONS AND PROVIDE PROPER
ATTRIBUTION IN THE CAPTION OR A CORRESPONDING NOTE AS SPECIFIED BY CMOS.
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