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Mastering Chicago Manual of Style
Formatting for Manuscripts

chicago manual of style formatting for manuscripts is a crucial aspect of academic and
professional publishing, ensuring clarity, consistency, and adherence to established scholarly
conventions. This comprehensive guide delves into the intricacies of applying the Chicago Manual of
Style (CMOS) to your written works, from the fundamental principles of manuscript preparation to
the specific rules governing citations, headings, and overall presentation. We will explore the
nuances of both author-date and notes-bibliography systems, discuss the proper formatting of
different types of sources, and highlight common pitfalls to avoid. By mastering these formatting
guidelines, you can elevate the professionalism of your manuscript and ensure it meets the rigorous
standards expected in scholarly communication. This article will equip you with the knowledge to
confidently format your next manuscript according to CMOS.
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Understanding the Chicago Manual of Style

The Chicago Manual of Style (CMOS) is a widely respected style guide that provides comprehensive
recommendations for manuscript preparation and publication. It is particularly prevalent in the



humanities and social sciences, offering guidance on grammar, punctuation, spelling, and, crucially,
the consistent formatting of scholarly works. Understanding its underlying philosophy is the first
step to effective application; CMOS prioritizes clarity, readability, and the integrity of the author's
work. It aims to provide a consistent framework that allows readers to focus on the content rather
than being distracted by stylistic inconsistencies.

Two distinct systems of citation are presented within CMOS: the notes-bibliography system and the
author-date system. The choice between these systems often depends on the specific discipline or
publisher's requirements. The notes-bibliography system, favored in fields like history and literature,
uses footnotes or endnotes to cite sources, with a corresponding bibliography at the end of the work.
The author-date system, more common in the sciences and social sciences, uses parenthetical
citations within the text that refer to a reference list at the end. Both systems aim for accuracy and
thoroughness in attributing sources.

General Manuscript Formatting Guidelines

Proper general manuscript formatting forms the bedrock of a professional presentation, regardless
of the chosen citation style. Adhering to these basic guidelines ensures that your manuscript is
clean, readable, and ready for editorial review. While specific requirements may vary slightly
between publishers, the core principles remain consistent.

Title Page

A title page is essential for any manuscript. It should include the full title of the work, the author's
name, and contact information. For academic submissions, it might also include the course name,
instructor's name, and submission date. The title should be centered on the page, and the author's
name and affiliation should be placed below it. Ensure all information is clear, concise, and properly
aligned.

Margins and Spacing

Standard manuscript formatting typically requires one-inch margins on all sides of the page (top,
bottom, left, and right). This generous spacing ensures that the text is not cramped and allows
ample room for editorial notes. Double-spacing is generally recommended for the main body of the
text, including block quotations. This improves readability significantly, making it easier for editors
and readers to follow the flow of your argument. However, single-spacing is usually applied to
elements like block quotations, footnotes, endnotes, and bibliographical entries to distinguish them
from the main text.

Font and Font Size

For readability, CMOS recommends using a standard, easily legible font such as Times New Roman
or Arial. A font size of 12 points is the industry standard for the main body of the text. Consistency in
font choice and size throughout the manuscript is paramount. Avoid using decorative or highly
stylized fonts, as they can detract from the professionalism of your work and may pose challenges
during typesetting.



Page Numbering

Page numbers are crucial for navigation and organization. They should be placed consistently,
usually in the upper right-hand corner of each page, starting with page 1 for the first page of the
main text. Preliminary pages, such as the table of contents and introduction, are often numbered
with lowercase Roman numerals. The title page is typically not numbered, but it is counted as page i.

Indentation

The first line of each paragraph in the main body of the text should be indented. A standard
indentation is typically 0.5 inches (or one tab stop). Block quotations, which are longer than four or
five lines of prose or three lines of poetry, should be indented as a distinct block from the left
margin, without quotation marks, and are usually single-spaced.

Formatting Notes and Bibliography

The notes-bibliography system is a cornerstone of CMOS, especially in the humanities. It involves
the use of notes to cite sources within the text and a comprehensive bibliography at the end to
provide full details of all sources consulted.

Footnotes and Endnotes

In the notes-bibliography system, superscript numbers are placed in the text immediately after the
relevant quotation or fact. These numbers correspond to either footnotes (appearing at the bottom of
the page) or endnotes (collected at the end of the chapter or the entire work). The first citation of a
source in a note is typically full, while subsequent citations of the same source can be shortened.
CMOS provides specific formats for the first and subsequent citations, often including author, title,
publication details, and page number.

Bibliography Entries

The bibliography is an alphabetized list of all sources cited in the manuscript. Each entry must
include all necessary bibliographic information to allow readers to locate the source. This includes
author's name, title of the work, publication information (place of publication, publisher, year), and
relevant details like volume and page numbers. CMOS specifies precise formatting for various types
of sources, ensuring consistency across all entries.

The structure of a bibliography entry depends heavily on the type of source. For books, it typically
includes the author's full name (last name first), the title in italics, the place of publication, the
publisher, and the year of publication. For articles, it includes the author's name, the article title in
quotation marks, the journal title in italics, the volume and issue numbers, and the page range.
Specific rules apply to edited collections, websites, and other less conventional sources.



Formatting Author-Date Citations

The author-date system offers a more concise in-text citation method, which is prevalent in scientific
and social science disciplines. This system relies on brief parenthetical citations within the text that
direct the reader to a full reference list at the end of the document.

In-Text Citations

In the author-date system, citations are placed parenthetically within the text, typically at the end of
a sentence or clause. The citation includes the author's last name and the year of publication. If
quoting directly, the page number(s) must also be included. For example: (Smith 2020, 45). If the
author's name is mentioned in the text, only the year and page number (if applicable) are needed in
the parenthetical citation: Smith (2020) argues that... (45).

Reference List

The author-date system culminates in a reference list, which is an alphabetized compilation of all
sources cited in the text. Unlike the bibliography in the notes-bibliography system, the reference list
entries are typically shorter and contain only the information necessary for identification. Each entry
starts with the author's last name, followed by their first name or initials, then the year of
publication in parentheses. The title of the work follows, and then publication details. For
periodicals, the journal title is italicized, followed by the volume, issue number, and page range.

The formatting of the reference list is crucial for the effectiveness of the author-date system. It must
be meticulously alphabetized by author's last name. If multiple works by the same author are cited,
they are ordered chronologically by publication year. If there are multiple works by the same author
in the same year, they are distinguished by adding lowercase letters (e.g., 2020a, 2020b) to the year
in both the in-text citation and the reference list entry.

Formatting Specific Source Types

CMOS provides detailed guidelines for formatting a wide array of source types, ensuring that each is
presented clearly and consistently. Adhering to these specific rules is vital for accuracy and
completeness in your citations.

Books

When citing a book, whether in notes or the reference list, include the author's name, the full title of
the book in italics, the place of publication, the publisher, and the year of publication. For example,
in a note: John Smith, The History of Ideas (Chicago: University of Chicago Press, 2018), 112. In a
reference list: Smith, John. 2018. The History of Ideas. Chicago: University of Chicago Press.



Journal Articles

For journal articles, the format typically includes the author's name, the article title in quotation
marks, the journal title in italics, the volume and issue numbers, and the page range. In a note: Jane
Doe, "The Impact of Technology," Journal of Modern Studies 25, no. 3 (2019): 150. In a reference
list: Doe, Jane. 2019. "The Impact of Technology." Journal of Modern Studies 25 (3): 145-60.

Websites and Online Sources

Citing online sources requires attention to the URL and the date of access. For websites, include the
author or organization, the title of the specific page or document, the website name, and the date of
publication or last update. Crucially, include the URL and the date you accessed the material. In a
note: "Understanding CMOS," Style Guide Central, updated October 26, 2023, accessed November
15, 2023, https://www.styleguidecentral.com/cmos. In a reference list: Style Guide Central. n.d.
"Understanding CMOS." Last modified October 26, 2023. Accessed November 15, 2023.
https://www.styleguidecentral.com/cmos.

Edited Volumes and Chapters

Citing a chapter within an edited volume requires referencing both the chapter author and the
editor(s) of the volume. The format typically includes the chapter author's name, the chapter title in
quotation marks, "in," followed by the editor's name (preceded by "ed." or "eds."), the title of the
edited volume in italics, and publication details. In a note: Peter Jones, "Early Civilizations," in A
Survey of World History, ed. Sarah Lee (New York: Academic Press, 2021), 45. In a reference list:
Jones, Peter. "Early Civilizations." In A Survey of World History, edited by Sarah Lee, 30-75. New
York: Academic Press, 2021.

Formatting Tables and Figures

Clear and consistent formatting of tables and figures is essential for presenting data and visual
information effectively within your manuscript. CMOS provides specific guidelines to ensure these
elements are easily understood and integrated with the text.

Tables

Tables should be clearly labeled with a number and a descriptive title. For example, "Table 1:
Research Participant Demographics." The table itself should be organized logically, with clear
column and row headings. CMOS generally recommends using horizontal lines sparingly, primarily
to separate the table title and headings from the body of the table, and to mark the end of the table.
Vertical lines are often omitted unless they are necessary for clarity. Any abbreviations or symbols
used within the table should be explained in a note below the table.



Figures

Figures, which include charts, graphs, maps, and illustrations, should also be numbered sequentially
and accompanied by a descriptive caption. For example, "Figure 1: Distribution of Survey
Responses." Captions should be concise and informative, explaining the content of the figure without
requiring the reader to refer back to the main text. Like tables, figures should be placed as close as
possible to their first mention in the text. If a figure is sourced from elsewhere, proper attribution
must be provided within the caption or in a note.

The placement of tables and figures is also a consideration. They should ideally appear after they are
first referenced in the text. However, if they are very large, they may be placed in an appendix.
Ensure that the formatting of the tables and figures themselves is clean and professional, with
legible fonts and clear lines, making them easy to interpret at a glance.

Common Formatting Errors to Avoid

Even experienced writers can fall prey to common formatting errors. Being aware of these pitfalls
can help you meticulously proofread your manuscript and ensure it adheres to CMOS standards.

Inconsistent Citations

One of the most frequent errors is inconsistency in citation format, whether in the notes or the
author-date system. This can manifest as variations in punctuation, capitalization, or the
inclusion/omission of certain bibliographic details. Carefully review all your citations against the
specific CMOS rules for the type of source and the chosen citation system.

Incorrect Spacing and Punctuation

Subtle errors in spacing (e.g., extra spaces between words or sentences) and punctuation (e.g.,
incorrect use of em dashes, hyphens, or commas) can detract from the professionalism of your
manuscript. Pay close attention to these details during the final editing stages.

Misformatting Block Quotations

Block quotations have specific formatting requirements, including indentation and the absence of
quotation marks. Incorrectly formatting these can lead to confusion and a less polished appearance.
Ensure that all block quotations are set apart from the main text according to CMOS guidelines.

Ignoring Publisher-Specific Guidelines

While CMOS provides a comprehensive framework, publishers often have their own specific style
sheets or preferences that may supplement or slightly modify CMOS rules. Always consult and
adhere to the publisher's guidelines for manuscript submission.



Finalizing Your Manuscript

The final stages of manuscript preparation are critical for ensuring accuracy, consistency, and
adherence to all stylistic requirements. This phase involves meticulous proofreading and attention to
detail, moving beyond content editing to polish the presentation.

Before submitting your manuscript, conduct a thorough review specifically focused on formatting.
Cross-reference your citations against your bibliography or reference list to confirm that every
source is accounted for and formatted correctly. Check for consistent use of italics, quotation marks,
and superscripts. Ensure that all headings and subheadings are formatted uniformly. A final read-
through with a focus solely on the visual presentation can reveal errors that might have been
overlooked during content review.

It is often beneficial to have a fresh pair of eyes review your manuscript. Another reader,
particularly one familiar with academic or professional writing standards, can often spot errors in
formatting or consistency that you may have become blind to. Consider enlisting a colleague,
mentor, or professional editor for this final check. The investment in meticulous formatting ensures
your work is presented professionally and respects the scholarly conventions it aims to uphold.

FAQ

Q: What is the primary difference between the notes-
bibliography and author-date systems in the Chicago Manual
of Style?

A: The primary difference lies in how sources are cited within the text. The notes-bibliography
system uses footnotes or endnotes, while the author-date system uses brief parenthetical citations in
the text that refer to a reference list. The notes-bibliography system is generally favored in the
humanities, whereas the author-date system is more common in the sciences and social sciences.

Q: How should I format a book title in Chicago style?

A: Book titles should be italicized in Chicago style, both in the text and in bibliographical entries or
reference lists. For example, The Great Gatsby.

Q: What is the standard margin and font size recommended by
the Chicago Manual of Style for manuscripts?

A: The Chicago Manual of Style typically recommends one-inch margins on all sides of the page and
a 12-point font size for the main body of the text, using a legible font like Times New Roman or Arial.

Q: How do I format a block quotation in Chicago style?

A: Block quotations, typically those longer than four or five lines of prose, are indented from the left
margin, usually by 0.5 inches, and are typically single-spaced. They are not enclosed in quotation
marks. The citation follows the quotation.



Q: When do I use "ibid." in Chicago style?

A: "Ibid." is used in the notes-bibliography system to refer to the immediately preceding source cited
in a note. It is an abbreviation for the Latin term "ibidem," meaning "in the same place." It is often
followed by a page number if the citation refers to a different page than the previous note.

Q: How do I handle multiple authors in a Chicago style
bibliography entry?

A: For two authors, list both names separated by "and" (e.g., John Smith and Jane Doe). For three or
more authors, list the first author's name followed by "et al." (e.g., John Smith et al.). The exact
number of authors before using "et al." can vary slightly depending on the specific edition of CMOS
or publisher guidelines, but three or more is common.

Q: What information should be included in a reference list
entry for a journal article in Chicago style (author-date
system)?

A: A reference list entry for a journal article typically includes the author's full name, the year of
publication in parentheses, the article title in quotation marks, the journal title in italics, the volume
number, the issue number (in parentheses if applicable), and the page range.

Q: Should I include the URL and access date for all online
sources in Chicago style?

A: Yes, it is generally recommended to include the URL and the date you accessed the material for
all online sources. This is crucial for enabling readers to locate the specific version of the content
you consulted, as online content can change frequently.
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