chicago manual of style formatting
guidelines for manuscript preparation

The Chicago Manual of Style formatting guidelines for manuscript preparation are essential for
ensuring clarity, consistency, and professionalism in any written work intended for publication.
Adhering to these detailed rules helps authors and editors present their research, narratives, and
arguments in a manner that is both accessible to readers and compliant with industry standards.
This comprehensive guide will navigate the intricacies of Chicago style formatting, covering
everything from general manuscript presentation to the specific requirements for notes, citations,
and bibliographies. Mastering these guidelines is a critical step for anyone seeking to submit a
manuscript to a publisher or academic journal.
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General Manuscript Preparation

The Chicago Manual of Style (CMOS) provides a robust framework for manuscript preparation,
aiming for uniformity across a wide range of disciplines. Whether you are crafting a scholarly article,
a book manuscript, or a dissertation, understanding these foundational principles is paramount. The
overarching goal is to create a clean, organized document that facilitates the editorial process and
ensures the reader can engage with the content without distraction. This involves paying close
attention to margins, font choices, spacing, and the overall layout of the document, all of which
contribute to its professional presentation.

A well-prepared manuscript signals respect for the publisher, editor, and reader. It demonstrates
that the author has taken the necessary steps to present their work in its best possible light,
minimizing potential barriers to comprehension. The Chicago Manual of Style offers two primary
citation systems: the notes-bibliography system, commonly used in the humanities, and the author-
date system, favored in the sciences and social sciences. Choosing the appropriate system is a
foundational decision that impacts subsequent formatting choices throughout the manuscript.

Page and Text Formatting



Font and Typeface Selection

When preparing a manuscript according to Chicago Manual of Style formatting guidelines, the
choice of font and typeface plays a significant role in readability and professional appearance.
Generally, a clear, readable serif font is recommended for the main body text. Times New Roman or
Garamond are common and acceptable choices. The font size should be 12-point, ensuring ease of
reading for editors and proofreaders. Avoid overly stylized or decorative fonts, as they can impede
clarity and appear unprofessional in a manuscript context.

Margins and Spacing

Consistent margin settings are crucial for a polished manuscript. The Chicago Manual of Style
typically recommends 1-inch margins on all sides of the page (top, bottom, left, and right). This
provides ample space for editorial annotations and binding. For the main body text, double-spacing
is the standard. This allows editors to insert comments, mark corrections, and make edits with
sufficient room. Page numbers should be consistently placed, usually in the upper right-hand corner,
starting from the first page of the manuscript text (not including preliminary pages like the title

page).

Indentation and Paragraphing

Proper paragraph indentation is a hallmark of Chicago style manuscript preparation. The first line of
each paragraph should be indented, typically by 0.5 inches (or one tab stop). This clearly demarcates
new paragraphs and improves the visual flow of the text. Block quotes, which are quotations of four
or more manuscript lines, should be indented from the left margin without quotation marks. The
block quote should also be single-spaced if the main text is double-spaced, and the text within the
block quote should be left-aligned.

Title Page and Preliminary Pages

The title page is the first impression of your manuscript and should be formatted cleanly. It typically
includes the title of the work, the author's name, and the author's affiliation or contact information.
These elements should be centered on the page. Preliminary pages, such as the table of contents (if
applicable for a book manuscript), acknowledgments, and dedication, should be numbered with
lowercase Roman numerals, starting with the title page as page i (though often the title page itself is
not explicitly numbered).



Notes and Citations

The Notes-Bibliography System

The notes-bibliography system, a cornerstone of Chicago Manual of Style formatting guidelines for
manuscript preparation, involves placing explanatory or bibliographic information in numbered
notes at the bottom of the page (footnotes) or at the end of the document (endnotes). Each note is
keyed to a specific point in the text by a superscript Arabic numeral. This system allows for detailed
commentary or extensive citation without disrupting the flow of the main text.

When using the notes-bibliography system, the first citation of a source should be complete,
providing all necessary publication details. Subsequent citations of the same source can be
shortened, typically including the author's last name, a shortened title, and the page number. It is
crucial to maintain consistency in the format of these notes, whether employing footnotes or
endnotes.

The Author-Date System

The author-date system, an alternative approach within the Chicago Manual of Style, uses
parenthetical in-text citations that include the author's last name and the year of publication, along
with the page number for specific quotations or references. For example, (Smith 2020, 45). This
system is often preferred for scholarly works in fields where frequent citation is necessary and a
direct link between text and source is paramount.

The author-date system requires a corresponding reference list at the end of the manuscript, which
includes full bibliographic details for all sources cited in the text. This list is alphabetized by the
author's last name, providing a comprehensive guide for readers to locate the original works. The
formatting for entries in the reference list is precise and follows specific rules for different types of
sources.

Bibliographies and Works Cited

Formatting the Bibliography (Notes-Bibliography System)

For manuscripts utilizing the notes-bibliography system, the bibliography serves as a comprehensive
list of all sources consulted and cited in the work. It is typically placed at the end of the manuscript.



Entries in a Chicago-style bibliography are alphabetized by the author's last name. Each entry
begins with the author's last name, followed by their first name. Titles of books are italicized, while
titles of articles or chapters are placed in quotation marks.

The formatting details within each bibliographic entry are critical. For books, the sequence is
generally Author, Title, Publication City: Publisher, Year. For journal articles, it follows Author,
"Article Title," Journal Title Volume, no. Issue (Year): Page Range. Consistency is key; once a format
is chosen for a particular type of source, it must be applied uniformly throughout the bibliography.

Formatting the Reference List (Author-Date System)

When employing the author-date system, the reference list functions similarly to a bibliography but
is directly tied to the in-text citations. It appears at the end of the manuscript and is alphabetized by
the author's last name. The structure of the entries closely mirrors that of the bibliography, but the
in-text citation style dictates that the year of publication is a primary element.

Each entry in the reference list provides complete publication information. For example, a book
entry would typically be Author, Last Name, First Name. Year. Title. Publication City: Publisher. A
journal article entry would be Author, Last Name, First Name. Year. "Article Title." Journal Title
Volume (Issue): Page Range. Adhering to these specifications is vital for the credibility and usability
of the manuscript.

Specific Elements of Manuscript Preparation

Tables and Figures

When incorporating tables and figures into a manuscript prepared using Chicago Manual of Style
formatting guidelines, clear labeling and proper placement are essential. Each table and figure
should be numbered sequentially (e.g., Table 1, Figure 1). A concise title should precede or follow
each element, and any abbreviations or symbols used within the table or figure should be explained
in a note directly below it.

Tables should be designed for clarity, with clear column and row headings. Figures, such as charts,
graphs, or images, should be high-quality and easy to interpret. When referring to a table or figure
in the text, always use its number (e.g., "as shown in Table 2" or "see Figure 3"). Ensure that all
tables and figures are placed as close as possible to their first mention in the text, or compiled at the
end of the manuscript if explicitly requested by the publisher.



Indexes

For book manuscripts, a well-constructed index is a crucial component that enhances usability.
While the author is typically responsible for creating the index, the Chicago Manual of Style offers
guidance on its formatting and content. An index is an alphabetical list of keywords, names, and
concepts discussed in the text, with corresponding page numbers where they appear.

Index entries should be specific and logically structured. Subentries, indicated by indentation, can
further refine access to information. The goal is to provide readers with efficient access to the
material, making the book a more valuable reference tool. The process of indexing requires careful
consideration of the text's key themes and significant details.

Editing and Proofreading for Chicago Style

Before submitting a manuscript, thorough editing and proofreading for adherence to Chicago
Manual of Style formatting guidelines are indispensable. This process involves meticulously
checking for consistency in citation styles, typeface usage, spacing, and indentation. Even minor
deviations can detract from the professional presentation of your work.

Editors and proofreaders should pay close attention to the correct application of both the notes-
bibliography and author-date systems, ensuring that all citations are accurate and complete. This
includes verifying that every source mentioned in the text appears in the bibliography or reference
list, and vice versa. A final read-through specifically for formatting errors can catch subtle mistakes
that might otherwise be missed.

The Chicago Manual of Style is a living document, with periodic updates to reflect changes in
publishing practices and digital media. Staying informed about the latest edition and its
recommendations is part of the ongoing commitment to professional manuscript preparation.
Ultimately, diligent attention to these detailed formatting guidelines ensures that your scholarly or
creative work is presented with the clarity and authority it deserves.

FAQ

Q: What are the most common mistakes made when
formatting a manuscript according to the Chicago Manual of
Style?

A: Common mistakes include inconsistent citation formats, incorrect indentation of paragraphs and



block quotes, improper use of italics for titles, inconsistent capitalization in titles and headings, and
incorrect formatting of bibliographies or reference lists. Additionally, failure to maintain consistent
margins and spacing can detract from the professional appearance of the manuscript.

Q: Should I use footnotes or endnotes when following the
Chicago Manual of Style?

A: The Chicago Manual of Style permits both footnotes and endnotes under its notes-bibliography
system. Footnotes appear at the bottom of the page, while endnotes are compiled at the end of the
chapter or document. The choice often depends on publisher preference or the author's preference
for readability, but consistency within the manuscript is paramount.

Q: How do I format a book title in a Chicago-style manuscript?

A: In Chicago style, book titles are generally italicized, whether they appear in the main text, in
notes, or in a bibliography/reference list. This rule applies to both full-length books and shorter
works treated as distinct entities.

Q: What is the recommended font and font size for a Chicago-
style manuscript?

A: The Chicago Manual of Style recommends a clear, readable font such as Times New Roman or
Garamond, in a 12-point size. The goal is to ensure legibility for both the author and any editors or
proofreaders who will be working with the manuscript.

Q: How should I handle quotations that are longer than four
manuscript lines in a Chicago-style manuscript?

A: Long quotations, known as block quotes, should be set off from the main text by indenting them
from the left margin. They are typically single-spaced (even if the main text is double-spaced) and do
not use quotation marks. The block quote begins on a new line.

Q: What is the difference between a bibliography and a
reference list in Chicago style?

A: In the Chicago Manual of Style, a bibliography is used with the notes-bibliography system and
includes all sources consulted, whether cited or not. A reference list is used with the author-date
system and includes only those sources that have been cited in the text. Both are alphabetized lists
of works.

Q: How should I format page numbers in a Chicago-style



manuscript?

A: Page numbers are typically placed in the upper right-hand corner of each page. For book
manuscripts, the preliminary pages (before the main text) are often numbered with lowercase
Roman numerals, while the main text and subsequent pages use Arabic numerals. The first page of
the main text is usually numbered 1.

Q: Are there specific guidelines for tables and figures in a
Chicago-style manuscript?

A: Yes, tables and figures should be clearly numbered and titled. Any abbreviations or symbols used
should be explained. They should be placed as close as possible to their first mention in the text, or
compiled at the end if preferred by the publisher.

Q: How do I cite a website in a Chicago-style manuscript?

A: Citing websites in Chicago style depends on whether you are using the notes-bibliography or
author-date system and the nature of the website content. Generally, citations include the author (if
known), title of the page or article, name of the website, publication date (if available), and a stable
URL. For the notes-bibliography system, a direct URL is often included in the note.

Q: How important is consistency in Chicago style formatting?

A: Consistency is extremely important in Chicago style formatting. Deviations from the established
rules can lead to confusion, appear unprofessional, and may even result in a manuscript being
rejected by a publisher or academic journal. Meticulous attention to detail ensures clarity and
credibility.
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