chicago manual of style formatting
guidelines for scholarly articles

The Chicago Manual of Style formatting guidelines for scholarly articles are indispensable
for academics seeking to present their research with clarity, professionalism, and
adherence to established academic conventions. Navigating these detailed rules can seem
daunting, but a thorough understanding ensures your work meets the rigorous standards
expected in scholarly publishing. This article will delve into the core principles of Chicago
Style for academic papers, covering essential aspects such as manuscript preparation,
citation methods, and the nuances of presenting various types of content. Mastering these
formatting guidelines is crucial for enhancing the credibility and impact of your scholarly
contributions, ensuring your ideas are communicated effectively to your intended
audience.
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Understanding Chicago Manual of Style
Formatting Guidelines for Scholarly Articles

The Chicago Manual of Style (CMOS) is a widely respected and comprehensive guide for
authors, editors, and publishers, particularly in the humanities and social sciences. For
scholarly articles, adherence to its formatting guidelines is not merely a matter of
aesthetics; it is fundamental to the clear and accurate communication of research. These
guidelines provide a standardized framework that ensures consistency, readability, and
credibility across academic disciplines.

This section will lay the groundwork for understanding the importance and scope of
Chicago Style for scholarly articles. We will explore why these rules matter and how they
contribute to the overall integrity of academic discourse. The objective is to equip writers
with the foundational knowledge needed to approach the more specific formatting
requirements that follow.



Manuscript Preparation and General Formatting
in Chicago Style

The initial preparation of a scholarly article according to Chicago Manual of Style
formatting guidelines involves several key elements that contribute to a clean,
professional, and easily navigable manuscript. These foundational elements ensure that
the reader can focus on the content without distraction and that the author's work adheres
to standard academic presentation.

Page Layout and Margins

Maintaining consistent page layout is a cornerstone of professional manuscript
preparation. For scholarly articles, Chicago Style typically recommends standard margins
on all sides of the page. This provides ample space for editing marks, reader annotations,
and a visually balanced presentation. Specific recommendations often suggest one-inch
margins for top, bottom, left, and right sides, although journal-specific requirements may

vary.

Font and Spacing

The choice of font and the application of spacing significantly impact readability. Chicago
Style generally advises using a clear, readable typeface, such as Times New Roman, 12-
point, for the main body of the text. Double-spacing is usually required for the entire
manuscript, including block quotations, notes, and the bibliography. This generous
spacing facilitates easier reading and allows for editorial revisions.

Title Page and Running Heads

While some journals may not require a separate title page, it is good practice to include
one for submissions. This page should clearly state the article title, author's name, and
affiliation. For longer works or works intended for publication, Chicago Style also outlines
guidelines for running heads (also known as headers). These are brief, consistent titles
that appear at the top of each page, usually including the author's last name and a
shortened version of the title.

Paragraph Indentation

Indentation plays a crucial role in distinguishing paragraphs and improving visual flow.
Chicago Style generally dictates that the first line of each paragraph should be indented,
typically by half an inch. However, block quotations, which are longer passages of text set
apart from the main body, are not indented on the first line and are often single-spaced or
1.5-spaced with an extra line of space above and below.



Citations and Bibliography: Author-Date System
in Chicago Style

The Chicago Manual of Style offers two primary systems for citations and bibliographies:
the notes-bibliography system and the author-date system. The author-date system is often
preferred in the sciences and some social sciences, providing a concise and efficient
method for referencing sources within the text and compiling a list of works cited.

In-Text Citations

In the author-date system, citations are embedded directly within the text, typically
enclosed in parentheses. These citations usually include the author's last name, the year of
publication, and sometimes the page number(s) for direct quotations. For example: (Smith
2020, 15). If the author's name is mentioned in the text, only the year and page number
are needed in the parentheses: Smith argued that... (2020, 15).

List of Works Cited

Following the main body of the article, the author-date system requires a comprehensive
list titled "Works Cited." This list includes all the sources that were directly cited in the
text. Entries are arranged alphabetically by the author's last name. The formatting for
each entry is precise, detailing elements such as author, publication date, title, and
publication information, following specific Chicago Style conventions for books, articles,
and other source types.

Handling Multiple Authors and Works

Chicago Style provides specific guidelines for citing works with multiple authors. For
works with up to three authors, all names are typically listed in the first citation, and
subsequent citations may use "et al." For works with four or more authors, "et al." is
generally used from the first citation. When citing multiple works by the same author in
the same year, letters (a, b, c) are appended to the year to distinguish them. Similarly, if
citing multiple works by the same author, the author's name is repeated for each entry in
the Works Cited list.

Citations and Bibliography: Notes and
Bibliography System in Chicago Style

The notes-bibliography system is another robust method for citing sources, commonly
employed in the humanities. This system uses numbered footnotes or endnotes to indicate
sources and a separate bibliography at the end of the paper to list all cited works.



Footnotes and Endnotes

When a citation is needed, a superscript number is placed in the text, corresponding to a
numbered note at the bottom of the page (footnote) or at the end of the chapter or article
(endnote). The first time a source is cited, the note provides full bibliographic information.
Subsequent citations of the same source use a shortened form, typically including the
author's last name, a shortened title, and the page number. For example: 1. John Smith,
The History of Ideas (New York: Academic Press, 2019), 45. Subsequent note: 2. Smith,
History of Ideas, 67.

Bibliography Formatting

Similar to the author-date system, the notes-bibliography system requires a bibliography
at the end of the article. This bibliography lists all the sources consulted and cited in the
paper. The entries are alphabetized by the author's last name. The formatting of
bibliographic entries closely mirrors that of the full notes, with slight variations in
punctuation and the inclusion of page numbers only when referring to a specific portion of
a larger work, such as an essay in a collection. The primary distinction is that the
bibliography does not repeat the author's name for multiple works by the same author, but
rather uses em-dashes for subsequent entries.

Distinguishing Between Full and Short Notes

A critical aspect of the notes-bibliography system is understanding when to use full notes
and when to use shortened notes. Full notes are reserved for the initial citation of a
source, providing complete details. Shortened notes are used for all subsequent
references to that same source within the article. This distinction is vital for maintaining
clarity and avoiding redundancy while still providing sufficient information for the reader
to locate the source.

Formatting Tables and Figures in Scholarly
Articles

The effective presentation of data through tables and figures is essential in many scholarly
articles. Chicago Manual of Style formatting guidelines provide clear instructions on how
to integrate these visual elements seamlessly into the text, ensuring they are informative
and properly referenced.

Numbering and Titling

Tables and figures should be numbered sequentially and independently. Tables are
typically numbered as "Table 1," "Table 2," and so on, while figures are numbered as
"Figure 1," "Figure 2," etc. Each table and figure must have a clear, descriptive title that
accurately reflects its content. The title for a table usually appears above the table, while



the title for a figure is typically placed below the figure.

Placement and Referencing in Text

Tables and figures should be placed as close as possible to their first mention in the text.
Each table or figure should be explicitly referred to in the body of the article, for example,
"As shown in Table 1..." or "Figure 2 illustrates..." This in-text reference directs the
reader's attention to the visual element and contextualizes the data it presents.

Notes and Source Information

Below each table or figure, a note may be included to provide additional context, define
abbreviations, or cite the original source of the data if it is not the author's own. These
notes are crucial for transparency and proper attribution. For figures, the source is often
indicated with a "Source:" line.

Special Formatting Considerations for Scholarly
Articles

Beyond the fundamental aspects of manuscript preparation and citation, Chicago Manual
of Style formatting guidelines address a range of special considerations crucial for
scholarly articles. These details ensure accuracy and consistency in presenting specific
types of information and academic content.

Quotations

Chicago Style distinguishes between short and long quotations. Short quotations
(generally fewer than five lines of prose or three lines of verse) are integrated into the text
and enclosed in quotation marks. Long quotations, known as block quotations, are set off
from the main text, indented, and typically single-spaced or 1.5-spaced. No quotation
marks are used around block quotations unless they contain embedded shorter quotations.

Numbers and Dates

The style guide provides detailed rules for the use of numerals. Generally, small numbers
(one through nine) are spelled out, while larger numbers are expressed in figures.
However, numbers used in statistical data, measurements, or when precision is required
are typically written as figures. Dates are formatted consistently, usually with the month,
day, and year (e.g., January 15, 2023). Specific conventions also apply to the formatting of
years and decades.



Capitalization and Punctuation

CMOS offers specific rules for capitalization, particularly for titles of works and headings.
It also provides guidance on various punctuation marks, such as the use of serial commas
(also known as Oxford commas), hyphens, and em-dashes, ensuring clarity and consistency
in sentence structure and meaning.

Appendices and Supplementary Material

For articles that include supplementary information not essential to the main argument
but beneficial for completeness, appendices are used. Each appendix is typically labeled
with a letter (Appendix A, Appendix B) and begins on a new page. The content of
appendices should follow the general formatting principles of the main article.

FAQ

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

A: The primary difference lies in how sources are cited. The notes-bibliography system
uses numbered footnotes or endnotes in the text and a bibliography at the end. The
author-date system uses parenthetical in-text citations (author, year, page) and a list of
works cited at the end.

Q: How should I format a block quotation according to
Chicago Style?

A: A block quotation is typically used for longer excerpts (usually four or more lines of
prose). It is set off from the main text by indenting the entire quotation from the left
margin, usually by half an inch. It is often single-spaced or 1.5-spaced, and no quotation
marks are used unless they were present in the original source.

Q: What are the general margin recommendations for
scholarly articles using Chicago Style?

A: Chicago Style generally recommends one-inch margins on all sides of the page for both
top, bottom, left, and right margins. This provides adequate space for annotations and a
balanced layout.

Q: How do I cite a source with multiple authors in the
author-date system?

A: For works with up to three authors, list all authors in the first citation and subsequent



citations can use "et al." For works with four or more authors, use "et al." from the first
citation. The full list of authors is provided in the Works Cited list.

Q: What is the purpose of a running head in a Chicago
Style manuscript?

A: A running head, or header, is a shortened version of the title that appears at the top of
each page, often accompanied by the author's last name. Its purpose is to help readers
easily identify the document and navigate through its pages, especially in longer works or
those being prepared for publication.

Q: Are there specific rules for hyphenating words in
Chicago Style?

A: Yes, Chicago Style provides extensive guidelines for hyphenation, covering compound
modifiers, prefixes, suffixes, and compound words. For instance, compound modifiers
preceding a noun are usually hyphenated (e.g., "well-known author"), while those
following the noun are often not.

Q: How do I cite an online article in the notes-
bibliography system?

A: For an online article, a note would typically include the author's name, title of the
article in quotation marks, title of the journal or website in italics, volume and issue
numbers if applicable, publication date, and a stable URL or DOI. The bibliography entry
would follow a similar structure.

Q: Can I use a different font than Times New Roman for
my scholarly article?

A: While Times New Roman, 12-point, is a common recommendation, Chicago Style
emphasizes readability. If you choose a different font, ensure it is a standard, legible
typeface and use it consistently throughout the manuscript, ideally in 12-point size. Always
check the specific submission guidelines of the journal or publisher, as they may have
their own preferred font.
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