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Chicago Manual of Style Front Matter for University Manuscripts: A Comprehensive Guide

chicago manual of style front matter for university manuscripts is a critical component of academic
publishing, setting the stage for the rigorous scholarship that follows. Properly formatted front matter
ensures clarity, professionalism, and adherence to scholarly conventions, whether for a dissertation, thesis,
or scholarly monograph. This guide delves into the essential elements of front matter as prescribed by the
Chicago Manual of Style (CMOS), offering detailed explanations for each section. We will explore the title
page, copyright page, dedication, table of contents, list of figures, list of tables, acknowledgments, and
preface, providing practical advice for university manuscript preparation. Mastering these preliminary
pages is crucial for presenting your work effectively and adhering to the high standards expected in
academia.
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The Title Page: Essential Information and Formatting
The title page is the first impression your university manuscript makes and, therefore, requires meticulous
attention to detail according to the Chicago Manual of Style. It must clearly and concisely present the core
information about your work. The title itself should be prominent and accurately reflect the content. Below
the title, you will typically include your name, the degree for which the manuscript is submitted, the
department, the university name, and the date of submission or publication.

Title Presentation
The title should be centered on the page and presented in a clear, legible font. Subtitles, if any, should be
separated from the main title by a colon and a space, and they should be treated with the same visual
prominence. Avoid overly decorative fonts or excessive capitalization, as academic standards generally favor



simplicity and readability. The primary goal is to make the title immediately identifiable and
understandable.

Author and Institutional Identification
Your full name should appear below the title. Following your name, specify the degree (e.g., "A
dissertation submitted to the Department of [Department Name] in partial fulfillment of the requirements
for the degree of Doctor of Philosophy") and the institution. The department and the university's full name
are essential for contextualizing the work. The date, typically the month and year of submission, concludes
the title page information.

The Copyright Page: Legal and Bibliographic Details
The copyright page, often referred to as the verso of the title page, is where you establish your ownership
of the work and provide essential bibliographic information. While not always mandatory for every type of
university manuscript, it is standard practice for dissertations and theses and is highly recommended for
any work intended for wider dissemination.

Copyright Notice
The copyright notice should include the symbol ©, the year of first publication, and the name of the
copyright holder, which is typically the author. For example: © 2023 Jane Doe. This statement serves to
protect your intellectual property rights.

Bibliographic Information
In addition to the copyright notice, the copyright page can also include information for cataloging purposes.
This might include Library of Congress cataloging data if the work is being published conventionally. For
dissertations, it often includes a statement of originality and a declaration that the work has not been
previously published or submitted elsewhere.

Dedication: Personal Touches within Scholarly Work
A dedication page is optional but offers a personal space to honor individuals who have significantly
supported you throughout your academic journey. It is placed after the copyright page and before the table
of contents. The tone of a dedication can range from formal to deeply personal, depending on your
relationship with the honorees.



Formatting and Content
The dedication is typically short, often just a few sentences or even a single line. It should be centered on
the page. Common recipients include family members, mentors, friends, or even a broader group of
supporters. While personal, it should remain appropriate for an academic context. Avoid overly casual
language or inside jokes that might not be understood by a broader audience.

Table of Contents: Navigating the Manuscript Structure
The table of contents (TOC) is an indispensable tool for readers, providing a clear roadmap of your
manuscript's organization. It lists all the major sections, chapters, and subsections, along with their
corresponding page numbers. A well-constructed TOC enhances the reader's experience and demonstrates
your manuscript's logical flow.

Structuring the TOC
The TOC should meticulously mirror the headings and subheadings used within the body of your
manuscript. Use consistent indentation to show the hierarchical relationship between different levels of
headings. For university manuscripts, the TOC often includes not only the main text chapters but also
preliminary pages like the acknowledgments and preface, and any appendices.

Page Numbering
Accurate page numbering is paramount. Ensure that each entry in the TOC corresponds precisely to the
page on which that section begins in the manuscript. Roman numerals are often used for preliminary pages
(like the TOC itself, acknowledgments, etc.), while Arabic numerals typically begin with the introduction
or the first chapter of the main text.

List of Figures: Visualizing Data and Illustrations
If your manuscript contains figures, such as charts, graphs, maps, photographs, or illustrations, a list of
figures is necessary. This list, placed after the table of contents and before the acknowledgments or preface,
helps readers quickly locate specific visual elements. Each entry should include the figure number, its title,
and the page number where it appears.



Formatting Consistency
The list of figures should be formatted consistently. Figures are typically numbered consecutively (e.g.,
Figure 1.1, Figure 1.2 for figures within Chapter 1). The title of each figure should be presented exactly as
it appears on the figure itself within the manuscript. Ensure that the page numbers are accurate and
aligned, often with a leader line (dots or dashes) connecting the title to the page number.

List of Tables: Organizing Quantitative Information
Similar to the list of figures, a list of tables is required if your manuscript includes tables. This section,
usually following the list of figures, provides an organized index of all tabular data presented. Each table
should be listed by its number, title, and the page number where it can be found.

Table Numbering and Titles
Tables are also numbered consecutively, often chapter by chapter (e.g., Table 1.1, Table 1.2). The title of
each table must match its presentation in the manuscript. The formatting of the list should be clean and
easy to read, with clear alignment of titles and page numbers. This list is crucial for readers who may want
to refer to specific data sets quickly.

Acknowledgments: Recognizing Contributors and Supporters
The acknowledgments section is where you express gratitude to individuals and institutions that have
provided assistance, support, or resources during your research and writing process. This is a crucial part of
academic integrity and collegiality.

Who to Acknowledge
You should acknowledge your faculty advisors, committee members, research assistants, librarians,
archivists, funding agencies, and anyone who offered significant intellectual or practical support. Friends
and family who provided emotional encouragement can also be thanked here.

Tone and Content
The tone of acknowledgments can vary, but it is generally sincere and respectful. While it's a personal
section, maintain a professional demeanor. Briefly explain the nature of the contribution each person or
entity made. For example, you might thank a mentor for their guidance, a funding body for their financial
support, or family for their patience.



Preface: Setting the Context for Your Research
A preface, sometimes called an introduction in other contexts, serves to provide background information
and context for your manuscript. It is typically written by the author and offers insights into the
motivation behind the research, the scope of the work, and any particular approaches or limitations.

Purpose and Scope
In a preface, you can discuss the genesis of your research topic, explain why the subject matter is
important, and outline what the reader can expect to find within the manuscript. It's also an appropriate
place to define key terms that might be ambiguous or to explain any methodological choices that are not
fully elaborated in the main text.

Distinction from Introduction
It's important to distinguish the preface from the introduction. While the preface sets the stage and offers
contextual or personal insights, the introduction typically dives directly into the research questions, thesis,
methodology, and the structure of the argument. The preface is generally written from a more personal or
reflective viewpoint, whereas the introduction is more focused on the scholarly argument itself.
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