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Mastering Chicago Manual of Style Quoting Manuscripts: A Comprehensive Guide

chicago manual of style quoting manuscripts provides a foundational framework for academic and
professional writing, ensuring clarity, consistency, and proper attribution of sources. When engaging with
manuscripts, whether for publication, research, or archival purposes, understanding the nuances of the Chicago
Manual of Style (CMOS) for incorporating quotations is paramount. This guide will delve deep into the
intricacies of quoting within manuscripts, covering everything from basic in-text citations to handling extended
passages and special cases. We will explore the essential elements of CMOS, including footnote/endnote
citation styles and the author-date system, as well as the specific considerations for different types of
manuscript materials. By mastering these principles, writers can elevate their work, demonstrating meticulous
attention to detail and scholarly rigor.
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Understanding Chicago Style Citation Systems

The Chicago Manual of Style offers two primary systems for citation: the notes-bibliography system and the
author-date system. For quoting manuscripts, both can be employed, but the notes-bibliography system, with
its emphasis on footnotes or endnotes, is often preferred for its ability to provide detailed source information
directly within the text or at the end of the document. This system is particularly well-suited for historical
research and literary analysis where extensive engagement with primary source materials is common.
Understanding the fundamental differences and applications of each system is the first step towards
accurately quoting manuscripts according to CMOS.

The Notes-Bibliography System for Manuscripts

The notes-bibliography system relies on numbered footnotes or endnotes to cite sources. Each quotation or
piece of information drawn from a manuscript is typically accompanied by a superscript number that
corresponds to a note at the bottom of the page (footnote) or at the end of the chapter or book (endnote).
The first citation of a source in this system provides full bibliographic details, while subsequent citations for
the same source can be shortened. This method allows for a cleaner reading experience by keeping lengthy
citation information separate from the main text, yet readily accessible. For manuscript quotations, this means
precisely identifying the manuscript, the specific document within it, and the precise location of the quote, such
as a page number, folio, or line number.

The Author-Date System for Manuscripts

While less common for quoting archival manuscripts in traditional scholarly works, the author-date system
is also a valid option within CMOS. In this system, parenthetical in-text citations include the author's last



name and the year of publication (or accession date for manuscripts if no publication date is applicable). For
manuscript sources without a clear author or publication date, specific conventions are adopted to ensure
clarity. This system prioritizes conciseness within the narrative flow but requires a comprehensive bibliography
at the end of the work to provide complete source details. When quoting directly, the page number or other
locator is crucial and must be included in the parenthetical citation.

Basic Principles of Quoting in Manuscripts

Regardless of the chosen citation system, fundamental principles govern the accurate and ethical quotation of
manuscript material. These principles ensure that the original meaning is preserved and that the reader can easily
verify the source. Accuracy, clarity, and completeness are the cornerstones of effective manuscript
quotation. Adhering to these principles prevents misrepresentation and upholds the integrity of your research.

Accuracy in Transcription

When directly quoting from a manuscript, absolute accuracy in transcribing the text is paramount. This means
reproducing every letter, punctuation mark, and capitalization exactly as it appears in the original document,
even if it contains errors, archaic spellings, or unconventional grammar. CMOS provides guidance on how to
handle discrepancies or unclear passages. For instance, bracketed insertions can be used to clarify
abbreviations or supply missing words where context demands it. The goal is to present an authentic
representation of the original text.

Attribution and Identification

Proper attribution is essential for any quotation. For manuscripts, this goes beyond simply naming the author.
You must identify the specific manuscript collection, the repository where it is housed, the particular document
within the collection, and the exact location of the quoted material. This level of detail allows researchers
to locate the exact source and verify the quotation. CMOS emphasizes the importance of providing sufficient
information to ensure retrievability.

Handling Direct Quotations

Direct quotations involve reproducing the exact words of the original manuscript. This method is used when
the precise wording is significant, perhaps due to its rhetorical power, historical importance, or to analyze
specific linguistic features. CMOS provides clear guidelines for integrating these quotations seamlessly into
your own prose.

Short Quotations (Under Five Lines)

Short direct quotations are typically incorporated directly into the body of your text, enclosed in
quotation marks. The quotation should flow naturally with your sentence structure. Following the
quotation, you will place the appropriate in-text citation, whether it's a superscript number for notes-
bibliography or a parenthetical reference for author-date. For manuscripts, this citation will include the
locator information specific to the document.



Longer Quotations (Five Lines or More)

When quotations exceed four or five lines of prose, they should be presented as block quotations. This means
setting the quoted material apart from the main text, typically by indenting it and omitting quotation marks.
The citation for a block quotation follows the final punctuation mark. This visual distinction clearly
separates the quoted material from your own writing, highlighting its importance as a distinct source.

Incorporating Indirect Quotations and Paraphrases

Indirect quotations, also known as paraphrases or summaries, involve restating the ideas or information from
a manuscript in your own words. While you are not reproducing the original wording, you are still presenting
information derived from that source. Therefore, proper citation is still required to give credit and avoid
plagiarism.

When to Paraphrase

Paraphrasing is often useful when the exact wording of the original is less important than the idea itself, or
when the original phrasing is complex or cumbersome. It allows you to integrate source material more
smoothly into your own argument. However, even when paraphrasing, it's crucial to maintain the original
meaning and context of the source material. Over-reliance on paraphrasing can dilute the impact of primary
source evidence, so a balance between direct and indirect quotation is often advisable.

Citation for Paraphrases

Even when you are paraphrasing or summarizing a manuscript, you must provide a citation. In the notes-
bibliography system, this would involve a footnote or endnote referencing the source. For the author-date
system, a parenthetical citation would include the author and date (or relevant locator information). The
purpose of the citation remains the same: to acknowledge the source of the information and allow the reader
to find it.

Managing Block Quotations

Block quotations are a critical tool for presenting substantial portions of manuscript text. They demand
specific formatting to ensure clarity and adherence to scholarly standards. Proper management of block
quotations enhances the readability and credibility of your work.

Formatting Block Quotations

According to CMOS, block quotations are typically introduced by a colon or a complete sentence that
precedes the quotation. The entire block of quoted text is then indented from the left margin, usually by a
half-inch. Single-spacing is often used within block quotations if the surrounding text is double-spaced,
although this can vary depending on specific publisher guidelines. The first line of the block quotation begins at
the new indent. No quotation marks are placed around the block quotation itself. The citation follows the
final punctuation of the quoted material.



Omissions and Additions in Block Quotations

Sometimes, you may need to omit parts of a manuscript quotation or add explanatory material within it.
CMOS provides specific conventions for indicating these changes. Ellipses (three or four dots) are used to
indicate omissions of words or phrases within a quotation. Brackets are used to insert explanatory comments,
clarifications, or translations that are not part of the original manuscript text. For example, you might
bracket a term that is unclear or provide a brief identification of a person mentioned.

Quoting from Different Manuscript Types

Manuscripts come in various forms, and CMOS offers guidance on how to cite them appropriately. Whether you
are quoting from letters, diaries, journals, legal documents, or unpublished scholarly works, the principles of
accurate identification and citation remain consistent.

Letters and Personal Correspondence

When quoting from letters, it is essential to identify the author of the letter, the recipient, the date it was
written, and the repository where the original letter is housed. For example, a citation might look something
like: Letter from Jane Doe to John Smith, May 15, 1920, Jane Doe Papers, Box 3, Folder 7, University Archives.

Diaries and Journals

Citing diaries and journals requires specifying the author of the diary, the title of the diary if it has one, the
date of the entry being quoted, and the location of the manuscript. For instance: "October 10, 1888," in the
diary of Arthur Miller, Arthur Miller Collection, Manuscript Division, Library of Congress.

Government Documents and Archival Materials

For official government documents or other archival materials, the citation should clearly identify the
document’s title, author (if applicable), date, and the name and location of the archive or repository. Clarity
and specificity are crucial for these types of sources. For unpublished dissertations or theses, cite them as you
would a book, but include information about their availability (e.g., at a university library).

Special Considerations for Quoting

Certain situations demand particular attention when quoting from manuscripts to ensure fidelity and clarity.
These often involve handling inconsistencies in the source or dealing with materials in languages other than
English.

Handling Spelling and Punctuation Variants

As mentioned earlier, when quoting directly, preserve original spelling and punctuation, even if it appears



incorrect by modern standards. If an error is likely to confuse the reader, you can use the Latin term sic
(meaning "thus" or "so") enclosed in brackets immediately after the questionable word or phrase to indicate
that the error is present in the original. For example: "They're going to the the fair." becomes "They're going to
the [sic] fair."

Quotations in Foreign Languages

If you are quoting from a manuscript written in a foreign language, you have two primary options: provide the
original quotation followed by your English translation, or provide only the translation if the original is
not essential for your argument. If you provide both, the original quotation is typically presented in italics (if
it’s short and integrated into your text) or as a block quotation, followed by the translation in brackets or
parentheses. For longer quotations, both versions are often included for completeness. Always cite the source
of the original document and, if applicable, the source of your translation.

Quoting from Digital Manuscripts

With the increasing digitization of manuscripts, quoting from online archives requires careful attention to
citation. You will need to provide the URL and accession number or any other identifier that allows the reader
to locate the digital version of the manuscript. The principles of accurate transcription and attribution remain
the same, but the method of access changes.

Editing and Proofreading Quotations

The final stage of quoting manuscripts involves meticulous editing and proofreading. Errors in quotation can
undermine your credibility and misrepresent your sources. A thorough review process is non-negotiable.

Checking Against the Original

Before submitting your work, always double-check your quotations against the original manuscript source.
This is the most critical step to ensure accuracy. Pay close attention to every word, punctuation mark, and
capitalization. Even minor discrepancies can be significant.

Verifying Citations

Ensure that all your citations are correctly formatted according to the Chicago Manual of Style, whether
you are using the notes-bibliography system or the author-date system. Check that the numbering in your notes
corresponds accurately to the superscripts in your text and that all required bibliographic information is
present and correctly ordered. For manuscript sources, confirm that all necessary identifiers (collection name,
box number, folder, etc.) are included.

Consistency in Style

Maintain consistency in your formatting and citation style throughout your entire work. This includes how
you present block quotations, how you use ellipses and brackets, and the overall structure of your notes or



in-text citations. Consistency contributes significantly to the professional presentation of your research and
adherence to the Chicago Manual of Style.

---

Q: What is the primary difference between the notes-bibliography and
author-date systems in CMOS for quoting manuscripts?
A: The primary difference lies in how sources are referenced. The notes-bibliography system uses footnotes or
endnotes with numbers corresponding to detailed source information, while the author-date system uses in-text
parenthetical citations (Author Year) with a full bibliography at the end. For manuscripts, the notes-
bibliography system often allows for more precise location details within the notes.

Q: How should I handle spelling errors or archaic language found in a
manuscript when quoting directly?
A: According to the Chicago Manual of Style, you should reproduce the original spelling and language
exactly as it appears in the manuscript. If an error is likely to confuse the reader, you can use the term "sic"
enclosed in brackets immediately after the error to indicate that it is present in the original source.

Q: What is the rule for indenting block quotations from manuscripts in
Chicago style?
A: Block quotations, typically used for passages of four or five lines or more, are set apart from the main
text by indenting the entire quotation from the left margin, usually by a half-inch. No quotation marks are
used around the block quotation itself.

Q: How do I cite a letter from a manuscript collection using the Chicago
Manual of Style?
A: When citing a letter from a manuscript collection, you should include the name of the sender, the recipient,
the date of the letter, and the full archival citation, including the collection name, repository, and specific
location within the collection (e.g., box and folder numbers).

Q: Can I use ellipses to shorten a quotation from a manuscript?
A: Yes, you can use ellipses (three or four dots) to indicate omitted words or phrases within a quotation
from a manuscript. Ensure that the ellipses do not alter the original meaning or distort the author's intent.

Q: What information is crucial for locating a specific manuscript
quotation?
A: Crucial information for locating a manuscript quotation includes the author of the manuscript (if known),
the title of the specific document or work, the date of its creation, and the full details of the archive or
repository where it is housed, including collection name, box number, folder number, and page or folio number if
applicable.



Q: When quoting a manuscript in a foreign language, what are the options
for presentation?
A: You can present the original quotation followed by your English translation, or you can provide only the
translation if the original wording is not essential. If both are provided, the original is typically presented in
italics or as a block quotation, followed by the translation. Always cite the source of the original
manuscript.
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