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Navigating the Chicago Manual of Style Scholarly
Paper Formatting Requirements

Chicago Manual of Style scholarly paper formatting requirements are essential for
academic writers aiming for clarity, credibility, and adherence to scholarly conventions.
Mastering these guidelines ensures your research is presented professionally, allowing your
ideas to take center stage without distraction. This comprehensive guide delves into the
intricate details of Chicago style for scholarly papers, covering everything from manuscript
preparation and citations to tables, figures, and index creation. Understanding these
requirements is not merely about following rules; it's about cultivating a rigorous approach
to academic communication that enhances the impact and accessibility of your work. We
will explore the fundamental principles, specific stylistic elements, and common pitfalls to
avoid when formatting your scholarly contributions according to this widely respected style
guide.
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Understanding the Chicago Manual of Style

The Chicago Manual of Style (CMOS) is a widely adopted citation and style guide,
particularly prevalent in the humanities and social sciences. Developed and maintained by
the University of Chicago Press, it offers comprehensive guidance on manuscript
preparation, grammar, punctuation, and citation. Its flexibility and detailed approach make
it a valuable resource for authors, editors, and publishers. For scholarly papers, CMOS
provides two primary citation systems: the notes and bibliography system and the author-
date system. Both are designed to give credit to sources accurately and to provide readers
with the necessary information to locate those sources. Understanding the foundational
principles of CMOS, such as consistency and clarity, is paramount before diving into specific
formatting rules.

The overarching goal of any style manual, including Chicago, is to ensure uniformity and
readability within a written work. This uniformity extends to the presentation of text, the
consistent application of punctuation, and the precise attribution of sources. Scholarly
papers, by their nature, are built upon existing research, making accurate and transparent
citation a cornerstone of academic integrity. The Chicago Manual of Style addresses this by
offering detailed instructions on how to properly cite a vast array of source types, from
books and journal articles to interviews and websites.

Manuscript Preparation and General Formatting

Proper manuscript preparation is the first step toward a well-formatted scholarly paper. The
Chicago Manual of Style provides specific recommendations for the physical presentation of
your work. These guidelines are designed to make the manuscript clear and easy to read
for editors, reviewers, and ultimately, the reader. Adhering to these standards
demonstrates attention to detail and respect for the academic publishing process.

Paper and Margins
For printed manuscripts, CMOS generally recommends using standard 8.5-by-11-inch
paper. Margins should be generous, typically at least 1 inch on all sides (top, bottom, left,
and right). This provides ample space for handwritten annotations by editors and ensures
that text is not inadvertently cut off during printing or copying. Consistent margins are
crucial for a professional appearance.

Font and Spacing
Scholarly papers formatted in Chicago style should use a readable, standard font. Times
New Roman, Courier, or Arial are common choices, usually in 12-point size. Double-spacing
is the standard for the main body of the text, including quotations and footnotes. This
spacing improves readability and allows for clear marking of revisions. Paragraphs should
be indented consistently, typically by 0.5 inches, or preceded by a blank line if a different



indentation style is preferred.

Page Numbering
Page numbers are essential for navigation. In Chicago style, page numbers are typically
placed in the upper right-hand corner of each page, beginning with the first page of the
main text. The preliminary pages, such as the title page, abstract, and table of contents,
may also be numbered, often using lowercase Roman numerals, though the specific
requirements can vary depending on the publisher or institution. Consistency in page
numbering is key.

Title Page
A title page is usually required for scholarly papers. It should include the full title of the
paper, the author's name, and the institutional affiliation. The title should be centered and
presented in a prominent manner. Specific requirements for the title page may vary based
on institutional guidelines or journal submission policies.

Citations and Bibliographic References

The accuracy and completeness of citations are arguably the most critical aspects of
scholarly writing. The Chicago Manual of Style offers two distinct systems for citing sources:
the notes and bibliography system and the author-date system. Both systems require a
comprehensive list of references at the end of the paper, but they differ in how in-text
citations are presented.

Choosing a Citation System
The choice between the notes and bibliography system and the author-date system often
depends on the discipline and the specific requirements of the journal or publisher. The
notes and bibliography system is more common in fields like history, literature, and the
arts, while the author-date system is prevalent in the sciences and social sciences. It is
imperative to confirm which system is mandated for your specific submission.

Consistency is the guiding principle for both citation systems. Whichever system you
choose, it must be applied uniformly throughout the entire paper. Errors or inconsistencies
in citation can undermine the credibility of your research and lead to accusations of
plagiarism.

Notes and Bibliography System

The notes and bibliography system uses footnotes or endnotes to cite sources within the



text and a bibliography at the end of the paper that lists all sources cited. This system is
favored for its ability to provide detailed source information unobtrusively within the main
body of the text, while also offering a complete list of sources for readers.

In-Text Citations (Notes)
When a source is first cited, a note (footnote or endnote) provides full bibliographic
information. Subsequent citations of the same source are typically shortened, often
including the author's last name, a shortened title, and the page number. These notes are
indicated by superscript Arabic numerals placed after the relevant punctuation in the text.

First citation: John Smith, The History of the City (Chicago: University of Chicago
Press, 2020), 45.

Subsequent citation: Smith, History of the City, 78.

Direct quotation: John Smith, "Urban Development," in The History of the City, ed.
Jane Doe (Chicago: University of Chicago Press, 2020), 45–46.

Bibliography
The bibliography, appearing at the end of the paper, lists all sources consulted and cited,
arranged alphabetically by the author's last name. The format for each entry in the
bibliography mirrors that of the first note entry but omits page numbers unless the entire
work is being cited. Entries are typically formatted with a hanging indent, where the first
line of each entry is flush with the left margin, and subsequent lines are indented.

Author-Date System

The author-date system uses brief parenthetical citations within the text, followed by a full
reference list at the end. This system is often preferred for its conciseness and ease of use
in disciplines where frequent citations are common.

In-Text Citations (Author-Date)
Parenthetical citations typically include the author's last name and the year of publication.
Page numbers are included when citing specific passages or quotations.

General citation: (Smith 2020).

With page number: (Smith 2020, 45).

Direct quotation: (Smith 2020, 45–46).



If the author's name is mentioned in the text, it does not need to be repeated in the
parenthetical citation.

Reference List
The reference list, also known as the works cited list, contains all sources cited in the text.
It is arranged alphabetically by author's last name. The format for each entry is similar to
the full note in the notes and bibliography system, but it begins with the author's last name
followed by their first name (or initials). Similar to the bibliography, a hanging indent is
typically used.

Formatting Tables and Figures

The clear presentation of data through tables and figures is crucial in many scholarly
papers. The Chicago Manual of Style offers guidelines to ensure these elements are
professional, informative, and easily integrated into the text.

Tables
Tables are used to present data in rows and columns. Each table should have a clear title
and number (e.g., Table 1, Table 2). The title should be concise and descriptive. Column
and row headings should be explicit. Within the table, data should be aligned appropriately,
and any necessary abbreviations or symbols should be explained in a note below the table.
Tables should be placed as close as possible to their first mention in the text. If a table is
very long, it may be placed on a separate page.

Figures
Figures encompass a wide range of visual materials, including graphs, charts, maps, and
illustrations. Like tables, each figure must be numbered sequentially (e.g., Figure 1, Figure
2) and have a descriptive caption. Captions are typically placed below the figure. Ensure
that all text within figures is legible and that the quality of the image is high. Figures should
also be placed as close as possible to their reference in the text, or on separate pages if
necessary.

It is important to ensure that all tables and figures are referenced in the main body of the
text. A common practice is to refer to them by number, for example, "As shown in Figure
3..." or "Table 1 presents the results of the survey."

Elements of a Scholarly Paper

Beyond the core text and citations, scholarly papers often include several other essential



components that contribute to their overall structure and clarity. Understanding how to
format these elements according to Chicago style is vital for a complete and professional
manuscript.

Abstract
An abstract is a concise summary of the entire paper, typically ranging from 150 to 250
words. It should clearly state the paper's purpose, methodology, key findings, and
conclusions. The abstract is usually placed at the beginning of the paper, after the title
page and before the table of contents. While it is not always explicitly required by CMOS,
most academic journals and institutions mandate an abstract.

Keywords
A list of keywords helps readers and search engines identify the main topics covered in the
paper. These are usually provided after the abstract and are chosen to reflect the most
important concepts and themes of the research.

Index
While an index is typically created for books, it can also be a valuable component for
extensive scholarly articles or dissertations. An index is an alphabetical list of the key
terms, names, and concepts discussed in the paper, along with the page numbers where
they appear. This significantly aids readers in navigating and locating specific information
within the work.

Index Creation and Its Importance

An index is a crucial tool for scholarly works that allows readers to quickly locate specific
information. While more common in books, the principles of index creation can be applied
to lengthy articles or dissertations to enhance their usability. A well-constructed index goes
beyond simply listing terms; it includes cross-references and sub-entries to provide a
comprehensive overview of the content.

The process of creating an index involves systematically identifying significant terms,
names, places, and concepts throughout the manuscript. Each identified item is then listed
alphabetically, followed by the page number(s) where it appears. For important concepts,
sub-entries can be used to break down the topic into more specific aspects, further refining
the searchability. Cross-references, such as "See also," can connect related terms, guiding
the reader to additional relevant information.

The importance of an index lies in its ability to improve the accessibility and utility of a
scholarly work. It empowers readers to find precisely what they are looking for, making the
research more efficient and effective. For authors, a detailed index demonstrates a



thorough understanding and organization of their subject matter.

Common Errors and Best Practices

When formatting scholarly papers according to the Chicago Manual of Style, writers often
encounter common errors. Awareness of these pitfalls and adherence to best practices can
significantly improve the quality and adherence to standards of your work.

Inconsistent Citation Styles: Mixing elements of the notes and bibliography system
with the author-date system is a frequent mistake. Ensure you choose one system and
apply it rigorously.

Incorrect Punctuation in Citations: Pay close attention to the placement of
commas, periods, and quotation marks within bibliographic entries and notes, as
these are highly specific in Chicago style.

Omitting Essential Bibliographic Information: Always include all necessary
details for each source, such as author, title, publication date, publisher, and page
numbers.

Poor Table and Figure Formatting: Ensure tables and figures are clearly labeled,
well-organized, and easy to understand. Captions should be descriptive and placed
correctly.

Inconsistent Spacing and Margins: Deviations from the recommended spacing
and margins can make a manuscript appear unprofessional and difficult to edit.

Best practices include thoroughly proofreading your work multiple times, using citation
management software if appropriate (while still verifying its output against CMOS rules),
and consulting the latest edition of The Chicago Manual of Style for any specific or nuanced
questions.

Final Review and Submission
Before submitting your scholarly paper, a final, meticulous review is essential. This review
should encompass not only the content and arguments but also every aspect of formatting.
Check for consistency in typeface, spacing, margins, and the numbering of pages, tables,
and figures. Ensure that all in-text citations correspond correctly to entries in your
bibliography or reference list. If your institution or publisher provides a specific checklist or
style guide based on Chicago, refer to it closely. A polished, accurately formatted paper
reflects your commitment to academic rigor and enhances the reception of your research.

FAQ



Q: What is the primary difference between the notes
and bibliography system and the author-date system in
the Chicago Manual of Style?
A: The primary difference lies in how in-text citations are presented. The notes and
bibliography system uses footnotes or endnotes for in-text citations, providing full or
abbreviated source details, and concludes with a comprehensive bibliography. The author-
date system uses brief parenthetical citations within the text (author and year, with page
numbers for specific references) and concludes with a reference list.

Q: How should I format my title page according to the
Chicago Manual of Style for a scholarly paper?
A: While CMOS offers flexibility, a standard title page for a scholarly paper includes the full
title of the paper, the author's full name, and the institutional affiliation. These elements
are typically centered on the page. Specific departmental or journal requirements may
dictate additional information.

Q: Am I required to use footnotes or endnotes with the
notes and bibliography system in CMOS?
A: Yes, with the notes and bibliography system, you must use either footnotes (appearing
at the bottom of the page) or endnotes (appearing at the end of the chapter or paper) to
cite your sources within the text. The choice between footnotes and endnotes is usually a
matter of publisher preference.

Q: What is the recommended font and spacing for a
scholarly paper formatted in Chicago style?
A: The Chicago Manual of Style generally recommends using a readable, 12-point font such
as Times New Roman or Courier. The main text should be double-spaced, with paragraphs
indented. Notes are also typically double-spaced.

Q: How do I handle multiple authors in a Chicago-style
citation?
A: For two authors in both the notes and bibliography and author-date systems, list both
authors' names. For three or more authors, typically only the first author's name is listed,
followed by "et al." (in the notes and bibliography system for the bibliography entry, and in
the author-date system for both in-text citations and the reference list). Always consult the
specific edition of CMOS for precise instructions.



Q: When should I use a hanging indent in my
bibliography or reference list?
A: A hanging indent is standard practice for bibliographies and reference lists in Chicago
style. This means the first line of each bibliographic entry is flush with the left margin, and
all subsequent lines of that entry are indented.

Q: Is there a specific format for block quotations in
Chicago style?
A: Yes, for quotations of more than approximately five manuscript lines, block quotations
are used. They are typically set off from the main text by a double-spaced blank line above
and below, indented one-half inch from the left margin, and presented without quotation
marks. The citation follows the final punctuation.

Q: How should I number my tables and figures in a
Chicago-style paper?
A: Tables and figures should be numbered sequentially and independently. Use "Table 1,"
"Table 2," etc., for tables, and "Figure 1," "Figure 2," etc., for figures. Each should have a
clear, descriptive title or caption placed appropriately (title above for tables, caption below
for figures).
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