
chicago style editing checklist
The Chicago Manual of Style (CMOS) is a comprehensive and widely respected
style guide that provides a framework for academic and professional writing.
Adhering to its rigorous standards ensures clarity, consistency, and
professionalism in your work, whether you are crafting a research paper, a
manuscript, or a meticulously researched article. Navigating the intricacies
of Chicago style, especially when it comes to editing, can seem daunting, but
a systematic approach is key. This article will serve as your definitive
Chicago style editing checklist, guiding you through the essential elements
to ensure your writing meets the highest standards of this influential style.
We will explore everything from manuscript preparation and formatting to the
nuances of citations and bibliographic entries, offering detailed insights
into each critical component. Understanding and applying these guidelines is
paramount for any writer aiming for precision and polish in their academic or
professional endeavors.
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Understanding the Chicago Manual of Style
The Chicago Manual of Style, often referred to as CMOS, is an invaluable
resource for writers, editors, and publishers. It covers a vast array of
stylistic and grammatical issues, offering guidance on everything from
manuscript submission to the finer points of grammar, punctuation, and
documentation. Its origins date back over a century, and it has evolved
significantly to address the changing landscape of publishing and academic
discourse. The manual is known for its flexibility, offering two primary
documentation systems: the notes-bibliography system and the author-date
system. This adaptability makes it suitable for a broad range of disciplines
and publications.

This comprehensive guide is divided into two main parts: "Part I: Bookmaking"
and "Part II: Authorship." Part I delves into the technical aspects of
preparing a manuscript for publication, including aspects of design,
typography, and production. Part II, which is more directly relevant to the
writer and editor, focuses on the editorial process itself, covering grammar,
usage, punctuation, and, critically, the different methods for documenting
sources. Understanding the overarching philosophy of CMOS—which emphasizes
clarity, consistency, and reader comprehension—is the first step in
effectively applying its rules.



Manuscript Preparation and Formatting
Before diving into the minutiae of grammar and citations, ensuring your
manuscript is correctly formatted according to Chicago style is essential.
This foundational step sets the stage for a polished final product and
demonstrates your professionalism to editors and publishers. Proper
formatting not only enhances readability but also adheres to industry
standards.

General Manuscript Formatting
The Chicago Manual of Style provides specific guidelines for manuscript
submission. While journals and publishers may have their own preferred
formats, general principles apply. This typically includes double-spacing
throughout the entire manuscript, including block quotations, footnotes,
endnotes, and the bibliography. Margins should generally be set at one inch
on all sides. A clear, legible font, such as Times New Roman or Arial, in 12-
point size, is standard. Every page should be numbered, usually in the upper
right-hand corner, starting with the first page of the main text (the title
page is often unnumbered or numbered with Roman numerals).

Title Page and Preliminary Matter
The title page is a crucial element of your manuscript’s presentation. It
should include the full title of the work, the author's name, and any
institutional affiliation. For dissertations or theses, this might also
include advisor names and degree information. Page numbers for preliminary
matter, such as the table of contents, preface, or acknowledgments, are
typically presented in lowercase Roman numerals. The main body of the text
begins with Arabic numerals for page numbering.

Headings and Subheadings
Clear and consistent use of headings and subheadings is vital for organizing
your content and guiding the reader. Chicago style offers flexibility in how
these are presented, but the key is uniformity. Major headings might be
centered, or aligned to the left with initial caps. Subheadings can be
further differentiated through capitalization, placement (e.g., flush left,
indented), and stylistic treatments like italics. Always consult your
publisher's specific guidelines, as they may dictate a particular hierarchy
and format for your headings.

Citation and Reference Styles
Accurate and consistent citation is a cornerstone of academic and scholarly



integrity. The Chicago Manual of Style offers two distinct systems for citing
sources, each with its own set of rules and conventions. Choosing the
appropriate system depends on the field of study and the publication's
requirements.

The Notes-Bibliography System
The notes-bibliography system is widely used in the humanities, including
literature, history, and art history. In this system, citations are provided
in two ways: through numbered footnotes or endnotes within the text, and a
comprehensive bibliography at the end of the work. Footnotes or endnotes
provide the specific details of the source for each piece of information or
quotation used, and they are numbered consecutively throughout the document.
The bibliography then lists all the sources cited, arranged alphabetically by
the author's last name, providing a complete reference for each entry.

The format of notes and bibliography entries is highly specific. For example,
a book citation in a footnote might appear as: 1. Michel Foucault, Discipline
and Punish: The Birth of the Prison, trans. Alan Sheridan (New York: Vintage
Books, 1995), 3–5. The corresponding bibliography entry would be slightly
different: Foucault, Michel. Discipline and Punish: The Birth of the Prison.
Translated by Alan Sheridan. New York: Vintage Books, 1995. The key
differences lie in punctuation, the order of elements, and the use of
italics.

The Author-Date System
The author-date system, more common in the social sciences and natural
sciences, uses parenthetical in-text citations and a reference list at the
end of the work. Each in-text citation typically includes the author's last
name and the year of publication, often with a page number for direct
quotations. For example: (Foucault 1995, 3–5). This system is designed for
quick identification of the source and year, which is particularly useful in
disciplines where tracking the evolution of ideas is important.

The reference list, appearing at the end of the document, is an alphabetized
list of all sources cited in the text. The format for entries in the
reference list is similar to that in the bibliography of the notes-
bibliography system, though it often omits publication details for journals
if they are not relevant. For a book, an author-date reference entry would
look like: Foucault, Michel. 1995. Discipline and Punish: The Birth of the
Prison. Translated by Alan Sheridan. New York: Vintage Books.

Key Elements of Citations
Regardless of the system used, certain core elements are essential for every
citation: author's name, title of the work, publication information (place,
publisher, year), and specific location (page numbers). For articles, this



includes the journal title, volume, issue number, and page range. Consistency
in providing these details is paramount. Errors or omissions in citation can
lead to accusations of plagiarism and undermine the credibility of your work.

Punctuation and Grammar Guidelines
Precision in punctuation and grammar is fundamental to clear communication.
The Chicago Manual of Style offers detailed guidance on a wide range of
grammatical and stylistic issues, aiming to eliminate ambiguity and enhance
the flow of your writing. Mastering these rules is crucial for producing
professional-level prose.

Commas
Chicago style has specific rules for comma usage, particularly regarding the
serial comma (or Oxford comma). In a series of three or more items, CMOS
recommends using a comma before the conjunction (e.g., "apples, oranges, and
pears"). This practice helps prevent misreading. Commas are also used to set
off introductory phrases and clauses, appositives, and nonrestrictive
clauses. Understanding the distinction between restrictive and nonrestrictive
clauses is key to correct comma placement.

Apostrophes
Apostrophes are primarily used to indicate possession and to form
contractions. For possessives, they are placed after the noun for singular
possessives ending in s (e.g., "James's book") or after the s for plural
possessives (e.g., "the students' papers"). For irregular plurals, the
apostrophe is placed before the s (e.g., "children's toys"). Contractions,
while often avoided in formal academic writing, are formed by using an
apostrophe to show omitted letters (e.g., "it's" for "it is").

Hyphens and Dashes
The distinction between hyphens, en dashes, and em dashes is important in
Chicago style. Hyphens are used to join compound words (e.g., "well-being,"
"state-of-the-art"). En dashes are typically used to indicate ranges (e.g.,
"pages 10–20," "May–June") and sometimes in compound adjectives where one
element is an open compound (e.g., "post–World War II era"). Em dashes, the
longest of the three, are used to set off parenthetical elements, indicate an
interruption in thought, or introduce an explanation. They are often used in
pairs, similar to parentheses but with a stronger break.



Capitalization
Chicago style generally favors a more conservative approach to capitalization
than some other style guides. Titles of books and articles are capitalized
with "headline style"—that is, all major words are capitalized. However, for
headings and subheadings within a text, it often recommends "sentence style,"
where only the first word and proper nouns are capitalized, unless specific
stylistic choices dictate otherwise. The rules for capitalizing specific
terms, such as in scientific or technical writing, should always be followed
meticulously.

Verb Tense and Agreement
Maintaining consistent verb tense is crucial for clarity. Generally,
historical events and past actions are described in the past tense. For a
manuscript that discusses ongoing research or current findings, the present
tense is appropriate. Subject-verb agreement is also critical: singular
subjects require singular verbs, and plural subjects require plural verbs.
Careful proofreading can catch errors in tense shifts and subject-verb
agreement that might otherwise go unnoticed.

Special Elements in Chicago Style
Beyond the fundamental rules of grammar and citation, Chicago style also
addresses various special elements that frequently appear in scholarly and
professional writing. Proper handling of these components ensures consistency
and adherence to the manual's authoritative guidelines.

Numbers
Chicago style provides guidelines for when to spell out numbers and when to
use numerals. Generally, numbers zero through nine are spelled out, while
numerals are used for 10 and above. However, there are numerous exceptions,
such as when dealing with units of measurement, percentages, statistics, or
when numbers appear at the beginning of a sentence. For example, "five cars"
would be spelled out, but "50 cars" would use numerals. Consistency is key,
and it’s advisable to consult the manual for specific contexts, especially
when dealing with large numbers or data.

Quoting and Paraphrasing
When quoting directly, Chicago style emphasizes accuracy and proper
integration into the text. Short quotations (fewer than five lines of prose
or two lines of verse) are typically enclosed in quotation marks and
incorporated into the sentence. Longer quotations are set off as block
quotations, indented from the left margin, without quotation marks.



Paraphrasing, while not requiring quotation marks, still necessitates
accurate representation of the original source and proper citation to avoid
plagiarism.

Tables and Figures
Tables and figures should be clearly labeled, titled, and referenced within
the text. Each table and figure should have a unique number (e.g., Table 1,
Figure 2) and a descriptive title. Notes within tables or figures should be
concise and placed below the table or figure itself. When referring to a
table or figure in the text, use its designated number (e.g., "As shown in
Table 3..."). Proper placement and formatting of these visual aids enhance
comprehension and professional presentation.

The Chicago Style Editing Checklist in Action
Applying a Chicago style editing checklist is not merely about ticking boxes;
it's about a systematic process of review and refinement. By systematically
working through the various components of the Chicago Manual of Style,
writers and editors can identify and correct errors, ensuring the highest
level of quality and adherence to established conventions.

A comprehensive checklist would include sections for manuscript formatting
(margins, font, page numbering), citation style (notes-bibliography or
author-date, accuracy of notes/in-text citations, consistency of
bibliography/reference list), punctuation (commas, apostrophes,
hyphens/dashes), grammar (subject-verb agreement, tense consistency),
capitalization, and the handling of special elements like numbers, tables,
and figures. Regularly referring to the official Chicago Manual of Style
during the editing process is indispensable. This structured approach
transforms the potentially overwhelming task of stylistic adherence into a
manageable and effective editing workflow.

FAQ

Q: What is the primary purpose of the Chicago Style
Editing Checklist?
A: The primary purpose of a Chicago Style Editing Checklist is to
systematically guide writers and editors through the complex rules and
conventions of The Chicago Manual of Style. It ensures that all aspects of a
manuscript, from formatting and punctuation to citation and bibliographic
entries, are accurate, consistent, and adhere to the highest standards of
scholarly and professional writing.



Q: How does the Chicago Style Editing Checklist help
in ensuring accurate citations?
A: The checklist breaks down the citation process into manageable steps,
prompting users to verify details such as author names, titles, publication
information, page numbers, and the correct formatting for both in-text
citations (or notes) and the bibliography or reference list. It helps prevent
common errors and ensures consistency, which is crucial for academic
integrity.

Q: What are the key formatting elements typically
included in a Chicago Style Editing Checklist?
A: Key formatting elements include guidelines for margins, font type and
size, line spacing, page numbering (for both preliminary matter and main
text), and the proper presentation of headings and subheadings. The checklist
ensures these foundational aspects are consistently applied throughout the
document.

Q: How does the checklist assist with punctuation
and grammar according to Chicago style?
A: The checklist prompts a review of specific punctuation marks like commas,
apostrophes, hyphens, and dashes, ensuring their usage aligns with CMOS
recommendations, such as the serial comma. It also guides the verification of
subject-verb agreement, verb tense consistency, and correct capitalization
rules.

Q: What is the difference between the Notes-
Bibliography and Author-Date systems, and how would
a checklist address this?
A: The checklist would have distinct sections or prompts tailored to each
system. For Notes-Bibliography, it would focus on accurate footnote/endnote
formatting and bibliography entries. For Author-Date, it would emphasize
correct in-text parenthetical citations and the corresponding reference list.
The checklist helps ensure the chosen system is applied consistently and
correctly.

Q: How does a Chicago Style Editing Checklist help
with special elements like numbers, tables, and
figures?
A: The checklist guides the writer in applying CMOS rules for when to spell



out numbers versus using numerals, the proper integration and formatting of
quotations (both short and block), and the consistent labeling, titling, and
referencing of tables and figures within the text.

Q: Is a Chicago Style Editing Checklist useful for
both beginners and experienced writers?
A: Yes, a Chicago Style Editing Checklist is valuable for both. Beginners
benefit from it as a comprehensive learning tool to ensure they don't miss
crucial rules. Experienced writers can use it as a final quality assurance
step to catch any oversights and maintain a high standard of consistency,
especially on complex projects.

Q: Where can I find a reliable Chicago Style Editing
Checklist?
A: Reliable Chicago Style Editing Checklists can often be found on the
websites of university writing centers, academic publishing houses, or as
supplementary resources provided with editions of The Chicago Manual of Style
itself. Professional writing organizations may also offer templates.
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