chicago style for scholarly manuscript
formatting

The Chicago Manual of Style is a cornerstone of scholarly communication, providing a
comprehensive framework for presenting research with clarity and consistency. Mastering
chicago style for scholarly manuscript formatting is not merely about adhering to rules;
it's about ensuring your work is accessible, credible, and professional. This guide delves
deep into the intricacies of Chicago style, covering essential elements from citation
methods to manuscript preparation. We will explore the nuances of the author-date system
versus the notes-bibliography system, detailed guidelines for in-text citations and
endnotes, the meticulous requirements for bibliographies, and the critical aspects of
formatting tables, figures, and the overall manuscript. Understanding these principles will
equip you to confidently navigate the submission process for academic journals, books,
and dissertations, thereby enhancing the impact and reach of your scholarly contributions.
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Understanding the Chicago Manual of Style

The Chicago Manual of Style (CMOS) is one of the most widely used and respected style
guides in the academic and publishing world. Developed and maintained by the University
of Chicago Press, it offers a comprehensive set of guidelines designed to ensure
consistency, clarity, and professionalism in written works. Its enduring appeal lies in its
adaptability; while it provides definitive rules for many situations, it also allows for
judgment and flexibility, particularly in the realm of scholarly publishing where diverse
disciplines may have unique needs. For anyone preparing a scholarly manuscript, a
thorough understanding of CMOS is paramount for effective communication.

CMOS is not just a superficial set of rules; it is a deep dive into the mechanics of writing
and publishing. It addresses everything from grammar, punctuation, and capitalization to
the more complex aspects of citation, manuscript preparation, and even digital publishing
considerations. Scholars often find themselves needing to adhere to CMOS when
submitting to journals, preparing dissertations, or working with academic presses. Its
detailed explanations and extensive examples make it an indispensable resource for
writers aiming to produce polished and authoritative texts. Embracing its principles allows
authors to present their research in a universally understood and accepted format.



Choosing the Right Citation System: Author-Date
vs. Notes-Bibliography

The Chicago Manual of Style presents two distinct and widely accepted systems for citing
sources: the author-date system and the notes-bibliography system. The choice between
these two is often dictated by the specific requirements of the journal, publisher, or
academic institution. Each system has its own strengths and is more prevalent in certain
academic disciplines. Understanding the fundamental differences and appropriate
applications of each is a crucial first step in formatting a scholarly manuscript according
to Chicago style.

The Author-Date System

The author-date system is characterized by brief parenthetical citations within the text,
typically including the author's last name and the year of publication. This system is
frequently favored in the social sciences and natural sciences because it allows readers to
quickly identify the source and publication date of information, which can be particularly
important in fields where research evolves rapidly. The full bibliographic details for each
source are then provided in a reference list at the end of the manuscript, alphabetized by
the author's last name.

For example, a citation in the text might appear as (Smith 2022, 45) or (Jones and Lee
2021). This format keeps the flow of the narrative uninterrupted while providing essential
source information. The reference list, conversely, offers complete bibliographic data for
every source cited, ensuring readers can easily locate the original material. This efficiency
makes the author-date system a popular choice for disciplines that value conciseness and
rapid dissemination of information.

The Notes-Bibliography System

The notes-bibliography system, on the other hand, uses numbered footnotes or endnotes
to cite sources. Each note contains the full bibliographic information for the source the
first time it is cited, and subsequent citations of the same source can be abbreviated. This
system is more common in the humanities, such as history, literature, and art history. It
allows for more detailed commentary and digressions within the notes themselves, which
can be beneficial for scholars who wish to provide additional context or engage in
scholarly debate without disrupting the main body of their text.

When a source is first mentioned, the corresponding note will include all necessary
publication details. For instance, a first note might read: John Smith, The History of Ideas
(Chicago: University of Chicago Press, 2022), 45. Subsequent citations of the same work
can then be shortened, such as Smith, History of Ideas, 102. At the end of the manuscript,
a bibliography lists all cited sources alphabetically by author's last name, mirroring the
structure of the reference list in the author-date system but containing the same level of



detail as the initial notes.

Mastering In-Text Citations in Chicago Style

Effective in-text citation is fundamental to academic integrity and the credibility of your
scholarly manuscript. Regardless of whether you choose the author-date or notes-
bibliography system, Chicago style provides clear guidelines to ensure your sources are
attributed accurately and consistently. Properly integrated in-text citations not only give
credit to original authors but also guide your readers to the full bibliographic information,
allowing them to explore your research further.

In-Text Citations for the Author-Date System

In the author-date system, in-text citations are concise and appear within parentheses,
directly following the information or quotation being cited. The standard format includes
the author's last name, followed by the year of publication, and then a comma and the
page number(s). For instance, if you are referencing material from page 75 of a book by
Jane Doe published in 2023, the citation would be (Doe 2023, 75). If you are citing a direct
quotation, the page number is mandatory. For paraphrased or summarized ideas, page
numbers are recommended but not always required, though their inclusion can add
precision.

When citing multiple authors, specific rules apply. For works with two authors, both
names are included, connected by "and": (Smith and Jones 2020, 112). For works with
three or more authors, only the first author's last name is given, followed by "et al.":
(Brown et al. 2019, 55). If you are citing multiple works within the same parenthesis, they
are separated by semicolons and listed in the order they appear in your reference list:
(Adams 2018, 30; Baker 2021, 78). If the author's name is mentioned in the sentence, it
does not need to be repeated in the parenthetical citation.

In-Text Citations for the Notes-Bibliography System

The notes-bibliography system utilizes superscript Arabic numerals placed after the
relevant text or quotation to indicate a citation. These numerals correspond to a numbered
list of notes at the bottom of the page (footnotes) or at the end of the chapter or
manuscript (endnotes). The first time a source is cited, the corresponding note provides
complete bibliographic information, including author, title, publication details, and page
number(s).

For example, a first note for a book might appear as: 1. Eleanor Vance, The Rise of
Modern Art (New York: Gallery Books, 2021), 145. Subsequent references to the same
source are shortened. If the author's name and title are distinct, a short-form citation is
used: 2. Vance, Rise of Modern Art, 210. If the author has only one work cited in the notes,



or if the work is clear from context, you can use just the author's last name and page
number: 3. Vance, 305. This system allows for greater flexibility in the text while ensuring
that all sources are fully documented.

Crafting Effective Endnotes and Footnotes

Endnotes and footnotes serve as the backbone of the notes-bibliography system in Chicago
style, providing detailed source information and allowing for supplementary commentary
without disrupting the flow of the main text. Meticulously crafted notes enhance the
reader's experience and demonstrate thorough scholarship. Whether you opt for footnotes
appearing at the bottom of each page or endnotes collected at the conclusion of your
work, adherence to Chicago's specific formatting is crucial.

Formatting First Notes

The initial citation for a source in a note must contain all the necessary bibliographic
details. For a book, this typically includes the author's full name (first and last), the full
title of the book (italicized), publication information (city of publication, publisher, and
year of publication), and the specific page number(s) being referenced. For example, a
first note for a book might look like this: 1. Samuel R. Greene, The Ecology of Urban
Landscapes (Cambridge: MIT Press, 2019), 87.

For other types of sources, such as journal articles, the format will vary. A journal article
note would generally include the author's full name, the article title (in quotation marks),
the journal title (italicized), the volume and issue number, the year of publication, and the
page number. An example would be: 2. Maria S. Chen, "Sustainable City Planning,"
Journal of Environmental Studies 35, no. 2 (2022): 155. Consistency in formatting these
initial notes is vital for maintaining clarity and professionalism.

Formatting Subsequent Notes

After the first full citation of a source, subsequent references to that same work are
typically presented in a shortened form. This prevents redundancy and makes the notes
more concise. The short-form citation generally includes the author's last name, a
shortened version of the title (if the author has multiple works cited, or if the title is
lengthy), and the page number(s). For instance, continuing the examples above, a
subsequent note for Samuel R. Greene's book might be: 3. Greene, Ecology of Urban
Landscapes, 112.

If an author has only one work cited in the notes, or if the context makes the work clear,
the title may be omitted entirely, using only the author's last name and the page number:
4. Greene, 145. For journal articles, the short form would be: 5. Chen, "Sustainable City
Planning," 160. These abbreviated notes ensure that readers can still easily trace the



source without being burdened by repeated full bibliographic details.

Building a Comprehensive Chicago Style
Bibliography

Whether you are using the author-date system or the notes-bibliography system, a
bibliography or reference list is an essential component of your Chicago-style scholarly
manuscript. This list provides a complete alphabetical compilation of all the sources you
have cited within your text. It serves as a crucial resource for your readers, allowing them
to locate the original materials and delve deeper into the research that informs your work.
The accuracy and consistency of your bibliography are direct reflections of your scholarly
rigor.

Elements of a Bibliography Entry

Each entry in a Chicago-style bibliography, whether for a book, journal article, website, or
other source, must include specific pieces of information presented in a consistent order.
The general principle is to provide enough detail for a reader to identify and retrieve the
source. For a book, the standard elements include the author's full name, the full title of
the book, and the publication information (place of publication, publisher, and year).

For journal articles, entries typically consist of the author's full name, the article title, the
journal title, volume and issue numbers, the publication year, and the page range of the
article. For online sources, the entry will include author (if available), title of the page or
document, website name, publication or last updated date, and a retrieval date if the
content is likely to change. The exact order and punctuation of these elements are dictated
by the specific Chicago style manual you are following.

Formatting the Bibliography

The bibliography is typically arranged alphabetically by the author's last name. For works
by the same author, entries are then arranged chronologically by publication year. If
multiple works by the same author are published in the same year, they are distinguished
by adding a lowercase letter (a, b, c) after the year, both in the bibliography and in the
corresponding in-text citations. For example, Smith 2023a would be followed by Smith
2023b.

Each bibliography entry begins with the author's last name, followed by a comma and
their first name (or initials). Titles of books and journals are italicized, while titles of
articles and chapters are enclosed in quotation marks. The place of publication, publisher,
and year of publication follow the book title, separated by commas. For journal articles,
the journal title is followed by the volume, issue, year, and page range. Hanging indents



are a key visual feature of Chicago-style bibliographies, where the first line of each entry
is flush with the left margin, and subsequent lines are indented. This formatting enhances
readability and makes it easier to scan for specific entries.

Formatting Tables and Figures for Scholarly
Manuscripts

In academic writing, tables and figures are crucial tools for presenting data, illustrating
concepts, and summarizing complex information effectively. Chicago style provides
specific guidelines for formatting these elements to ensure clarity, consistency, and
professionalism within a scholarly manuscript. Proper labeling, titling, and placement are
essential for readers to understand and interpret your visual content accurately.

Formatting Tables

Tables in Chicago style should be clearly titled and numbered sequentially. The title,
usually placed above the table, should be concise and descriptive, indicating the table's
content. Each table should be assigned a number (e.g., Table 1, Table 2). Within the table,
column headings should be clear and brief, and any units of measurement should be
specified. Horizontal rules are generally preferred over vertical rules to separate rows and
delineate sections.

If a table is borrowed or adapted from another source, a note indicating the original
source should be provided directly below the table, typically labeled "Source:" followed by
the bibliographic information in a condensed format. All data presented in tables must be
accurate and directly relevant to the text of your manuscript. Tables should be integrated
into the manuscript logically, appearing as close as possible to the text that discusses
them.

Formatting Figures

Figures, which encompass graphs, charts, illustrations, maps, and photographs, also
require clear labeling and titling according to Chicago style. Each figure should be
assigned a sequential number (e.g., Figure 1, Figure 2) and a descriptive title placed
below the figure. Unlike tables, figure titles are typically placed below the visual element.
Captions accompanying figures should provide sufficient context for the reader to
understand the visual without needing to refer extensively to the main text.

Similar to tables, if a figure is taken from another source, a source note must be included
below the caption. This note should provide the necessary bibliographic details to credit
the original creator. Figures should be of high quality, legible, and reproducible. Ensure
that all labels, axes, and legends within figures are clear and easy to read. Like tables,



figures should be placed as close as possible to their first mention in the manuscript and
should contribute directly to the argument being made.

General Manuscript Formatting Guidelines in
Chicago Style

Beyond specific citation and visual element formatting, Chicago style offers a
comprehensive set of general guidelines for the overall presentation of a scholarly
manuscript. Adhering to these standards ensures that your work is not only academically
sound but also polished, professional, and ready for submission to publishers or academic
committees. These guidelines cover aspects of text, pagination, and structure that
contribute to the readability and integrity of your document.

Typography and Spacing

Chicago style generally recommends a serif typeface for the main body of the text, such as
Times New Roman or Garamond, set at 12-point size. The entire manuscript should be
double-spaced, including quotations, notes, and the bibliography. This provides ample
white space, making the text easier to read and allowing for editorial annotations. Margins
should be uniform, typically one inch on all sides of the page. This ensures that text is
neither too close to the edge nor cramped, facilitating ease of reading and printing.

Indentation is also a key aspect of Chicago formatting. The first line of each paragraph
should be indented (usually 0.5 inches or one tab stop), except for the first paragraph after
a heading or subheading, which is typically not indented. Block quotations, which are used
for longer passages of text (usually over 40 words or more than four lines for poetry),
should be set off from the main text with a left-hand indent and should also be double-
spaced. They are not enclosed in quotation marks.

Page Numbering and Structure

Page numbering in a Chicago-style manuscript usually begins with the first page of the
main text. The title page is typically unnumbered, and preliminary pages (like the table of
contents, acknowledgments, and abstract) are often numbered using lowercase Roman
numerals (i, ii, iii, etc.). The main body of the manuscript, from the introduction onwards,
is numbered using Arabic numerals (1, 2, 3, etc.). Page numbers are usually placed in the
upper right-hand corner of each page, one inch from the top and flush with the right
margin.

The structure of a scholarly manuscript under Chicago style typically includes several key
sections. A title page clearly states the manuscript's title, author's name, and affiliation.
This is followed by preliminary pages, which may include an abstract, a table of contents,



and acknowledgments. The main body of the manuscript comprises the text itself, divided
into chapters or sections with appropriate headings. Finally, the manuscript concludes
with endnotes or footnotes, a bibliography or reference list, and any appendices.

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

A: The primary difference lies in how sources are cited within the text. The author-date
system uses parenthetical citations with the author's name and publication year (e.g.,
Smith 2023, 45), while the notes-bibliography system uses numbered footnotes or
endnotes that correspond to a full bibliographic entry or a shortened note.

Q: When should I use the author-date system versus the
notes-bibliography system?

A: The author-date system is generally preferred in the social sciences and natural
sciences, while the notes-bibliography system is more common in the humanities like
history, literature, and art history. Always check the specific requirements of your journal,
publisher, or institution.

Q: How do I cite a source that has no page numbers,
such as a website?

A: For online sources without page numbers, you generally omit them from the citation. If
the source has a unique identifier like a paragraph number, you may use that. For
example, (Doe, para. 3).

Q: What is a hanging indent, and why is it important in
a Chicago style bibliography?

A: A hanging indent means that the first line of each bibliography entry is aligned with the
left margin, and all subsequent lines are indented. This formatting makes it easier for
readers to scan the bibliography and locate specific entries by author's last name.

Q: How do I format block quotations in a Chicago style
manuscript?

A: Block quotations are used for longer passages. They should be set off from the main
text by a left-hand indent and should also be double-spaced. They are not enclosed in
quotation marks, and the citation follows the closing punctuation of the quotation.



Q: What is the role of an abstract in a Chicago style
scholarly manuscript?

A: An abstract is a concise summary of the entire manuscript, typically around 150-250
words. It should briefly outline the research question, methods, findings, and conclusions,
allowing readers to quickly grasp the essence of the work.

Q: Are there specific rules for capitalization in titles and
headings in Chicago style?

A: Yes, Chicago style offers two common methods for capitalizing titles and headings: title
case (capitalizing all major words) and sentence case (capitalizing only the first word and

proper nouns). The choice often depends on the specific context or publisher's preference,
but consistency is key.

Q: How should I handle citing multiple works by the
same author in my bibliography?

A: If you cite multiple works by the same author, arrange them chronologically by
publication year. If multiple works are published in the same year, distinguish them by
adding lowercase letters (a, b, c) after the year, both in the bibliography and in the in-text
citations.
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