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The Complete Guide to Chicago Style Journal Formatting Advice

chicago style journal formatting advice is crucial for academic and
professional writers aiming for clarity, consistency, and adherence to
scholarly standards. This comprehensive guide will illuminate the intricacies
of the Chicago Manual of Style (CMOS), focusing specifically on its
application within academic journals. We will explore everything from
manuscript preparation and citation styles to the nuances of tables, figures,
and reference lists, ensuring your work meets the exacting requirements of
scholarly publication. Mastering these guidelines not only enhances the
credibility of your research but also facilitates its seamless integration
into the academic discourse. This article serves as your definitive resource
for navigating the complexities of Chicago style journal formatting.
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Understanding Chicago Style for Journals

The Chicago Manual of Style is a widely respected and extensively used style
guide for academic and professional writing. When it comes to journal
submissions, understanding its specific mandates is paramount. Journals often
adopt specific editions of the CMOS, and it is wvital to consult the target
journal’s author guidelines for any specific deviations or additions to the
standard rules. Chicago style is known for its flexibility, offering two
primary systems for handling citations: the Notes and Bibliography system and
the Author-Date system. Each system has its own set of rules and is preferred
by different disciplines and Jjournals.

The core principles of Chicago style emphasize clarity, accuracy, and
consistency. This extends to every aspect of manuscript preparation, from the
initial formatting of the text to the meticulous construction of the
reference list. Adhering to these principles ensures that your research is
presented professionally and is easily accessible to your intended audience,
facilitating proper attribution and allowing readers to trace your sources
effectively.

Manuscript Preparation and Submission

Before diving into the specifics of citations, the general preparation of
your manuscript is the first hurdle. Journals typically require double-spaced
text, 12-point font (usually Times New Roman or a similar serif font), and



standard one—-inch margins on all sides. Page numbers are usually placed at
the top right corner of each page, starting with the title page (though some
journals may omit page numbering on the title page). The title page itself
should include the title of the manuscript, the author’s name, and
institutional affiliation.

It is also essential to consider the organization of your manuscript. Most
academic articles follow a standard structure: an abstract, introduction,
literature review (often integrated into the introduction or a separate
section), methodology, findings/results, discussion, and conclusion. Each of
these sections should be clearly delineated with appropriate headings and
subheadings, following Chicago style's conventions for their formatting.

Abstract Formatting

The abstract is a concise summary of your entire paper, typically ranging
from 150 to 250 words, though this can vary by journal. It should succinctly
present the research problem, methodology, key findings, and implications.
While the abstract itself usually doesn't contain citations, it should
accurately reflect the content and findings of the main paper. Formatting for
the abstract is generally straightforward: it begins on its own page, usually
labeled “Abstract,” and is presented as a single, unindented paragraph.

Headings and Subheadings

Chicago style offers guidelines for formatting headings and subheadings to
create a clear hierarchical structure within your document. Journals will
specify their preferred hierarchy. Typically, main headings are centered and
bolded, while subheadings might be left-aligned and bolded or italicized.
Consistency is key; once a hierarchy is established, it must be maintained
throughout the manuscript. For example, a common hierarchy might be:

e Level 1: Centered, Bold, Title Case (for main sections like
Introduction, Methodology)

e Level 2: Left-aligned, Bold, Sentence case (for major subsections)

e Level 3: Left-aligned, Italicized, Sentence case (for sub-subsections)

Citation Styles: Notes and Bibliography vs.
Author-Date

Chicago style's unique strength lies in its provision of two distinct
citation systems. The choice between the Notes and Bibliography system and
the Author-Date system is typically dictated by the discipline and the
specific requirements of the journal to which you are submitting.
Understanding the fundamental differences and when to use each is critical
for successful formatting.

The Notes and Bibliography system is favored in many humanities disciplines,
such as history, literature, and art history. It uses superscript numbers
within the text to refer to footnotes or endnotes, which contain full
citation information. A bibliography at the end of the paper lists all



sources cited, formatted in a specific way.

The Author-Date system is more common in the social sciences and some natural
sciences. It uses parenthetical in-text citations, typically including the
author's last name and the year of publication. A reference list at the end
of the paper provides the full publication details for all sources cited in
the text.

Footnotes and Endnotes: The Notes and
Bibliography System

In the Notes and Bibliography system, a superscript Arabic numeral is placed
at the end of a sentence, clause, or phrase to which the note refers. The
note itself, appearing either at the bottom of the page as a footnote or
collected at the end of the document as endnotes, contains the citation
details. The first citation of a source in a note is typically a full
citation, while subsequent citations of the same source use a shortened
format, often consisting of the author’s last name, a shortened title, and a
page number.

The detailed formatting of notes is crucial. For instance, a book citation in
a note would typically include the author’s full name, the title of the book
in italics, the place of publication, the publisher, the year of publication,
and the specific page number (s) cited. For articles, it would include the
author, article title in quotation marks, journal title in italics, volume
and issue numbers, and page range. Punctuation, such as commas and periods,
must be used precisely according to CMOS guidelines.

First Reference in Notes

The initial appearance of a source in your notes provides the most complete
citation. For a book, this might look like:

1. Author First Name Last Name, Title of Book (Place of Publication:
Publisher, Year), page number.

For a journal article:

1. Author First Name Last Name, “Title of Article,” Title of Journal
volume, no. issue (Year): page number.

Subsequent References in Notes

Once a source has been fully cited, subsequent references to the same work
are shortened. This prevents redundancy and makes the notes cleaner. The
standard shortened form for a book is:

1. Author Last Name, Shortened Title of Book, page number.

And for a journal article:



1. Author Last Name, “Shortened Title of Article,” page number.

If the subsequent note refers to the immediately preceding note, the

abbreviation “Ibid.” (from the Latin ibidem, meaning "in the same place") can
be used, followed by a page number if different from the previous note.
However, overuse of “Ibid.” is discouraged by CMOS.

In-Text Citations: The Author-Date System

The Author-Date system offers a more streamlined approach to in-text
referencing, which is preferred in scientific and social science journals.
Instead of superscript numbers, brief parenthetical citations are embedded
directly within the text. These citations typically include the author’s last
name, the year of publication, and the page number(s) if a direct quotation
or specific information is being referenced.

For example, a direct quotation would appear in the text followed by a
parenthetical citation like (Smith 2020, 123). Paraphrased ideas or
information drawn from a source would simply require the author and year,
such as (Jones 2019). This system allows readers to quickly identify the
source and year of the information without interrupting the flow of the text
with extensive footnotes or endnotes.

Formatting Author-Date Citations

The exact format of the parenthetical citation depends on whether the
author's name is mentioned in the text. If the author's name is part of the
sentence, only the year and page number (if applicable) are needed:

e As Smith (2020) argues, the effects are significant.

e The research indicates a clear trend (Jones 2019).

When citing multiple authors, Chicago style has specific rules. For two
authors, both names are listed, connected by “and” within the text or an
ampersand in the parenthetical citation: (Smith and Jones 2021). For three or
more authors, only the first author's name followed by “et al.” is used in
both the text and the parenthetical citation: (Adams et al. 2018).

Formatting References and Bibliographies

Whether you are using the Notes and Bibliography system or the Author-Date
system, a comprehensive list of all sources consulted and cited is essential.
This 1list, typically titled “Bibliography” or “References,” is placed at the
end of your manuscript. The purpose of this section is to provide full
bibliographic details for every source mentioned in your text or notes,
allowing readers to locate and verify your sources.

The formatting of entries in the bibliography or reference list is highly
detailed and must be followed precisely. Each entry begins with the author's
last name, followed by their first name. The title of the work is then
presented in either italics (for books and journals) or quotation marks (for
articles within larger works), depending on the source type. Publication



details follow, with punctuation and capitalization strictly adhering to CMOS
guidelines. Alphabetical order by the author's last name is the standard
organizational principle.

Bibliography Entry Formatting (Notes and Bibliography
System)

A typical book entry in a bibliography includes:

e Author Last Name, First Name. Title of Book. Place of Publication:
Publisher, Year.

A journal article entry:

e Author Last Name, First Name. “Title of Article.” Title of Journal
volume, no. issue (Year): page range.

Reference List Entry Formatting (Author-Date System)

In the Author-Date system, the reference list entries are similar but often
adapted slightly to reflect the in-text citations. A book entry:

e Author Last Name, First Name. Year. Title of Book. Place of Publication:
Publisher.

A journal article entry:

e Author Last Name, First Name. Year. “Title of Article.” Title of Journal
volume, no. issue: page range.

It is crucial to remember that journals may have specific regquirements for
the reference list, such as including DOIs (Digital Object Identifiers) for
online sources or specifying the format for unpublished works.

Tables and Figures: Presentation and
Referencing

The clear and accurate presentation of data is fundamental in academic
writing. Chicago style provides specific guidelines for formatting tables and
figures to ensure they are easily understood and integrated into the text.
Tables are used to present complex numerical data, while figures encompass
charts, graphs, maps, and illustrations.

FEach table and figure should be numbered sequentially (Table 1, Table 2;
Figure 1, Figure 2). A clear and concise title should be provided for each.
Tables should have horizontal rules only above and below the main headings
and at the bottom of the table, and vertical rules are generally avoided to
maintain a clean appearance. Figures should be high quality, and any
necessary legends or keys should be legible. Importantly, every table and



figure must be referenced in the text, directing the reader’s attention to
the visual data.

Referencing Tables and Figures in Text

When referring to a table or figure in your text, you should use its number.
For instance, you might write, "As shown in Table 3, the correlation between
the variables was significant." or "Figure 1 illustrates the geographical
distribution of the sample." If you are quoting directly from a table or
figure or referencing specific data points within them, you may need to
include page or row numbers, depending on the journal’s specifications.

Captions for Tables and Figures

Captions are essential for providing context. For tables, the title usually
appears above the table. For figures, the title and any explanatory notes
(often called "legends") typically appear below the figure. The caption
should be self-explanatory, providing enough information for the reader to
understand the visual without needing to consult the main text extensively.
Note sources within captions if the table or figure is not original work.

Specific Formatting Elements

Beyond citations and general layout, Chicago style also dictates the
formatting of various specific elements to ensure uniformity. These include
the treatment of numbers, capitalization, hyphenation, and the use of
abbreviations. Attention to these details, however minor they may seem,
contributes significantly to the overall professionalism and readability of
your work.

For instance, CMOS offers guidance on when to spell out numbers and when to
use numerals. Generally, numbers one through one hundred are spelled out,
while larger numbers are written as numerals, with exceptions for specific
contexts like percentages or statistical data. Similarly, consistent
application of capitalization rules for titles, headings, and proper nouns is
vital. Proper hyphenation of compound words and the correct usage of
abbreviations and acronyms also fall under the purview of CMOS formatting.

Numbers

The general rule for numbers is to spell out numbers from one to one hundred
and use numerals for numbers 101 and above. However, there are numerous
exceptions. For example, percentages, measurements, and statistical data are
typically expressed in numerals. Consistency is key; if you choose to use
numerals for a specific type of number, maintain that practice throughout
your manuscript. When a sentence begins with a number, it should always be
spelled out.

Capitalization

Capitalization rules in Chicago style can be intricate, particularly
concerning titles of works and headings. Titles of books and articles are



generally capitalized in “title case,” meaning major words are capitalized.
However, CMOS also recognizes “sentence case” for titles, where only the
first word of the title and subtitle, along with proper nouns, are
capitalized. Journals will specify their preference. For headings within the
text, consistency with the established hierarchy is paramount.

Abbreviations and Acronyms

Abbreviations and acronyms should be used sparingly and only when they
enhance clarity or conciseness. When an abbreviation or acronym is used for
the first time, it should be written out in full followed by the abbreviation
in parentheses. Subsequent uses can then employ the abbreviation. CMOS
provides specific guidance on commonly accepted abbreviations, such as units
of measurement or common geographical terms.

Professional Tips for Chicago Style Journal
Formatting

Navigating Chicago style for journal submissions requires meticulous
attention to detail and a proactive approach to understanding the
requirements. One of the most critical pieces of advice is to always consult
the specific author guidelines of the journal to which you are submitting.
These guidelines often supersede general CMOS rules or specify preferences
that are unique to that publication. Never assume that your understanding of
Chicago style is sufficient without verifying it against the journal’s
instructions.

Another valuable tip is to use citation management software. Tools like
Zotero, Mendeley, or EndNote can greatly assist in organizing your sources
and generating bibliographies in the correct format. While these tools are
powerful aids, they are not infallible. Always proofread the generated
citations and bibliographies carefully to ensure they conform precisely to
CMOS and the journal’s requirements. Familiarize yourself with the latest
edition of the Chicago Manual of Style, as rules and conventions can evolve.

Leveraging Journal Author Guidelines

Every Jjournal aims to present its articles in a uniform and professional
manner. To achieve this, they provide detailed author guidelines that outline
their specific expectations for manuscript formatting, including citation
styles, heading structures, and preferred terminology. These guidelines are
your primary reference point and should be consulted before, during, and
after the writing process. Pay close attention to any sections that deviate
from the standard CMOS recommendations, as these are the most crucial for
successful submission.

Proofreading and Peer Review

Thorough proofreading is non-negotiable. Errors in formatting, grammar, and
punctuation can detract from the credibility of your research. After
completing your manuscript, take the time to meticulously proofread it
yourself, focusing specifically on adherence to Chicago style guidelines.
Furthermore, if possible, have a colleague or peer review your work. A fresh



pair of eyes can often catch errors or inconsistencies that you might have
overlooked, particularly in complex citation formatting.

FAQ

Q: What is the primary difference between the Notes
and Bibliography and the Author-Date systems in
Chicago style?

A: The Notes and Bibliography system uses superscript numbers in the text to
refer to footnotes or endnotes, which contain citation details, and is common
in humanities. The Author-Date system uses parenthetical citations in the
text (e.g., Smith 2020, 123) and is more prevalent in social and natural
sciences.

Q: How should I cite a source that has multiple
authors in Chicago style?

A: For the Notes and Bibliography system, list all authors in the first note
citation and bibliography entry. For subsequent notes, you can use the first
author's name followed by "et al." For the Author-Date system, use the first
author's name followed by "et al." in both in-text citations and the
reference list if there are three or more authors. For two authors, list
both.

Q: What is the standard font and margin size for
Chicago style journal submissions?

A: Generally, Chicago style requires a 12-point font (like Times New Roman)
and one-inch margins on all sides of the document. However, always check the
specific journal's author guidelines for any variations.

Q: When should I use "Ibid." in Chicago style notes?

A: "Ibid." (from the Latin for "in the same place") is used to refer to the
immediately preceding source cited in a note. It can be followed by a page
number if the citation refers to a different page than the immediately
preceding note. However, its use is often discouraged in favor of shortened
citations for clarity.

Q: How do I format a bibliography entry for a book in
Chicago style?

A: In the Notes and Bibliography system, a book entry typically looks like:
Author Last Name, First Name. Title of Book. Place of Publication: Publisher,
Year. For the Author-Date system, it's usually: Author Last Name, First Name.
Year. Title of Book. Place of Publication: Publisher.



Q: What is the correct way to cite a website in
Chicago style?

A: Citing websites involves providing the author (if known), title of the
specific page or document, the website name, and a URL. For the Notes and
Bibliography system, a date accessed might also be included. For the Author-
Date system, the publication or last updated date is crucial. Always refer to
the latest CMOS edition for specific examples.

Q: Do I need to include DOIs in my Chicago style
citations?

A: Many journals, especially in scientific disciplines, require the inclusion
of DOIs (Digital Object Identifiers) for journal articles and other online
resources. Always check the journal's author guidelines to see if DOIs are
mandatory and how they should be formatted within your bibliography or
reference list.

Q: How are subheadings formatted in Chicago style?

A: Subheading formatting varies depending on the level of the subheading and
the journal's specific guidelines. Typically, they are left-aligned, bolded,
or italicized, with capitalization following either title case or sentence
case depending on the journal's preference. Consistency is key.
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