chicago style journal manuscript
formatting guidelines

The chicago style journal manuscript formatting guidelines are essential for academic and
scholarly submissions, ensuring clarity, consistency, and professionalism. Adhering to
these established rules demonstrates respect for the publication process and facilitates
the peer review and editing stages. This comprehensive guide will delve into the critical
aspects of Chicago style manuscript preparation, covering everything from general
manuscript requirements to specific details on citations, headings, and tables. Mastering
these guidelines is paramount for authors aiming to have their work accepted and
published in reputable journals, as they impact readability, credibility, and overall
presentation. We will explore the nuances of this widely respected citation and style
system, providing actionable advice for all aspiring journal authors.
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General Manuscript Formatting Requirements

General Manuscript Formatting Requirements

When preparing a manuscript for submission to a journal that utilizes Chicago style, a
foundational understanding of general formatting is crucial. These overarching principles
ensure a professional and reader-friendly document. The primary goal is to create a clean,
consistent, and easily navigable manuscript for editors, reviewers, and ultimately, the
reader. This involves paying close attention to margins, font choices, spacing, and page
numbering, all of which contribute to the overall presentation and readability of your
scholarly work.

A standard page setup is the first step in adhering to Chicago style journal manuscript
formatting guidelines. Typically, manuscripts should be double-spaced throughout,
including block quotations, notes, and the bibliography. This generous spacing makes it
easier for editors and reviewers to read and make annotations. Margins should generally
be set at one inch on all four sides of the page. This consistent margin provides ample



space for comments and edits.

The choice of font is also important. While specific journal requirements may vary, a
standard, readable serif font like Times New Roman or Garamond, usually in 12-point size,
is universally accepted and recommended. Avoid overly decorative or small fonts that can
hinder readability. Consistency in font usage throughout the entire document is
paramount, from the title to the bibliography.

Page numbering is another critical element. Pages should be numbered consecutively,
typically starting with the title page as page 1, or sometimes the first page of the text.
Check the specific journal's guidelines for their preferred numbering scheme, as some
may request page numbers in the header, while others prefer them in the footer. The
numbering should be consistent and clearly visible.

Title Page and Author Information

Required Elements for the Title Page

The title page is the first impression your manuscript makes and must contain essential
information. It should clearly state the title of the work, followed by the author's full name.
Below the author's name, include the author's affiliation, such as their university or
institution, and their departmental association. Contact information, including an email
address and sometimes a phone number, is also typically required on the title page for
communication purposes.

Placement and Formatting

The title of the manuscript should be centered and placed in the upper half of the page.
The author's name and affiliation should appear below the title, also centered. Ensure
there is adequate white space between these elements to maintain a clean and
professional look. The title page is often considered page 1 of the manuscript, and its
numbering might be indicated subtly or omitted entirely, depending on the journal's
specific instructions.

Abstract and Keywords

Crafting an Effective Abstract

The abstract is a concise summary of your entire manuscript, providing readers with a
brief overview of the research. It should typically range from 150 to 250 words, though



specific journal limits may vary. A well-written abstract should include the research
problem or question, the methodology employed, the main findings or arguments, and the
significance or implications of the research. It should be self-contained and
understandable without referring to the main body of the paper.

Selecting Relevant Keywords

Keywords are essential for discoverability and indexing. They help databases and search
engines categorize your work, making it easier for interested researchers to find. Select
3-5 keywords that accurately represent the core concepts and subject matter of your
manuscript. Avoid overly general terms and opt for specific terms that capture the essence
of your research. These are usually listed directly below the abstract.

Body Text Formatting

Paragraph Indentation and Spacing

In Chicago style, the first line of each paragraph is typically indented. The standard
indentation is usually 0.5 inches. Paragraphs should be separated by a double-spaced line,
maintaining the overall double-spacing of the manuscript. Avoid using extra spaces
between paragraphs; the indentation and consistent double-spacing are sufficient cues.
Block quotations, which are longer passages (typically over 40 words), should be
formatted as a separate, indented block of text without quotation marks and with single
spacing within the block, but double spacing before and after.

Font and Alignment

As mentioned previously, a clear and readable font such as Times New Roman or
Garamond in 12-point size is recommended for the body text. The text should be left-
aligned, creating a ragged right margin. Avoid justifying the text, as this can create
unsightly gaps between words and hinder readability. Consistency in font and alignment is
key to a polished manuscript.

Headings and Subheadings

Structuring Your Manuscript with Headings

A clear hierarchy of headings and subheadings is vital for organizing your content and



guiding the reader through your arguments. Chicago style provides flexibility, but a
consistent system should be employed. Major sections of your manuscript should be
clearly demarcated using distinct headings. These headings should be informative and
accurately reflect the content that follows.

Formatting Levels of Headings

There are generally three or four levels of headings commonly used in Chicago style
manuscripts. The main section headings, which correspond to the

tags in this guide, are typically centered and in
bold or all caps, depending on journal preference.
Subheadings, corresponding to

tags, are usually left-aligned and in bold or italics.
Further sub-subheadings might be indented and
italicized or bolded. Always consult the specific journal's
author guidelines for their preferred heading hierarchy
and formatting.

First-level headings (e.qg.,

Main Section Title

): Often centered, bold, and sometimes in all caps.

Second-level headings (e.g.,

Subtopic Title
): Usually left-aligned, bold, or italicized.

Third-level headings: Typically indented and
italicized or bolded.



Citations and References

Understanding Chicago Style Citation Systems

Chicago style offers two primary systems for citations:
the notes-bibliography system and the author-date
system. The notes-bibliography system uses footnotes or
endnotes to cite sources and includes a bibliography at
the end of the manuscript. This system is prevalent in
the humanities. The author-date system uses in-text
parenthetical citations and a reference list at the end,
common in the social sciences and sciences. It is
imperative to know which system your target journal
requires.

Notes-Bibliography System Details

In the notes-bibliography system, superscript numbers
are placed in the text at the end of a quotation,
paraphrase, or reference to another work. These
numbers correspond to notes at the bottom of the page
(footnotes) or at the end of the manuscript (endnotes).
The first citation of a source in the notes is typically
full, while subsequent citations of the same source are



shortened. The bibliography lists all sources cited,
alphabetized by author's last name.

Author-Date System Details

The author-date system places author and year in
parentheses within the text (e.g., (Smith 2020, 15)). A
corresponding "References" list at the end of the
manuscript provides full bibliographic details for each
in-text citation. This system is often preferred for its
efficiency in tracking sources directly within the
narrative flow.

Regardless of the system used, accuracy and
consistency are paramount. All cited works must be
present in the reference list or bibliography, and all
entries in the reference list or bibliography must be
cited in the text.

Notes: Endnotes vs. Footnotes

When to Use Footnotes

Footnotes, appearing at the bottom of the page where
the reference or comment occurs, are ideal for



providing supplementary information that is not
essential to the main text but might be of interest to the
reader. They can also include brief explanatory
comments or provide the complete citation details for a
source. The advantage of footnotes is that the
supporting information is immediately accessible to the
reader on the same page.

When to Use Endnotes

Endnotes are collected at the end of the manuscript,
usually before the bibliography. They serve a similar
purpose to footnotes, housing citations and
supplementary information. Many authors prefer
endnotes because they do not interrupt the flow of the
main text as much as footnotes can, and they are often
easier for word processing programs to manage.
However, they require the reader to flip to the end of
the chapter or article to consult the notes.

The choice between footnotes and endnotes is often
dictated by the journal's specific Chicago style
guidelines. Always adhere to the journal's preference to
ensure your manuscript meets their formatting
standards. If the journal offers no specific guidance,
choose the system you find most manageable and
consistent for your work.



Tables and Figures

Formatting Tables

Tables are used to present data in a structured,
organized manner. Each table should have a clear,
concise title that explains its content. Tables should be
numbered consecutively (e.g., Table 1, Table 2). The
table itself should be formatted with clear headings for
each column. Within the table, data should be presented
precisely. Avoid vertical lines where possible, opting for
horizontal lines to separate the header row from the
data and to delineate the table. Any necessary notes or
explanations for the table should be placed directly
below it.

Formatting Figures

Figures include graphs, charts, images, and
illustrations. Like tables, figures should be numbered
consecutively and have descriptive titles. Figures should
be placed as close as possible to their first mention in
the text, or they can be collected at the end of the
manuscript if the journal prefers. Each figure should be
clearly labeled. Any captions or explanatory notes for
the figures should appear below them. Ensure that all
figures are high resolution and legible.



When referring to tables or figures in the text, use their
assigned numbers (e.g., "as shown in Table 3" or "see
Figure 1"). Consistency in labeling, numbering, and
placement is vital for professional presentation
according to Chicago style journal manuscript
formatting guidelines.

Appendix Formatting

Purpose and Content of Appendices

Appendices are used to include supplementary material
that is too lengthy or detailed for the main body of the
manuscript but is important for completeness or for
readers who wish to explore the data further. This might
include raw data, extensive methodological
descriptions, questionnaires, or lengthy statistical
tables. Each appendix should be clearly labeled, starting
with "Appendix A," "Appendix B," and so on.

Structuring and Referencing Appendices

Each appendix should begin on a new page. Similar to
the main text, it should have a clear title. If an appendix
contains multiple distinct sections, you can use



headings within the appendix itself. Material within an
appendix should follow the same formatting rules as the
main body of the manuscript regarding spacing, font,
and citation style. You should refer to your appendices
in the main text where relevant, guiding the reader to
this supplementary material.

Submission Specifics

Final Review and Proofreading

Before submitting your manuscript, a thorough final
review and meticulous proofreading are essential. This
is your last chance to catch any errors in grammar,
spelling, punctuation, and, most importantly,
formatting. Ensure that all Chicago style journal
manuscript formatting guidelines have been followed
precisely. Pay close attention to citation accuracy,
consistency in heading styles, and proper numbering of
pages, tables, and figures.

Adhering to Journal Guidelines

Beyond the general Chicago style, always consult the
specific submission guidelines of the journal to which
you are submitting. Journals often have their own



unique preferences or requirements that may slightly
modify standard Chicago style. This could include
specific word count limits, preferred citation systems,
file formats for submission, or particular instructions
regarding tables and figures. Ignoring these specific
journal guidelines can lead to immediate rejection,
regardless of the quality of your research.

A well-formatted manuscript not only adheres to
academic conventions but also signals to editors and
reviewers that you are a serious and detail-oriented
scholar. It smooths the publication process and allows
the focus to remain on the intellectual content of your
work.

FAQ

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

A: The notes-bibliography system uses footnotes or
endnotes for citations and is common in humanities,
while the author-date system uses in-text parenthetical
citations and is prevalent in social sciences and
sciences.

Q: Should I double-space my entire manuscript



according to Chicago style journal manuscript
formatting guidelines?

A: Yes, generally, you should double-space the entire
manuscript, including block quotations, notes, and the
bibliography, unless the specific journal has different
instructions.

Q: How should block quotations be formatted in Chicago
style?

A: Block quotations, typically over 40 words, should be
set off as a distinct, indented block of text without
quotation marks, single-spaced within the block, and
with double spacing before and after the block.

Q: Where should page numbers be placed in a Chicago
style manuscript?

A: Page numbers should be consecutive and placed
either in the header or footer, typically starting from
the title page. Always check the specific journal's
guidelines for their preferred placement.

Q: Can I justify my text in a Chicago style manuscript?

A: No, Chicago style typically requires left-aligned text
with a ragged right margin. Justifying the text can
create awkward spacing and is generally discouraged.



Q: How do I cite sources for the first time in the notes-
bibliography system?

A: The first citation of a source in the notes section
(footnotes or endnotes) should be complete, providing
all necessary bibliographic information. Subsequent
citations of the same source can be shortened.

Q: What is the purpose of keywords in a journal
manuscript?

A: Keywords are crucial for indexing and discoverability,
helping researchers find your work through databases
and search engines by accurately reflecting the core
subjects of your manuscript.

Q: Do I need to include a bibliography if I use footnotes?

A: Yes, if you are using the notes-bibliography system,
you are generally required to include a bibliography at
the end of your manuscript that lists all sources cited.

Q: What font size and type are recommended for a
Chicago style manuscript?

A: A standard, readable font such as Times New Roman
or Garamond in 12-point size is typically recommended.
Consistency is key.



Q: What if the journal's guidelines conflict with
standard Chicago style?

A: Always prioritize the specific journal's author
guidelines. They may have unique requirements that
supersede general Chicago style rules.
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