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Chicago Style Manuscript Formatting: A
Comprehensive Guide
chicago style manuscript formatting is a critical skill for anyone submitting academic
papers, theses, dissertations, or even certain types of creative writing. Adhering to these
guidelines ensures clarity, consistency, and professionalism, demonstrating a deep respect
for scholarly conventions and making your work more accessible to readers and reviewers.
This comprehensive guide will delve into the essential elements of Chicago style
manuscript formatting, covering everything from the general layout and pagination to the
intricacies of citations, bibliographies, and specialized elements. Mastering these rules will
not only enhance the presentation of your research but also bolster your credibility within
academic and publishing circles.
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Understanding the Fundamentals of Chicago
Style Manuscript Formatting
The Chicago Manual of Style (CMOS) is a widely adopted style guide, particularly in the
humanities and social sciences. It offers two primary citation systems: the notes-
bibliography system and the author-date system. For manuscript submissions, the notes-
bibliography system is often preferred, as it allows for more detailed commentary and
extensive source referencing directly within the text through footnotes or endnotes.
Understanding the core principles of clarity, consistency, and completeness is paramount
when applying any Chicago style manuscript formatting rules.

The objective of Chicago style manuscript formatting is to create a clean, organized, and
easy-to-read document. This means paying close attention to details that might seem minor
but are crucial for professional presentation. This includes not just how you cite sources,
but also how you structure your paper, format your headings, and present any visual
elements.

General Manuscript Layout and Presentation
When preparing a manuscript for submission, adhering to specific layout guidelines is
crucial for professional presentation. The Chicago Manual of Style provides clear
recommendations for margins, line spacing, and font selection to ensure legibility and
uniformity across different submissions. These conventions are designed to make the
manuscript easy for editors and readers to navigate and annotate.

Standard margins are typically one inch on all sides of the page. This ample white space is
essential for readers to make notes and suggestions. Double-spacing is generally required
for the main body of the text, including block quotations. However, single-spacing may be
used for certain elements like footnotes, block quotations, and bibliographies, but this
should be consistent throughout the document.

Font choices are also important. Most publishers and academic institutions recommend a
standard, readable font such as Times New Roman, Arial, or Courier New, usually in 12-
point size. The font should be consistent throughout the manuscript, avoiding the use of
multiple styles or sizes unless specifically for headings or emphasis as dictated by the style
guide.

Title Page Requirements in Chicago Style
A properly formatted title page is the first impression your manuscript makes. In Chicago
style, the title page is usually not numbered and contains specific information presented in
a clear hierarchy. The title of your work should be prominently displayed, typically centered
and capitalized, at the top third of the page. Below the title, you will include your name,
followed by your affiliation or institutional details.

The specific order and placement of elements can vary slightly depending on the
requirements of the publisher or academic department. It is always advisable to check
specific submission guidelines. However, a common format includes the title, followed by
the author's name, and then the name of the course, instructor, and date, especially for



academic papers. For book manuscripts, the author's name and perhaps a brief identifying
phrase are more common.

Running Heads and Page Numbers
Page numbering is a fundamental aspect of manuscript organization. In Chicago style, page
numbers are typically placed in the upper right-hand corner of each page, starting from the
second page of the manuscript. The title page is not numbered, and the preliminary pages
(like the table of contents) may be numbered using Roman numerals. The main body of the
text begins with Arabic numeral 1.

A running head, also known as a header, may be required. This is a shortened version of
the title or chapter title that appears at the top of each page, also usually in the upper right
corner, preceding the page number. For academic submissions, the running head might be
the last name of the author followed by a shortened title. Publishers will often specify
whether a running head is needed and what its content should be. Consistency in the
placement and format of both running heads and page numbers is crucial.

Chapter and Section Formatting
Organizing your manuscript into chapters and sections with clear headings is essential for
readability and navigation. Chicago style provides guidelines for formatting these elements
to maintain a consistent structure. Chapters typically begin on a new page, with the
chapter number and title centered or left-aligned and prominently displayed.

Subsections are indicated by distinct headings. The level of heading (e.g., main section,
subsection, sub-subsection) should be clearly differentiated through formatting, such as
capitalization, bolding, or italics, and indentation. For example, a main section heading
might be centered and all caps, while a subsection might be left-aligned and bolded.

Chapter Title: Centered, often in all caps.

First-Level Subheading: Left-aligned, bolded, and capitalized like a title.

Second-Level Subheading: Indented, bolded, and ending with a period, followed by the
text.

Third-Level Subheading: Indented, italicized, and ending with a period, followed by the
text.

It is vital to establish a clear hierarchy for headings and subheadings and apply it
consistently throughout the manuscript to guide the reader through the different parts of
your work.



Citations: Notes and Bibliography System
The notes-bibliography system, a hallmark of Chicago style, requires two main components
for referencing: in-text citations and a bibliography. This system is favored for its flexibility,
allowing authors to provide extensive information and commentary without disrupting the
flow of the main text. Accurate and consistent application of this system is non-negotiable
for scholarly work.

The core of the notes-bibliography system lies in the use of footnotes or endnotes. These
are keyed to specific points in the text using superscript Arabic numerals. Each note
provides detailed bibliographic information for the source cited, and importantly, can also
include explanatory or supplementary commentary. This allows for deeper engagement
with the material and the nuances of your sources.

In-Text Citations: Footnotes and Endnotes
When using the notes-bibliography system in Chicago style, in-text citations are handled
through footnotes or endnotes. Footnotes appear at the bottom of the page where the
reference is made, while endnotes are compiled at the end of the document, preceding the
bibliography. Authors must choose one method and use it consistently throughout the
manuscript.

The first time a source is cited, the note will contain full bibliographic details. Subsequent
citations of the same source will use a shortened form, typically the author's last name, a
shortened title, and the page number. This distinction between the first and subsequent
citations is crucial for clarity and conciseness.

First full note for a book: 1. Michael Pollan, The Omnivore's Dilemma: A Natural History
of Four Meals (New York: Penguin Press, 2006), 99.

Subsequent note for the same book: 2. Pollan, Omnivore's Dilemma, 150.

First full note for a journal article: 3. Sarah I. Myhre, "The Case for the Anthropocene,"
Environmental Humanities 4, no. 1 (2014): 10.

Subsequent note for the same article: 4. Myhre, "Anthropocene," 15.

Pay meticulous attention to punctuation, capitalization, and the order of elements within
each note, as these details are strictly prescribed by the Chicago Manual of Style.

The Bibliography: Compiling Your References
The bibliography, also known as "Works Cited" or "References" depending on the specific
context and publisher guidelines, is a comprehensive alphabetical list of all the sources
cited in your manuscript. It serves as a vital resource for readers who wish to consult your
sources directly and verify your research. Every source mentioned in your footnotes or
endnotes must appear in the bibliography, and vice versa.



The formatting of bibliography entries closely mirrors that of the first full note, but with
some key differences. For instance, the author's last name is not followed by a comma;
instead, the entry begins with the author's last name followed by a comma, then the first
name. Elements are typically separated by periods, and the entire entry is usually block-
indented, meaning the first line is flush with the left margin, and subsequent lines are
indented.

Entries are alphabetized by the author's last name. If a source has multiple authors, the
first author's name is reversed, and subsequent authors are listed in their natural order. For
sources with no author, the entry is alphabetized by the first significant word of the title.
Careful attention to detail in formatting each entry ensures a professional and accurate
bibliography.

Tables and Figures in Chicago Style
Presenting data in tables and figures effectively enhances the clarity and impact of your
manuscript. Chicago style provides guidelines for the proper labeling, numbering, and
placement of these elements to ensure consistency and professionalism. Tables and figures
should be integrated logically within the text, often appearing soon after they are first
mentioned.

Each table and figure must be assigned a number (e.g., Table 1, Figure 1) and a descriptive
title. The title for a table typically appears above the table, while the title for a figure
usually appears below it. It is crucial to keep the titles concise yet informative, accurately
reflecting the content presented.

Sources for tables and figures must be clearly acknowledged, usually in a note below the
table or figure. This includes citing the original source of data or image if it is not your own
creation. Ensure that the formatting of the table itself, including column headings and row
labels, is clear and easy to understand. Similarly, figures should be high-resolution and
clearly drawn, with all labels legible.

Appendices and Supplementary Material
Appendices are used to include supplementary material that is too lengthy or detailed to be
included in the main body of the text but is relevant to your research. This can include raw
data, questionnaires, interview transcripts, lengthy code, or detailed statistical analyses.
Each appendix should be labeled sequentially with capital letters (Appendix A, Appendix B,
etc.) and given a descriptive title.

Appendices are typically placed at the end of the manuscript, after the bibliography. They
should be organized in the order they are referenced in the main text. Each appendix
begins on a new page. If an appendix contains tables or figures, they should be numbered
independently within that appendix (e.g., Table A.1, Figure B.1).

The inclusion of appendices allows authors to provide comprehensive supporting evidence
without disrupting the narrative flow of the main argument. However, it's important to
ensure that the material included in an appendix is truly necessary and adds value to the
reader's understanding of your work.



Final Review and Submission Checklist
Before submitting your manuscript, a thorough final review is essential to catch any errors
and ensure compliance with all Chicago style manuscript formatting guidelines. This stage
requires meticulous attention to detail, as even minor oversights can detract from the
professionalism of your work. Create a comprehensive checklist to guide your review
process.

Begin by proofreading for grammatical errors, typos, and punctuation mistakes. Then,
systematically check your adherence to all formatting rules, including margins, line spacing,
font usage, and heading styles. Verify that all page numbers are present and correctly
ordered, and that running heads, if used, are consistent. Ensure that all footnotes or
endnotes are correctly formatted and correspond accurately to their respective citations in
the text.

Check for consistent use of the notes-bibliography system.

Verify that all first-time notes contain full bibliographic information.

Ensure subsequent notes are in the shortened format.

Confirm that the bibliography is alphabetized and formatted correctly.

Check that every cited source appears in the bibliography and vice versa.

Review tables and figures for proper numbering, titles, and source citations.

Ensure appendices are correctly labeled, ordered, and referenced.

Confirm adherence to any specific publisher or institutional submission requirements.

A final read-through, perhaps by a colleague or proofreader, can offer fresh eyes to catch
errors you might have missed. This rigorous review process is the last step in presenting a
polished and professional manuscript formatted according to Chicago style.

FAQ: Chicago Style Manuscript Formatting

Q: What is the primary difference between Chicago
style's notes-bibliography and author-date systems for
manuscript formatting?
A: The main difference lies in how in-text citations are presented. The notes-bibliography
system uses footnotes or endnotes for citations and includes a full bibliography at the end.
The author-date system uses parenthetical in-text citations (Author Year, Page) and also
requires a reference list at the end, which is similar to a bibliography but formatted for the
author-date system. For manuscripts, the notes-bibliography system is often preferred for



its allowance of explanatory notes.

Q: Should I use footnotes or endnotes when formatting
my manuscript in Chicago style?
A: Chicago style permits the use of either footnotes or endnotes. The choice is typically a
matter of personal preference or the specific requirements of the publisher or academic
institution. You must, however, choose one system and use it consistently throughout your
entire manuscript.

Q: How should I format the title page for a manuscript
using Chicago style?
A: A Chicago style title page typically includes the title of the work, the author's name, and
their affiliation (e.g., university department). For academic papers, it might also include
course information and the date. The title is usually centered and prominently displayed.
The title page is generally not numbered.

Q: What are the standard margin and line spacing
requirements for Chicago style manuscripts?
A: For Chicago style manuscripts, the standard margin is typically one inch on all sides of
the page. The main body of the text is usually double-spaced. However, block quotations,
footnotes, endnotes, and bibliography entries are often single-spaced, though they may
have a blank line between them for readability. Always check specific submission
guidelines, as these can vary.

Q: How do I format block quotations in a Chicago style
manuscript?
A: Block quotations, typically those of five or more lines of prose or three or more lines of
poetry, should be set off from the main text. They are usually indented from the left margin
(often 0.5 inches or a full em) and single-spaced. They do not use quotation marks at the
beginning or end, and the citation follows the quotation.

Q: What is the purpose of the bibliography in a Chicago
style manuscript?
A: The bibliography serves as an alphabetical list of all sources consulted and cited in the
manuscript. It provides readers with the necessary information to locate and consult the
original sources, thus supporting the author's research and claims. Every source cited in the
notes must appear in the bibliography, and vice versa.



Q: Can I include figures and tables in my Chicago style
manuscript, and how should they be formatted?
A: Yes, figures and tables can be included. They should be clearly numbered sequentially
(e.g., Table 1, Figure 2) and have descriptive titles. Tables usually have titles above them,
and figures typically have titles below them. Sources for all figures and tables must be
cited. They should be placed close to where they are first mentioned in the text, or
compiled at the end if they are extensive.

Q: How should I handle repeated citations of the same
source in Chicago style notes?
A: After the first full citation of a source in a note, subsequent citations of the same source
use a shortened form. This typically includes the author's last name, a shortened version of
the title (italicized if it's a book or article title), and the page number. For example: Pollan,
Omnivore's Dilemma, 75.

Q: Are there specific rules for formatting appendices in
a Chicago style manuscript?
A: Yes, appendices are typically placed at the end of the manuscript, after the bibliography.
Each appendix should begin on a new page, be labeled with a capital letter (Appendix A,
Appendix B, etc.), and have a descriptive title. If an appendix contains tables or figures,
they are numbered independently within that appendix (e.g., Table A.1).
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