
chicago style manuscript preparation for
writers
The Chicago Manual of Style (CMOS) is a widely respected and comprehensive guide for preparing
manuscripts for publication. Understanding chicago style manuscript preparation for writers is crucial
for anyone aiming to submit their work to academic journals, publishers, or even for self-publication
with a professional polish. This guide will delve into the intricate details of formatting, citation, and
stylistic elements required to adhere to Chicago style, ensuring your manuscript is clear, consistent,
and publication-ready. We will cover everything from basic manuscript formatting to the nuances of
the two major citation systems: notes and bibliography, and author-date. Mastering these principles
elevates your work, making it accessible and authoritative for readers and editors alike.
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Understanding the Chicago Manual of Style

The Chicago Manual of Style, often abbreviated as CMOS, is a style guide published by the University
of Chicago Press. It provides comprehensive instructions on writing, editing, and the mechanics of a
manuscript. While it is a broad guide, its application in manuscript preparation for writers is
paramount for achieving professional standards. Its enduring popularity stems from its clarity,
thoroughness, and adaptability to various writing disciplines, particularly in the humanities and social
sciences.

For writers, understanding CMOS means not just adhering to a set of rules, but also developing a
consistent and professional presentation of their ideas. This involves mastering elements such as
punctuation, capitalization, headings, and, critically, how to properly attribute sources. The manual’s
advice is meticulously detailed, covering everything from the preferred spelling of words to the
intricate rules for formatting complex bibliographies. Writers who diligently apply Chicago style
demonstrate a commitment to accuracy and a respect for the established norms of academic and
professional writing.



General Manuscript Formatting Guidelines in Chicago
Style

Effective chicago style manuscript preparation for writers begins with fundamental formatting. These
foundational elements ensure readability and adherence to industry standards. Consistency is the
watchword; once a formatting choice is made, it should be applied uniformly throughout the
manuscript. This meticulous attention to detail signals professionalism and reduces the burden on
editors.

Page Setup and Margins

Standard page setup for a Chicago style manuscript involves specific margin requirements. Typically,
one-inch margins on all sides (top, bottom, left, and right) are recommended. This provides ample
space for editorial marks and ensures the text is not cramped. The manuscript should be double-
spaced, with the exception of block quotations, which are single-spaced and indented. Font choice is
also important; a legible, serif font such as Times New Roman, 12-point, is usually preferred.

Page Numbering

Page numbers are a critical component of manuscript organization. In Chicago style, page numbers
are generally placed in the upper right-hand corner of each page, beginning with the first page of the
main text. Preliminary pages, such as the title page, abstract, and table of contents, are typically
numbered with lowercase Roman numerals, starting with the title page as 'i'. However, the title page
itself is usually not numbered, with the numbering beginning on the subsequent preliminary page.

Title Page

A Chicago style manuscript requires a clear and informative title page. This page should include the
title of the work, the author's name, and the author's affiliation or contact information. The title should
be centered and in uppercase letters, with major words capitalized. The author's name and affiliation
are typically placed below the title, also centered.

The Two Chicago Citation Systems

One of the most distinguishing features of Chicago style is its provision for two distinct citation
systems: the notes and bibliography system and the author-date system. The choice between these
two often depends on the discipline or the specific requirements of a publisher or academic
institution. Both systems aim to provide clear and accurate attribution of sources, but they achieve
this through different mechanisms.



The notes and bibliography system is prevalent in history, literature, and the arts. It uses footnotes or
endnotes to cite sources within the text and a comprehensive bibliography at the end of the work.
The author-date system, conversely, is more common in the sciences and social sciences. It employs
parenthetical in-text citations that include the author's last name and the year of publication, with a
corresponding reference list at the end. Understanding the nuances of both is essential for effective
chicago style manuscript preparation for writers.

Notes and Bibliography System Explained

The notes and bibliography system is characterized by its use of numbered notes, either as footnotes
(appearing at the bottom of the page) or endnotes (collected at the end of the chapter or the entire
work). Each note corresponds to a superscript number placed in the text immediately after the
material being cited. This system allows for detailed commentary and extensive citation without
interrupting the flow of the main text.

When a source is cited for the first time, the note typically includes full bibliographic information.
Subsequent citations of the same source can be shortened, often including only the author's last
name, a shortened title, and the page number. The bibliography, appearing at the end of the
manuscript, lists all the sources cited in the notes, alphabetized by the author's last name, providing
complete bibliographic details for each entry.

Author-Date System Explained

The author-date system offers a more concise method of in-text citation. Instead of numbered notes,
brief parenthetical citations are placed directly within the text, typically in parentheses. These
citations usually include the author's last name and the year of publication, followed by a page
number if a specific passage is being quoted or paraphrased.

For example, a citation might appear as (Smith 2023, 45). This system is favored for its efficiency,
especially in fields where frequent citations are common and the primary focus is on the timeliness of
research. The end matter for this system is a reference list, which includes all sources cited in the
text, again alphabetized by author's last name, and providing full bibliographic details. Unlike the
bibliography in the notes system, the reference list in the author-date system only includes works that
are actually cited in the text.

Formatting Citations: Key Elements

Regardless of which Chicago citation system is employed, accurate and consistent formatting of
citations is paramount. This involves carefully presenting bibliographic information for various types
of sources, including books, journal articles, websites, and other media. The goal is to provide readers
with enough information to locate the original source easily.



Key bibliographic elements that typically appear in Chicago style citations include the author(s)'
name(s), the title of the work, publication information (such as publisher, place of publication, and
year for books; journal title, volume, issue, and page numbers for articles), and URLs or DOIs for
online sources. Consistency in the order of these elements and in the use of punctuation is crucial.

In-Text Citations (Notes and Bibliography)

In the notes and bibliography system, in-text citation is achieved through numbered notes. A
superscript number is placed in the text after the relevant sentence or clause. For instance, “The
study revealed significant findings regarding consumer behavior.”¹

The corresponding footnote or endnote would then provide the citation details. The first full citation
for a book might look like: 1. Jane Doe, The Art of Writing (New York: Academic Press, 2022), 78.
Subsequent citations of the same work would be abbreviated, for example: 2. Doe, Art of Writing, 92.

In-Text Citations (Author-Date)

For the author-date system, in-text citations are brief and parenthetical. They are placed within the
text, usually at the end of a sentence or clause, and include the author's last name and the year of
publication. If a specific passage is being referenced, the page number is also included. For example:
(Smith 2023, 115).

When the author's name is mentioned in the text, it does not need to be repeated in the parentheses,
unless it is necessary for clarity to distinguish between authors with the same last name. For
example: As Johnson argues, the impact of technology is undeniable (2021).

Bibliographies and Reference Lists

The concluding section of a Chicago style manuscript, whether a bibliography or a reference list, is a
critical component for source attribution. The bibliography, used with the notes system, lists all
sources consulted, even if not directly cited in the notes, though most modern applications focus on
cited works. Entries are alphabetized by author's last name.

A reference list, used with the author-date system, includes only the sources that have been explicitly
cited in the text. Like the bibliography, entries are alphabetized by author's last name. Both sections
require meticulous formatting of each entry to ensure completeness and consistency, providing
authors, titles, publication details, and access information where applicable.

Books: Author's Last Name, First Name. Title of Book. Place of Publication: Publisher, Year of
Publication.



Journal Articles: Author's Last Name, First Name. "Title of Article." Title of Journal Volume, no.
Issue (Year): Page Numbers.

Websites: Author's Last Name, First Name (if available). "Title of Page." Name of Website. Date
of Publication or Last Update. Access Date. URL.

Formatting Tables and Figures

Proper formatting of tables and figures is essential for clear presentation of data and visual
information within a Chicago style manuscript. Both tables and figures should be numbered
consecutively and have descriptive titles. Tables are typically placed above the text, while figures are
usually placed below.

Each table and figure should be referred to in the text by its number (e.g., "as shown in Table 1" or
"see Figure 2"). If the table or figure is reproduced from another source, proper attribution must be
provided, often in a note below the element. The style of notes for tables and figures may differ
slightly from standard bibliographic notes, but clarity and accuracy in attribution remain paramount.

Style and Grammar Considerations

Beyond mechanical formatting and citation, chicago style manuscript preparation for writers also
encompasses a strong command of style and grammar. The Chicago Manual of Style offers extensive
guidance on these aspects, promoting clarity, conciseness, and precision in writing.

This includes advice on the use of active versus passive voice, the avoidance of jargon, effective
sentence structure, and the correct application of punctuation such as commas, semicolons, and em
dashes. Writers are encouraged to adopt a clear and engaging prose style that effectively
communicates their ideas to the intended audience. Consistent application of these stylistic principles
contributes significantly to the overall quality and professionalism of the manuscript.

Common Pitfalls in Chicago Style Preparation

Even experienced writers can encounter challenges when preparing a manuscript in Chicago style.
Awareness of common pitfalls can help prevent errors and ensure a smoother submission process.
One frequent issue is inconsistency in citation formatting. Whether using notes or author-date,
ensuring that every citation adheres to the chosen style guide is critical.

Another common error is inconsistent use of capitalization and punctuation, especially with titles and
headings. Authors may also overlook the specific requirements for different types of sources, leading
to inaccuracies in bibliographies or reference lists. Finally, failing to proofread meticulously for
grammatical errors, typos, and adherence to all formatting guidelines is a significant oversight that



can detract from an otherwise strong manuscript.

Finalizing Your Chicago Style Manuscript

The final stages of chicago style manuscript preparation for writers involve a thorough review and
proofreading process. Before submission, it is essential to read through the entire manuscript multiple
times, specifically checking for adherence to Chicago style guidelines. This includes verifying page
numbering, margin consistency, font usage, and the correct formatting of all citations and
bibliographic entries.

Comparing the manuscript against the specific requirements of the intended publisher or journal is
also a crucial step. Many academic journals and publishers have their own adapted versions of
Chicago style, and it is vital to follow those specific instructions. A comprehensive final review ensures
that the manuscript is polished, professional, and presents the author's work in the best possible light.

FAQ

Q: What is the primary difference between the notes and
bibliography system and the author-date system in Chicago
style?
A: The primary difference lies in how sources are cited within the text. The notes and bibliography
system uses numbered footnotes or endnotes, while the author-date system uses parenthetical
citations (Author Year, Page). Both systems require a comprehensive list of sources at the end of the
manuscript (a bibliography for the notes system, a reference list for the author-date system).

Q: Can I use footnotes and endnotes interchangeably within
the same Chicago style manuscript?
A: No, you must choose one system and use it consistently throughout your manuscript. While both
are part of Chicago style, mixing them will create confusion and is not permitted.

Q: How do I cite a website in Chicago style, and what are the
essential components?
A: Website citations in Chicago style typically require the author's name (if available), the title of the
specific page or document, the name of the website, the date of publication or last update, the date
you accessed the site, and the URL. The format can vary slightly depending on whether you are using
the notes and bibliography or author-date system.



Q: Is it acceptable to abbreviate titles in my bibliography or
reference list in Chicago style?
A: Generally, no. Full titles of books and articles should be provided in the bibliography or reference
list. Abbreviations are typically only used for subsequent citations of the same source within the notes
system, as outlined by the manual.

Q: How should I format block quotations in a Chicago style
manuscript?
A: Block quotations (generally 5 lines or more of prose, or 3 lines or more of poetry) should be set off
from the main text by indenting the entire quotation from the left margin, single-spacing the text
within the quotation, and omitting quotation marks. The citation follows the quotation.

Q: What is the standard font and font size recommended for
Chicago style manuscripts?
A: While Chicago style allows for some flexibility, a clear, legible serif font such as Times New Roman,
12-point, is the most commonly recommended and widely accepted standard for manuscript
preparation.

Q: How do I handle multiple authors in Chicago style
citations?
A: For the notes and bibliography system, the first author's name is listed as Last Name, First Name,
followed by First Name Last Name for subsequent authors in the note. In the bibliography, all authors
are listed using the same format. For the author-date system, subsequent authors are typically listed
as et al. in the in-text citation after the first author's name, and the full list is provided in the
reference list.

Q: Should I include my abstract in the page numbering for a
Chicago style manuscript?
A: Yes, preliminary pages like the title page, abstract, and table of contents are typically numbered
with lowercase Roman numerals, starting with the title page as 'i'. However, the title page itself is
often unnumbered, with the numbering commencing on the subsequent preliminary page.
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