
chicago style manuscript preparation
chicago style manuscript preparation is a critical step for authors aiming
for academic rigor and professional presentation. Whether you are submitting
a dissertation, a journal article, or a book manuscript, adhering to the
Chicago Manual of Style (CMOS) ensures clarity, consistency, and credibility.
This comprehensive guide will delve into the intricacies of preparing your
work in Chicago style, covering everything from general formatting guidelines
to specific citation practices. We will explore the nuances of in-text
citations, endnotes and bibliographies, and essential formatting elements
that scholars and publishers expect. Mastering these details will not only
enhance the readability of your work but also demonstrate your commitment to
scholarly standards.
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Understanding the Chicago Manual of Style

The Chicago Manual of Style (CMOS) is a widely respected style guide
published by the University of Chicago Press. It provides comprehensive
guidelines for writing, editing, and preparing manuscripts for publication,
particularly within the humanities and social sciences. Its enduring
relevance stems from its detailed approach to grammar, punctuation, and,
crucially, citation. Understanding the fundamental philosophy behind CMOS,
which prioritizes clarity and readability for the widest possible audience,
is the first step in effective manuscript preparation.

CMOS is unique in offering two primary citation systems: the notes and
bibliography system and the author-date system. The choice between these
often depends on the specific academic discipline or publisher's
requirements. Both systems aim to accurately attribute sources and allow
readers to locate them, but they differ in their presentation. This guide
will explore both, empowering you to make the informed decision that best
suits your project and its intended audience.



General Manuscript Formatting in Chicago Style

Proper manuscript formatting is the bedrock of professional presentation. In
Chicago style, adherence to specific margins, line spacing, font choices, and
page numbering ensures that your work is easily navigable and meets industry
standards. These seemingly minor details contribute significantly to the
overall polish and credibility of your manuscript.

Margins and Spacing

For a Chicago style manuscript, standard margins are typically one inch on
all sides of the page. This provides ample white space for reviewers and
readers, preventing a cramped appearance. Line spacing is usually double-
spaced throughout the entire manuscript, including block quotations, notes,
and bibliography entries. This facilitates ease of reading and allows for
editorial annotations.

Font and Font Size

The preferred font for Chicago style manuscripts is a readable, standard
typeface such as Times New Roman or Courier New. A font size of 12-point is
the standard, ensuring legibility. Consistency in font usage throughout the
document is paramount; avoid mixing different fonts for headings, body text,
or quotations.

Page Numbering

Page numbers in Chicago style are typically placed in the upper right-hand
corner of each page, starting from the first page of the main text. The title
page, abstract (if applicable), and table of contents are usually unnumbered,
or if numbered, they may use lowercase Roman numerals. Ensure a consistent
numbering scheme throughout your document.

Title Page and Running Heads

The title page should include the title of your manuscript, your name, and
your affiliation. It does not typically include the word "by" before your
name. Running heads, or headers, are often used in academic manuscripts. They
are usually placed in the upper left-hand corner of each page and include a
shortened version of the title, followed by the page number. Consult your
publisher or institution's guidelines for specific requirements regarding



running heads.

Notes and Bibliography System

The notes and bibliography system is the more traditional and common system
in the humanities, offering a detailed and unobtrusive way to cite sources.
It uses superscript numbers within the text to refer to corresponding notes
at the bottom of the page (footnotes) or at the end of the manuscript
(endnotes).

In-Text Citations (Superscript Numbers)

When you quote, paraphrase, or refer to information from a source, you insert
a superscript Arabic numeral immediately after the relevant sentence or
clause, and before any punctuation. This numeral corresponds to an entry in
your notes section. For example, "This concept was first introduced by
Smith1."

Footnotes and Endnotes

Footnotes appear at the bottom of the page where the reference is made, while
endnotes are collected at the end of the chapter or the entire manuscript.
Each note provides the full bibliographic details of the source upon its
first mention. Subsequent references to the same source can be shortened. For
example, the first note for a book might be: "1. John Smith, The History of
Ideas (New York: Academic Press, 2020), 45." A subsequent note might read:
"2. Smith, History of Ideas, 67."

The Bibliography

The bibliography, or reference list, appears at the end of the manuscript and
lists all the sources cited in the text, typically in alphabetical order by
the author's last name. It provides a complete overview of the sources
consulted and aids readers in further research. The formatting of
bibliography entries closely mirrors that of the first note entry for each
source type.



Author-Date System

The author-date system, commonly used in the social sciences and some natural
sciences, presents citations within the text in parentheses, typically
following the material being referenced. This system is generally considered
more concise for disciplines with a high density of citations.

In-Text Citations (Parenthetical)

In the author-date system, in-text citations consist of the author's last
name and the year of publication, enclosed in parentheses. If a page number
is necessary, it is also included. For example: "(Smith 2020, 45)." If there
are multiple works by the same author in the same year, they are
distinguished by adding a letter to the year (e.g., Smith 2020a).

The Reference List

Similar to the bibliography in the notes system, the author-date system
requires a reference list at the end of the manuscript. This list includes
all sources cited in the text, arranged alphabetically by author's last name.
The formatting of each entry is slightly different from the notes system,
prioritizing the author and date upfront. For example: "Smith, John. 2020.
The History of Ideas. New York: Academic Press."

Formatting Specific Elements

Beyond general layout and citation styles, Chicago style provides specific
guidance for formatting various elements within your manuscript, ensuring
consistency and adherence to scholarly norms.

Quotations

Short quotations (fewer than five lines of prose or three lines of verse) are
typically incorporated into the text and enclosed in quotation marks. Longer
quotations, known as block quotations, are set apart from the main text,
indented from the left margin, and do not use quotation marks. Block
quotations are usually single-spaced in notes and bibliography system, while
in author-date, they are typically double-spaced to match the main text.
Ensure consistency with your chosen citation system.



Tables and Figures

Tables and figures should be clearly labeled with sequential numbers (Table
1, Figure 1) and have descriptive titles. They should be placed as close as
possible to their first mention in the text. Each table and figure should
have a clear and concise caption explaining its content. Refer to tables and
figures in the text using their numbers, e.g., "As shown in Table 1..."

Captions and Notes for Visual Material

Captions for tables and figures in Chicago style are generally brief and
informative. Notes accompanying tables and figures can provide additional
context, definitions, or source attributions. These notes should be clearly
distinguished from the table or figure content itself.

Common Pitfalls in Chicago Style Manuscript
Preparation

Even experienced writers can fall into common traps when preparing a
manuscript in Chicago style. Recognizing these potential issues can save
significant time and effort during the editing and submission process.

Inconsistency in Citation Style

The most frequent error is inconsistency within a chosen citation system.
This might involve mixing elements of the notes and bibliography system with
the author-date system, or variations in how different source types are
cited. Meticulous attention to detail during the citation process is crucial
to avoid this.

Incorrect Formatting of Source Types

Each type of source (books, journal articles, websites, interviews, etc.) has
a specific formatting convention within Chicago style. Errors often arise
from misapplying these rules, such as incorrect placement of punctuation,
missing publication details, or improper handling of italics and quotation
marks.



Ignoring Publisher-Specific Guidelines

While CMOS provides a comprehensive framework, publishers often have their
own specific formatting requirements or preferences that may deviate slightly
from the general rules. It is imperative to consult and strictly adhere to
any publisher-provided style sheets or author guidelines.

Punctuation Errors Around Citations

The placement of punctuation relative to citation numbers or parenthetical
citations is a common source of error. Generally, punctuation follows
superscript citation numbers, while it may precede parenthetical author-date
citations, depending on the sentence structure.

Advanced Chicago Style Considerations

For complex manuscripts or those intended for highly specialized academic
journals, understanding advanced Chicago style principles is beneficial. This
includes handling specific types of sources and nuanced editorial decisions.

Citing Archival Materials and Unpublished Works

Citing archival materials, manuscripts, and unpublished works requires
careful attention to detail, as these sources may not have standardized
publication information. CMOS provides guidance on how to describe these
items, including collection names, box numbers, folder designations, and
dates.

Handling Translations and Edited Works

When citing translated works, both the original author and the translator
should be acknowledged. Similarly, for edited collections, the editor's role
and contribution are important to note. The specific order and formatting of
this information follow CMOS conventions.

Online Resources and Digital Media

The digital landscape presents ongoing challenges for citation. CMOS offers



guidelines for citing a wide range of online resources, including websites,
blog posts, social media, and streaming media. Key elements include access
dates and stable URLs (like DOIs) where available.

Finalizing Your Chicago Style Manuscript

The final stages of manuscript preparation involve a thorough review and
refinement process. This is where meticulous attention to detail ensures that
your work is polished, professional, and ready for submission.

Proofreading is paramount. This goes beyond simple spell-checking; it
involves carefully reading through your entire manuscript to catch
grammatical errors, typos, inconsistencies in formatting, and citation
mistakes. It is often beneficial to have a fresh pair of eyes review your
work, as you may become blind to your own errors after spending so much time
with the text. Verifying every citation against its original source one last
time can prevent embarrassing inaccuracies.

Ensuring that all elements of your manuscript are present and correctly
formatted according to your chosen Chicago style system is the final step.
This includes the title page, table of contents, main body text, notes (if
used), bibliography or reference list, and any appendices. A well-prepared
manuscript in Chicago style not only reflects well on the author's
scholarship but also significantly improves the likelihood of acceptance by
publishers and academic institutions.

FAQ Section

Q: What is the primary difference between the notes
and bibliography system and the author-date system
in Chicago style?
A: The notes and bibliography system uses superscript numbers in the text to
refer to footnotes or endnotes, providing detailed source information. The
author-date system uses parenthetical citations in the text, typically
including the author's last name and the year of publication, and refers to a
reference list at the end.

Q: How should I format a block quotation in a
Chicago style manuscript?
A: Block quotations, typically longer than four lines of prose or three lines
of verse, should be set off from the main text by indenting them from the
left margin. They do not use quotation marks. In the notes and bibliography



system, block quotations are usually single-spaced; in the author-date
system, they generally match the main text's double spacing.

Q: When should I use a bibliography versus a
reference list in Chicago style?
A: You use a bibliography when employing the notes and bibliography system.
This list includes all sources cited in your notes. You use a reference list
when employing the author-date system. This list includes all sources cited
in your parenthetical in-text citations.

Q: What are the standard margin and font
requirements for a Chicago style manuscript?
A: Standard margins for a Chicago style manuscript are typically one inch on
all sides. The preferred font is a readable 12-point typeface, such as Times
New Roman or Courier New.

Q: How do I cite a website in Chicago style if it
doesn't have an author or publication date?
A: For websites without an author, use the organization or website name as
the author. If no publication date is available, use "n.d." (no date). Always
include the access date for online sources, as their content can change.

Q: What is the purpose of a running head in a
Chicago style manuscript?
A: A running head, often placed in the upper left-hand corner of each page,
helps readers identify the manuscript's content and author quickly,
especially when pages are handled individually. It typically includes a
shortened version of the title.

Q: Can I mix elements from both the notes and
bibliography system and the author-date system in
one manuscript?
A: No, you should strictly adhere to one system throughout your entire
manuscript. Mixing elements can lead to confusion and is considered an error
in Chicago style preparation.



Q: What is the recommended practice for proofreading
a Chicago style manuscript before submission?
A: Thorough proofreading involves checking for grammatical errors, typos,
punctuation mistakes, and inconsistencies in formatting and citations. It is
highly recommended to have someone else proofread your manuscript as well, as
fresh eyes can catch errors you might miss.
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