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Mastering Chicago Style Paper Formatting for Unpublished Manuscripts

chicago style paper formatting for unpublished manuscripts can seem daunting,
but with a clear understanding of its principles, authors can present their
work professionally and adhere to established academic and publishing
standards. This comprehensive guide will navigate you through the essential
elements of Chicago style, focusing specifically on the nuances required for
works that have not yet been formally published. We will delve into the
intricacies of citation methods, the structure of your manuscript, and the
formatting of specific elements like footnotes, endnotes, and the
bibliography. Mastering these details is crucial for ensuring your
unpublished work is taken seriously by agents, editors, and readers alike,
projecting an image of meticulousness and professionalism. Understanding
these guidelines will empower you to format your research papers, creative
writing, or any other manuscript with confidence and precision, making your
submission stand out for all the right reasons.
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Understanding the Core Principles of Chicago
Style

The Chicago Manual of Style (CMOS) is a widely respected style guide offering
two primary citation systems: the notes-bibliography system and the author-
date system. For unpublished manuscripts, the notes-bibliography system is
often preferred, especially in humanities disciplines, as it allows for more
detailed explanations and supplementary information within the text itself.
This system relies on numbered footnotes or endnotes to cite sources, with a
corresponding bibliography at the end of the work listing all sources
consulted. Understanding the fundamental goal of any citation system-to
accurately and clearly attribute sources and provide readers with the means
to locate them—is the first step in mastering Chicago style.

The Chicago Manual of Style emphasizes clarity, consistency, and precision.
For unpublished manuscripts, this means adhering strictly to the formatting



rules to present a polished and professional document. Whether you are an
academic preparing a thesis, a creative writer submitting a novel to an
agent, or a researcher compiling a report, consistent application of Chicago
style rules ensures your work is judged on its merit, not on presentation
errors. The guide covers everything from basic punctuation and capitalization
to complex citation examples for a vast array of source types, making it an
invaluable resource for any author.

Manuscript Structure and General Formatting
Guidelines

A well-structured manuscript is the foundation of clear communication, and
Chicago style provides specific recommendations for organizing your
unpublished work. Typically, a manuscript intended for submission or review
will begin with a title page, followed by the main body of the text, and
conclude with a bibliography. For academic papers, this might also include an
abstract and table of contents, but for creative works, the focus is
primarily on the narrative and its supporting elements. Page numbering 1is
essential, usually placed in the upper right-hand corner, starting from the
first page of the main text (often excluding the title page).

Title Page Formatting

The title page for an unpublished manuscript in Chicago style should be clean
and informative. It should clearly display the title of the work, the
author's name, and contact information. Depending on the submission
guidelines, it may also include the date and the intended recipient (e.g., a
specific agent or editor). The title should be centered and prominently
placed, often in uppercase letters, with the author's name and other details
following below, also centered. Avoid excessive decoration or unconventional
fonts, as a professional presentation is key.

Spacing and Margins

Standard formatting for unpublished manuscripts generally involves double-
spacing throughout the entire document, including block quotations and the
bibliography. This practice enhances readability for editors and readers.
Margins should be set to one inch on all sides (top, bottom, left, and
right). This ensures ample space for potential annotations or edits and
presents a clean, uncluttered appearance. Consistent application of these
spacing and margin rules demonstrates attention to detail.



Font Choice and Size

For unpublished manuscripts, it is advisable to use a standard, easily
readable font. Times New Roman or Arial in 12-point size are universally
accepted and recommended. Avoid decorative, script, or overly modern fonts,
as they can be distracting and may not render well across different
platforms. The primary goal is legibility, allowing the reader to focus
entirely on the content of your work without any visual impediments.

Footnotes and Endnotes in Chicago Style

The notes-bibliography system is a cornerstone of Chicago style, particularly
for academic and historical writing, and is often suitable for unpublished
manuscripts requiring detailed source attribution. Footnotes appear at the
bottom of the page where the citation is referenced, while endnotes are
compiled at the end of the document, preceding the bibliography. For
unpublished manuscripts, the choice between footnotes and endnotes often
depends on the specific submission requirements or personal preference, with
endnotes sometimes preferred for lengthy works to maintain cleaner page
layouts.

First Reference vs. Subsequent References

In the notes-bibliography system, the first citation of a source includes
full bibliographic details. This typically includes the author's full name,
the full title of the work (italicized for books and articles), publication
information (or manuscript details for unpublished works), and the specific
page number(s) being referenced. Subsequent citations of the same source are
shortened. This shortened form usually includes the author's last name, a
condensed version of the title, and the page number. If only one work by an
author is cited, the author's last name and page number may suffice for
subsequent references.

Citing Unpublished Materials

Citing unpublished manuscripts requires specific attention to detail. When
referencing an unpublished book manuscript, for example, you would typically
provide the author's name, the full title of the manuscript (italicized), the
date it was created or a descriptive phrase like "unpublished manuscript,"
and the specific page number. For archival materials or personal
correspondence, details such as the collection name, folder number, and item
description become crucial. The Chicago Manual of Style provides detailed
examples for a wide range of unpublished source types, from dissertations and



theses to personal papers and correspondence.

Author's full name

Full title of manuscript (italicized)

Descriptive phrase (e.g., "unpublished manuscript," "typescript,"
"doctoral dissertation")

Date of creation

Specific page number(s)

The Bibliography: Essential Components

The bibliography, appearing at the end of your manuscript, serves as a
comprehensive list of all the sources you have cited. For unpublished
manuscripts, it’s vital to include all materials that informed your work,
even if they are also unpublished. The bibliography should be alphabetized by
the author's last name. Each entry should provide enough information for a
reader to locate the source, mirroring the details provided in the first
footnote or endnote citation, but presented in a slightly different format.

Bibliography Entry Format

Unlike footnotes/endnotes, bibliography entries typically do not include page
numbers unless you are citing a specific section of a larger work. For books,
the format is generally: Author's Last Name, First Name. Title of Book.
Publication City: Publisher, Year of Publication. For unpublished
manuscripts, the format adapts to include relevant details. For example, an
unpublished manuscript might be listed as: Last Name, First Name. Title of
Manuscript. Date of creation. Location of manuscript (e.g., university
archive, personal collection).

Alphabetical Order and Consistency

Strict adherence to alphabetical order by author's last name is a non-
negotiable aspect of the bibliography. If you have multiple works by the same
author, they should be listed chronologically by publication date, with the
earliest work appearing first. If an author has multiple works published in
the same year, use lowercase letters (a, b, c) appended to the year to



distinguish them. Consistency in formatting each entry, from punctuation to
the order of information, is paramount for a professional presentation.

Formatting Specific Manuscript Elements

Beyond general text and citation formatting, Chicago style dictates how
specific elements within your manuscript should be presented to ensure
clarity and adherence to professional standards. This includes how titles are
treated, how dialogue is handled, and how elements like appendices or tables
are integrated into the work.

Titles of Works within Your Manuscript

When referring to the titles of books, journals, articles, or other creative
works within your own manuscript, Chicago style generally requires
italicization for standalone works (like books, films, albums) and quotation
marks for shorter works (like articles, chapters, poems, songs). For
unpublished manuscripts, ensure consistency in how you refer to the titles of
works you cite or discuss, following these general rules.

Block Quotations

Quotations exceeding approximately 100 words, or four lines of prose, should
be formatted as block quotations. This means indenting the entire quotation
from the left margin, usually by half an inch, and omitting the quotation
marks. The block quotation should be single-spaced if the main text is
double-spaced, with a double space preceding and following the block. The
citation follows the final punctuation of the quote.

Dialogue in Creative Writing

For creative writing, such as novels or short stories, dialogue formatting is
critical. Chicago style typically uses double quotation marks for dialogue.
New speakers should begin on new paragraphs. Punctuation related to the
dialogue (commas, periods, question marks) should be placed inside the
quotation marks. Parenthetical phrases within dialogue are enclosed in
parentheses, and if the parenthetical phrase is a complete sentence, it
begins with a capital letter.



When to Use Notes vs. Author-Date System

While this guide focuses on the notes-bibliography system for unpublished
manuscripts due to its prevalence and utility for detailed explanations, it's
important to acknowledge the author-date system. The author-date system is
more commonly found in the sciences and social sciences. It uses
parenthetical citations within the text (Author Year, Page) and a reference
list at the end of the document. For unpublished manuscripts, the choice
often depends on the intended audience and the disciplinary conventions. If
submitting to a scientific journal, the author-date system would be the
appropriate choice. However, for humanities disciplines or when detailed
explanatory notes are beneficial, the notes-bibliography system remains the
standard.

The primary advantage of the notes-bibliography system for unpublished works,
especially in fields like literature, history, and art, is its flexibility.
It allows authors to provide in-text explanations, commentary, or tangential
information without disrupting the flow of the main narrative. This can be
particularly useful for academic papers where deeper engagement with source
material or methodological discussions might be necessary. For creative
writers, it offers a way to meticulously document sources for research or
inspiration without cluttering the primary text.

Common Pitfalls to Avoid in Chicago Style
Formatting

Even experienced writers can fall prey to common errors when formatting
according to Chicago style. Being aware of these pitfalls can save you
significant revision time and ensure a more professional final product.
Inconsistent application of rules is perhaps the most frequent issue,
followed by errors in specific citation elements.

e Inconsistent Spacing: Failing to maintain consistent double-spacing
throughout the manuscript, including in block quotes and the
bibliography.

e Incorrectly Formatted Titles: Misapplying italics and quotation marks
for titles of works.

e Citation Errors: Missing crucial details in notes or bibliography
entries, or errors in the order of elements within a citation.

e Page Numbering Issues: Incorrect placement or omission of page numbers.

e Font and Margin Inconsistencies: Deviating from standard 12-point font



and one-inch margins without a specific reason or instruction.

e Mixing Citation Styles: Attempting to blend elements of the notes-
bibliography system with the author-date system.

Paying close attention to the details outlined in The Chicago Manual of
Style, particularly the sections pertaining to unpublished materials and
general manuscript preparation, is essential. A meticulous approach to
formatting not only demonstrates professionalism but also ensures that your
scholarly or creative work is presented in the clearest and most accessible
manner possible, allowing your content to shine through.

Frequently Asked Questions about Chicago Style Paper
Formatting for Unpublished Manuscripts

Q: Should I use footnotes or endnotes for my
unpublished manuscript?

A: For unpublished manuscripts, the choice between footnotes and endnotes in
Chicago style often depends on the specific submission guidelines or your
preference for readability. Endnotes are generally preferred for longer works
to maintain a cleaner page layout, while footnotes offer immediate access to
citation information on the same page. Both are acceptable within the notes-
bibliography system.

Q: How do I cite a manuscript that is not yet
published but is in my possession?

A: When citing an unpublished manuscript in your possession, you should
provide as much detail as possible in your note and bibliography entry. This
includes the author's full name, the full title of the manuscript
(italicized), a descriptive phrase like "unpublished manuscript" or
"typescript," the date of creation, and the specific page number(s) you are
referencing. If it is part of a larger collection, you would also note its
location within that collection.

Q: What is the standard font and font size for
unpublished manuscripts in Chicago style?

A: The standard recommendation for unpublished manuscripts in Chicago style
is a 12-point font size in a highly readable typeface such as Times New Roman
or Arial. This ensures legibility for editors and readers.



Q: How should I format block quotations in my
unpublished manuscript?

A: Block quotations, typically those longer than four lines of prose, should
be indented half an inch from the left margin, single-spaced (if the main
text is double-spaced), and without quotation marks. A double space should
precede and follow the block quotation.

Q: Is it necessary to include a bibliography if I am
only using a few sources in my unpublished
manuscript?

A: Yes, it is standard practice to include a bibliography for all Chicago
style papers, including unpublished manuscripts, that lists all sources
cited. Even if you have only used a few sources, a bibliography demonstrates
thoroughness and allows readers to easily access your source material.

Q: What is the difference between a bibliography and
a reference list in Chicago style?

A: In the notes-bibliography system, the list at the end of the work is
called a bibliography and includes all sources cited in the notes, and
potentially other consulted sources. In the author-date system, the list is
called a reference list and includes only those sources cited in the text.
For unpublished manuscripts using the notes-bibliography system, you will
create a bibliography.

Q: How do I cite a personal letter or email in an
unpublished manuscript?

A: Citing personal correspondence like letters or emails involves providing
the author's name, the type of communication (e.g., "personal letter,"” "email
correspondence"), the date it was sent, and its recipient if relevant. For
unpublished manuscripts, you might also indicate where this correspondence 1is
held (e.g., in the author's private collection). Ensure you have permission
to cite personal correspondence.

Q: Can I use the author-date system for my
unpublished manuscript if I'm not in a science
field?

A: While the notes-bibliography system is more common in the humanities, you
can use the author-date system for your unpublished manuscript if it aligns
with your disciplinary conventions or if you have a specific reason for



preferring it. However, ensure you consistently apply the chosen system
throughout your work.
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