chicago manual of style manuscript
formatting requirements

The Chicago Manual of Style Manuscript Formatting Requirements: A Comprehensive
Guide

chicago manual of style manuscript formatting requirements are essential for
authors seeking publication, ensuring clarity, consistency, and professionalism in their
work. Adhering to these guidelines is not merely a matter of preference; it's a critical step
in presenting a manuscript that publishers and editors can efficiently assess and prepare
for production. This comprehensive guide will delve into the meticulous details of Chicago
style for manuscript submission, covering everything from page setup and spacing to the
proper presentation of various textual elements, including headings, notes, and citations.
Mastering these requirements will significantly enhance your manuscript’s readiness and
demonstrate your commitment to scholarly and editorial standards.
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Essential Page Setup and Margins

When preparing a manuscript according to The Chicago Manual of Style (CMOS), the
foundational elements of page setup are paramount. These guidelines ensure that the
document is clean, readable, and consistent, making the editor's job significantly easier.
The primary focus is on creating ample white space, which aids in readability and provides
room for editorial markings. This approach is a hallmark of professional manuscript
preparation across many publishing houses, even those that may not strictly enforce every
single CMOS point in their final printed product.

The standard recommendations for margins are quite specific and aim for uniformity.
Typically, you will want to set one-inch margins on all four sides of the page: top, bottom,
left, and right. This consistent margin not only provides a balanced aesthetic but also
ensures that no text is too close to the edge of the page, preventing any potential legibility
issues or problems during printing and binding processes. Deviating from these standard
margins can create an unprofessional impression and may lead to a manuscript being sent
back for reformatting.



Font and Typeface Specifications

The choice of font and typeface plays a crucial role in the overall presentation and
readability of your manuscript. CMOS emphasizes clarity and legibility above all else.
While publishers may have their own specific font preferences for the final published
work, the manuscript stage calls for a clear, standard typeface that is easy to read in print
and digital formats.

For manuscript submissions, it is generally recommended to use a standard, serif
typeface. Common and acceptable choices include Times New Roman, Garamond, or
Palatino. These fonts have been chosen for their historical readability and widespread
familiarity. Avoid using overly decorative or unusual fonts, as they can be distracting and
difficult for editors to read, especially during lengthy review processes. The font size
should also be consistent, typically 12-point, which is large enough to be easily legible
without appearing overly bold or taking up excessive space.

It is also important to ensure that your typeface is used consistently throughout the
manuscript. Avoid using italics or boldface excessively for emphasis; instead, rely on clear
prose and well-structured sentences. If you need to indicate specific formatting for the
final publication, such as italics for book titles or foreign phrases, it is best to do so
sparingly and clearly, perhaps with a brief note to the editor if there's any ambiguity. The
goal is to make the content as accessible as possible to everyone who will handle it.

Paragraph and Line Spacing Guidelines

Spacing is a critical aspect of manuscript formatting, directly impacting readability and
the allowance for editorial comments. The Chicago Manual of Style provides clear
directives on how to manage both line spacing and paragraph indentation.

For line spacing, the standard recommendation for manuscripts is double-spacing. This
means there should be two lines of space between each line of text. Double-spacing is
crucial because it creates generous white space between lines, making the text easier to
read for extended periods and, importantly, providing ample room for editors to write
notes, make corrections, and suggest revisions directly on the page. Single-spacing or 1.5-
spacing, while sometimes used in final publications for space efficiency, is generally not
suitable for manuscript submissions.

Paragraph indentation is also a key element. CMOS typically calls for indenting the first
line of each paragraph. The standard indentation is usually five spaces, achieved by using
the tab key once or by setting a first-line indent in your word processing software. The
first line of a new paragraph should be indented, except for the first paragraph following a
heading or a subhead, and also typically the first paragraph of the manuscript itself.
Consistency in indentation is vital; ensure that all subsequent paragraphs follow the same
indent pattern.

In summary, the ideal spacing for a manuscript submission under CMOS guidelines
involves:

e Double-spacing between all lines of text.

e Indenting the first line of every new paragraph by approximately five spaces.



e Not indenting the first paragraph after a heading or subheading.

e Not indenting the very first paragraph of the manuscript.

Handling Titles, Headings, and Subheadings

The structure of your manuscript is often visually communicated through the use of titles,
headings, and subheadings. The Chicago Manual of Style offers guidance on how to format
these elements to ensure clarity and hierarchical organization.

The main title of your manuscript should be centered on the first page and presented in all
capital letters. It should be distinct and clearly separated from the body text. Below the
title, and typically on the same page, you will include your name and contact information.
This ensures that your manuscript is easily identifiable.

For headings and subheadings within the body of the text, CMOS generally advocates for
a clear, hierarchical approach. While specific formatting can vary slightly depending on
the publisher's house style, the manuscript stage often benefits from clear differentiation.
Headings should be visually distinct from the body text. Common practices include
centering the main headings and left-aligning subheadings. You might also use different
capitalization styles (e.g., title case or sentence case) and potentially boldface or italics to
denote different levels of hierarchy. The key is to maintain consistency and ensure that the
reader can easily distinguish between different sections and subsections.

For instance, a main heading might be centered, in all caps, and separated by extra space
from the text above and below. A first-level subheading might be centered, in title case,
and italicized. A second-level subheading could be left-aligned, in title case, and italicized.
The most important principle is that the system you choose for organizing your headings
and subheadings should be logical and applied uniformly throughout the entire document,
making it easy for an editor or reader to follow the flow of your argument.

The Art of Numbering Pages

Accurate page numbering is a fundamental requirement for any professional manuscript,
and The Chicago Manual of Style provides clear guidelines for this. Proper pagination
ensures that all pages are accounted for and allows for easy referencing within the
document and during the editorial process.

Page numbers should appear on every page of the manuscript, with the exception of the
title page itself. The title page is typically unnumbered, but it counts as page 1 for the
purposes of internal numbering. The numbering usually begins with Arabic numerals (1, 2,
3, etc.).

The placement of page numbers is also standardized. Most often, page numbers are
placed in the upper right-hand corner of the page, aligned with the right margin.
Alternatively, some publishers prefer page numbers to be centered at the bottom of the
page. It is advisable to check with your publisher or agent for their specific preference on
placement. Regardless of placement, ensure that the page numbers are consistently
positioned on every page and do not interfere with the text or margins.



It is also common practice, especially in academic contexts, to include a running head or a
shortened title on each page along with the page number. This running head is typically
placed in the upper left-hand corner. However, for general manuscript submissions, a
simple page number is often sufficient. The crucial aspect is that the numbering is
sequential and accurate from the beginning to the end of the manuscript.

Formatting Notes and Citations

The way you handle notes and citations is a cornerstone of academic and scholarly
writing, and The Chicago Manual of Style offers two primary systems for this:
endnotes/footnotes and author-date citations. Understanding these is crucial for
presenting your research and arguments credibly.

The footnote/endnote system, often referred to as the documentary-notes system, uses
superscript Arabic numerals within the text to indicate the presence of a note. These notes
then appear either at the bottom of the page (footnotes) or at the end of the chapter or
document (endnotes). Each note provides the source information for a specific claim,
quotation, or idea. The first full citation of a source in the notes should be complete, while
subsequent citations of the same source can be shortened (often using the author's last
name and a shortened title). CMOS provides detailed rules for the format of these notes,
including how to cite books, articles, websites, and other materials.

The author-date system, on the other hand, is more common in the sciences and some
social sciences. In this system, a brief parenthetical citation is placed within the text,
typically including the author’s last name and the year of publication (e.g., [Author Last
Name Year]). For direct quotations, the page number is also included (e.g., [Author Last
Name Year, page number]). A complete list of all sources cited, formatted according to
CMOS guidelines, must then be provided at the end of the manuscript under the heading
"Works Cited" or "Bibliography."

Regardless of which system you choose, consistency is paramount. Ensure that your
citations accurately reflect the information provided in your bibliography/works cited list,
and that all elements within a citation (author, title, publication details, page numbers) are
presented in the correct order and format according to CMOS.

Special Elements: Tables, Figures, and Captions

When your manuscript includes visual elements like tables and figures, their presentation
must align with professional formatting standards to ensure clarity and impact. The
Chicago Manual of Style provides specific guidance on how to integrate these elements
seamlessly into your text.

Tables are used to present data in a structured, tabular format. Each table should be
numbered sequentially (Table 1, Table 2, etc.) and given a clear, descriptive title. The title
is typically placed above the table. Within the table itself, clear headings for columns and
rows are essential. CMOS advises against using excessive vertical or horizontal lines
within tables unless they are necessary for clarity. Data should be presented concisely,
and any abbreviations or symbols used should be explained in a note below the table if not
immediately obvious.

Figures encompass a broader range of visual materials, including charts, graphs,



illustrations, photographs, and maps. Like tables, each figure should be numbered
sequentially (Figure 1, Figure 2, etc.). The figure number and a descriptive caption are
typically placed below the figure. The caption should succinctly explain what the figure
depicts and any relevant context or interpretation. If a figure is adapted or reprinted from
another source, proper attribution must be given in the caption, adhering to citation rules.

It is often recommended to place tables and figures as close as possible to their first
mention in the text. Alternatively, for very long manuscripts, publishers may prefer to
receive these elements as separate files, clearly labeled. Always consult the specific
submission guidelines of your publisher or agent regarding the preferred placement and
submission format for tables and figures, as this can vary.

Submitting Your Manuscript: Final Checks

Before you submit your manuscript, a thorough final review against The Chicago Manual
of Style manuscript formatting requirements is absolutely essential. This final check
ensures professionalism and demonstrates your attention to detail, which editors greatly
appreciate.

Begin by re-reading your entire manuscript specifically for formatting consistency. Check
all margins, font choices, font sizes, and spacing. Ensure that every paragraph adheres to
the chosen indentation style and that line spacing is uniformly double-spaced throughout.
Confirm that page numbers are present on every page (except the title page, which counts
as page 1) and are consistently placed.

Verify that all headings and subheadings are formatted according to your established
hierarchy and are consistent from beginning to end. Review your notes and citations
meticulously, ensuring that the chosen system (footnotes/endnotes or author-date) is
applied correctly and that all sources are listed accurately in your bibliography or works
cited section. Pay close attention to the specific CMOS rules for formatting different types
of sources.

Finally, check the presentation of any tables, figures, or other special elements. Ensure
they are clearly labeled, numbered sequentially, and have appropriate captions or titles. If
you are unsure about any specific requirement or preference, it is always best to consult
the publisher's author guidelines or contact your editor directly. A well-formatted
manuscript not only adheres to professional standards but also makes the editorial
process smoother and more efficient, ultimately contributing to a higher quality final
product.

FAQ: Chicago Manual of Style Manuscript Formatting
Requirements

Q: What are the standard margin requirements for a
manuscript formatted according to The Chicago Manual
of Style?

A: The Chicago Manual of Style generally recommends one-inch margins on all four sides



of the page (top, bottom, left, and right). This provides ample white space for readability
and editorial markings.

Q: Which font type and size are typically recommended
for manuscript submissions under Chicago style?

A: For manuscript submissions, a standard, readable serif typeface such as Times New
Roman, Garamond, or Palatino in 12-point size is typically recommended. The key is
legibility and consistency.

Q: What is the required line spacing for a manuscript
intended for submission following Chicago style?

A: The Chicago Manual of Style requires double-spacing between all lines of text in a
manuscript. This provides essential space for editors to make notes and corrections.

Q: How should paragraphs be formatted in a Chicago
Manual of Style manuscript?

A: The first line of each new paragraph should be indented approximately five spaces. The
first paragraph following a heading or subheading, and the very first paragraph of the
manuscript, are typically not indented.

Q: Where should page numbers be placed in a Chicago
Manual of Style manuscript, and what system should be
used?

A: Page numbers should appear on every page except the title page, which counts as page
1. Arabic numerals are used, and they are typically placed in the upper right-hand corner,
aligned with the right margin.

Q: What are the two main citation systems supported by
The Chicago Manual of Style for manuscripts, and how
do they differ?

A: The two main systems are the documentary-notes system (footnotes or endnotes) and
the author-date system. The documentary-notes system uses superscript numbers in the
text to refer to notes at the bottom of the page or end of the document, while the author-
date system uses parenthetical citations in the text (e.g., [Author Year]) followed by a
works cited list.



Q: How should tables and figures be formatted and
labeled in a Chicago Manual of Style manuscript?

A: Tables should be numbered sequentially (Table 1, Table 2) with a title above. Figures
should be numbered sequentially (Figure 1, Figure 2) with the number and caption below.
Both should be clear and clearly identified.

Q: Is it acceptable to use boldface or italics for
emphasis in a manuscript submitted under Chicago
style?

A: While essential for indicating book titles or foreign words, excessive use of boldface or
italics for emphasis is generally discouraged in manuscript submissions. Clear prose
should be the primary tool for emphasis, and specific formatting for publication should be
discussed with the editor.

Q: Should the manuscript include a bibliography or
works cited list?

A: Yes, a bibliography or works cited list is always required when using either the
documentary-notes system or the author-date system to properly document all sources
used in the manuscript.

Q: What is the most important principle to follow
regarding formatting when preparing a manuscript
according to Chicago style?

A: Consistency is the most important principle. Whatever specific formatting choices are
made, they must be applied uniformly and without exception throughout the entire
manuscript to ensure a professional and error-free presentation.
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