
chicago manual style journal
formatting
The Chicago Manual of Style is a comprehensive guide that governs academic
writing, particularly in the humanities and social sciences. For journal
submissions, adhering to the Chicago manual style journal formatting is
paramount for demonstrating professionalism and ensuring your work is taken
seriously by editors and peer reviewers. This guide meticulously details
every aspect of manuscript preparation, from general manuscript guidelines to
specific requirements for citations, bibliographies, and visual elements.
Mastering these formatting rules not only improves the clarity and
readability of your article but also signals your understanding of academic
conventions, significantly increasing its chances of acceptance. This article
will delve into the intricacies of Chicago manual style journal formatting,
covering essential elements from title page to bibliography.
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Understanding Chicago Style for Journals

The Chicago Manual of Style (CMOS) is a widely respected style guide that
offers comprehensive guidelines for academic writing, publishing, and
citation. When it comes to journal submissions, understanding and applying
CMOS formatting is crucial. Journals often adopt CMOS as their primary style
guide, and deviating from its principles can lead to immediate rejection,
regardless of the scholarly merit of the content. The manual itself is
extensive, covering everything from manuscript preparation and proofreading
to punctuation and digital publishing. For authors aiming to publish in
academic journals that specify Chicago style, a thorough grasp of its nuances
is indispensable.

The Chicago style is broadly divided into two citation systems: the notes-
bibliography system and the author-date system. For most scholarly journals,
especially in the humanities and some social sciences, the notes-bibliography



system is the preferred choice. This system utilizes footnotes or endnotes
for in-text citations and concludes with a bibliography of all sources cited.
The author-date system, while also a part of Chicago style, is more commonly
used in the natural and social sciences and relies on parenthetical in-text
citations followed by a reference list. This article will primarily focus on
the notes-bibliography system, as it is the most prevalent for journal
submissions requesting Chicago manual style journal formatting.

General Manuscript Formatting in Chicago Style

Proper manuscript formatting sets the stage for your scholarly work, ensuring
it is presented in a clear, organized, and professional manner. The Chicago
Manual of Style provides detailed instructions for preparing a manuscript
that meets academic standards. These guidelines are designed to make your
work accessible and easy for editors, typesetters, and readers to navigate.
Adhering to these conventions is not merely about aesthetics; it demonstrates
a respect for the publication process and the rigor of academic discourse.
For authors preparing a manuscript for journal submission, following these
general formatting rules is a critical first step.

When preparing your manuscript according to Chicago manual style journal
formatting, consistency is key. This applies to everything from font choices
to spacing and indentation. Journals often have specific submission portals
or instructions that may supersede or add to the general CMOS guidelines, so
it is always advisable to consult the journal's author guidelines carefully
before submitting your work. However, the core principles outlined in the
CMOS provide a robust foundation for any submission.

Font and Spacing

The Chicago Manual of Style generally recommends a clear, readable font.
While it doesn't mandate a specific font, common choices include Times New
Roman, Arial, or Calibri. The font size should be 12-point. Double-spacing is
the standard for the main body of the text, including block quotations, but
single-spacing is used for certain elements like block quotations themselves,
footnotes, and the bibliography. Margins should be at least 1 inch on all
sides to allow for editorial marks and page turning.

Page Numbering

Page numbers are essential for organizing your manuscript. In Chicago style,
page numbers are typically placed in the upper right-hand corner of each
page, starting from the title page (though some journals may omit the title



page number). The first page of the text (usually after the abstract and any
other preliminary material) is often numbered as page 1. All subsequent
pages, including those with tables, figures, and appendices, should be
consecutively numbered.

Paragraph Indentation

The first line of each paragraph should be indented, typically by 0.5 inches.
Block quotations, which are longer passages quoted directly from another
source (usually 5 or more lines), are not indented on the first line but are
set apart from the main text by being indented an additional 0.5 inches from
the left margin. The entire block quotation is then single-spaced.

Title Page Requirements

A well-formatted title page is the first impression of your submission. It
should clearly and concisely present the essential information about your
article. While the specific requirements can vary slightly among journals,
the Chicago Manual of Style outlines a standard structure. This page
introduces your work and its authors, setting the tone for the entire
submission.

The title page should contain the article title, author's name, and author's
affiliation. The title should be centered and prominently displayed at the
top of the page. The author's name(s) should follow, also centered, and then
the author's institutional affiliation. Some journals may also request
contact information, such as an email address, on the title page or in a
separate author information section. It is crucial to follow the specific
instructions provided by the journal regarding the content and placement of
information on the title page.

Abstract Formatting

The abstract is a brief summary of your article, typically ranging from 150
to 250 words, though some journals may have different length requirements. It
should encapsulate the article's main arguments, methodology, findings, and
conclusions. A well-written abstract is vital for attracting readers and
providing them with a quick understanding of your research. In Chicago manual
style journal formatting, the abstract is usually presented on its own page,
immediately following the title page.

The abstract itself should be concise and informative. It should not contain
citations or footnotes. The word "Abstract" should be centered at the top of



the page. The abstract text follows, single-spaced or double-spaced depending
on the journal's guidelines, without any indentation for the first line. It
should be a standalone piece that accurately reflects the content of the full
article.

Body Text and Formatting Conventions

The main body of your article is where your research is presented in detail.
Following Chicago manual style journal formatting conventions ensures that
your arguments are presented clearly and logically, making it easier for
readers to engage with your ideas. This section covers the fundamental
aspects of structuring and formatting the core content of your manuscript.

Headings and Subheadings

Headings and subheadings are essential for organizing your article into
logical sections and subsections. This helps readers follow your line of
argument and locate specific information within the text. Chicago style
provides guidelines for the formatting of headings to ensure consistency and
clarity. The specific hierarchy and styling of headings can vary slightly
based on journal requirements, but the principle is to use distinct
formatting for different levels of headings.

First-level headings: Typically centered and in all caps or title case.

Second-level headings: Often aligned to the left margin and in title
case.

Third-level headings: Can be italicized, left-aligned, and in title
case.

It is crucial to consult the journal's specific style guidelines for the
exact formatting of headings and subheadings, as they often have preferred
methods for structuring these elements.

Block Quotations

Direct quotations of five or more lines are typically presented as block
quotations. These are set apart from the main text to visually distinguish
them. According to Chicago style, block quotations are indented an additional
0.5 inches from the left margin and are single-spaced. They do not use



quotation marks at the beginning or end, as the indentation itself signals
that it is a quotation. The citation follows the quotation.

Numbers and Dates

Chicago style has specific rules for writing out numbers and dates.
Generally, numbers one through ten are spelled out, while larger numbers are
written as numerals. However, there are exceptions, such as when comparing
numbers or when referring to specific statistical data. Dates are typically
written in a month-day-year format (e.g., January 1, 2023). Specific
guidelines for numbers in different contexts can be found within the CMOS.

Citations: Notes and Bibliography System

The notes-bibliography system is a cornerstone of Chicago manual style
journal formatting, particularly in the humanities. This system allows for
detailed referencing without disrupting the flow of the main text. It employs
endnotes or footnotes to cite sources and concludes with a comprehensive
bibliography. Mastering this system is essential for academic integrity and
for providing readers with the necessary information to consult your sources.

In-Text Citations (Notes)

In the notes-bibliography system, in-text citations are handled through
superscript numbers placed within the text. These numbers correspond to
notes, which can be either footnotes (appearing at the bottom of the page) or
endnotes (appearing at the end of the article or chapter). The first time a
source is cited, the note provides a full bibliographic entry. Subsequent
citations of the same source are shortened, often including the author's last
name, a shortened title of the work, and the page number.

For example, a first citation might look like:
1 John Smith, The History of Formatting (Chicago: University of Chicago
Press, 2020), 45.

A subsequent citation of the same source would be:
2 Smith, History of Formatting, 67.

If the author has multiple works in the bibliography, the shortened title is
crucial to distinguish between them. In some cases, "ibid." (ibidem, meaning
"in the same place") can be used for consecutive citations of the same source
and page number.



Bibliography Formatting

The bibliography is an alphabetized list of all the sources that have been
cited in the notes. It appears at the end of the article. Each entry in the
bibliography should contain complete bibliographic information, allowing
readers to locate the original source. The formatting of bibliography entries
follows specific rules for different types of sources, such as books, journal
articles, websites, and more.

Key elements typically included in a bibliography entry are:

Author's full name (last name first).

Title of the work (italicized for books and journals, in quotation marks
for articles).

Publication information (city of publication, publisher, year of
publication for books; journal title, volume, issue, and page numbers
for articles).

DOI or URL for online sources.

Entries are usually formatted with a hanging indent, meaning the first line
of each entry is flush with the left margin, and subsequent lines are
indented. The bibliography is alphabetized by the author's last name.

Tables and Figures

Visual elements like tables and figures are crucial for presenting data and
complex information clearly and concisely. When incorporating them into a
manuscript formatted according to Chicago manual style journal formatting,
it's important to adhere to specific guidelines to ensure they are well-
integrated and easily understood. Journals often have precise requirements
for the placement and labeling of these elements.

Tables

Tables are used to present data in rows and columns. Each table should be
numbered consecutively (e.g., Table 1, Table 2) and have a clear, descriptive
title. The title is typically placed above the table. Column headings should
be concise and informative. The Chicago Manual of Style recommends that
tables be designed for readability, with minimal use of internal lines and
clear labeling. When referring to a table in the text, use its number (e.g.,



"as shown in Table 1").

Figures

Figures can include charts, graphs, illustrations, and images. Like tables,
each figure should be numbered consecutively (e.g., Figure 1, Figure 2) and
have a descriptive caption placed below the figure. The caption provides
essential context and interpretation for the visual element. Ensure that all
figures are high-resolution and legible. When referring to a figure in the
text, use its number (e.g., "see Figure 3 for details").

It is crucial to check the specific journal's guidelines regarding the
submission of tables and figures. Some journals prefer them to be embedded
within the text, while others require them to be submitted as separate files.

Appendices

Appendices are used to present supplementary material that is too extensive
or tangential to include in the main body of the article. This can include
raw data, lengthy questionnaires, detailed methodological descriptions, or
supporting documents. In Chicago manual style journal formatting, appendices
are placed after the main text and before the bibliography. Each appendix
should be labeled sequentially (e.g., Appendix A, Appendix B) and have a
descriptive title.

The content of each appendix should be clearly organized and formatted
consistently with the main text. If an appendix contains tables or figures,
they should be numbered within that appendix (e.g., Table A1, Figure B2).
Referring to an appendix within the main text is done by its label and title
(e.g., "as detailed in Appendix A: Survey Questions").

Common Formatting Pitfalls to Avoid

Even with a thorough understanding of Chicago manual style journal
formatting, it's easy to fall into common traps that can detract from your
manuscript's professionalism. Recognizing these pitfalls beforehand can save
you significant revision time and increase your chances of a smooth
submission process. Attention to detail is paramount when aiming for
publication in academic journals.

Inconsistent Citation Style: Mixing elements of the notes-bibliography
system with the author-date system, or failing to format notes and



bibliography entries precisely according to CMOS guidelines, is a
frequent error. Ensure every note and bibliography entry is correct.

Incorrect Formatting of Block Quotations: Forgetting to indent block
quotations, using quotation marks inappropriately, or not single-spacing
them are common mistakes.

Ignoring Journal-Specific Guidelines: While CMOS provides a
comprehensive framework, individual journals often have their own
submission requirements. Overlooking these specific instructions can
lead to rejection. Always read the journal's author guidelines
carefully.

Poorly Formatted Tables and Figures: Tables or figures that are unclear,
poorly labeled, or not correctly formatted according to CMOS can be a
significant issue. Ensure all visual elements are easily interpretable.

Plagiarism and Incorrect Attribution: The most critical aspect of
academic writing is proper attribution. While not strictly a formatting
issue, failure to cite correctly or at all is a serious academic offense
and directly relates to citation formatting.

Proofreading for Errors

Thorough proofreading is an indispensable final step. After meticulously
applying all Chicago manual style journal formatting rules, a final read-
through can catch any remaining typos, grammatical errors, or
inconsistencies. This not only polishes your manuscript but also ensures that
all your formatting choices are accurately implemented.

During proofreading, pay close attention to the flow of your text, the
clarity of your arguments, and the accuracy of your citations. It's often
beneficial to have a colleague or mentor review your work, as a fresh pair of
eyes can identify errors you might have missed. A clean, error-free
manuscript reflects positively on your dedication to scholarly work.

Seeking Clarification

The Chicago Manual of Style is an extensive resource, and it's natural to
encounter situations where clarification is needed. If you are unsure about a
specific formatting rule, consult the latest edition of the CMOS directly.
Many academic institutions also provide access to style guides and writing
support services that can assist you. When in doubt, err on the side of
caution and meticulously follow the guidelines provided by the specific
journal to which you are submitting.



Ultimately, mastering Chicago manual style journal formatting is a skill that
enhances your academic credibility and contributes to the effective
dissemination of your research. By dedicating time to understand and apply
these guidelines, you significantly improve your manuscript's presentation
and its prospects for publication.

Q: What is the primary difference between the notes-
bibliography system and the author-date system in
Chicago style?
A: The primary difference lies in how in-text citations are presented and the
format of the final reference list. The notes-bibliography system uses
footnotes or endnotes for in-text citations and a bibliography at the end.
The author-date system uses parenthetical in-text citations (Author Year,
Page) and a reference list at the end.

Q: How should block quotations be formatted in
Chicago manual style journal formatting?
A: Block quotations, typically five or more lines of text, should be indented
an additional 0.5 inches from the left margin and single-spaced. They do not
use quotation marks, and the citation follows the quotation.

Q: Is it necessary to include a title page when
submitting a journal article in Chicago style?
A: Yes, a title page is generally required. It should include the article
title, author's name, and author's affiliation, centered on the page.
Specific journal requirements might vary.

Q: What is the standard font and spacing for the
body text in Chicago style for journal submissions?
A: For the main body text, Chicago style generally recommends a 12-point
readable font (like Times New Roman or Arial) and double-spacing. However,
always check the specific journal's submission guidelines.

Q: How are page numbers handled in a Chicago style
manuscript for a journal?
A: Page numbers are typically placed in the upper right-hand corner of each
page, starting from the title page or the first page of the text. Consecutive
numbering is maintained throughout the manuscript.



Q: What is the purpose of a bibliography in Chicago
manual style journal formatting?
A: The bibliography is an alphabetized list of all sources cited in the
article's notes. It provides complete bibliographic information for each
source, allowing readers to locate and consult them.

Q: Can I use "ibid." in my Chicago style notes?
A: Yes, "ibid." (ibidem) can be used in Chicago style notes to refer to the
immediately preceding source and page number. It is a concise way to avoid
repetition, but its use should be carefully considered for clarity.

Q: What is the recommended length for an abstract in
Chicago style?
A: While specific journal requirements vary, a typical abstract in Chicago
style is between 150 and 250 words. It should provide a concise summary of
the article's content.

Q: How should tables and figures be labeled in a
Chicago style manuscript?
A: Tables are numbered consecutively (Table 1, Table 2) and have a title
above them. Figures are also numbered consecutively (Figure 1, Figure 2) and
have a caption below them.

Q: Where should appendices be placed in a Chicago
style journal article?
A: Appendices are placed after the main body of the text and before the
bibliography. Each appendix should be labeled sequentially (e.g., Appendix A)
with a descriptive title.
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