
chicago style article manuscript

The Chicago Manual of Style (CMOS) is a comprehensive guide to writing and citation, and understanding its
application is crucial for anyone aiming to produce polished, professional articles, particularly when
submitting to academic journals or publications that adopt its guidelines. A properly formatted Chicago style
article manuscript demonstrates attention to detail, adheres to established scholarly conventions, and
enhances the credibility of your work. This guide will delve into the intricacies of crafting a Chicago style
article manuscript, covering essential elements from initial formatting to citation practices. We will explore
the nuances of manuscript preparation, the critical role of the Chicago style in academic and professional
writing, and practical tips for ensuring compliance. Whether you are a seasoned writer or embarking on your
first major submission, mastering the Chicago style article manuscript will elevate the quality and impact of
your written content.
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Understanding the Chicago Style

The Chicago Manual of Style is one of the most widely used and respected style guides in academic and
professional publishing. Developed and maintained by the University of Chicago Press, it offers comprehensive
guidance on grammar, usage, punctuation, and, most notably, citation. Its flexibility allows for two primary
citation systems: the notes-and-bibliography system and the author-date system. The choice between these
often depends on the specific discipline or publication's requirements, making it essential for authors to be aware
of which system is expected for their Chicago style article manuscript.

The enduring appeal of the Chicago Manual of Style lies in its thoroughness and adaptability. It covers a vast
array of writing and publishing scenarios, from the minutiae of hyphenation to the complexities of digital
citation. For writers preparing a Chicago style article manuscript, this means having a reliable and detailed
reference for virtually any stylistic or formatting question that might arise. Its principles are designed to
promote clarity, consistency, and precision in written communication, ensuring that the author's ideas are
conveyed effectively and professionally.

Manuscript Preparation Essentials

Preparing a Chicago style article manuscript begins long before the final formatting touches. It involves
meticulous planning and execution from the initial draft to the final review. The foundational elements of a
strong manuscript include a clear thesis or argument, well-researched content, logical organization, and
precise language. Adhering to Chicago style principles from the outset can save significant time and effort
during the revision process, ensuring that the document is not only substantively sound but also
professionally presented.



Title Page Requirements

A typical Chicago style article manuscript requires a title page that is clean and informative. While the
Chicago Manual of Style does not mandate a specific template for all title pages, common practice dictates
that it should include the article's title, the author's name, and the author's affiliation. For academic
submissions, this might also include a course name or number if it is a student paper. The title itself should be
clear, concise, and accurately reflect the content of the manuscript.

Abstract and Keywords

Many publications require an abstract for submitted articles. This is a brief summary, typically between 150
and 250 words, that encapsulates the article's purpose, methodology, findings, and conclusions. Following
the abstract, a list of keywords is often requested. These keywords help databases and search engines
categorize and index your work, making it more discoverable. Choosing relevant and specific keywords is vital
for the visibility of your Chicago style article manuscript.

Body of the Manuscript Formatting

The main body of a Chicago style article manuscript adheres to specific formatting guidelines to ensure
readability and professional presentation. This includes:

Font: Typically, a standard, legible font such as Times New Roman, 12-point size, is recommended.

Line Spacing: Double-spacing is standard for the entire manuscript, including block quotations and the
bibliography.

Margins: One-inch margins on all sides (top, bottom, left, and right) are generally preferred.

Paragraph Indentation: The first line of each paragraph should be indented, usually by 0.5 inches.

Running Heads: While not always mandatory for all types of submissions, running heads (a shortened
title and page number) can be included, particularly for longer works or specific journal requirements.

Citation Styles within Chicago: Notes and Bibliography

The notes-and-bibliography system is one of the two primary citation methods prescribed by the Chicago
Manual of Style. This system is particularly common in the humanities and arts. It involves using superscript
numbers within the text to refer to footnotes or endnotes, where full bibliographic information is provided. A
corresponding bibliography at the end of the article lists all sources cited, presented in a standardized format.

Footnotes and Endnotes

Footnotes appear at the bottom of the page, while endnotes are collected at the end of the document. Both
serve the same purpose: to provide detailed citation information for specific points or quotations made in the
text. The first citation of a source in a note is typically extensive, including all necessary bibliographic
details. Subsequent citations of the same source can be shortened, often using the author's last name, a



shortened title, and the page number, making the Chicago style article manuscript efficient for readers.

The Bibliography

The bibliography is an alphabetical list of all the works referenced in the manuscript. It is presented at the end
of the article and includes crucial publication details. The formatting for entries in the bibliography is highly
specific, following strict rules for elements like author names, titles, publication dates, and publisher
information. Ensuring consistency and accuracy in the bibliography is paramount for a well-formed Chicago
style article manuscript.

Citation Styles within Chicago: Author-Date

The author-date system, the second major citation method outlined in the Chicago Manual of Style, is more
prevalent in the social sciences and sciences. In this system, citations appear parenthetically within the text,
typically following the format (Author Last Name Year, Page Number). This system provides immediate context
for the citation without requiring the reader to look at the bottom of the page or the end of the document for
every reference.

In-Text Citations

The in-text citations in the author-date system are concise and serve to acknowledge the source of
information or ideas. For example, a direct quote might be cited as (Smith 2020, 15). When paraphrasing or
referencing a general idea, the page number may be omitted if the context makes it clear which specific point is
being referenced. This direct integration into the text contributes to the smooth flow of a Chicago style
article manuscript.

The Reference List

Complementing the author-date in-text citations is a reference list, which is placed at the end of the
manuscript. This list contains full bibliographic details for all sources cited in the text, alphabetized by
author's last name. Unlike the bibliography in the notes-and-bibliography system, the reference list typically
includes only the sources that have been explicitly cited in the body of the work. This ensures that readers can
easily locate the full details of any source mentioned within the article.

Formatting Key Elements of a Chicago Style Article Manuscript

Beyond general document formatting, specific elements within a Chicago style article manuscript require
careful attention to detail. These include headings, block quotations, tables, and figures, all of which must
conform to Chicago style conventions to maintain a professional and scholarly appearance.

Headings and Subheadings

Clear and consistent use of headings and subheadings is crucial for organizing a manuscript and guiding the



reader through its content. Chicago style provides guidance on the formatting of different levels of headings,
ensuring a hierarchical structure. While the specific styling (e.g., bolding, capitalization) can vary slightly
based on publication guidelines, the principle of consistent application remains key for any Chicago style article
manuscript.

Block Quotations

Longer quotations (typically more than 40 words) should be presented as block quotations. These are set
off from the main text by indenting the entire quotation one-half inch from the left margin. Block quotations
are not enclosed in quotation marks, and the citation is placed after the final punctuation mark of the
quotation. Proper handling of block quotations is a hallmark of a well-executed Chicago style article
manuscript.

Tables and Figures

When incorporating tables and figures into your Chicago style article manuscript, follow the guidelines for
labeling, titling, and referencing them. Tables are typically labeled with Roman numerals (Table I, Table II) and
figures with Arabic numerals (Figure 1, Figure 2), followed by descriptive titles. Notes pertaining to tables and
figures are placed directly below them. Ensuring these elements are formatted correctly enhances the clarity
and professional presentation of your research.

Common Pitfalls and How to Avoid Them

Even experienced writers can encounter challenges when preparing a Chicago style article manuscript.
Awareness of common mistakes can help prevent them. One of the most frequent issues is inconsistency in
citation formatting, whether it’s the notes-and-bibliography system or the author-date system. Another
common problem is incorrect formatting of titles, especially for books versus articles, or for different media
like websites.

Ensuring that all sources cited in the text are also present in the bibliography or reference list, and vice versa,
is critical. Authors should also pay close attention to the correct use of punctuation, particularly
commas, semicolons, and apostrophes, as Chicago style has specific rules for their application. Overlooking
these details can detract from the overall professionalism of the Chicago style article manuscript.

Advanced Chicago Style Considerations

Beyond the basic formatting and citation rules, the Chicago Manual of Style addresses more complex
scenarios. This can include how to cite various types of sources, such as archival materials, personal
communications, or online content with unique structures. For instance, citing a digital archive might require
specific information about its URL, access date, and any associated collection or item identifiers.

Authors preparing a Chicago style article manuscript for specialized publications may also need to consult
the latest edition of CMOS for guidance on elements like legal citations, music notation, or scientific
terminology. The manual’s comprehensive nature ensures that it can accommodate a wide range of writing needs,
providing detailed instructions for even the most niche requirements.



The Role of Proofreading and Editing in a Chicago Style Manuscript

The final stage of preparing any scholarly work, including a Chicago style article manuscript, is rigorous
proofreading and editing. This process is not merely about correcting typographical errors; it is about ensuring
that the document adheres perfectly to the chosen Chicago style guidelines, from the smallest punctuation
mark to the overall structure and flow. A thorough review by the author and, ideally, by a professional
editor or a peer reviewer, is invaluable.

Proofreading should focus on catching any remaining errors in grammar, spelling, and punctuation. Editing, on
the other hand, can encompass stylistic consistency, clarity of expression, and adherence to all Chicago style
rules. This meticulous attention to detail in the final stages guarantees that the Chicago style article
manuscript is polished, professional, and ready for submission, reflecting the author's commitment to quality
and scholarly integrity.

FAQ

Q: What is the primary difference between the Notes-Bibliography and
Author-Date systems in Chicago style?
A: The primary difference lies in how citations are presented. The Notes-Bibliography system uses superscript
numbers in the text that refer to footnotes or endnotes, with a comprehensive bibliography at the end. The
Author-Date system uses parenthetical in-text citations (Author Year, Page) and a reference list at the end
that includes only cited works.

Q: When should I use the Notes-Bibliography system versus the Author-
Date system for my Chicago style article manuscript?
A: The choice typically depends on the discipline or the publication's requirements. The Notes-Bibliography
system is more common in the humanities and arts, while the Author-Date system is prevalent in the social
sciences and sciences. Always check the submission guidelines of the journal or publisher.

Q: How do I format block quotations in a Chicago style article
manuscript?
A: Block quotations, generally longer than 40 words, should be set off from the main text by indenting the
entire quotation one-half inch from the left margin. They are not enclosed in quotation marks, and the citation
follows the final punctuation.

Q: What are the essential elements to include on a title page for a Chicago
style article manuscript?
A: While specific requirements can vary, a standard title page for a Chicago style article manuscript
typically includes the article's title, the author's full name, and the author's institutional affiliation. For
academic papers, additional details like course information might be necessary.

Q: How should I cite a website in a Chicago style article manuscript?
A: Citing websites in Chicago style requires providing as much information as is available. This typically
includes the author or organization, the title of the specific page, the name of the website, the publication date



(or last updated date), and the URL. For the Notes-Bibliography system, the access date is also often
included. For Author-Date, the date is crucial.

Q: What is the recommended font and font size for a Chicago style article
manuscript?
A: The Chicago Manual of Style generally recommends a standard, legible font such as Times New Roman or
similar serif fonts, typically in 12-point size. Consistency throughout the manuscript is key.

Q: How many sources should ideally be included in the bibliography or
reference list of a Chicago style article manuscript?
A: There isn't a fixed number of sources mandated by Chicago style; it depends entirely on the scope and depth of
your research. The bibliography or reference list should accurately reflect all sources you have cited in your
manuscript.

Q: What is the purpose of keywords when submitting a Chicago style
article manuscript?
A: Keywords are crucial for the discoverability and indexing of your article in databases and search engines.
They help readers and researchers find your work when searching for specific topics related to your manuscript.

Q: Should I include a running head in my Chicago style article manuscript?
A: Whether to include a running head depends on the specific submission guidelines of the publication. For
academic journals, it is often required, typically consisting of a shortened version of the title and the page
number. Always check the journal's author guidelines.

Q: How do I ensure consistency when using Chicago style for my article
manuscript?
A: The best way to ensure consistency is to consult the latest edition of The Chicago Manual of Style
regularly and to use it as a reference for every stylistic and citation decision. Proofreading specifically for
style and citation errors is also essential before submission.
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