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Mastering Chicago Style Humanities Author Guidelines for Publication

chicago style humanities author guidelines are crucial for anyone looking to
publish academic work in fields like literature, history, philosophy, and art
history. Adhering to these guidelines ensures clarity, consistency, and
scholarly rigor, making your manuscript accessible and credible to your
intended audience. This comprehensive guide delves into the intricacies of
the Chicago Manual of Style (CMOS) as applied to humanities scholarship,
covering everything from citation practices and manuscript preparation to
formatting nuances. Understanding these rules is not merely about following a
set of arbitrary commands; it’s about contributing to a shared academic
discourse with precision and professionalism. We will explore the core
components of the CMOS, including its distinctive note-bibliography system
and author-date system, and how to apply them effectively to your research.
Furthermore, this article will address common pitfalls and provide practical
advice for navigating the often-complex world of academic publishing
standards.
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Understanding the Chicago Manual of Style

The Chicago Manual of Style (CMOS) is a widely respected and comprehensive
style guide for writing, editing, and citing in academic and professional
contexts. Developed and maintained by the University of Chicago Press, it
offers detailed recommendations on virtually every aspect of manuscript
preparation. Its flexibility and depth make it a preferred choice for many
journals and academic publishers, particularly within the humanities. The
CMOS is updated periodically, with the latest edition reflecting current best
practices in scholarly communication. It provides guidance for authors,
editors, and publishers alike, aiming to promote clarity, consistency, and
accuracy in published works.

The CMOS covers a vast array of topics, from the most basic rules of grammar
and punctuation to highly specific conventions for different disciplines. It
is divided into three main parts: Part I focuses on manuscript preparation,



Part II addresses publication principles, and Part III provides a
comprehensive style guide covering grammar, punctuation, and usage.
Understanding the foundational principles of the CMOS is the first step
toward effectively applying its guidelines to your own writing. It’s designed
to be a resource for all stages of the writing and publishing process,
ensuring that scholarly work is presented in the most professional and
understandable manner.

The Two Citation Systems: Note-Bibliography vs.
Author-Date

One of the defining features of the Chicago Manual of Style is its provision
for two distinct citation systems: the note-bibliography system and the
author-date system. Each system serves a particular purpose and is preferred
in different academic fields. Understanding the distinctions between them is
paramount for correctly citing your sources.

The Note-Bibliography System

The note-bibliography system is the most common system in the humanities,
particularly in fields like history, literature, and the arts. In this
system, citations are provided in the form of numbered footnotes or endnotes.
These notes appear at the bottom of the page (footnotes) or at the end of the
chapter or book (endnotes). A corresponding bibliography, listing all sources
consulted and cited, is included at the end of the work. This system allows
for extensive explanatory notes and detailed source information without
disrupting the flow of the main text.

The beauty of the note-bibliography system lies in its ability to incorporate
tangential information, definitions, or acknowledgments directly within the
notes. This keeps the main body of the text focused on the core argument.
When a source is cited for the first time, the note typically includes full
bibliographic information. Subsequent citations of the same source can be
shortened, often using just the author’s last name, a shortened title, and
the page number. The bibliography, on the other hand, provides a complete
alphabetical list of all sources cited, allowing readers to easily locate and
consult the original works.

The Author-Date System

The author-date system, while less common in the humanities than the note-
bibliography system, is still employed by some journals and disciplines,
particularly those with closer ties to the social sciences. In this system,
in-text citations consist of the author’s last name and the year of



publication enclosed in parentheses, along with the page number if
applicable. For example: (Smith 2020, 123). A comprehensive reference list,
alphabetized by author’s last name, is then provided at the end of the
document.

This system is favored when the emphasis is on the currency of research and
the direct attribution of ideas to specific authors and publication dates. It
can be more concise for in-text references, allowing readers to quickly
identify the source of information without needing to consult footnotes or
endnotes. However, it may be less suitable for works where lengthy
explanations or digressions are common, as these would need to be integrated
directly into the text or handled through separate appendices. Choosing the
correct system is usually dictated by the specific requirements of the
journal or publisher you are submitting to.

Manuscript Preparation and Formatting

Adhering to strict manuscript preparation guidelines is essential for
academic publishing. The Chicago Manual of Style provides detailed
instructions on how to format your manuscript to ensure it is professional,
consistent, and easy for editors and typesetters to work with. These
guidelines cover everything from the basic layout of your document to
specific requirements for headings, spacing, and other typographical
elements.

General Formatting and Layout

The CMOS recommends standard formatting practices that enhance readability
and professionalism. This typically includes double-spacing the entire
manuscript, including block quotations and notes, unless otherwise specified
by the publisher. A legible font, such as Times New Roman or Garamond, in 12-
point size is generally preferred. Margins should be generous, typically one
inch on all sides, to allow for editorial marks and binding. Page numbers
should be placed consistently, usually in the upper right-hand corner,
starting with the title page as page i, though the main text usually begins
with page 1.

Consistency is key in manuscript preparation. Ensure that all elements of
your document, from paragraph indentation to the styling of headings, are
applied uniformly throughout. This not only makes your work easier to read
but also demonstrates your attention to detail and professionalism as an
author. Publishers often provide specific formatting templates or checklists,
and it is crucial to follow these meticulously.

Headings and Subheadings
The clear organization of your work through headings and subheadings is vital

for guiding your readers through your argument. The CMOS outlines a system
for distinguishing different levels of headings and subheadings, ensuring a



logical hierarchy of information. Typically, main headings are centered and
capitalized, while subheadings may be flush left or indented and styled
differently to indicate their subordinate status.

When using the note-bibliography system, the structure of your argument is
often mirrored in the structure of your notes and bibliography. In the
author-date system, headings help readers navigate the text where in-text
citations might otherwise cluster. Always consult the specific guidelines of
your target journal or publisher for their preferred style of headings, as
variations exist even within the broad framework of CMOS.

Quoted Material

Properly quoting sources is a cornerstone of academic integrity and effective
scholarship. The CMOS provides clear rules for integrating both short and
long quotations into your text. Short quotations, typically fewer than five
lines of prose or three lines of verse, are generally run into the text and
enclosed in quotation marks. Longer quotations, known as block quotations,
are set off from the main text by indenting them and omitting the quotation
marks.

When using the note-bibliography system, block quotations are typically
indented and do not use quotation marks. The citation appears after the
quotation. In the author-date system, the in-text citation follows the block
quotation. It is also important to maintain the original punctuation and
spelling of quoted material unless specific editorial changes are noted with
bracketed ellipses or bracketed explanatory phrases.

Citations and References in Detail

Accurate and consistent citation is one of the most critical aspects of
academic writing and where the Chicago Manual of Style offers its most
detailed guidance. Whether you are using the note-bibliography system or the
author-date system, ensuring that your citations are correct is paramount for
avoiding plagiarism and giving credit to the original sources.

Notes and Bibliographies (Note-Bibliography System)

In the note-bibliography system, each note corresponds to a specific point in
the text where a source is cited. The first note for a source should be a
full bibliographic citation. Subsequent notes for the same source can be
shortened.

A typical full note for a book might look like this:

Author's Full Name, Title of Book (Place of Publication: Publisher, Year),
page number(s).

A typical full note for a journal article:



Author's Full Name, "Title of Article," Title of Journal volume, no. issue
(Year): page number(s).

The bibliography at the end of the work lists all cited sources
alphabetically by author’s last name. The format for bibliography entries
often differs slightly from notes, typically omitting quotation marks around
article titles and placing the author's last name first.

In-Text Citations and Reference Lists (Author-Date
System)

The author-date system relies on concise in-text citations that direct the
reader to a full entry in the reference list. A typical in-text citation
includes the author’s last name and the year of publication.

For example:

(Smith 2020)

If you are quoting directly, you will also include the page number:
(Smith 2020, 123)

The reference list at the end of the document provides complete bibliographic
details for each cited source, alphabetized by author's last name. The format
of entries in the reference list is similar to that of the bibliography in
the note-bibliography system, but it’s essential to follow the specific
conventions for the author-date system as outlined in CMOS.

Common Source Types and Their Formatting

The CMOS provides specific formatting rules for a wide array of source types,
including books, journal articles, magazine and newspaper articles, websites,
interviews, and unpublished materials. Each source type has a distinct way of
presenting author, title, publication information, and retrieval dates where
applicable.

Here are a few examples of common source types:

Books: Author's Last Name, First Name. Title of Book. Place of Publication:
Publisher, Year.

Journal Articles: Author's Last Name, First Name. "Title of Article." Title
of Journal volume, no. issue (Year): page numbers.

Websites: Author's Last Name, First Name (if available). "Title of Specific
Page." Name of Website. Last modified Month Day, Year (if available).
Accessed Month Day, Year. URL.

It is imperative to consult the latest edition of The Chicago Manual of Style
for the most accurate and up-to-date formatting examples for all types of
sources you encounter in your research.



Working with Tables, Figures, and Other Media

Presenting data and visual information effectively requires careful attention
to the guidelines for tables, figures, and other media. The Chicago Manual of
Style provides recommendations for numbering, titling, and referencing these
elements to ensure they are clear, informative, and integrated seamlessly
with the text.

Numbering and Titling Tables and Figures

All tables and figures should be numbered sequentially and uniquely
throughout the manuscript. Tables are typically numbered with Arabic numerals
(Table 1, Table 2, etc.), and figures are also numbered sequentially (Figure
1, Figure 2, etc.). Each table and figure should have a clear and concise
title that accurately describes its content. Titles for tables are usually
placed above the table, while titles for figures are typically placed below
the figure.

For example:
Table 1: Student Enrollment by Major, 2023
Figure 1: Percentage Increase in Research Funding

The clarity of these titles is crucial for readers who may only skim the
content or refer to specific tables and figures for particular pieces of
information.

Referencing Tables and Figures in the Text

When you refer to a table or figure in your text, you should do so by its
number. For instance, "As shown in Table 3, the experimental results deviated
significantly from the predicted outcomes." Or, "Figure 5 illustrates the
demographic breakdown of survey respondents." It is good practice to briefly
explain the significance of the table or figure in the text, rather than
assuming the reader will draw their own conclusions.

The CMOS also provides guidance on how to format notes or captions associated
with tables and figures, especially when they contain source information or
require further explanation. This ensures that the reader has all the
necessary context to understand the presented data or image.

Incorporating Images and Multimedia

When including images, photographs, or other multimedia elements, it is
essential to ensure that they are of high quality and properly labeled. The



CMOS provides guidance on image resolution, file formats, and the information
that should accompany each image, such as the artist or photographer, date,
medium, dimensions, and provenance.

Captions for images should be informative and can include a brief
description, the source of the image, and any necessary copyright
acknowledgments. If you are using an image that is not your own, you must
obtain permission from the copyright holder and provide proper attribution,
as specified by the publisher's guidelines.

Common Issues and Solutions in Chicago Style

Navigating the intricacies of the Chicago Manual of Style can sometimes lead
to confusion, especially for authors new to academic publishing. Several
common issues frequently arise, but with careful attention and a systematic
approach, these can be readily resolved. Understanding these potential
pitfalls in advance can save significant time and effort during the editing
process.

Consistency in Punctuation and Spelling

One of the most frequent challenges is maintaining consistent punctuation and
spelling throughout a manuscript. The CMOS offers specific guidance on a wide
range of punctuation marks, including commas, semicolons, colons, and
apostrophes, as well as rules for hyphenation and compound words. For
spelling, authors must decide whether to adhere to American English or
British English conventions and apply that choice consistently.

To ensure consistency:

Develop a style sheet for your manuscript that outlines decisions on
capitalization, hyphenation, and the spelling of recurring terms.

Regularly review your manuscript, paying close attention to punctuation and
spelling.

Utilize your word processor's find-and-replace function judiciously to
correct recurring errors.

Handling Names, Titles, and Dates

Properly formatting names of people, titles of works (books, articles, etc.),
and dates can be complex. The CMOS has specific rules for how to present
names in notes, bibliographies, and the text itself, particularly when
dealing with individuals who have multiple names or titles. Similarly, the
styling of book titles, article titles, and publication dates varies
depending on whether you are using the note-bibliography system or the



author-date system.
Key considerations for names, titles, and dates:

Always follow the specific format required for each element in its context
(e.g., full name vs. last name only, italicized book titles vs. quoted
article titles).

Pay close attention to the capitalization rules for titles, often referred to
as "title case" or "sentence case" depending on the context.

Ensure that date formats are consistent and clear.

Electronic Sources and Citations

The digital age has introduced a plethora of new source types, and the CMOS
provides evolving guidelines for citing electronic resources, including
websites, online journals, databases, and social media. The principles remain
the same: provide enough information for the reader to locate the source.
This often includes retrieval dates and URLs or DOIs.

When citing electronic sources:

Prioritize stable identifiers like DOIs (Digital Object Identifiers) over
URLs whenever possible.

Include retrieval dates for sources that are likely to change or disappear.
Be aware that the specific format for electronic sources can vary more than
for traditional print sources, so refer to the most current CMOS edition or
publisher-specific guidelines.

Navigating these common issues with care and a thorough understanding of the
Chicago Manual of Style will significantly enhance the quality and
professionalism of your published work.

FAQ

Q: What is the primary difference between the note-
bibliography system and the author-date system in
Chicago style?

A: The note-bibliography system uses numbered footnotes or endnotes for
citations and includes a bibliography at the end. The author-date system uses
in-text parenthetical citations (Author Year, Page) and a reference list at
the end. The note-bibliography system is more common in the humanities, while
the author-date system is more prevalent in some social sciences.



Q: How do I format a block quotation in Chicago
style?

A: A block quotation, typically longer than four prose lines or three lines
of poetry, should be set off from the main text by indenting the entire
quotation from the left margin. It does not use quotation marks, and the
citation follows the quotation.

Q: Should I use American or British spelling in my
Chicago style manuscript?

A: The Chicago Manual of Style generally favors American English spelling and
usage. However, if your manuscript is intended for a British audience or
journal, you may be expected to use British English conventions. It is
crucial to maintain consistency throughout your work, whichever convention
you choose.

Q: How should I cite a website in Chicago style
using the note-bibliography system?

A: For a website in the note-bibliography system, a full note typically
includes the author's name (if available), the title of the specific page or
document, the name of the website, the publication or modification date (if
available), and the URL or DOI. A subsequent shortened note would use the
author's last name and a shortened title.

Q: What is the recommended font and spacing for a
manuscript submitted according to Chicago style
author guidelines?

A: Generally, a 12-point, easily readable font such as Times New Roman or
Garamond is recommended. The entire manuscript, including block quotations
and notes, should be double-spaced, with one-inch margins on all sides.

Q: When citing a source for the first time in a
footnote using the note-bibliography system, what
information should be included?

A: The first note for a source should include the author's full name, the
full title of the work and subtitle (italicized), publication information
(place, publisher, year), and the specific page number(s) being cited.



Q: How do I cite a journal article in Chicago style
using the author-date system?

A: In the author-date system, an in-text citation for a journal article would
look like (AuthorLastName Year, PageNumber). The corresponding entry in the
reference list would include the author's full name, the article title (in
qguotation marks), the journal title (italicized), the volume and issue
number, the year of publication, and the page numbers of the article.

Q: What is the purpose of a bibliography in the
note-bibliography system?

A: The bibliography in the note-bibliography system serves as an alphabetical
list of all sources that were cited in the text. It allows readers to easily
locate and consult the original works consulted by the author.

Q: Can I use different citation styles within the
same manuscript if Chicago style is requested?

A: No, consistency is paramount in academic writing. If you are asked to
follow Chicago style author guidelines, you must adhere to either the note-
bibliography system or the author-date system exclusively throughout your
entire manuscript. Mixing styles can lead to confusion and unprofessionalism.
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