chicago style manual for article manuscript
formatting

The chicago style manual for article manuscript formatting provides a comprehensive framework for
academic and professional writing, ensuring clarity, consistency, and credibility. Adhering to these
guidelines is crucial for authors aiming to submit their work to scholarly journals, publishers, or any
publication that mandates this widely respected style. Mastering the intricacies of Chicago style,
particularly its application to article manuscripts, can significantly enhance the professionalism and
readability of your writing. This guide will delve into the essential elements of Chicago manual
formatting for article manuscripts, covering everything from general manuscript preparation to
specific citation styles, the nuances of tables and figures, and the importance of proofreading.
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General Manuscript Preparation for Chicago Style

Preparing an article manuscript according to the chicago style manual for article manuscript
formatting demands meticulous attention to detail from the outset. The Chicago Manual of Style
(CMOS) offers two main systems for citations: the Notes-Bibliography system and the Author-Date
system. While both are recognized, the Notes-Bibliography system is more common in the
humanities, whereas the Author-Date system is prevalent in the sciences and social sciences.
Regardless of the chosen system, consistency is paramount. Authors should always consult the
specific requirements of the publication to which they are submitting, as some may prefer one system
over the other or have minor deviations from the standard CMOS guidelines.

The overall aim of manuscript preparation in Chicago style is to present a clean, organized, and
professional document that is easy for editors and readers to navigate. This involves more than just
adhering to citation rules; it encompasses the physical layout of the manuscript, including margins,
spacing, and font choices. A well-formatted manuscript demonstrates respect for the editorial process
and increases the likelihood of your work being considered favorably.

Title Page and Manuscript Title in Chicago Style

The title page of a Chicago-style article manuscript serves as the initial point of contact for the reader
and the editor. It must clearly state the manuscript's title, the author's name, and any relevant
institutional affiliations. The title itself should be concise, informative, and accurately reflect the



content of the article. While Chicago style doesn't prescribe a rigid format for the title itself, it
emphasizes clarity and impact. Avoid overly long or complex titles.

When formatting the title page, the title is typically centered on the page, with the author's name and
affiliation appearing below it, also centered. Some journals may request specific placement for author
information, such as on a separate page or at the end of the manuscript. Always double-check
submission guidelines for any specific requirements regarding the title page. The manuscript title
should generally be treated with prominence, perhaps in a larger font size or bolded, to immediately
convey the subject matter.

Text Formatting Guidelines for Article Manuscripts

The body of the article manuscript requires strict adherence to formatting conventions for optimal
readability. Chicago style generally recommends double-spacing throughout the entire manuscript,
including the text, block quotations, notes, and bibliography. This generous spacing makes it easier
for editors to insert comments and edits. The preferred font is usually a standard, easily readable
typeface such as Times New Roman or Courier, set at 12-point size.

Paragraphs should be indented at the beginning, typically by 0.5 inches or one tab space. Avoid using
extra line breaks between paragraphs unless it's for a stylistic purpose like separating distinct
sections, and even then, use sparingly. Block quotations, which are typically passages of four or more
lines of prose or three or more lines of poetry, should be indented from the left margin, without
quotation marks, and maintained in double-spacing. This visual distinction helps readers easily
identify quoted material.

Footnotes and Endnotes in Chicago Style

The Chicago Manual of Style offers two primary methods for incorporating citations and
supplementary information: footnotes and endnotes. Both serve the purpose of providing source
attribution and allowing for tangential discussions without disrupting the flow of the main text.

* Footnotes: These appear at the bottom of the page where the reference is made. A
superscript Arabic numeral, keyed to the note, is placed in the text after the punctuation of the
sentence or clause it relates to.

¢ Endnotes: These are collected at the end of the article, before the bibliography. Similar to
footnotes, superscript numerals in the text direct readers to the corresponding endnote.

The choice between footnotes and endnotes often depends on the publication's preference or the
subject matter. Footnotes can be more convenient for readers as they provide immediate access to
the source information, while endnotes can contribute to a cleaner, less cluttered page layout.
Regardless of the choice, consistency in formatting and numbering is critical. Each note begins with a
superscript numeral, followed by the citation details. Subsequent references to the same source can
be shortened using an abbreviated format.



Bibliography or Works Cited Section

The bibliography, or works cited list, is an essential component of any Chicago-style manuscript. It
provides a comprehensive list of all sources consulted and cited within the article. This section is
crucial for allowing readers to locate the original sources and for demonstrating the author's research
depth. The bibliography should be alphabetized by the author's last name and follow specific
formatting rules for each type of source (book, journal article, website, etc.).

Each entry in the bibliography begins with the author's last name, followed by their first name. The
title of the work is italicized for books and plays, or enclosed in quotation marks for articles and
chapters within larger works. Publication details, such as the place of publication, publisher, and year,
follow, along with page numbers for articles or specific chapters. Consistency in punctuation and
capitalization is vital, adhering strictly to the CMOS guidelines. For online sources, include URLs and
access dates where appropriate.

Tables and Figures in Article Manuscripts

The inclusion of tables and figures in an article manuscript, when done according to Chicago style,
enhances the clarity and impact of the research. Each table and figure should be numbered
sequentially and have a descriptive title. Tables are typically presented in plain text, with clear
column and row headings. Figures, which include graphs, charts, and images, should be submitted as
separate files, but with clear references and captions within the manuscript.

When incorporating tables and figures, it is important to ensure they are placed logically within the
text, close to the first mention or reference. Each table and figure should be referenced in the text
using its number (e.qg., "as shown in Table 1" or "see Figure 2"). Captions for tables are usually placed
above the table, while captions for figures are placed below the figure. Ensure that all data presented
in tables and figures are accurate and that all sources for borrowed material are properly cited, either
within the caption or in a note associated with the table or figure.

Permissions and Copyright Considerations

When an article manuscript includes material that is protected by copyright, such as extensive
guotations, images, or other substantial excerpts from published works, obtaining the necessary
permissions is a critical step. Chicago style emphasizes the importance of respecting intellectual
property rights. Authors are responsible for securing written permission from the copyright holder
before publication.

Failure to obtain permissions can lead to legal issues and publication delays. It is advisable to begin
the process of seeking permissions early in the writing process. Keep records of all correspondence
and granted permissions. The publisher will likely require proof of these permissions before

proceeding with publication. Some publications may have specific forms or procedures for handling



permissions, so always consult their editorial guidelines.

Proofreading and Final Review of Your Manuscript

The final stage of preparing an article manuscript for submission involves rigorous proofreading and a
thorough final review. This step is indispensable for catching errors in grammar, spelling, punctuation,
and, most importantly, adherence to the chicago style manual for article manuscript
formatting. Even minor errors can detract from the professionalism and credibility of the work.

It is highly recommended to proofread the manuscript multiple times, ideally with breaks in between
readings to approach it with fresh eyes. Reading the manuscript aloud can help identify awkward
phrasing and missed errors. Checking for consistency in formatting, citation style, and terminology is
crucial. A final overview should confirm that all elements are in place as per the intended style guide
and the specific journal's requirements. This meticulous attention to detail in the final review process
ensures that the manuscript is polished and ready for submission.

FAQ

Q: What are the main citation styles in the Chicago Manual of
Style for article manuscripts?

A: The Chicago Manual of Style offers two primary citation systems: the Notes-Bibliography system,
commonly used in the humanities, and the Author-Date system, often preferred in the sciences and
social sciences. Both systems require consistent application throughout the manuscript.

Q: How should | format my title page when using Chicago
style for an article manuscript?

A: For a Chicago-style article manuscript title page, you should include the manuscript's title
prominently, followed by your name and any relevant institutional affiliations. The title is typically
centered, and the author's information is placed below it, also centered. Always verify specific journal
submission guidelines.

Q: What is the recommended font and spacing for the body
text of a Chicago-style article manuscript?

A: Chicago style generally recommends using a standard, readable font such as Times New Roman or
Courier in 12-point size. The entire manuscript, including text, notes, and bibliography, should be
double-spaced to facilitate editorial review.



Q: When should I use block quotations in my Chicago-style
article manuscript?

A: Block quotations are used for passages of four or more lines of prose or three or more lines of
poetry. These quotations should be indented from the left margin, set apart from the main text, and
should not be enclosed in quotation marks. They should also maintain double-spacing.

Q: What is the difference between footnotes and endnotes in
Chicago style, and which one should | use?

A: Footnotes appear at the bottom of the page where the reference is made, while endnotes are
collected at the end of the article. The choice between them often depends on the publication's
preference or the author's discretion for readability.

Q: How do | format entries in the bibliography section of my
Chicago-style article manuscript?

A: The bibliography should be alphabetized by the author's last name. Each entry requires specific
formatting depending on the source type (book, journal article, etc.), including author names, titles
(italicized or in quotes), and publication details. Consistency is key.

Q: Should I include page numbers for sources in the
bibliography if | am using the Notes-Bibliography system?

A: Yes, when using the Notes-Bibliography system in Chicago style, page numbers are typically
included in the bibliography entries for sources that are part of a larger work, such as journal articles
or book chapters, to indicate the specific location of the cited material.

Q: What are the essential requirements for formatting tables
and figures in a Chicago-style article manuscript?

A: Tables and figures must be numbered sequentially and have clear, descriptive titles. Tables are
usually presented directly in the text with clear headings, while figures are often submitted as
separate files with captions placed below them. All borrowed material must be properly cited.
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