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Mastering Chicago Style Paper Formatting for Unpublished Works

chicago style paper formatting for unpublished works demands meticulous attention to detail,
ensuring clarity, consistency, and academic integrity even before a manuscript reaches its final
published form. This guide delves deep into the nuances of adhering to the Chicago Manual of Style
(CMOS) for materials that haven't yet been formally released into the public domain, covering
everything from foundational elements like title pages and margins to the intricacies of citations and
bibliographies. Understanding these specific requirements is crucial for authors, researchers, and
students preparing drafts, theses, dissertations, or any scholarly work intended for submission or
internal review. We will explore the essential formatting conventions that make your unpublished
work professional and compliant with academic standards.
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Understanding the Chicago Manual of Style for
Unpublished Documents

The Chicago Manual of Style (CMOS) serves as a comprehensive guide for writing, editing, and citing
in various academic disciplines. While much of its advice pertains to published works, its principles
are equally, if not more, important for unpublished materials. For unpublished works, adherence to
CMOS ensures that your document is presented in a professional manner, facilitating review, critique,
and eventual publication. It standardizes the presentation of your research, making it accessible and
understandable to your intended audience, whether that be an academic committee, a potential
publisher, or collaborators. This foundational understanding is key to navigating the specific
formatting requirements discussed throughout this article.



Essential Formatting Elements for Your Manuscript

Beyond the broad principles, several core formatting elements are non-negotiable when preparing an
unpublished manuscript in Chicago style. These elements work in concert to create a cohesive and
readable document. They range from the very first page to the last, impacting both the visual
presentation and the structural integrity of your work. Paying close attention to these details
demonstrates professionalism and a commitment to scholarly rigor.

Title Page Conventions for Unpublished Chicago Style Papers

The title page is the first impression your unpublished work makes, and in Chicago style, it follows
specific conventions. It should clearly state the title of the work, the author's name, and the date of
submission or creation. Often, for academic purposes like theses or dissertations, it will also include
the name of the institution or department, and the advisor's name. The title itself should be
prominently displayed, typically centered and in title case. Avoid decorative fonts or excessive
graphics; clarity and professional presentation are paramount.

Running Heads and Page Numbering in Chicago Style

Running heads, also known as headers, and page numbering are crucial for navigation, especially in
longer unpublished manuscripts. Chicago style generally recommends that page numbers appear in
the upper right-hand corner of each page, starting with the first page of the main text (often page 1,
though preliminary pages might have Roman numerals). The running head can include a shortened
version of the title or the author's last name, placed in the upper left-hand corner of each page.
Consistency in placement and formatting is vital.

Establishing Proper Margins and Spacing

For unpublished works, Chicago style generally recommends 1-inch margins on all sides of the page.
This provides ample space for reader annotations and ensures the text is not too close to the edge.
Double-spacing is the standard for the main body of the text in most academic manuscripts. This
improves readability significantly. However, exceptions exist for block quotes, footnotes, endnotes,
and bibliographical entries, which are typically single-spaced, often with a blank line separating
entries.

Formatting Chapter and Section Breaks

The structure of your unpublished work is often delineated by chapters or major sections. In Chicago
style, each new chapter typically begins on a new page. The chapter number and title are usually
centered or left-aligned and placed a few lines down from the top of the page. Subsections within
chapters can be indicated by headings, which should be clearly formatted to show their hierarchy.
Consistent use of bolding, italics, or capitalization for headings helps readers follow the logical



progression of your arguments.

The Art of Citing Sources in Chicago Style for
Unpublished Works

Accurate and consistent citation is the bedrock of any academic endeavor. For unpublished works, the
way you cite sources is critical for establishing credibility and allowing readers to trace your research.
Chicago style offers two primary systems for citing sources: the Notes-Bibliography system and the
Author-Date system. The choice between them often depends on the academic discipline or the
specific requirements of the institution or publisher you are submitting to.

Notes-Bibliography System vs. Author-Date System

The Notes-Bibliography system uses footnotes or endnotes to cite sources within the text, with a
comprehensive bibliography at the end. This system is common in the humanities. The Author-Date
system, on the other hand, uses parenthetical in-text citations (Author Year, Page) and a reference list
at the end. This system is more prevalent in the social sciences and natural sciences. For unpublished
works, it is essential to ascertain which system is preferred or required.

In-Text Citations: Footnotes and Endnotes

When using the Notes-Bibliography system, each mention of a source in your text is accompanied by
a superscript Arabic numeral. These numerals correspond to either footnotes at the bottom of the
page or endnotes collected at the end of the chapter or document. The first time a source is cited, the
note includes full bibliographic information. Subsequent citations of the same source are shortened.
This detailed referencing allows readers to easily locate the exact origin of your information.

Crafting a Comprehensive Bibliography or Works Cited List

Whether you use the Notes-Bibliography or Author-Date system, a complete list of all sources
consulted and cited must be included at the end of your document. In the Notes-Bibliography system,
this is called a bibliography. In the Author-Date system, it's typically referred to as a reference list.
Entries in both must be alphabetized by the author's last name and follow a specific format for each
type of source, including books, journal articles, websites, and unpublished materials.

Formatting Non-Traditional and Unpublished Sources

Citing unpublished sources, such as personal correspondence, interviews, manuscripts, or archival
materials, requires special attention in Chicago style. For these materials, you need to provide enough
information for a reader to potentially locate the source themselves. This typically includes the
creator's name, the title of the work (if applicable), the date of creation, and the location where the



source can be found (e.g., archive name, university special collection, or if it's a personal interview,
the date and location).

Handling Tables and Figures in Your Unpublished Work

Tables and figures are valuable tools for presenting data and visual information in your unpublished
work. Chicago style provides guidelines for their inclusion to ensure clarity and proper attribution.
Each table and figure should be numbered sequentially and have a clear, descriptive title. For figures,
captions should be placed below the visual, while tables typically have titles above. All sources for
data presented in tables and figures must be cited, either directly within the table/figure notes or in
the main text.

Proofreading and Final Checks for Chicago Style Compliance

Before submitting your unpublished work, a thorough proofreading process is indispensable. This goes
beyond checking for typos and grammatical errors; it involves a meticulous review of all Chicago style
formatting elements. Ensure consistent spacing, correct page numbering, accurate citation formats in
both the text and the bibliography/reference list, and proper heading styles. A final check against the

specific guidelines provided by your institution or potential publisher is also recommended.

FAQ

Q: What is the primary difference between Chicago style for
published and unpublished works?

A: While the core principles of Chicago style remain consistent, unpublished works often require more
explicit detail in formatting and citation to facilitate review and understanding by a specific audience
(e.g., thesis committees, editors). Elements like running heads and margins are often standardized for
ease of annotation, and the exact requirements for manuscript submission might differ slightly from
published guidelines.

Q: Do | need a title page for an unpublished Chicago style
paper?

A: Yes, absolutely. A title page is essential for all Chicago style papers, including unpublished works. It
should include the title of the work, the author's name, and the date, along with any other required
information such as institutional affiliation or advisor names for academic submissions.



Q: How should | handle page numbering and running heads in
an unpublished Chicago style manuscript?

A: For unpublished works, page numbers are typically placed in the upper right-hand corner, starting
with the main body of text. Running heads, often a shortened title or author's last name, are usually
in the upper left-hand corner. Consistency in placement and formatting is key.

Q: Is double-spacing mandatory for all parts of an
unpublished Chicago style paper?

A: No. While the main body of an unpublished Chicago style paper is typically double-spaced for
readability, specific elements like block quotes, footnotes, endnotes, and bibliographical entries are
usually single-spaced, often with a blank line separating entries.

Q: How do | cite a personal interview conducted for my
unpublished work in Chicago style?

A: For a personal interview in Chicago style, you'll need to provide enough information for the reader
to understand its context. Typically, this includes the interviewee's name, the type of interview (e.qg.,
"personal interview"), and the date it was conducted. If the interview is recorded or transcribed,
include that information as well. The exact format will depend on whether you're using the Notes-
Bibliography or Author-Date system.

Q: What is the standard margin size recommended for
unpublished Chicago style papers?

A: The standard recommendation for margins in Chicago style, particularly for unpublished
manuscripts, is 1 inch on all sides of the page. This ensures adequate space for annotations and
maintains a clean, professional look.

Q: If | am submitting an unpublished work for a thesis or
dissertation, should | use the Notes-Bibliography or Author-
Date system?

A: The choice between the Notes-Bibliography and Author-Date system for theses and dissertations
often depends on the specific field of study or the departmental guidelines of the institution. The
humanities typically favor Notes-Bibliography, while sciences and social sciences often prefer Author-
Date. Always check with your advisor or department for their preferred system.

Q: How should | format headings for chapters and
subheadings in an unpublished Chicago style document?

A: Chapters generally begin on a new page with the chapter number and title clearly displayed.
Subheadings should be consistently formatted using bolding, italics, or capitalization to indicate their



hierarchical relationship to the main text and to each other, enhancing the readability and structure of
your work.
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