
chicago manual of style guidelines
Chicago Manual of Style guidelines are essential for writers, editors, and researchers who
wish to maintain clarity and consistency in their work. First published in 1906, the
Chicago Manual of Style (CMS) has evolved over the years, becoming a cornerstone
resource in the realm of academic writing and publishing. This guide provides
comprehensive rules for formatting manuscripts, citing sources, and presenting
information in a clear and professional manner. In this article, we will explore the main
features and guidelines of the Chicago Manual of Style, with an emphasis on its practical
application in writing and editing.

Overview of the Chicago Manual of Style

The Chicago Manual of Style is divided into two primary citation systems: the Notes and
Bibliography style, and the Author-Date style. Each system serves different audiences and
disciplines, making the CMS versatile for a range of writing contexts.

1. Notes and Bibliography Style

This system is commonly used in the humanities, particularly in disciplines like literature,
history, and the arts. It emphasizes the importance of providing detailed citations, which
allow readers to trace the sources used.

- Footnotes and Endnotes: The primary feature of this style is the use of footnotes or
endnotes to provide bibliographic information. Each note corresponds to a superscript
number in the text.
- Bibliography: A comprehensive bibliography at the end of the document lists all sources
cited in the text. Entries are organized alphabetically by the author's last name.

2. Author-Date Style

The Author-Date style is preferred in the social sciences and natural sciences. It presents
a straightforward approach to citations, focusing on the date of publication as a critical
element.

- In-text Citations: This style uses parenthetical citations within the text, including the
author's last name and the publication year (e.g., Smith 2020).
- Reference List: A reference list at the end of the document provides full citation details
for each source, allowing readers to locate the original works.



Formatting Guidelines

Understanding the formatting guidelines of the Chicago Manual of Style is crucial for
presenting a polished and professional manuscript. Here are some essential formatting
rules:

1. General Format

- Font: Use a readable font such as Times New Roman or Arial, typically in 12-point size.
- Spacing: The entire document should be double-spaced, including notes and
bibliographies.
- Margins: Set 1-inch margins on all sides of the page.
- Page Numbers: Number pages in the upper right corner, starting with the first page of
text.

2. Title Page

- Title: Center the title of the work a third of the way down the page. Use headline-style
capitalization.
- Author Name: Place the author's name below the title, followed by the institutional
affiliation if applicable.
- Date: Include the date of submission, formatted as month, day, and year.

3. Section Headings

- Levels of Headings: Use different levels of headings to organize your content. The
Chicago Manual provides specific guidelines for formatting each level:
- Level 1: Centered, bold, title case
- Level 2: Flush left, bold, title case
- Level 3: Flush left, italic, title case

Citations and Bibliography

Proper citation is a fundamental aspect of academic writing, ensuring that sources are
credited appropriately. The Chicago Manual of Style offers comprehensive guidelines for
citing various types of sources.

1. Books

- Notes: Author First Name Last Name, Title of Book (Place of publication: Publisher,



Year), page number.
- Bibliography: Last Name, First Name. Title of Book. Place of publication: Publisher, Year.

2. Journal Articles

- Notes: Author First Name Last Name, "Title of Article," Title of Journal volume number,
no. issue number (Year): page numbers.
- Bibliography: Last Name, First Name. "Title of Article." Title of Journal volume number,
no. issue number (Year): page numbers.

3. Online Sources

- Notes: Author First Name Last Name, "Title of Webpage," Website Name, last modified
Month Day, Year, URL.
- Bibliography: Last Name, First Name. "Title of Webpage." Website Name. Last modified
Month Day, Year. URL.

Quoting and Paraphrasing

When integrating sources into your writing, it is essential to follow specific guidelines for
quoting and paraphrasing.

1. Direct Quotations

- Short Quotations: For quotes fewer than 100 words, incorporate them into the text and
enclose them in quotation marks.
- Long Quotations: For quotes of 100 words or more, format them as a block quote. Start
on a new line, indent the entire quote, and omit quotation marks.

2. Paraphrasing

- Citing Paraphrases: When rephrasing information from a source, provide an in-text
citation to credit the original author. Paraphrased content should still retain the original
meaning while using different wording.

Style and Usage

The Chicago Manual of Style also includes guidelines on grammar, punctuation, and
overall writing style. Here are some key recommendations:



1. Punctuation

- Commas: Use the serial (Oxford) comma before the conjunction in a list of three or more
items.
- Periods: Always place periods inside quotation marks, regardless of whether they are
part of the quoted material.

2. Numbers

- General Rule: Spell out numbers from zero to one hundred, and use numerals for
numbers above one hundred.
- Dates: Use month-day-year format (e.g., January 1, 2023) and avoid using ordinal
numbers with dates (e.g., do not write "January 1st").

3. Capitalization

- Titles: Capitalize the principal words of titles and subtitles, including nouns, pronouns,
verbs, adjectives, adverbs, and subordinating conjunctions.
- Headlines: In headlines, capitalize all significant words, but not articles (a, an, the),
conjunctions (and, but, or), or prepositions (in, of, to).

Conclusion

In summary, the Chicago Manual of Style guidelines provide a robust framework for
writing, citing sources, and formatting manuscripts across various disciplines. Its dual
citation systems cater to different academic fields, ensuring that authors can choose the
most appropriate method for their work. By adhering to the Chicago Manual's detailed
rules on formatting, citations, and style, writers can enhance the clarity and
professionalism of their manuscripts, making their research accessible and credible to
readers. Whether you are a seasoned academic or a novice writer, familiarizing yourself
with these guidelines will undoubtedly improve the quality of your writing and the
integrity of your work.

Frequently Asked Questions

What is the primary purpose of the Chicago Manual of
Style?
The primary purpose of the Chicago Manual of Style is to provide a comprehensive guide
for writing, editing, and publishing, particularly in the fields of humanities and social
sciences.



What are the two main citation styles outlined in the
Chicago Manual of Style?
The two main citation styles outlined in the Chicago Manual of Style are the Notes and
Bibliography system, commonly used in the humanities, and the Author-Date system, often
used in the sciences.

How does the Chicago Manual of Style recommend
formatting titles of books and articles?
According to the Chicago Manual of Style, titles of books should be italicized, while titles
of articles, essays, and chapters should be placed in quotation marks.

What is the recommended way to cite a website in the
Chicago Manual of Style?
To cite a website in the Chicago Manual of Style, include the author's name, the title of the
page, the website name, the publication date (if available), and the URL.

Does the Chicago Manual of Style have specific
guidelines for footnotes?
Yes, the Chicago Manual of Style provides detailed guidelines for formatting footnotes,
including the use of superscript numbers in the text and specific formatting for the
footnote entries.

What is the recommended font and size for manuscripts
according to the Chicago Manual of Style?
The Chicago Manual of Style recommends using a readable font like Times New Roman or
Arial, typically in 12-point size, for manuscripts.

How should one handle multiple authors in a citation
according to the Chicago Manual of Style?
In the Chicago Manual of Style, for up to three authors, list all names in the order they
appear. For four or more authors, list the first author's name followed by 'et al.'

What does the Chicago Manual of Style say about the
use of abbreviations?
The Chicago Manual of Style advises that abbreviations should be defined upon first use,
and commonly used ones can be used without definition, such as 'USA' for the United
States.



Are there guidelines for using numbers in the Chicago
Manual of Style?
Yes, the Chicago Manual of Style recommends spelling out numbers from zero to one
hundred and using numerals for numbers above one hundred, with some exceptions.

Where can one access the Chicago Manual of Style
online?
The Chicago Manual of Style can be accessed online through its official website, which
offers subscription-based access to the full content and resources.
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