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Mastering the Chicago Manual of Style 17th Edition for Manuscript Submission

chicago manual of style 17th edition for manuscript submission is a crucial benchmark for authors aiming
for clarity, professionalism, and acceptance in the publishing world. Navigating its intricate guidelines can
seem daunting, but understanding its core principles is paramount for presenting a polished manuscript.
This comprehensive guide delves into the essential elements of the 17th edition, providing actionable
insights for authors preparing their work for submission. We will explore key areas such as citation styles,
manuscript formatting, punctuation, and the nuanced rules governing different types of content. By
adhering to these standards, writers can significantly enhance the readability and credibility of their
manuscripts, paving the way for a smoother editorial process.
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Understanding the Chicago Manual of Style 17th Edition

The Chicago Manual of Style (CMOS), now in its 17th edition, serves as a definitive authority on
manuscript preparation and publishing in the United States. It is a style guide that governs everything
from grammar and punctuation to citation and indexing, ensuring consistency and clarity across a wide
range of written works, particularly in the humanities and social sciences. For authors preparing to submit
a manuscript, a thorough understanding of the 17th edition is not merely beneficial; it is often a
requirement. Publishers and academic institutions rely on CMOS to maintain a high standard of
presentation and to facilitate the editorial and production processes.

This edition, like its predecessors, offers comprehensive guidance on a vast array of topics. It addresses the
intricacies of language, offering advice on word usage, hyphenation, and capitalization. Crucially for
manuscript submission, it details the preferred methods for citing sources, a critical component for academic
integrity and scholarly communication. The manual is designed to be a practical resource, providing clear
explanations and numerous examples to illustrate its recommendations. Familiarity with its structure and
content empowers authors to proactively address potential editorial concerns and present their work in a



professional, standardized format.

Core Principles of Manuscript Formatting

Proper manuscript formatting is the bedrock of professional presentation, and the Chicago Manual of Style
17th edition provides detailed directives to ensure uniformity and readability. Adhering to these guidelines
demonstrates respect for the editorial team and signifies that the author has taken meticulous care in
preparing their work. Key formatting elements include margins, line spacing, font choice, and the
structure of various manuscript components.

Margins and Spacing

For manuscript submission, standard margins are typically one inch on all sides of the page. This provides
ample space for editors to make annotations and ensures the text is not cramped. Double-spacing throughout
the main body of the manuscript is a long-standing convention that greatly enhances readability, especially
during the initial editing phases. This includes the text, block quotations, and notes, though the
bibliography or reference list may follow a slightly different spacing convention as detailed in CMOS.

Font and Typeface

While specific font choices can sometimes be left to the publisher, the Chicago Manual of Style generally
recommends a clear, readable typeface. Common choices include Times New Roman, Arial, or similar serif
or sans-serif fonts. The font size should be consistent, usually 12-point, for the main body of the text.
Consistency is paramount; varying font styles or sizes within the manuscript, outside of intended stylistic
choices like headings, should be avoided.

Page Numbering

Accurate page numbering is essential for manuscript navigation. The Chicago Manual of Style 17th edition
specifies that preliminary pages, such as the title page, table of contents, and acknowledgments, should be
numbered with lowercase Roman numerals. The main body of the text, however, should begin with
Arabic numerals, typically starting with page 1 on the first page of the chapter or main content. This clear
distinction helps editors and readers orient themselves within the document.



Structure and Organization

A well-structured manuscript is easier to follow and edit. The Chicago Manual of Style outlines a standard
organizational structure that often includes a title page, abstract (if required), table of contents, body text
(divided into chapters or sections), and end matter (such as notes, bibliography, and index). Each chapter or
section should begin on a new page, and appropriate headings and subheadings should be used to break up
the text and signal shifts in topic.

Citation Styles: Notes and Bibliography vs. Author-Date

One of the most critical aspects of manuscript preparation for submission, especially in academic and
scholarly contexts, is the consistent and accurate citation of sources. The Chicago Manual of Style 17th
edition offers two primary systems: the Notes and Bibliography system and the Author-Date system. The
choice between these two often depends on the discipline or the specific requirements of the publisher or
institution.

The Notes and Bibliography System

This system is widely used in the humanities, including literature, history, and the arts. It involves the use
of superscript numbers within the text that correspond to footnotes or endnotes. These notes provide the
citation details for the source being referenced. A comprehensive bibliography, listing all sources cited in
the notes, appears at the end of the manuscript. This system allows for more expansive commentary within
the notes themselves, in addition to the citation information.

Key features of the Notes and Bibliography system for manuscript submission include:

Superscript numbers in the text, placed after punctuation.

Footnotes or endnotes containing full citation details for the first mention of a source, and shortened
versions for subsequent mentions.

A bibliography at the end of the manuscript listing all cited works alphabetically.

The ability to include explanatory material or digressions within the notes.



The Author-Date System

The Author-Date system is prevalent in the social sciences and natural sciences. In this method, a brief
parenthetical citation is placed within the text, typically including the author's last name and the year of
publication. A corresponding reference list, alphabetically arranged by author's last name, appears at the end
of the manuscript, providing the full publication details for each cited source. This system is generally
considered more streamlined for disciplines that rely heavily on empirical data and frequent referencing.

Key features of the Author-Date system for manuscript submission include:

In-text citations in the format (Author Year) or (Author Year, page number).

A reference list at the end of the manuscript containing full publication details for every source cited
in the text.

Emphasis on conciseness within the main text, with detailed source information relegated to the end.

Authors must determine which system is appropriate for their work and adhere to it rigorously. Publishers
will almost always specify their preferred citation style, and it is imperative to follow these instructions
precisely when preparing a manuscript for submission.

Punctuation and Grammar Essentials

Mastering punctuation and grammar is fundamental to clear and effective communication, and the Chicago
Manual of Style 17th edition provides authoritative guidance on these matters. Correct usage not only
enhances readability but also reflects a writer's attention to detail and professionalism.

Commas, Semicolons, and Colons

The precise use of commas, semicolons, and colons is critical. Commas are used to separate elements in a
series, set off introductory phrases, and delineate clauses. The serial comma (or Oxford comma) is generally
recommended in CMOS for clarity, meaning a comma is placed before the final item in a list of three or
more items. Semicolons are used to connect closely related independent clauses, while colons introduce lists,
explanations, or quotations. Misuse of these punctuation marks can lead to ambiguity or grammatical errors.



Apostrophes and Possessives

Correctly employing apostrophes is essential for indicating possession and forming contractions. For
possessives, singular nouns typically take an apostrophe followed by an 's' (e.g., "the author's manuscript"),
while plural nouns ending in 's' usually just take an apostrophe (e.g., "the authors' submissions"). For proper
nouns ending in 's', CMOS generally recommends adding another 's' (e.g., "Charles's book").

Quotation Marks and Italics

Chicago style has specific rules for the placement of punctuation with quotation marks. Periods and commas
generally go inside the closing quotation mark, while semicolons and colons go outside. Dashes can go either
inside or outside depending on whether they are part of the quoted material. Italics are used for titles of
books, journals, and other major works, as well as for emphasis and for foreign words or phrases used in
English text.

Capitalization

Capitalization rules in CMOS are generally straightforward but require attention. Proper nouns, the first
word of a sentence, and the first word of a quotation are capitalized. Titles of works are capitalized
according to specific rules, often referred to as "title case" for main titles and subtitles, with certain words
(articles, prepositions, conjunctions) being lowercased unless they are the first or last word. Headings and
subheadings within a manuscript also follow specific capitalization conventions outlined in the manual.

Handling Special Elements in Your Manuscript

Beyond standard prose, manuscripts often contain various special elements that require careful formatting
according to the Chicago Manual of Style 17th edition. These can include tables, figures, block quotations,
and specific terminology. Proper handling ensures these elements integrate seamlessly with the main text
and are easily understood by the reader and the editorial team.

Tables and Figures

Tables and figures (illustrations, charts, graphs) need to be clearly presented and referenced within the
text. Each table and figure should have a number and a descriptive title or caption. References in the text



should use the number (e.g., "see Table 1" or "as shown in Figure 2"). CMOS provides guidance on the
layout and formatting of tables, including headings, column entries, and any necessary notes. Figures
should be provided in a format suitable for reproduction, often as separate files.

Block Quotations

Longer quotations, typically exceeding three or four lines of prose, are formatted as block quotations. These
are set off from the main text by indenting the entire quotation. They do not use quotation marks at the
beginning or end, and the citation typically follows the final punctuation mark of the quotation. The
Chicago Manual of Style specifies the correct indentation and punctuation for these elements to distinguish
them clearly from the surrounding text.

Numbers and Numerals

CMOS offers specific guidance on when to spell out numbers and when to use numerals. Generally,
numbers ten and above are expressed as numerals, while numbers below ten are spelled out. However,
there are exceptions, such as when dealing with large round numbers, units of measurement, or when
consistency with surrounding numbers is more important. For manuscript submission, maintaining
consistency with the chosen style is key.

Glossaries and Appendices

If a manuscript includes a glossary or appendices, these also need to follow Chicago style conventions. A
glossary defines key terms used in the manuscript, typically presented in alphabetical order. Appendices
contain supplementary material that is relevant but not essential to the main text. Each appendix should be
clearly labeled (e.g., Appendix A, Appendix B) and should have its own structure and formatting,
consistent with the overall style of the manuscript.

The Submission Process and Chicago Style

When preparing your manuscript for submission, understanding how the Chicago Manual of Style 17th
edition translates into practical application is vital. Publishers and academic journals will have specific
submission guidelines that often reference or incorporate Chicago style principles. Adhering to these
guidelines streamlines the editorial process and demonstrates your professionalism as an author.



Following Publisher Guidelines

The absolute first step for any manuscript submission is to carefully read and follow the specific submission
guidelines provided by the publisher, journal, or academic institution. These guidelines will often
explicitly state whether they require adherence to the Chicago Manual of Style and, if so, which system
(Notes and Bibliography or Author-Date). They may also specify preferences for electronic submission
formats, file naming conventions, and other details.

Consistency is Key

Regardless of the specific rules within the Chicago Manual of Style 17th edition, the overarching principle
for manuscript submission is consistency. Whether it's in punctuation, capitalization, citation formatting, or
the treatment of numbers, maintaining a uniform approach throughout the entire manuscript is paramount.
Inconsistencies can distract readers and lead to extensive revisions by editors.

Proofreading and Editing

Before submitting, rigorous proofreading and editing are essential. This includes not only checking for
typos and grammatical errors but also ensuring that all Chicago style requirements have been met. Many
authors find it beneficial to have their manuscript reviewed by a colleague or a professional editor who is
familiar with Chicago style. This external perspective can catch errors or inconsistencies that the author
may have overlooked.

The Chicago Manual of Style 17th edition provides a robust framework for presenting scholarly and
professional work. By diligently applying its principles to your manuscript, you not only enhance its
clarity and readability but also demonstrate your commitment to producing high-quality work. This
attention to detail is often the first step towards a successful publication.

---

Q: What is the primary difference between the Notes and Bibliography
system and the Author-Date system in the Chicago Manual of Style 17th
Edition?
A: The primary difference lies in how sources are cited within the text and presented in the end matter.
The Notes and Bibliography system uses superscript numbers in the text that link to footnotes or endnotes



for citation details, followed by a comprehensive bibliography. The Author-Date system uses parenthetical
citations within the text (Author Year) and is supported by a reference list at the end.

Q: Are there specific font recommendations for manuscript submission in
the Chicago Manual of Style 17th Edition?
A: While specific font choices can vary by publisher, the Chicago Manual of Style 17th Edition
recommends using a clear, readable typeface. Common choices like Times New Roman or Arial in a 12-
point size are generally acceptable for manuscript submission to ensure readability.

Q: How should I handle block quotations when submitting a manuscript
according to the Chicago Manual of Style 17th Edition?
A: Block quotations, typically longer than four lines of prose, should be set off from the main text by
indenting the entire quotation. They do not use quotation marks, and the citation usually follows the final
punctuation mark. The specific indentation and formatting details are outlined in the Chicago Manual of
Style.

Q: Does the Chicago Manual of Style 17th Edition have specific rules for
serial commas?
A: Yes, the Chicago Manual of Style 17th Edition generally recommends the use of the serial comma (also
known as the Oxford comma) before the final item in a list of three or more items. This is done to enhance
clarity and avoid potential ambiguity in the listing.

Q: What is the recommended margin size for manuscript submission
according to the Chicago Manual of Style 17th Edition?
A: For manuscript submission, the Chicago Manual of Style 17th Edition typically recommends standard
one-inch margins on all four sides of the page. This provides ample space for editorial notes and ensures the
text is well-presented.

Q: Should preliminary pages and the main body of my manuscript be
numbered differently according to the Chicago Manual of Style 17th
Edition?
A: Yes, the Chicago Manual of Style 17th Edition specifies distinct numbering conventions. Preliminary



pages (title page, table of contents, etc.) are usually numbered with lowercase Roman numerals, while the
main body of the text begins with Arabic numerals, typically starting with page 1 on the first page of the
content.

Q: If a publisher doesn't specify a citation style, which system from the
Chicago Manual of Style 17th Edition should I use?
A: If a publisher does not specify a citation style, it is best to consult the norms of your academic discipline
or the field your manuscript belongs to. The Notes and Bibliography system is common in the humanities,
while the Author-Date system is prevalent in the social and natural sciences. When in doubt, query the
publisher directly.

Q: How important is consistent capitalization within a manuscript
prepared according to the Chicago Manual of Style 17th Edition?
A: Consistent capitalization is extremely important. The Chicago Manual of Style 17th Edition provides
detailed rules for capitalizing proper nouns, titles, and headings. Maintaining this consistency throughout
the manuscript is crucial for professional presentation and editorial efficiency.
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