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The Chicago Manual of Style Academic Submission: A Comprehensive Guide

chicago manual of style academic submission is a critical juncture for scholars, researchers, and
students aiming for publication or formal presentation of their work. Navigating its intricacies can
seem daunting, but a thorough understanding of its principles ensures clarity, credibility, and
adherence to scholarly standards. This guide will demystify the process, covering everything from
foundational citation styles to the nuances of manuscript preparation. We will explore the dual
citation systems, the specific requirements for notes and bibliographies, and the often-overlooked but
crucial elements of formatting and submission protocols. Mastering these aspects is paramount for
any academic work seeking recognition and impact within its field.
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Understanding the Chicago Manual of Style (CMOS)

The Chicago Manual of Style, often abbreviated as CMOS or CMS, serves as a comprehensive style
guide for writers, editors, and publishers, particularly within academic and scholarly contexts. Its
enduring legacy lies in its detailed advice on grammar, usage, punctuation, and, most importantly,
citation. For academic submissions, adherence to CMOS signifies a commitment to scholarly rigor and
facilitates clear communication among readers, reviewers, and editors. It provides a standardized
framework that ensures consistency and accuracy, crucial for the integrity of research and academic
discourse. Understanding its core principles is the first step toward a successful submission.

CMOS is developed and maintained by The University of Chicago Press and is regularly updated to
reflect evolving best practices in writing and publishing. While it covers a vast array of writing and
editorial concerns, its impact on academic submissions is most profoundly felt in its detailed
guidelines for referencing and formatting. Scholars frequently encounter CMOS in disciplines such as
history, literature, the arts, and social sciences, though its principles are adaptable across many
fields. The manual itself is an indispensable resource for anyone serious about producing polished,
professional academic work.

CMOS Citation Styles: Notes and Bibliography vs.
Author-Date

The Chicago Manual of Style offers two primary systems for citing sources: the Notes and Bibliography



system and the Author-Date system. The choice between these two often depends on the specific
academic discipline or the requirements of the publisher or institution. Both systems aim to provide
readers with the necessary information to locate and verify the sources used in a work, thereby
enhancing its credibility and allowing for further research.

The Notes and Bibliography System

The Notes and Bibliography system is characterized by the use of numbered footnotes or endnotes to
cite sources within the text. Each note corresponds to a superscript number placed after the relevant
passage or quotation. These notes provide specific details about the source, including author, title,
publication information, and page numbers. For subsequent citations of the same source, shortened
notes are typically used. This system is prevalent in humanities disciplines like literature and history,
where detailed textual references are often paramount.

At the end of the work, a comprehensive bibliography is provided, listing all sources cited in the
notes, typically arranged alphabetically by author’s last name. The bibliography includes full
publication details for each entry, providing a complete overview of the research undertaken. This
dual approach—specific in-text references via notes and a comprehensive overview in the
bibliography—allows for deep engagement with sources while also offering a broader research
context.

The Author-Date System

The Author-Date system, on the other hand, uses parenthetical citations within the text, consisting of
the author’s last name and the year of publication. For example, (Smith 2023). If a direct quotation is
used, the page number is also included, as in (Smith 2023, 45). This system is more commonly found
in the social sciences and some natural sciences, where it is often preferred for its conciseness and
ease of use for readers tracking citations. It allows for quick identification of the source and its
publication date directly within the flow of the narrative.

Similar to the Notes and Bibliography system, the Author-Date system also requires a reference list at
the end of the document. This reference list includes all sources cited in the text, alphabetized by
author's last name, and provides the full bibliographic information for each entry. The reference list
serves as a counterpart to the in-text citations, offering complete details for every source mentioned.

Crafting Effective Citations for Academic Submissions

The precision and consistency of citations are non-negotiable aspects of any academic submission
governed by the Chicago Manual of Style. Whether employing the Notes and Bibliography or the
Author-Date system, meticulous attention to detail is required. Incorrect or inconsistent citation can
lead to accusations of plagiarism, undermine the credibility of the research, and result in the rejection
of a manuscript. Therefore, understanding the specific rules for various source types is essential.



Citing Books

When citing books, the required elements typically include the author's name (last name first), the full
title of the book (italicized), the place of publication, the publisher's name, and the year of
publication. For notes, the author’s name appears in the standard first-name-last-name order, and the
specific page number(s) are included. In the bibliography or reference list, the author’s last name
precedes their first name, and the title is italicized.

For example, in a note:
1. Jane Doe, The History of Ideas (Chicago: University of Chicago Press, 2022), 78.

And in a bibliography:
Doe, Jane. The History of Ideas. Chicago: University of Chicago Press, 2022.

Citing Journal Articles

Citing journal articles involves providing the author(s), the article title, the journal title (italicized), the
volume and issue numbers, the date of publication, and the page range of the article. For articles
accessed online, DOI (Digital Object Identifier) or a stable URL is also typically included. The format
varies slightly between the two citation systems.

In a note (Notes and Bibliography system):
2. John Smith, "The Evolution of Urban Planning," Journal of Urban Studies 15, no. 2 (Spring 2021):
112, doi:10.1080/12345678.2021.987654.

In a reference list (Author-Date system):
Smith, John. 2021. "The Evolution of Urban Planning." Journal of Urban Studies 15 (2): 110-130.
doi:10.1080/12345678.2021.987654.

Citing Other Source Types

CMOS provides detailed guidance for a wide array of other source types, including book chapters,
websites, interviews, dissertations, conference papers, and unpublished manuscripts. Each requires
specific formatting conventions to ensure all essential identifying information is present and clearly
presented. It is crucial to consult the latest edition of The Chicago Manual of Style for the most
accurate and up-to-date instructions for any source type not covered here.

Book chapters

Dissertations and theses

Websites and online articles

Newspaper and magazine articles



Interviews (published and unpublished)

Conference proceedings

Government documents

Audiovisual materials

Formatting Your Academic Work According to CMOS

Beyond citations, the Chicago Manual of Style dictates a comprehensive set of formatting rules
designed to ensure a professional and readable academic submission. These guidelines cover
everything from margins and pagination to headings and tables. Adhering to these standards
demonstrates a meticulous approach to scholarship and makes the work more accessible to readers
and reviewers.

Manuscript Layout and Typography

For manuscript submissions, CMOS generally recommends double-spacing throughout the text,
including quotations, notes, and the bibliography. Margins should typically be at least one inch on all
sides to allow for editorial markings. Font choices are often left to the author’s discretion, but a clear,
readable typeface such as Times New Roman or Arial, in a standard 12-point size, is usually preferred.
The first page of the manuscript should include the title of the work and the author's name, with
subsequent pages numbered consecutively, usually starting with the second page.

Headings and Subheadings

Clear hierarchical organization is achieved through the consistent use of headings and subheadings.
CMOS provides guidance on formatting different levels of headings to visually distinguish them and
guide the reader through the text. Typically, main section titles appear centered, while subheadings
may be flush left or indented, often distinguished by bolding or italics. The precise formatting will
depend on the specific requirements of the publisher or institution, so it is vital to check any
submission guidelines provided.

Tables, Figures, and Illustrations

Tables and figures should be clearly labeled and numbered consecutively. Each table and figure
should have a descriptive title. CMOS offers specific advice on the placement of tables and figures,
often suggesting they be placed as close as possible to the text where they are referenced. Captions
for illustrations and figures should be concise but informative. For academic submissions, ensuring all



visual elements are legible and well-integrated is crucial for conveying complex data or concepts
effectively.

Submission Best Practices for CMOS-Compliant
Manuscripts

Preparing a manuscript for submission involves more than just writing and formatting; it also requires
understanding the submission process and ensuring all requirements are met. For Chicago Manual of
Style academic submissions, this means a final, thorough review to catch any errors and to confirm
adherence to both CMOS guidelines and any specific instructions from the journal, publisher, or
academic institution.

Thorough Proofreading and Editing

Before submitting, a meticulous proofreading and editing phase is absolutely essential. This involves
checking for grammatical errors, typos, punctuation mistakes, and inconsistencies in formatting or
citation. It is highly recommended to have a fresh pair of eyes—a colleague, friend, or professional
editor—review the work, as authors can often overlook their own errors. The goal is to present a
polished and error-free document that reflects the seriousness of the research.

Checking Publisher/Journal Guidelines

Most academic journals and university presses provide specific author guidelines that detail their
preferred style, formatting, and submission procedures. While many adhere to CMOS, they may have
minor variations or additional requirements. Always consult these guidelines thoroughly before and
during the preparation of your manuscript. Failure to follow these instructions can lead to immediate
rejection, regardless of the quality of the scholarship.

Organizing Manuscript Files

When submitting electronically, ensure that files are organized according to the publisher’s
specifications. This might involve submitting separate files for the main text, references, figures, and
supplementary materials. File naming conventions should also be followed to ensure clarity and ease
of management for the editorial office. A well-organized submission process demonstrates
professionalism and consideration for the editors and reviewers.

Common Pitfalls and How to Avoid Them



Even with careful preparation, certain common pitfalls can arise when preparing a Chicago Manual of
Style academic submission. Recognizing these potential issues in advance can help authors
proactively avoid them, saving time and preventing the need for extensive revisions.

Inconsistent Citation Styles

One of the most frequent errors is inconsistency within the chosen citation system. For instance,
mixing elements from the Notes and Bibliography system with the Author-Date system, or
inconsistently formatting similar types of sources (e.g., different styles for different books). This can
be avoided by creating a style sheet for your project and rigorously cross-referencing every citation
against it and the CMOS manual.

Ignoring Specific Submission Requirements

As mentioned, many journals and publishers have their own set of specific guidelines that may
deviate slightly from the general CMOS rules. A common mistake is to assume that a standard CMOS
formatting is sufficient without checking the specific requirements of the target publication. Always
prioritize the publisher’s guidelines if they differ from CMOS.

Errors in Bibliography or Reference List Formatting

The bibliography or reference list is often a focal point for errors. This includes incorrect
alphabetization, missing or misplaced punctuation, incorrect capitalization of titles, or improper
formatting of author names and publication details. Double-checking each entry against CMOS and
the original source is critical. Online citation generators can be helpful but should always be verified
for accuracy.

The process of preparing a Chicago Manual of Style academic submission is an exercise in diligence
and attention to detail. By thoroughly understanding the chosen citation system, meticulously
formatting the manuscript, and adhering to all submission protocols, authors significantly increase
their chances of success. The effort invested in mastering these aspects directly contributes to the
clarity, credibility, and ultimate impact of scholarly work.

FAQ

Q: What is the primary difference between the Notes and
Bibliography and Author-Date systems in CMOS?
A: The primary difference lies in how sources are cited within the text. The Notes and Bibliography
system uses numbered footnotes or endnotes to provide citation details, while the Author-Date
system uses parenthetical citations with the author's last name and publication year directly in the



text. Both systems conclude with a comprehensive bibliography or reference list.

Q: When should I use the Chicago Manual of Style for my
academic submission?
A: You should use the Chicago Manual of Style when your discipline (such as history, literature, or the
arts) conventionally employs it, or when your intended journal, publisher, or academic institution
specifically requires it. Always confirm the required style guide with your supervisor or the
publication's submission guidelines.

Q: How do I handle citing multiple editions of the same book
in CMOS?
A: CMOS requires you to cite the specific edition you used. If you use a later edition of a book, you
should include the edition number in your citation (e.g., "2nd ed."). If you refer to an older edition for
specific historical reasons, you may also note that. Always provide the publication details for the
edition you consulted.

Q: Can I use a citation management software like Zotero or
EndNote for my CMOS academic submission?
A: Yes, citation management software can be very helpful in organizing your sources and generating
bibliographies. However, it is crucial to ensure that the software is correctly configured to adhere to
CMOS guidelines. Always proofread the output carefully, as these tools are not infallible and may
require manual adjustments for perfect accuracy according to the latest CMOS edition.

Q: What is the role of a bibliography versus a reference list in
CMOS?
A: In the Notes and Bibliography system, the end-of-book list is called a bibliography, and it includes
all sources cited in the notes as well as other consulted works. In the Author-Date system, the end-of-
book list is called a reference list, and it includes only the sources that were actually cited in the text.

Q: How should I format an unpublished dissertation or thesis
according to CMOS?
A: For an unpublished dissertation or thesis, the citation typically includes the author's name, the title
of the work, its classification (e.g., Ph.D. dissertation or M.A. thesis), the university at which it was
submitted, and the year of submission. Specific formatting for notes and bibliography entries can be
found in the Chicago Manual of Style.



Q: What is a DOI and when should I include it in my CMOS
citations?
A: DOI stands for Digital Object Identifier, a persistent unique identifier for a digital object. You should
include a DOI in your citation for journal articles, book chapters, and other online resources if one is
available. It helps readers locate the specific online version of the source. CMOS generally prefers
DOIs over URLs when both are present.

Q: How important is consistency in formatting within a CMOS
academic submission?
A: Consistency is extremely important. In CMOS, as in any rigorous style guide, consistency in the
application of rules—from citation formatting to the use of headings and punctuation—demonstrates
attention to detail and scholarly professionalism. Inconsistencies can distract the reader and
undermine the credibility of the work.
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