chicago manual of style for manuscript submission

The Chicago Manual of Style (CMOS) is a widely respected and comprehensive guide for writers and
editors, particularly in academic and scholarly publishing. For anyone preparing a manuscript for
submission, understanding and adhering to the Chicago Manual of Style for manuscript submission is not
just beneficial; it's often essential for ensuring your work is taken seriously and processed efficiently by
publishers and academic institutions. This guide covers everything from basic formatting and punctuation
to more complex matters like citation and manuscript preparation. This article will delve into the key
aspects of the Chicago Manual of Style relevant to manuscript submission, including its importance, essential
formatting requirements, citation styles, and best practices for preparing your document. Mastering these

elements will significantly increase your chances of a successful submission and publication.
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The Importance of the Chicago Manual of Style for Manuscript
Submission

Adhering to the Chicago Manual of Style for manuscript submission demonstrates professionalism and
respect for the editorial process. Publishers and academic journals often have specific style guidelines, and
CMOS is a common foundation for many of these. When a manuscript is submitted in a style that is
inconsistent or deviates significantly from established norms, it can create extra work for editors and
potentially lead to rejection, regardless of the content's merit. A well-formatted manuscript signals that the

author has taken the necessary steps to present their work clearly and professionally.

Beyond mere presentation, consistency in style is crucial for readability. The Chicago Manual of Style
provides a unified framework for elements like punctuation, capitalization, and the treatment of numbers
and figures. This consistency ensures that the reader's attention remains focused on the content of the
manuscript rather than being distracted by stylistic irregularities. For academic works, where clarity and

precision are paramount, this level of uniformity is indispensable.

Furthermore, many academic departments, university presses, and scholarly journals explicitly require

adherence to CMOS. Failure to comply can lead to a manuscript being sent back for revision before it's even
sent out for peer review, causing delays and frustration. By familiarizing yourself with the Chicago Manual
of Style for manuscript submission, you are not only meeting a potential requirement but also developing a

skill that will serve you throughout your writing career.



Understanding Key Formatting Requirements

The Chicago Manual of Style offers detailed guidance on a wide array of formatting elements crucial for
manuscript submission. These seemingly minor details contribute significantly to the overall polish and
professionalism of your work. Proper formatting ensures that your manuscript is easy to read, navigate, and

process by editors and typesetters.

General Manuscript Layout

When preparing your manuscript according to CMOS, several general layout principles should be followed.
Double-spacing is almost universally required for the main text of a manuscript, including block quotations.
This provides ample space for editorial markings and ensures legibility. Margins should typically be at least

one inch on all sides of the page to allow for similar editorial purposes.

The first page should include essential identifying information. This usually comprises the title of the
manuscript, your name, your contact information (address, phone number, email address), and potentially
the word count. Subsequent pages should be numbered consecutively, usually in the upper right-hand
corner, starting with the second page or the first page of the actual text, depending on publisher guidelines.

Consistent page numbering is vital for referencing and organization.

Typographical Conventions

CMOS provides specific rules for typography, including the use of italics, quotation marks, and
capitalization. For instance, it dictates when to italicize titles of books, journals, and other major works, as
well as when to use quotation marks for shorter works like articles or essays. Capitalization rules are also
clearly defined, distinguishing between sentence case, title case, and other conventions depending on the

context.

The manual also addresses the proper use of punctuation, such as commas, semicolons, colons, and
apostrophes. For example, it offers guidance on the Oxford comma, which is typically used in a series of

three or more items. Consistency in applying these rules is paramount for a polished manuscript.

Handling of Numbers and Figures

The Chicago Manual of Style offers a nuanced approach to the treatment of numbers. Generally, it advises
spelling out numbers from one to one hundred and using numerals for numbers 100 and above, though
there are many exceptions. For instance, percentages, measurements, and statistical data are almost always
presented using numerals. The style guide also covers the formatting of dates, times, and addresses,

ensuring a consistent and clear presentation.



Tables and Figures

When including tables and figures in your manuscript, CMOS provides specific guidelines for their
formatting and referencing. Tables should be clearly labeled with titles and, if necessary, explanatory notes.
Each table and figure should be numbered consecutively and referred to within the text by its number.
The placement of tables and figures should also be considered to enhance the flow and readability of the

manuscript.

Citation Styles within the Chicago Manual of Style

One of the most critical aspects of the Chicago Manual of Style for manuscript submission concerns how you
attribute sources. CMOS offers two distinct and widely used citation systems: the Notes and Bibliography
system and the Author-Date system. Choosing the appropriate system often depends on the discipline and

the specific requirements of the publisher or institution.

The Notes and Bibliography System

The Notes and Bibliography system is prevalent in the humanities, including literature, history, and the
arts. In this system, sources are cited using footnotes or endnotes, and a comprehensive bibliography is
provided at the end of the manuscript. Footnotes or endnotes offer a concise citation at the point of
reference, allowing for extensive notes that can include supplementary information or brief discussions that

might disrupt the main text's flow.

The bibliography lists all sources cited in the notes, alphabetized by author's last name. This system allows
for a cleaner main text, as the detailed citation information is separated into notes. For manuscript
submission, ensuring that both the notes and the bibliography are meticulously formatted according to
CMOS is crucial. This includes the correct punctuation, capitalization, and order of elements for each type of

source (book, journal article, website, etc.).

The Author-Date System

The Author-Date system, often favored in the social sciences and natural sciences, uses parenthetical in-text
citations that include the author's last name and the year of publication. For example, a citation might
appear as (Smith 2020, 15). A full reference list, also alphabetized by author's last name, is then provided at

the end of the manuscript, containing complete bibliographic information for all cited works.

This system is designed for easy verification of sources by readers and is particularly useful in fields where
research builds rapidly on prior work. Similar to the Notes and Bibliography system, accuracy and
consistency in both the in-text citations and the reference list are paramount when following the Chicago

Manual of Style for manuscript submission.



Common Elements in Citations

Regardless of which system is chosen, CMOS provides detailed instructions for citing various types of
sources, including books, journal articles, websites, interviews, and unpublished materials. Key elements
that are consistently required include the author's name, title of the work, publication information
(publisher, place of publication, year), and page numbers where applicable. The specific order and

punctuation of these elements are precisely defined by the manual, and strict adherence is expected.

Preparing Your Manuscript for Submission

The process of preparing your manuscript according to the Chicago Manual of Style for manuscript
submission involves several crucial steps beyond simply writing your content. These steps ensure that
your work is presented in a professional, organized, and publisher-ready format, significantly improving its

chances of acceptance.

Thorough Proofreading and Editing

Before submitting your manuscript, it is imperative to proofread and edit it thoroughly. This includes
checking for grammatical errors, spelling mistakes, punctuation errors, and inconsistencies in style. A
careful review for adherence to CMOS guidelines should be a part of this editing process. Many authors
find it beneficial to have a fresh pair of eyes, such as a professional editor, review the manuscript for errors

and stylistic consistency.

Formatting Consistency Check

A critical step is to conduct a systematic check of your manuscript's formatting against the requirements of
the Chicago Manual of Style. This means verifying that all headings are formatted correctly, that the
spacing is consistent throughout, that page numbers are in place, and that citations are uniformly applied

according to the chosen system. Even minor deviations can signal a lack of attention to detail.

Reviewing Publisher Guidelines

‘While CMOS provides a comprehensive standard, many publishers or academic journals will have their
own specific submission guidelines that may build upon or slightly modify CMOS rules. It is essential to
obtain and meticulously review these specific guidelines from your target publisher or journal. Often, these
guidelines will explicitly state which edition of CMOS to follow and highlight any particular requirements
they have.



Ensuring Clarity and Readability

Beyond strict adherence to rules, the ultimate goal of manuscript preparation is clarity and readability. The
Chicago Manual of Style is designed to enhance these qualities. Ensure your arguments are logical, your
prose is clear, and your structure is easy to follow. This means using appropriate transitions between
paragraphs and sections, defining technical terms when necessary, and presenting information in a way

that is accessible to your intended audience.

Best Practices for Adhering to CMOS

Mastering the Chicago Manual of Style for manuscript submission is an ongoing learning process.
Employing best practices can streamline this process and ensure a higher quality final product. Being

proactive and organized from the outset is key to avoiding last-minute complications.

Utilize the Latest Edition of CMOS

The Chicago Manual of Style is updated periodically to reflect changes in language, technology, and
publishing practices. Always aim to use the most current edition of the manual for your manuscript
preparation. Publishers will almost always expect adherence to the latest standards, and using an outdated

edition can lead to inconsistencies with current editorial preferences.

Create a Style Sheet

For longer or more complex projects, creating a personal style sheet can be invaluable. A style sheet is a
document that lists all the stylistic choices you've made for your manuscript, especially those not explicitly
covered by CMOS or where CMOS offers options. This includes decisions on capitalization, hyphenation, the
spelling of certain terms, abbreviations, and the treatment of specific types of data. Referencing your style

sheet regularly ensures consistency throughout your manuscript.

Consult CMOS Regularly

Do not assume you know all the rules. The Chicago Manual of Style is an extensive resource, and it's
common to need to look up specific issues. Keep a copy of the manual (or access to its online version)
readily available and consult it whenever you encounter a question about grammar, punctuation, citation,
or formatting. This habit will not only ensure accuracy but also deepen your understanding of stylistic

principles.

By systematically applying the principles outlined in the Chicago Manual of Style for manuscript

submission, you equip yourself with the tools necessary to present your work in a manner that is both



professional and compliant with industry standards. This dedication to detail is a hallmark of serious

scholarly and professional writing.












Q What is the primary purpose of the Chicago Manual of Style for
manuscript submission?

A: The primary purpose of the Chicago Manual of Style (CMOS) for manuscript submission is to provide a
standardized set of guidelines that ensure consistency, clarity, professionalism, and readability in written
works. It helps authors present their research and ideas in a manner that is easily understood by editors,

publishers, and readers, and it is often a requirement for academic and scholarly publications.

Q Are there different citation styles within the Chicago Manual of Style?

A: Yes, the Chicago Manual of Style offers two main citation systems: the Notes and Bibliography system,
which is common in the humanities, and the Author-Date system, which is prevalent in the social and
natural sciences. Authors must choose and consistently apply one of these systems as dictated by the

publisher's guidelines.

Q How does CMOS handle general manuscript formatting for submission?

A: For manuscript submission, CMOS typically requires double-spacing for the main text, one-inch margins
on all sides, and sequential page numbering. Specific guidelines also cover the placement of the title,

author's name, and contact information on the first page.

Q What is the importance of consistency in applying CMOS guidelines?

A: Consistency is paramount because it ensures that the reader's focus remains on the content of the
manuscript rather than being distracted by stylistic irregularities. Inconsistent formatting or citation can also
indicate a lack of attention to detail, which may negatively impact the perception of the manuscript's

quality.

Q When preparing a manuscript for submission, should I only follow
CMOS, or are publisher-specific guidelines important?

A: While CMOS provides a comprehensive foundation, it is crucial to always obtain and follow the specific
submission guidelines provided by the target publisher or journal. These guidelines may build upon or

modify CMOS rules, and adhering to them is essential for a successful submission.

Q What is a style sheet, and why is it useful for CMOS manuscript



preparation?

A: A style sheet is a personal document where authors record their specific stylistic choices made during
manuscript preparation, especially for elements where CMOS offers options or for terms not explicitly
covered. It is useful for ensuring consistency throughout a long or complex document and for easy

reference during the editing process.

Q How does CMOS guide the use of numbers and figures in a
manuscript?

A: CMOS provides detailed rules for handling numbers, generally recommending spelling out numbers
one through one hundred and using numerals for larger numbers, with numerous exceptions for
percentages, measurements, and statistical data. It also outlines proper formatting for dates, times, and

addresses.

Q: Is it acceptable to use an older edition of the Chicago Manual of Style?

A: Tt is generally not advisable to use an older edition of the Chicago Manual of Style for manuscript
submission unless explicitly instructed to do so by the publisher. Publishers typically expect authors to
adhere to the most current edition of the manual to ensure alignment with contemporary publishing

standards.
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