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The Chicago Manual of Style Journal Paper Submission: A Comprehensive Guide

chicago manual of style journal paper submission requires meticulous attention to detail, a
deep understanding of academic formatting conventions, and a commitment to clarity and accuracy.
Navigating the intricacies of The Chicago Manual of Style (CMOS) can be daunting for academics,
researchers, and students alike, especially when preparing a manuscript for peer review. This
comprehensive guide aims to demystify the process, offering clear instructions and best practices for
adhering to CMOS guidelines for journal submissions. We will explore everything from citation styles
and manuscript formatting to specific elements like footnotes, bibliographies, and internal cross-
references, ensuring your scholarly work meets the highest standards of presentation and
professionalism. Mastering these elements is crucial for increasing the likelihood of acceptance and
establishing your credibility within your academic field.
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Understanding the Importance of CMOS for Journal
Submissions

Adhering to The Chicago Manual of Style is more than just a bureaucratic hurdle; it is a fundamental
aspect of academic integrity and effective scholarly communication. Journals often specify CMOS as
their preferred style guide because it provides a robust framework for presenting research
consistently and clearly. When you submit a paper formatted according to CMOS, you signal to
editors and reviewers that you are a serious scholar who respects the established conventions of
academic publishing. This can significantly influence the initial impression of your work and
demonstrate your professionalism.

The adoption of CMOS by numerous academic disciplines underscores its versatility and
comprehensiveness. Its detailed guidelines cover a vast array of scenarios, from standard prose and
quotations to the more complex requirements of citing diverse sources. For journal paper
submission, particularly in the humanities, social sciences, and some scientific fields, a well-
formatted manuscript aligned with CMOS principles is often a prerequisite for consideration. Failure
to comply with these formatting and citation standards can lead to immediate rejection, regardless
of the research's merit.



Key Elements of Chicago Style for Academic Papers

The Chicago Manual of Style is renowned for its depth and flexibility, offering two primary citation
systems: the notes-bibliography system and the author-date system. The choice between these
typically depends on the specific journal's requirements and the conventions of the discipline.
Understanding the fundamental principles of each system is essential for accurately documenting
your sources and presenting your research in a manner that is easily verifiable by your readers.

Beyond citation, CMOS provides detailed guidance on manuscript preparation. This includes
specifications for margins, spacing, font choices, and the overall structure of the paper. Ensuring
your manuscript adheres to these formatting requirements from the outset will streamline the
submission process and contribute to a polished final product. Paying close attention to these
stylistic details demonstrates a commitment to producing high-quality academic work.

Manuscript Formatting Requirements

When preparing a journal paper for submission, the physical presentation of your manuscript is
paramount. Chicago style offers clear guidelines to ensure uniformity and readability. These
specifications are designed to make the manuscript easy for editors and reviewers to read and
annotate. Journals will often have their own specific formatting variations on top of the general
CMOS guidelines, so always consult the journal's author guidelines.

Key formatting elements typically include:

e Page Setup: Use standard letter-size paper (8.5 x 11 inches).

e Margins: Maintain 1-inch margins on all sides of the page. This provides ample space for
editing marks.

e Font: Choose a standard, readable font such as Times New Roman or Arial, typically in 12-
point size.

e Line Spacing: Double-space the entire manuscript, including block quotations, footnotes, and
the bibliography. Some journals may specify 1.5 spacing, so always check.

e Paragraph Indentation: Indent the first line of each paragraph by 0.5 inches. Do not use
extra spacing between paragraphs.

e Page Numbering: Number pages consecutively, typically starting with the title page. Page
numbers are usually placed in the upper right-hand corner.

 Title Page: Include the title of the paper, your name, your affiliation, and contact information.
Some journals may require specific placement of this information.

Citation and Referencing: Notes-Bibliography vs. Author-Date

Chicago style offers two distinct citation systems, each with its own strengths and typical
applications in academic writing. The choice of system can significantly impact how your research is



documented and presented. Journals will explicitly state which system they prefer, and it is critical
to follow their directive precisely.

The Notes-Bibliography System: This system is widely used in the humanities, including history,
literature, and the arts. It employs numbered footnotes or endnotes to cite sources directly within
the text. Each note provides full bibliographic details for the first mention of a source, with
subsequent notes for the same source using a shortened form. A bibliography, listing all cited
sources alphabetically, appears at the end of the paper. This system is favored for its ability to
incorporate explanatory notes and for its elegant integration of citations into the flow of the text.

The Author-Date System: This system is more common in the social sciences and some scientific
disciplines. Instead of footnotes, it uses parenthetical in-text citations that include the author's last
name and the year of publication (e.g., (Smith 2020)). A corresponding reference list at the end of
the paper provides full bibliographic information for each source cited in the text. This system is
often preferred for its conciseness and ease of use when extensive citations are required.

Crafting Effective Footnotes and Endnotes

For those using the notes-bibliography system, the proper construction of footnotes and endnotes is
crucial for a successful journal paper submission. These citations serve as the primary mechanism
for acknowledging your sources and allowing readers to locate the original material. Accuracy and
consistency in formatting are key.

First Reference: The first time a source is cited, the footnote or endnote should contain complete
bibliographic information, allowing the reader to identify the source unequivocally. This typically
includes the author's full name, the title of the work (italicized for books, in quotation marks for
articles or chapters), publication details (place, publisher, year), and page numbers.

Subsequent References: After the first full citation, subsequent references to the same source are
shortened. CMOS recommends using the author's last name, a shortened title, and the specific page
number(s) (e.g., Smith, History of Rome , 45). If only one work by an author is cited, the title can
often be omitted in subsequent notes.

Explanatory Notes: Footnotes and endnotes can also be used for supplementary material that does
not fit smoothly into the main text. These might include tangential discussions, definitions, or
elaborations on a point. When using notes for explanation, ensure they enhance rather than disrupt
the reader's experience.

Building a Comprehensive Bibliography

Whether you are using the notes-bibliography system or the author-date system, a bibliography or
reference list is an essential component of your journal paper submission. This section provides a
complete alphabetical listing of all the sources you have cited in your manuscript, enabling readers
to consult your original sources and further explore the topic.

Alphabetical Order: Entries in both the bibliography (for notes-bibliography system) and the
reference list (for author-date system) must be arranged alphabetically by the author's last name. If
a source has no author, it is alphabetized by the first significant word of the title.

Consistent Formatting: Each entry must follow specific formatting rules for different types of
sources (books, journal articles, websites, etc.) as outlined in CMOS. Consistency is paramount. For
example, book titles are italicized, article titles are placed in quotation marks, and publication
details are presented in a standardized order. Pay close attention to punctuation, capitalization, and



the inclusion of essential information such as volume and issue numbers for journal articles, and
URLs and access dates for online sources.

Types of Sources: Ensure you correctly format every type of source you have consulted. This
includes:

e Books

e Journal articles

e Book chapters

e Websites and online articles
 Dissertations and theses

e Reports and government documents

Handling Specific Content: Tables, Figures, and Appendices

Beyond textual content, journal paper submissions often include supplementary materials such as
tables, figures, and appendices. CMOS provides guidelines for presenting these elements clearly and
effectively, ensuring they integrate seamlessly with your main text and adhere to academic
standards.

Tables: Tables should be used to present data in a clear, organized, and concise manner. Each table
should have a number (e.g., Table 1) and a descriptive title. Column and row headings should be
unambiguous. CMOS recommends minimizing the use of vertical and horizontal rules within tables,
often relying on ample white space to separate elements. Data presented in tables should be
accurate and directly relevant to the text.

Figures: Figures can encompass a wide range of visual materials, including graphs, charts, maps,
and images. Like tables, each figure must be numbered (e.g., Figure 1) and have a clear, descriptive
caption. Captions should provide enough information for the figure to be understood independently
of the text, though they should also be referenced within the main body of the paper. Ensure all
figures are high-resolution and legible.

Appendices: Appendices are used for material that is too lengthy or tangential to be included in the
main body of the paper but is nonetheless important for the reader's understanding. This might
include raw data, detailed methodologies, or extensive supplementary information. Each appendix
should be labeled (e.g., Appendix A) and have a descriptive title. The main text should clearly refer
to the appendices where relevant.

Common Pitfalls and How to Avoid Them

Submitting a manuscript that adheres to The Chicago Manual of Style involves navigating numerous
details, and several common pitfalls can trip up even experienced academics. Being aware of these
potential issues can help you avoid them and ensure a smoother submission process.

Inconsistent Citation: Perhaps the most frequent error is inconsistency in applying the chosen



citation style. This can manifest as variations in how sources are formatted in notes or the
bibliography, or an inconsistent mix of the notes-bibliography and author-date systems. Meticulous
proofreading and the use of citation management software can help mitigate this.

Ignoring Journal Guidelines: While CMOS provides a comprehensive framework, individual
journals often have their own specific stylistic preferences or modifications. Failing to consult and
adhere to the journal's "Instructions for Authors" is a common and easily avoidable mistake. Always
prioritize the journal's guidelines over general CMOS advice when there is a discrepancy.

Formatting Errors: Incorrect page numbering, improper indentation, or inconsistent line spacing
can make a manuscript appear unprofessional. These are basic but critical formatting issues that can
reflect poorly on the author's attention to detail.

Incorrect Source Information: Errors in the bibliographic details provided in notes and the
bibliography are also common. This includes missing publication dates, incorrect publisher names,
or incorrect page numbers. Double-checking every piece of information against the original source is
essential.

Final Checks Before Submission

The final stage of preparing your manuscript for a Chicago Manual of Style journal paper submission
is a thorough review process. This is your last opportunity to catch errors, ensure consistency, and
present your work in the most polished manner possible. Approaching this stage systematically will
significantly enhance the quality of your submission.

Proofread Meticulously: Read through your entire manuscript multiple times, specifically looking
for typographical errors, grammatical mistakes, and punctuation issues. Reading aloud can help
catch awkward phrasing or missed errors. Consider having a colleague or professional proofreader
review your work as well.

Verify Citations: Cross-reference every in-text citation with its corresponding footnote, endnote, or
reference list entry. Ensure accuracy in author names, titles, dates, and page numbers. Check that
all cited sources appear in the bibliography and vice versa.

Confirm Formatting: Re-check all aspects of manuscript formatting against both CMOS guidelines
and the specific requirements of the target journal. This includes margins, line spacing, font size,
paragraph indentation, and page numbering. Ensure tables and figures are correctly formatted and
labeled.

Adhere to Word Count: Confirm that your manuscript falls within the journal's specified word
count limits. If revisions are needed to meet these limits, make them thoughtfully to preserve the
integrity of your research.

Review Author Guidelines Again: Before clicking the submit button, give the journal's author
guidelines one last read-through. This final check ensures you haven't overlooked any crucial
requirements or last-minute changes.

FAQ

Q: What is the difference between the notes-bibliography



system and the author-date system in The Chicago Manual of
Style?

A: The notes-bibliography system uses numbered footnotes or endnotes to cite sources and is
common in the humanities. The author-date system uses parenthetical in-text citations (Author Year)
and is prevalent in the social sciences. Both systems are supported by a comprehensive bibliography
or reference list at the end of the paper.

Q: How should I format my footnotes or endnotes when using
The Chicago Manual of Style?

A: The first time a source is cited, the note should contain full bibliographic details. Subsequent
references to the same source are typically shortened, including the author's last name, a shortened
title, and the specific page number(s). Consult The Chicago Manual of Style for exact formatting for
different source types.

Q: Is it necessary to include a bibliography even if I'm using
the notes-bibliography system?

A: Yes, the notes-bibliography system requires both footnotes/endnotes and a bibliography. The
bibliography provides a complete, alphabetized list of all sources cited in the text, offering readers a
convenient overview and reference.

Q: What are the standard margin and font requirements for a
Chicago style manuscript submission?

A: Generally, The Chicago Manual of Style recommends 1-inch margins on all sides of the page and a
12-point, readable font like Times New Roman or Arial. However, always check the specific journal's
author guidelines as they may have variations.

Q: How do I cite a website or an online article in Chicago
style?

A: Citing online sources in Chicago style requires careful attention to detail. You will typically need
to include the author (if available), the title of the specific page or article, the name of the website,
the publication date (if available), and the URL. For online articles from periodicals, include volume
and issue numbers if provided. Always include an access date for sources that are likely to change.

Q: What is the best way to avoid common errors when
submitting a journal paper in Chicago style?

A: To avoid common errors, meticulously proofread your manuscript for typos and grammatical
mistakes, double-check all citation details against your sources, ensure consistent formatting
throughout, and always consult and follow the specific author guidelines of the journal you are



submitting to. Using citation management software can also be very helpful.

Q: Can I use block quotations with The Chicago Manual of
Style?

A: Yes, The Chicago Manual of Style allows for block quotations, which are used for longer passages
of text (typically 40 words or more). Block quotations are set off from the main text by a larger
indent, are usually single-spaced within the block, and do not use quotation marks. The citation
follows the quotation.

Q: What is the role of the Table of Contents in a journal paper
submission using Chicago style?

A: While not always strictly required for journal submissions (as editors may rely on section
headings), a Table of Contents can be beneficial for longer or more complex papers. It helps readers
navigate the structure of your work and understand the organization of your arguments. Always
check journal submission guidelines.
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