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Mastering the Chicago Manual of Style Manuscript Submission Process

chicago manual of style manuscript submission is a crucial step for any
author aiming for publication in academic journals, scholarly books, or
professional publications that adhere to this widely respected style guide.
Proper adherence to the Chicago Manual of Style (CMOS) ensures clarity,
consistency, and professionalism in your work, making it easier for editors
and readers to engage with your research and ideas. This comprehensive guide
will demystify the intricate process of preparing and submitting a manuscript
according to CMOS guidelines, covering everything from initial formatting to
final checks. We will delve into the essential elements of CMOS, including
citation styles, manuscript structure, and common pitfalls to avoid,
empowering you to present your work in its best possible light for a
successful submission. Understanding these nuances is not merely a formality;
it's a testament to your respect for scholarly communication and your
commitment to producing high-quality, polished academic content.
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Understanding the Chicago Manual of Style

The Chicago Manual of Style is a comprehensive style guide published by the
University of Chicago Press, first released in 1906. It provides
recommendations on grammar, usage, punctuation, and, most critically for
authors, citation and manuscript preparation. Its principles are designed to
ensure consistency and readability across a wide range of disciplines, making
it a favored choice for many academic and scholarly publishers, particularly
in the humanities and social sciences. Understanding its core tenets is the
first step towards a successful manuscript submission.

CMOS is renowned for its flexibility, offering two primary systems for
documenting sources: the notes and bibliography system and the author-date
system. The choice between these often depends on the specific requirements
of the publisher or journal. Regardless of the chosen system, the overarching
goal is to provide clear, accurate, and easily verifiable attribution for all



borrowed material. Familiarity with the latest edition of CMOS is essential,
as style guides are periodically updated to reflect evolving language use and
publishing practices.

The Evolution and Importance of CMOS

The enduring legacy of the Chicago Manual of Style lies in its detailed and
authoritative guidance. It is not just a set of rules but a philosophy of
clear and precise communication. Over its many editions, it has adapted to
new technologies and academic trends, solidifying its position as a
cornerstone of scholarly publishing. For authors, mastering CMOS is an
investment in the professional presentation of their research.

The importance of following CMOS meticulously cannot be overstated.
Publishers and journal editors often use adherence to their specified style
guide as a primary criterion for manuscript acceptance. A manuscript that
fails to meet these standards can be returned without review, delaying or
preventing publication. Therefore, dedicating time to understanding and
applying CMOS correctly is a vital part of the authorial process,
demonstrating a commitment to scholarly rigor and a respect for the editorial
process.

Preparing Your Manuscript According to CMOS

The preparation phase for a Chicago Manual of Style manuscript submission
involves a thorough understanding of its stylistic and structural guidelines.
Beyond the content itself, the physical presentation of your work plays a
significant role in its reception by editors and reviewers. This involves
careful attention to elements such as margins, line spacing, font choices,
and overall organization, all of which contribute to a professional and
reader-friendly document.

Before you even begin writing, it is advisable to consult the specific
submission guidelines of the journal or publisher you are targeting. These
guidelines will often specify which version of CMOS they prefer (e.g., the
17th edition) and may have particular requirements that supersede or
supplement the general CMOS rules. Familiarizing yourself with these specific
requirements upfront will save considerable time and effort later in the
process.

Manuscript Structure and Organization

A well-structured manuscript is paramount for clarity and ease of navigation.



While the exact structure can vary slightly depending on the type of work
(e.g., book manuscript vs. journal article), certain elements are universally
expected in a CMOS-compliant submission. These include a title page, abstract
(if applicable), main body of the text, and a reference list or bibliography.

The title page should include the manuscript title, your name, your
affiliation, and contact information. The abstract, typically a concise
summary of the work, should be placed after the title page and before the
main text. The main body of the manuscript should be divided into logical
sections and subsections, each clearly demarcated with appropriate headings.
This organizational clarity helps readers follow your arguments and locate
specific information within your work.

Font, Spacing, and Margins

Consistent formatting contributes significantly to the professionalism of
your manuscript. CMOS generally recommends using a standard, readable font
such as Times New Roman or Arial in a 12-point size. Double-spacing is
standard for the main body of the text, which aids editors in making
annotations and suggestions. For block quotes, however, single-spacing is
typically used.

Margins should be set to at least one inch on all sides (top, bottom, left,
and right). This provides ample space for editors to write comments and
suggestions without encroaching on the text itself. Page numbers should be
included, typically in the footer or header, starting from the title page or
the first page of the main text, depending on the publisher's specific
instructions.

Key Formatting Elements for CMOS Submission

Beyond basic structure, specific formatting choices are critical for a
manuscript submitted under the Chicago Manual of Style. These details, while
seemingly minor, demonstrate your attention to detail and your understanding
of academic publishing conventions. Precision in these areas can influence
how editors perceive the overall quality and readiness of your work.

One of the most significant aspects of CMOS formatting involves the way
various elements within your text are presented. This includes how headings
are styled, how quotations are incorporated, and how footnotes or endnotes
are formatted. Each of these has specific recommendations within the Manual
that are designed to create a clear and consistent reading experience.



Headings and Subheadings

The hierarchical structure of your manuscript should be clearly indicated
through the use of headings and subheadings. CMOS provides guidelines for
different levels of headings, ensuring that the organization of your content
is immediately apparent to the reader. Typically, the main title is followed
by a Level 1 heading for major sections, Level 2 for subsections, and so on.
Consistency in formatting (e.g., bolding, capitalization, indentation) across
all levels is crucial.

For instance, main section titles might be centered and in all caps, while
subheadings could be left-aligned and in title case, followed by a colon or a
period. The specific style will depend on the publisher's requirements, but
the principle is to create a clear visual hierarchy that guides the reader
through the text. Avoid using too many levels of headings, which can
sometimes lead to an overly fragmented structure.

Quotations and Dialogue

The presentation of quotations is a fundamental aspect of scholarly writing
and is thoroughly addressed by CMOS. Short quotations, generally under five
lines of prose or three lines of verse, are integrated directly into the text
and enclosed in quotation marks. Longer quotations, known as block
quotations, are set apart from the main text, indented from the left margin,
and typically single-spaced, without quotation marks. The specific line
counts for prose and verse can vary slightly depending on the context and
publisher.

When incorporating quotations, it is essential to ensure that they are
accurately transcribed and that the punctuation surrounding them is correct.
Any omissions or additions within a quotation must be indicated using
ellipses ( . . . ) and square brackets [ ], respectively. This meticulous
attention to detail is a hallmark of a well-prepared manuscript and reflects
your commitment to scholarly integrity.

Citation Styles: Notes and Bibliography vs.
Author-Date

The Chicago Manual of Style offers two distinct systems for citing sources,
each with its own advantages and applications. Understanding these systems
and knowing which one to use is a critical component of preparing a
manuscript for submission. The choice between the notes and bibliography
system and the author-date system often depends on the disciplinary
conventions and the specific requirements of the publisher or journal.



Both systems aim to provide clear and complete attribution to sources,
allowing readers to locate the original materials easily. However, they
differ in their structure and placement of bibliographic information.
Familiarizing yourself with the intricacies of each system will ensure that
your citations are accurate, consistent, and compliant with CMOS standards.

The Notes and Bibliography System

The notes and bibliography system, often referred to as the humanities style,
uses numbered footnotes or endnotes to cite sources. Each note corresponds to
a number in the text, and the full bibliographic information for the source
is provided either at the bottom of the page (footnotes) or at the end of the
manuscript (endnotes). A comprehensive bibliography, listing all sources
cited and sometimes other relevant works, appears at the end of the document.

This system is favored in fields such as literature, history, and the arts,
where detailed commentary or frequent referencing of specific passages is
common. The notes allow for digressions, explanations, or the inclusion of
source information without interrupting the flow of the main text. The
bibliography then provides a consolidated list for further research.

The Author-Date System

The author-date system, more commonly found in the sciences and social
sciences, uses parenthetical citations within the text. Each citation
includes the author's last name and the year of publication (e.g., (Smith
2020)). If a specific page is referenced, it is included as well (e.g.,
(Smith 2020, 45)). This system requires a corresponding reference list at the
end of the manuscript, which includes full bibliographic details for all
sources cited in the text.

This method is efficient for texts that require frequent citations, as it
keeps the bibliographic information readily accessible within the main
narrative. It allows readers to quickly identify the author and date of a
source, facilitating a focused engagement with the material without extensive
page-turning. The reference list at the end provides the complete details for
each entry.

Managing Tables, Figures, and Appendices

The effective incorporation and formatting of supplementary materials such as
tables, figures, and appendices are vital for a complete and professional
manuscript submission according to the Chicago Manual of Style. These



elements often convey complex information concisely and visually, enhancing
the reader's understanding and appreciation of your research. Proper
presentation ensures that these materials integrate seamlessly with your
text.

Each of these components has specific formatting requirements outlined by
CMOS. Adhering to these guidelines not only makes your manuscript easier to
read and understand but also demonstrates your meticulous attention to
detail, a quality highly valued by editors and publishers. It is essential to
ensure that all tables, figures, and appendices are clearly labeled, numbered
sequentially, and referenced appropriately within the main body of your text.

Formatting Tables

Tables in a CMOS-compliant manuscript should be clearly designed to present
data in an organized and accessible manner. Each table should have a number
and a descriptive title. The title should be concise but informative,
allowing the reader to understand the table's content at a glance. Within the
table, column and row headings should be clear and unambiguous.

While CMOS provides general guidelines, specific formatting for lines and
shading can vary based on publisher preferences. Generally, tables should
avoid excessive internal lines and rely on white space to create clarity. If
data is sourced from another publication, proper attribution must be
included, usually in a note below the table. Tables should be referenced in
the text by their number (e.g., "As shown in Table 1...").

Integrating Figures

Figures, which can include graphs, charts, illustrations, or photographs,
serve to visually represent data or concepts. Similar to tables, each figure
must be clearly numbered and accompanied by a descriptive caption. The
caption should explain the figure's content, identify any abbreviations or
symbols used, and provide the source if it is not original work. All figures
should be legible and of high resolution.

Figures are typically placed as close as possible to their first mention in
the text. When submitting a manuscript, publishers often require figures to
be provided as separate, high-resolution files, even if they are also
embedded within the document. This ensures that they can be reproduced
clearly in print or digital formats. Like tables, figures must be referenced
in the text by their number (e.g., "Figure 2 illustrates the trend...").



Structuring Appendices

Appendices are used to include supplementary material that is too extensive
or specialized for inclusion in the main body of the text but is still
relevant to the work. This can include raw data, detailed methodological
descriptions, survey instruments, or lengthy documentation. Each appendix
should be labeled with a letter (Appendix A, Appendix B, etc.) or a number,
followed by a title.

The content within each appendix should be organized logically. If an
appendix contains multiple distinct items, they can be further subdivided
with subheadings. It is crucial that all material presented in an appendix is
referenced in the main text, guiding the reader to where they can find this
additional information. Appendices are typically placed after the
bibliography or reference list.

Common Mistakes to Avoid in CMOS Submissions

Even experienced authors can fall prey to common errors when preparing a
manuscript for submission under the Chicago Manual of Style. These mistakes,
often related to formatting, citation, or grammar, can detract from the
perceived quality of the work and, in some cases, lead to rejection.
Awareness of these potential pitfalls is the first step toward avoiding them.

Many of these errors stem from a lack of thoroughness in the final review
stages or a misunderstanding of specific CMOS guidelines. By meticulously
checking your manuscript against the Manual's recommendations and the
publisher's specific instructions, you can significantly reduce the
likelihood of submitting a flawed document. Proactive attention to detail is
key to a successful submission.

Inconsistent Citation Practices

One of the most prevalent errors is inconsistency in citation practices. This
can manifest in various ways, such as variations in the formatting of author-
date citations, incorrect capitalization of titles in bibliographies, or
inconsistent use of punctuation within notes. Even minor deviations from the
chosen citation style (notes and bibliography or author-date) can signal a
lack of care.

To avoid this, carefully select the appropriate citation system as dictated
by the publisher. Then, meticulously apply its rules to every source cited.
It is advisable to create a style sheet for your manuscript, noting specific
formatting decisions for recurring elements, and to use citation management



software if you have a large number of sources. A final read-through
dedicated solely to checking citations is highly recommended.

Incorrect Use of Punctuation and Grammar

The Chicago Manual of Style provides extensive guidance on punctuation and
grammar, aiming for clarity and precision. Common errors include misuse of
commas, apostrophes, hyphens, and quotation marks. For example, failing to
use the serial (Oxford) comma in lists when required by the chosen CMOS style
can lead to ambiguity. Incorrectly punctuating dialogue or block quotes is
another frequent mistake.

Beyond punctuation, grammatical errors such as subject-verb agreement issues,
dangling modifiers, or incorrect pronoun usage can undermine the credibility
of your work. Thorough proofreading, ideally by a fresh set of eyes, is
essential to catch these errors. Relying on grammar-checking software can be
helpful, but it should not replace careful human review.

Formatting Discrepancies

Formatting discrepancies, such as inconsistent line spacing, margins that are
too narrow or too wide, or incorrectly formatted headings, can also cause
problems. Each publisher will have specific requirements for manuscript
formatting, which are often outlined in their author guidelines. Failing to
adhere to these can make the manuscript difficult to edit and assess.

Ensure that your manuscript adheres to the recommended font, font size, line
spacing, and margins. Double-check that page numbers are correctly placed and
formatted. If you are unsure about any specific formatting requirement,
always consult the publisher's submission guidelines or contact the editorial
office for clarification. Presentation matters, and consistent formatting is
a key component of a professional manuscript.

The Submission Process: Beyond Formatting

While meticulous adherence to the Chicago Manual of Style formatting and
citation guidelines is paramount, the manuscript submission process extends
beyond mere stylistic compliance. Editors and publishers are evaluating not
only the presentation of your work but also its substantive quality,
originality, and suitability for their audience. Understanding the broader
context of submission is crucial for a positive outcome.

This involves preparing a compelling cover letter, ensuring that your



manuscript is complete and well-organized, and being prepared for the peer-
review process. A well-executed submission demonstrates professionalism and a
serious commitment to scholarly dissemination. It shows that you have not
only crafted a strong piece of scholarship but have also taken the necessary
steps to present it in a manner that respects the editorial and publishing
workflow.

Crafting a Professional Cover Letter

The cover letter is your first direct communication with the editor, and it
serves as an introduction to your manuscript. It should be concise,
professional, and persuasive. Begin by clearly stating the title of your
manuscript and the type of work it is (e.g., original research article,
review essay). You should also mention where you are submitting it (e.g.,
"for consideration in [Journal Name]").

In the cover letter, briefly summarize the main argument or contribution of
your work, highlighting its significance and its relevance to the journal's
readership. You may also wish to mention any previous publications or
relevant academic credentials that support your expertise in the field.
Finally, include a statement confirming that the manuscript is original, has
not been published elsewhere, and is not under consideration by another
journal. Adhering to CMOS, where relevant, in the cover letter itself can
also be a subtle indicator of your attention to detail.

Manuscript Completeness and Integrity

Before submitting, conduct a thorough self-assessment to ensure your
manuscript is complete and adheres to all requirements. This includes
checking that all sections are present, that all figures and tables are
included and correctly referenced, and that the bibliography or reference
list is accurate and complete. For book manuscripts, this might also involve
providing a table of contents and an index, if applicable.

Furthermore, confirm that your manuscript respects academic integrity. This
means ensuring that all sources are properly acknowledged, that there is no
plagiarism, and that any ethical considerations regarding research
participants have been addressed and adhered to. A manuscript that is
complete and demonstrates intellectual honesty is more likely to proceed
smoothly through the review process.

Final Review and Proofreading



The final stage before hitting the submit button is arguably the most
critical: a thorough final review and meticulous proofreading. Even after
multiple revisions, subtle errors can persist. This stage is not about making
substantial changes to content but about polishing the manuscript to
perfection, ensuring that it reflects the highest standards of academic
presentation.

A professional, error-free manuscript signals respect for the publisher, the
editors, and the readers. It allows the content of your research to shine
without distraction. Investing adequate time in this final review process is
an essential part of the Chicago Manual of Style manuscript submission
journey, contributing significantly to the overall success of your
submission.

The Importance of a Fresh Perspective

After working intensely on a manuscript for an extended period, an author's
eyes can become accustomed to errors, making them difficult to spot. This is
where the value of a fresh perspective comes into play. Ideally, have a
colleague, mentor, or professional editor proofread your manuscript. They can
identify issues that you might have overlooked, from awkward phrasing to
typos.

If a professional editor is not an option, try to step away from the
manuscript for a few days before undertaking the final proofread. This mental
break can help you approach the text with renewed focus and a keener eye for
detail. Reading the manuscript aloud can also be an effective technique for
catching grammatical errors and awkward sentence structures that might be
missed during silent reading.

Checking Against Publisher Guidelines

It is imperative to re-read the specific submission guidelines provided by
the journal or publisher one last time before submitting. While you have
likely followed them throughout the writing and formatting process, a final
check ensures that no details have been missed or misinterpreted. These
guidelines are often quite detailed and may include specific requirements for
file naming, submission platforms, and supplementary documents.

Pay close attention to any instructions regarding file types (e.g., .docx,
.pdf), the inclusion of author information, and the formatting of the
manuscript itself. For example, some publishers may request that author names
and affiliations be removed from the manuscript file for blind peer review.
Ensuring complete compliance with these final directives is a crucial step in
the submission process and demonstrates your commitment to following



editorial procedures.

FAQ

Q: What is the most current edition of the Chicago
Manual of Style, and should I use it for my
manuscript submission?
A: The most current edition is the 17th edition, published in 2017. It is
generally recommended to use the latest edition unless the specific publisher
or journal explicitly requests an older edition. Always check the publisher's
submission guidelines for their preferred edition.

Q: Can I use a citation manager like Zotero or
EndNote when preparing my manuscript for CMOS
submission?
A: Yes, citation managers can be very helpful for organizing your sources and
ensuring consistency. However, you must carefully check the output generated
by these tools against CMOS guidelines and the publisher's specific
requirements, as they may not always perfectly format according to every
rule.

Q: How do I format block quotations correctly
according to the Chicago Manual of Style?
A: Block quotations, typically over five lines of prose or three lines of
verse, should be set off from the main text by indenting the entire quotation
from the left margin. They are usually single-spaced and do not require
quotation marks. The citation should follow the quotation.

Q: What is the difference between a bibliography and
a reference list in CMOS?
A: In the notes and bibliography system, the comprehensive list of all
sources consulted is called a bibliography. In the author-date system, the
list of works cited in the text is called a reference list. Both provide full
bibliographic details for the sources used.

Q: Should I include my author information on every
page of my manuscript submission?
A: Generally, no. Author information is typically only included on the title



page. For manuscripts submitted for peer review, you may be asked to remove
all identifying information from the main text to facilitate blind or double-
blind review. Always consult the publisher's specific submission guidelines.

Q: How should I handle the submission of figures and
tables if they are complex or require specific color
formatting?
A: Publishers usually require figures and tables to be submitted as separate
files in high resolution, often in formats like TIFF or EPS. If color is
essential for understanding the figure or table, you should ensure that the
publisher accepts color submissions and that you have followed their specific
instructions for color formatting and file types.

Q: What are the typical margin and line spacing
requirements for a CMOS manuscript submission?
A: While publishers may have specific preferences, CMOS generally recommends
one-inch margins on all sides and double-spacing for the main body of the
text. This provides ample space for editorial annotations. Block quotations,
however, are typically single-spaced.

Q: How do I know which citation style to use: notes
and bibliography or author-date?
A: The choice of citation style is almost always dictated by the journal or
publisher. Always check their author guidelines. If they do not specify,
consider the conventions of your discipline; the notes and bibliography
system is common in humanities, while author-date is prevalent in sciences
and social sciences.
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