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The Chicago Manual of Style Submission Formatting: A Comprehensive Guide

chicago manual of style submission formatting is a crucial, yet often
misunderstood, aspect of academic and professional writing. Adhering to its
specific guidelines ensures your manuscript is taken seriously, processed
efficiently, and ultimately, enhances its readability and professional
presentation. This comprehensive guide delves deep into the intricacies of
preparing your work according to The Chicago Manual of Style (CMOS), covering
everything from manuscript preparation and citation styles to specific
formatting requirements for different types of submissions. Whether you are a
budding author, an academic researcher, or a meticulous editor, mastering
these submission formatting rules will elevate your work and demonstrate your
commitment to scholarly standards. We will explore the fundamental
principles, detailed specifications for various elements, and common pitfalls
to avoid, providing you with the confidence to present your work flawlessly.
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Understanding the Basics of CMOS Submission
Formatting

The Chicago Manual of Style provides a standardized framework for presenting
written work, ensuring consistency and clarity across diverse publications.
For submission formatting, understanding the underlying philosophy - that of
making the author's intent as clear as possible to the reader and publisher -
is paramount. This involves attention to detail across every aspect of the
manuscript, from the initial title page to the final index. Publishers often
have their own specific submission guidelines that build upon or slightly
modify CMOS, so always consult the target publication's author guidelines
before beginning your formatting process.

At its core, CMOS submission formatting emphasizes readability and
professionalism. This translates into specific requirements for margins,
spacing, font choices, and the organization of your document. Neglecting
these fundamental elements can lead to delays in publication, or worse,
rejection. Therefore, dedicating time to thoroughly understand and implement
these guidelines is an investment in the success of your manuscript. This
section lays the groundwork for the detailed discussions that follow,
highlighting the importance of a systematic approach.



Manuscript Preparation: The Foundation of Good
Formatting

The preparation of your manuscript is the first and most critical step in
adhering to Chicago Manual of Style submission formatting. This involves
setting up your document correctly from the outset, ensuring a clean and
organized presentation that simplifies the editing and typesetting process
for your publisher. A well-prepared manuscript demonstrates your
professionalism and respect for the editorial workflow.

Title Page Requirements

Your title page is the first impression your manuscript makes. According to
CMOS, it should include the full title of the work, the author's name, and
any other information the publisher might require, such as affiliation or
contact details. It should be clearly separated from the main text and free
of any unnecessary ornamentation. The title should be prominently displayed,
often in all caps or bold, with the author's name typically centered below
it.

Font and Spacing Guidelines

CMOS generally recommends using a standard, readable font such as Times New
Roman or Courier New, typically in 12-point size. Double-spacing is almost
universally required for the main body of the manuscript to allow ample space
for editorial marks and revisions. This applies to block quotations as well,
though they are typically indented. Consistent spacing throughout the
document is crucial for a professional appearance.

Margins and Page Numbering

Standard submission formatting typically requires one-inch margins on all
sides of the page. This provides ample white space for editors and reviewers
to make notes. Page numbering is essential for organization. CMOS suggests
placing page numbers in the upper right-hand corner of each page, typically
starting after the title page. The preliminary pages, such as the table of
contents and acknowledgments, may be numbered with Roman numerals, while the
main body of the text uses Arabic numerals.

Chapter and Section Breaks

Clear divisions between chapters and major sections are vital for navigation
and structure. Chapters typically begin on a new page, with the chapter title
centered and often in all caps. Subsections should be clearly delineated
using appropriate headings and subheadings, formatted consistently according
to CMOS guidelines or publisher specifications. These hierarchical structures
help readers follow the argument and flow of your work.



Citation Styles: Notes and Bibliography vs.
Author-Date

The Chicago Manual of Style offers two primary citation systems: the Notes
and Bibliography system and the Author-Date system. Your choice, or the
requirement of your publisher, will significantly impact your submission
formatting. Each system has distinct requirements for in-text citations and
the accompanying reference list or bibliography.

The Notes and Bibliography System

This system is commonly used in the humanities, including literature,
history, and the arts. In-text citations are handled through numbered notes
(footnotes or endnotes) that appear at the bottom of the page or the end of
the document, respectively. Each note contains full bibliographical
information for the first citation of a source, and shortened versions for
subsequent citations. A comprehensive bibliography listing all cited sources
in alphabetical order by author's last name follows the main text. Formatting
of notes and bibliography entries requires meticulous attention to detail
regarding punctuation, capitalization, and the order of bibliographical
elements.

The Author-Date System

Prevalent in the social sciences and sciences, the Author-Date system uses
parenthetical in-text citations that include the author's last name and the
year of publication (e.g., Smith 2023). Page numbers can be included for
direct quotations (e.g., Smith 2023, 45). A reference list, rather than a
bibliography, follows the main text and includes all sources cited, arranged
alphabetically by author's last name. The formatting for reference list
entries is similar to that in the Notes and Bibliography system, but the
overall structure and how sources are referenced within the text differ
significantly.

Formatting Specific Elements

Beyond the general manuscript preparation and citation styles, specific
elements within your work require careful attention to meet CMOS submission
formatting standards. These elements, if handled incorrectly, can detract
from the professionalism of your manuscript.

Handling Quotations

Short quotations (typically fewer than five lines of prose or three lines of
poetry) are generally incorporated into the text and enclosed in quotation
marks. Longer quotations, known as block quotations, are set off from the
main text by indenting the entire block and omitting quotation marks. The



first line of a block quotation is typically indented an additional half-
inch. Consistent indentation and punctuation around quotations are vital.

Use of Italics and Underlining

Underlining is generally avoided in modern manuscript submissions; italics
serve the purpose of emphasis, titles of books and journals, foreign words,
and scientific names. CMOS provides clear guidelines on when to use italics,
and consistency 1is key. For instance, book titles in the bibliography or
notes should be italicized, as should journal titles. Use italics sparingly
for emphasis to avoid diluting their impact.

Numbers and Abbreviations

CMOS offers specific guidance on when to spell out numbers and when to use
numerals. Generally, numbers zero through nine are spelled out, while
numerals are used for 10 and above. However, there are numerous exceptions
based on context, such as percentages, measurements, and dates. Similarly,
guidelines exist for the use and introduction of abbreviations and acronyms.
It's often recommended to spell out an abbreviation or acronym the first time
it appears, followed by the abbreviation in parentheses, before using it
subsequently.

Tables, Figures, and Illustrations

Presenting data effectively through tables, figures, and illustrations is an
integral part of many scholarly works. Proper formatting according to CMOS
submission guidelines ensures these elements are clear, understandable, and
integrated seamlessly into your manuscript.

Table Formatting

Tables should be clearly labeled with Arabic numerals (Table 1, Table 2,
etc.) and provided with descriptive titles. Each table should be self-
explanatory, with column and row headings clearly defined. CMOS generally
advises against the use of vertical lines within tables; horizontal lines are
typically used to separate the title, column headings, and the table body,
and to denote the end of the table. Data within tables should be presented
consistently, with appropriate units of measurement indicated.

Figure and Illustration Formatting

Figures, which encompass graphs, charts, diagrams, and photographs, are also
labeled sequentially with Arabic numerals (Figure 1, Figure 2, etc.) and
accompanied by descriptive captions. Captions should provide enough
information for the figure to be understood independently of the main text.



Artwork should be submitted in a high-resolution format suitable for
reproduction. If the figure is not your original work, proper attribution in
the caption or a note is required, and you must secure permission for its
use.

Placement and Referencing

Tables and figures should ideally be placed as close as possible to their
first mention in the text. However, for submission purposes, it is often
acceptable and sometimes preferred to place all tables at the end of the
manuscript, after the bibliography, and all figures as separate files. In the
text, you must refer to each table and figure by its number (e.g., "as shown
in Figure 1" or "see Table 2").

Handling Permissions and Copyright

When incorporating material from other sources, such as lengthy quotations,
images, or adapted tables, understanding copyright and obtaining necessary
permissions is a crucial part of submission formatting. Failure to do so can
lead to legal complications and publication delays.

Securing Permissions

For any material that is not your original work and is protected by
copyright, you must obtain written permission from the copyright holder
before publication. This includes excerpts from books or articles,
photographs, illustrations, charts, and even sometimes very extensive
quotations. Keep records of all permission requests and granted permissions,
as publishers will likely require them.

Attribution and Copyright Notices

Proper attribution is essential, even when permissions are not strictly
required (e.g., for fair use under copyright law, though publishers often err
on the side of caution). This typically involves crediting the source in the
text, the caption, or a note, and including it in your bibliography or
reference list. For any material for which you have obtained specific
permissions, you will likely need to include the exact wording of the
copyright notice provided by the copyright holder, often as part of the
caption or a dedicated permissions section.

Submitting Your Work: Final Checks and
Considerations

Before submitting your manuscript, a thorough final review of your Chicago



Manual of Style submission formatting is essential. This stage ensures that
all requirements have been met, reducing the likelihood of editorial queries
or rejection due to formatting errors.

Proofreading for Consistency

Consistency is paramount in any submission. This means ensuring that your
chosen citation style is applied uniformly throughout the text, that all
headings and subheadings follow the same formatting rules, and that the
presentation of numbers, abbreviations, and punctuation is unwavering. A
meticulous proofread specifically for formatting errors can catch
inconsistencies that might otherwise be overlooked.

Adhering to Publisher Guidelines

While this guide focuses on CMOS, always remember that individual publishers
may have their own specific submission guidelines that may supplement or
modify CMOS. Carefully review the publisher's author or submission guidelines
document. Pay close attention to requirements for file formats, submission
methods (e.g., online portal, email), and any unique formatting requests they
may have. This diligence demonstrates your professionalism and attention to
detail.

File Naming and Organization

When submitting digital files, clear and consistent file naming conventions
are important. Name your files descriptively (e.g.,
"Manuscript_AuthorName_Chapterl.docx"). If you are submitting multiple files,
such as the main manuscript, figures, and tables, ensure they are well-
organized and clearly labeled. A disorganized submission can create
unnecessary work for the editorial team.

FAQ

Q: What are the primary differences between the
Chicago Notes and Bibliography system and the Chicago
Author-Date system for submission formatting?

A: The primary difference lies in how in-text citations are presented and the
subsequent reference list. The Notes and Bibliography system uses numbered
footnotes or endnotes for citations and concludes with a bibliography. The
Author-Date system uses parenthetical citations within the text (Author Year)
and concludes with a reference list. Both systems require meticulous
formatting of the bibliographic entries themselves.



Q: How should I format block quotations according to
the Chicago Manual of Style for submission?

A: For block quotations (typically over five lines of prose), you should
indent the entire quotation block from the left margin, usually by half an
inch. The quotation should not be enclosed in quotation marks. The first line
of the block quotation should be indented an additional half-inch if it is
the start of a new paragraph within the quoted material.

Q: What font and line spacing are generally
recommended for Chicago Manual of Style manuscript
submissions?

A: For manuscript submissions adhering to the Chicago Manual of Style, it is
generally recommended to use a standard, readable font such as Times New
Roman or Courier New, in 12-point size. The main body of the text should be
double-spaced, including block quotations. This provides ample space for
editorial marks and enhances readability.

Q: How should tables be formatted in a Chicago Manual
of Style submission?

A: Tables should be clearly labeled with Arabic numerals (e.g., Table 1) and
accompanied by descriptive titles. Column and row headings should be
explicit. While CMOS has evolved, it generally discourages the use of
vertical rules within tables and favors minimal horizontal rules, often just
to separate the title, headings, and the body of the table. Each table should
be self-explanatory.

Q: When submitting figures or illustrations, what are
the key formatting considerations according to
Chicago Manual of Style submission formatting?

A: Figures should be labeled sequentially with Arabic numerals (e.g., Figure
1) and provided with clear, descriptive captions that allow the image to be
understood independently. High-resolution quality is essential for
reproduction. Any copyrighted material within the figure or the figure itself
requires proper attribution and often permission from the copyright holder,
which should be noted in the caption or a separate permissions section.

Q: Is underlining acceptable for emphasis or titles
in a Chicago Manual of Style submission?

A: Generally, underlining is discouraged in modern manuscript submissions.
Instead, italics are used for emphasis, titles of books, journals, and other
standalone works, as well as for foreign words and scientific names.
Consistent and correct use of italics is preferred over underlining.



Q: What is the significance of publisher-specific
guidelines in conjunction with the Chicago Manual of
Style submission formatting?

A: Publisher-specific guidelines are critically important because they
represent the final authority for that particular publication. While CMOS
provides a comprehensive framework, publishers may have their own
modifications or additional requirements regarding manuscript formatting,
submission methods, or specific stylistic preferences that supersede or
supplement CMOS. Always consult the publisher's guidelines first.
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