
chicago manual of style submission
requirements
The Chicago Manual of Style submission requirements can seem daunting, but
understanding them thoroughly is crucial for any author or publisher aiming
for clarity, consistency, and professional presentation. This comprehensive
guide delves into the intricacies of these guidelines, covering everything
from manuscript formatting and citation styles to the nuances of electronic
submission. Mastering these details ensures your work adheres to established
academic and publishing standards, enhancing its credibility and reducing
revision time. We will explore the foundational principles, specific
formatting elements, and common pitfalls to avoid when preparing your
manuscript for submission according to The Chicago Manual of Style.

Table of Contents

Understanding the Core Principles of Chicago Style
Manuscript Formatting Essentials
Citations and Bibliographic Entries
Notes-Bibliography vs. Author-Date Systems
Specific Formatting Considerations
Electronic Submission Guidelines
Common Submission Challenges and Solutions

Understanding the Core Principles of Chicago
Style

The Chicago Manual of Style (CMOS) is a widely respected style guide that
provides comprehensive instructions on manuscript preparation and
publication. Its core principles emphasize clarity, consistency, and
precision in scholarly and professional writing. Adhering to these principles
ensures that your work is easily understood by your intended audience and
meets the high standards expected in academic and publishing circles. The
manual is designed to be a flexible resource, offering different approaches
for various types of publications and disciplines.

At its heart, Chicago style promotes a clear and logical presentation of
information. This includes consistent use of punctuation, capitalization, and
spelling. It also guides writers on how to effectively integrate quotations,
cite sources, and format tables and figures. The goal is to eliminate
ambiguity and allow the content to shine through, unhindered by stylistic
inconsistencies. Understanding these underlying philosophies is the first
step toward successfully navigating the detailed rules.



Manuscript Formatting Essentials

Proper manuscript formatting is the bedrock of any successful submission, and
Chicago style provides a detailed framework to ensure uniformity and
professionalism. This involves specific requirements for margins, line
spacing, font choices, and page numbering. These elements, while seemingly
minor, contribute significantly to the readability and overall presentation
of your work.

General Manuscript Layout

When preparing a manuscript for submission according to Chicago style,
several general layout guidelines should be meticulously followed. These
include maintaining standard one-inch margins on all sides of the page,
utilizing double-spacing throughout the entire document (including block
quotations and notes), and selecting a legible, standard font such as 12-
point Times New Roman or a comparable serif typeface. Consistent font usage
is paramount to avoid any visual distractions.

Title Page and Preliminary Pages

The title page should include the manuscript’s title, the author’s name, and
contact information. Some academic submissions may also require the name of
the institution or department. Page numbering typically begins on the first
page of the manuscript text, not on the title page or preliminary pages.
These preliminary pages, such as the table of contents, preface, and
acknowledgments, are often numbered using lowercase Roman numerals.

Running Heads and Headers

While not always mandatory for all submissions, Chicago style offers guidance
on the use of running heads (or headers). These are typically placed at the
top of each page and often include a shortened version of the title and the
page number. The specific requirements for running heads can vary depending
on the publisher or journal, so it is essential to check their individual
guidelines.

Citations and Bibliographic Entries

Accurate and consistent citation is a cornerstone of scholarly integrity, and



Chicago style offers two primary systems for handling this critical aspect of
academic writing: the Notes-Bibliography system and the Author-Date system.
Both systems serve the purpose of attributing sources and allowing readers to
locate them, but they differ in their implementation.

The Notes-Bibliography System

This system is favored in many humanities disciplines, such as literature,
history, and the arts. It utilizes footnotes or endnotes to cite sources
within the text, with a comprehensive bibliography of all cited works
appearing at the end of the manuscript. Footnotes or endnotes contain
detailed publication information, often including page numbers, while the
bibliography provides a more concise list of sources.

The Author-Date System

Commonly used in the social sciences and some natural sciences, the Author-
Date system incorporates brief parenthetical citations within the text,
consisting of the author’s last name and the year of publication (e.g., Smith
2023, 15). These in-text citations correspond to a reference list at the end
of the manuscript, which includes full bibliographic details for each source.

Formatting Bibliographic Entries

Regardless of the chosen system, the format of bibliographic entries is
highly standardized. Key elements include author’s name, title of the work,
publication information (place of publication, publisher, and year for books;
journal title, volume, issue, and year for articles), and page numbers. The
order and punctuation of these elements are crucial for proper Chicago style
formatting.

Author's name (last name, first name)

Title of the work (italicized for books, in quotation marks for
articles)

Publication details (publisher, year, location)

Page numbers for specific references



Specific Formatting Considerations

Beyond the general layout and citation mechanics, Chicago style provides
detailed instructions for numerous specific elements within a manuscript.
These can range from how to handle quotations and tables to the correct
formatting of numbers and abbreviations. Attention to these granular details
demonstrates meticulousness and professionalism.

Quotations

Short quotations (typically fewer than five lines of prose or three lines of
poetry) are usually integrated into the text and enclosed in quotation marks.
Longer quotations are set off as block quotations, indented from the left
margin, and do not use quotation marks. The placement of punctuation relative
to the quotation marks or block indentation is governed by specific Chicago
style rules.

Tables and Figures

Tables and figures should be clearly labeled with Arabic numerals (Table 1,
Figure 1, etc.) and provided with descriptive titles. Any necessary
explanatory notes or sources should be placed directly below the table or
figure. The placement of tables and figures within the manuscript should be
logical and ideally located as close as possible to their first mention in
the text.

Numbers and Abbreviations

Chicago style offers specific guidance on when to spell out numbers and when
to use numerals. Generally, numbers from one to one hundred are spelled out,
while larger numbers are expressed as numerals. However, exceptions exist for
percentages, statistical data, and measurements. Similarly, abbreviations
should be used sparingly and consistently, with clear guidelines provided for
common abbreviations and the creation of new ones.

Electronic Submission Guidelines

In today’s publishing landscape, electronic submission is the norm for most
academic journals and many publishers. The Chicago Manual of Style addresses
the unique requirements associated with preparing manuscripts for digital



submission, ensuring that files are properly formatted and easily processed.

File Types and Naming Conventions

Most submissions require files to be in Microsoft Word (.doc or .docx)
format. Other formats might be acceptable depending on the publisher’s
specifications. File naming conventions are also important; often, publishers
request specific naming structures to easily identify the author and
manuscript title. Adhering to these conventions prevents submission errors.

Formatting for Digital Platforms

While the core formatting principles remain the same, electronic submissions
may have additional requirements regarding embedded fonts, image resolution,
and the inclusion of supplementary materials. It is crucial to consult the
specific submission portal or publisher’s guidelines for these technical
specifications. Ensuring that the manuscript is “print-ready” in a digital
format is the ultimate goal.

Common Submission Challenges and Solutions

Navigating the intricacies of Chicago Manual of Style submission requirements
can present challenges for even experienced writers. Understanding these
common hurdles and their solutions can streamline the submission process and
prevent delays.

Inconsistent Application of Style Rules

One of the most frequent issues is the inconsistent application of Chicago
style rules throughout the manuscript. This can manifest in variations in
punctuation, citation formats, or capitalization. The solution lies in
thorough proofreading and potentially using style-checking software, though
manual review is indispensable.

Misinterpretation of Note vs. Bibliography
Formatting

Confusing the requirements for footnotes/endnotes and the bibliography is
another common pitfall. Carefully reviewing examples for both the Notes-



Bibliography and Author-Date systems in CMOS is essential. Ensuring that
every in-text citation corresponds correctly to an entry in the bibliography
or reference list is paramount.

Ignoring Publisher-Specific Guidelines

While CMOS provides a comprehensive framework, individual publishers and
journals often have their own supplementary guidelines. These might include
specific word count limits, preferred file formats, or unique formatting
demands. Always prioritize the publisher’s instructions over general CMOS
rules when discrepancies arise. Consulting the “Instructions for Authors” or
“Submission Guidelines” section of the target publication is a critical step
that cannot be overlooked.

FAQ

Q: What is the primary difference between the Notes-
Bibliography and Author-Date systems in Chicago
style?
A: The primary difference lies in how sources are cited within the text. The
Notes-Bibliography system uses footnotes or endnotes for in-text citations,
providing detailed source information, and is common in humanities. The
Author-Date system uses brief parenthetical citations (author, year) in the
text, linking to a reference list at the end, and is prevalent in social
sciences.

Q: Are block quotations in Chicago style indented
from the left margin, and do they require quotation
marks?
A: Yes, block quotations in Chicago style are indented from the left margin
to distinguish them from the main text. They do not require quotation marks;
the indentation itself signals that the text is a direct quotation.

Q: How should page numbers be formatted in a
manuscript submitted according to Chicago style?
A: Page numbers in Chicago style typically begin on the first page of the
main text, not on the title page or preliminary pages. Preliminary pages
(like the table of contents) are often numbered with lowercase Roman
numerals. The specific placement of the page number on the page (usually
bottom center or top right) should be consistent.



Q: What are the standard margin and line spacing
requirements for a Chicago style manuscript
submission?
A: For a standard manuscript submission, Chicago style generally requires
one-inch margins on all sides of the page. The entire manuscript, including
block quotations and notes, should be double-spaced to ensure readability.

Q: When submitting a manuscript electronically, what
is the most common file format requested by
publishers following Chicago style?
A: The most common file format requested for electronic submissions adhering
to Chicago style is Microsoft Word (.doc or .docx). Publishers may specify
other formats, so it is always best to check their individual submission
guidelines.

Q: How should a URL be formatted in a Chicago style
bibliography entry?
A: In Chicago style bibliographies, a URL is typically placed at the end of
the entry, preceded by a period. While not always required, including an
access date (e.g., accessed Month Day, Year) can be beneficial, especially
for online sources that may change or be removed.

Q: What is the rule for capitalizing titles in
Chicago style?
A: Chicago style primarily uses "title case" for titles of books, articles,
and other works, where major words are capitalized and minor words (articles,
prepositions, conjunctions) are generally lowercase, unless they are the
first or last word of the title or subtitle.

Q: If a publisher's guidelines conflict with The
Chicago Manual of Style, which should be
prioritized?
A: If a publisher or journal provides specific submission guidelines that
differ from The Chicago Manual of Style, the publisher's guidelines should
always be prioritized. These specific instructions are designed for their
particular editorial and production processes.
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