chicago manual style for university
presses

chicago manual style for university presses is the bedrock of scholarly communication
within academic publishing. This comprehensive guide will delve into the intricacies of
applying the Chicago Manual of Style (CMOS) specifically for university press
submissions, ensuring clarity, consistency, and adherence to established academic
standards. We will explore the critical elements of manuscript preparation, from citation
systems and formatting to the nuances of specialized content like tables, figures, and
index creation. Understanding these principles is paramount for authors aiming to have
their work accepted and published by prestigious university presses. This article will serve
as an in-depth resource, covering everything from basic principles to advanced
considerations for a polished and professional academic manuscript.
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Understanding the Importance of Chicago Manual
Style for University Presses

The Chicago Manual of Style (CMOS) serves as the definitive authority for many university
presses due to its thoroughness, flexibility, and long-standing tradition in academic
publishing. For authors, mastering these guidelines is not merely about following rules;
it's about presenting their research in a way that is clear, accessible, and credible to both
editors and the wider academic community. University presses meticulously enforce
CMOS to maintain the highest standards of scholarly integrity and publication quality.

Adherence to the Chicago Manual of Style ensures a uniform presentation across a press's
catalog, facilitating a consistent reading experience for scholars and researchers. This
consistency extends to how evidence is presented, citations are formatted, and the overall
structure of a scholarly work. For university presses, it significantly streamlines the
editorial and production processes, reducing the time and resources needed for
manuscript preparation and typesetting. Consequently, authors who demonstrate a strong
command of CMOS are more likely to have their submissions move smoothly through the
review and publication pipeline.



Manuscript Preparation and Submission
Guidelines

The initial preparation of a manuscript intended for a university press requires meticulous
attention to detail, with CMOS providing the foundational framework. This involves more
than just writing the content; it encompasses the precise formatting of every element,
from the title page to the final page of the bibliography. University presses often provide
their own specific submission checklists, but these almost universally point back to the
principles laid out in the Chicago Manual of Style as the underlying standard.

General Formatting Requirements

University presses typically expect manuscripts to be double-spaced throughout, using a
standard 12-point font such as Times New Roman or Arial. Margins should generally be
one inch on all sides, allowing ample space for editorial comments. Page numbers should
be placed at the top right of each page, and the manuscript should be submitted as a
single document, usually in Microsoft Word format. This consistent formatting allows
editors and typesetters to work efficiently.

The Title Page

A correctly formatted title page is crucial. It should include the full title of the work, the
author's name, and their affiliation. Some university presses may also request a brief
abstract or summary on a separate page preceding the main text. Ensuring all these
elements are present and accurately formatted according to CMOS is a critical first step in
impressing editors with your professionalism.

Submitting Ancillary Materials

Beyond the main text, authors must also prepare any ancillary materials with care. This
includes not only citations but also appendices, glossaries, and bibliographies. The
formatting of these elements must align strictly with CMOS. For instance, the order and
style of entries in a bibliography or the presentation of terms in a glossary follow specific
conventions that contribute to the overall coherence of the work.

Citation Systems: Notes and Bibliography vs.
Author-Date

The Chicago Manual of Style offers two primary citation systems, and university presses
will typically specify which one they require authors to use. Understanding the distinctions
and proper application of both is essential for accurate scholarly referencing.



The Notes and Bibliography System

This system, often favored in the humanities, uses footnotes or endnotes to cite sources
within the text. These notes provide the full bibliographic information for the first citation
of a source and then a shortened form for subsequent citations. A comprehensive
bibliography, listing all sources cited in the notes, appears at the end of the book. This
method is highly detailed and allows for extensive commentary and digressions within the
notes themselves, a feature that can be beneficial in certain scholarly disciplines.

The Author-Date System

Commonly used in the sciences and social sciences, the author-date system integrates
citations directly into the text by providing the author's last name and the year of
publication in parentheses. For example, (Smith 2023). A complete reference list,
arranged alphabetically by author's last name, is provided at the end of the work. This
system is generally considered more streamlined for readers and is particularly useful in
fields where frequent citation is necessary and the primary focus is on the source's
currency.

Consistency is Key

Regardless of which system is chosen, the paramount rule is consistency. Whichever
citation style is adopted, it must be applied uniformly throughout the entire manuscript.
Deviations can create confusion and suggest a lack of meticulousness in the author's
research and presentation, which is a significant detractor for university press editors.

Formatting and Typographical Conventions

Beyond citation styles, the Chicago Manual of Style dictates a wide range of typographical
and formatting conventions that contribute to the professional appearance and readability
of a scholarly work. University presses rely on these standards to ensure a unified
aesthetic and to facilitate the typesetting process.

Punctuation and Spelling

CMOS provides precise guidance on the use of punctuation, including commas,
semicolons, colons, and quotation marks. It also addresses hyphenation, capitalization,
and the treatment of numbers and abbreviations. For spelling, CMOS generally favors
American English, but authors should confirm if the press has a specific preference.
Maintaining uniformity in these details is crucial for a polished manuscript.

Emphasis and Quotations

The manual offers clear rules for using italics for emphasis or to denote titles of longer



works, as well as for the proper formatting of direct quotations. Short quotations are
typically embedded within the text, while longer quotations (often defined as more than
five lines) are set off as block quotations, indented from the main text and without
quotation marks. This distinction is vital for clarity and adherence to scholarly
conventions.

Handling Numbers and Abbreviations

CMOS provides comprehensive guidelines on when to spell out numbers and when to use
numerals. It also details the correct formation and usage of abbreviations, including
common acronyms and technical terms. The key is to apply these rules consistently,
ensuring that the presentation of numerical data and specialized terminology is clear and
unambiguous to the intended audience.

Handling Tables and Figures

University presses receive numerous manuscripts containing tables and figures, and the
way these visual elements are presented is critical for their acceptance and effective
communication. CMOS offers detailed instructions on formatting and referencing these
components.

Table Formatting

Tables should be designed for clarity and conciseness. Each table must have a number and
a clear, descriptive title. Column and row headings should be unambiguous. CMOS advises
on the appropriate use of lines within tables - generally, horizontal lines above and below
the table and below the column headings are sufficient, with fewer internal lines to avoid
visual clutter. Data within tables must be presented accurately and consistently.

Figure Formatting

Figures, which can include graphs, charts, illustrations, and photographs, also require
careful preparation. Each figure must be clearly labeled with a number and a caption that
explains its content without requiring the reader to refer extensively to the main text.
Figures should be of high resolution, suitable for reproduction. Authors must also consider
copyright for any images they do not own.

Referencing Tables and Figures

In the main text, tables and figures must be referred to by their number (e.g., "as shown in
Table 1" or "see Figure 3"). The order in which they appear in the text should generally
correspond to their numbering. CMOS provides guidance on how to integrate these
references smoothly into the narrative, ensuring that visual aids effectively support and
enhance the author's arguments.



Indexing Best Practices

While the author may not be responsible for creating the final index, understanding its
importance and contributing to its accuracy is part of the submission process. A good
index is a vital tool for readers navigating a scholarly monograph, and university presses
expect them to be thorough and well-constructed, following CMOS guidelines.

The Role of the Index

An index is an alphabetical list of subjects, names, and terms discussed in the book, with
references to the pages where they appear. Its purpose is to help readers quickly locate
specific information, making the book more accessible and useful as a research tool. A
poorly constructed index can significantly detract from the usability of an otherwise
excellent scholarly work.

Author Contributions to the Index

Some university presses may ask authors to provide a preliminary index or a list of
keywords to guide the professional indexer. This allows authors to highlight the key
concepts and arguments of their work. Even if this is not requested, authors should be
aware that the index is a critical component of the final publication and should strive to
use key terms consistently throughout their manuscript to facilitate accurate indexing.

CMOS Guidelines for Indexing

The Chicago Manual of Style provides detailed recommendations for index construction.

These include best practices for creating subentries, cross-references, and ensuring that
the index accurately reflects the content and emphasis of the book. Professional indexers
adhere strictly to these guidelines to create a comprehensive and user-friendly index.

Special Considerations for Scholarly Works

University presses publish a wide array of scholarly disciplines, and CMOS offers guidance
for many specialized areas. Authors should be aware of these and consult the manual for
specifics relevant to their field.

Foreign Languages and Transliteration

For works involving foreign languages, CMOS provides rules for the use of italics,
diacritical marks, and the transliteration of non-Latin scripts. Consistent application of
these conventions is essential for accuracy and clarity, especially in fields like linguistics,
history, and religious studies.



Mathematical and Scientific Notation

While many scientific journals have their own style guides, CMOS offers general principles
for presenting mathematical formulas, scientific symbols, and units of measurement.
Authors in these fields should consult the manual for best practices in maintaining
consistency and clarity in their notation.

Legal and Historical Documents

When quoting or referencing legal or historical documents, CMOS provides specific
guidance on formatting, citation, and the use of specialized terminology. Adherence to
these rules ensures that such references are presented accurately and in accordance with
scholarly norms.

The Manuscript as a Blueprint

Ultimately, the manuscript submitted to a university press is a blueprint for the final
published book. Every element, from the main text to the bibliography and any
supplemental materials, must be prepared with the utmost care and precision, guided by
the rigorous standards of the Chicago Manual of Style. This diligence not only pleases
editors but also ensures the work's long-term scholarly value and impact.

FAQ

Q: Why do university presses strictly adhere to the
Chicago Manual of Style?

A: University presses adhere to the Chicago Manual of Style because it is a widely
recognized and comprehensive authority for scholarly publishing. It ensures consistency,
clarity, and a high standard of academic rigor across all published works, which
streamlines the editorial and production process and enhances the credibility of the press.

Q: What is the primary difference between the Notes
and Bibliography system and the Author-Date system in
CMOS?

A: The primary difference lies in how sources are cited within the text. The Notes and
Bibliography system uses footnotes or endnotes for citations and a separate bibliography,
often favored in the humanities. The Author-Date system uses in-text parenthetical
citations (Author Year) and a reference list, commonly used in the sciences and social
sciences.



Q: Is it permissible to deviate from Chicago Manual of
Style guidelines if my work is highly specialized?

A: While some highly specialized fields may have their own established conventions, it is
crucial to consult with the specific university press regarding any intended deviations.
Generally, a thorough understanding and application of CMOS is expected, with any
exceptions needing prior approval and clear justification.

Q: How should I format a direct quotation that is longer
than five lines according to CMOS?

A: Longer quotations, typically defined as more than five lines of text, should be presented
as block quotations. This means they are set off from the main text by indenting the entire
block and omitting the quotation marks. The citation follows the block quotation.

Q: What is the role of an index in a book published by a
university press, and how does CMOS relate to it?

A: The index is a critical tool for readers, providing an alphabetical listing of key terms,
names, and concepts with corresponding page numbers. CMOS provides detailed
guidelines for creating a comprehensive and user-friendly index, ensuring that authors
and indexers follow best practices for accessibility and scholarly utility.

Q: Can I use a different font than Times New Roman or
Arial when submitting my manuscript?

A: Most university presses prefer standard, readable fonts like Times New Roman or Arial,
usually in 12-point size. While CMOS itself doesn't mandate a single font, consistency and
readability are paramount. It's always best to check the specific submission guidelines of
the university press you are targeting.

Q: What are the key elements to include on the title
page of a manuscript for a university press submission?

A: The title page should include the full title of the work, the author's name, and their
institutional affiliation. Some presses may also request a brief abstract or keywords on a
separate page preceding the main text.
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