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The Chicago Manual of Style Journal Submission: A Comprehensive Guide

chicago manual style journal submission is a critical step for academic and scholarly authors aiming to have
their work published in reputable journals. Navigating the intricacies of this widely adopted style guide can be
daunting, but a thorough understanding is essential for presenting a polished, professional manuscript. This
article will serve as your definitive resource, demystifying the process and empowering you to prepare your
work according to the exacting standards of the Chicago Manual of Style (CMOS). We will delve into the
fundamental principles of CMOS, cover specific formatting requirements for journal submissions, explore the
nuances of citations and bibliographies, and provide practical advice for ensuring your manuscript meets all
stylistic expectations, thereby maximizing your chances of acceptance. Mastering these elements is not merely
about adherence to rules; it’s about communicating your research clearly and effectively to your peers and
the wider academic community.
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Understanding the Chicago Manual of Style

The Chicago Manual of Style, often referred to as CMOS or CMS, is a comprehensive style guide published by
the University of Chicago Press. It provides guidelines for writing, citation, and formatting, primarily used in
academic disciplines such as history, literature, and the arts. Unlike some other style guides that mandate a
single citation system, CMOS offers two distinct approaches: the Notes and Bibliography system and the
Author-Date system. Understanding which system your target journal requires is the first crucial step in
adhering to CMOS standards.

The Notes and Bibliography System

The Notes and Bibliography system is characterized by the use of numbered footnotes or endnotes to cite
sources within the text. These notes provide detailed information about the source, including author, title,
publication details, and specific page numbers. The bibliography, appearing at the end of the manuscript, provides
a comprehensive list of all sources cited in the notes. This system is often favored in humanities and social
sciences disciplines where extensive quotation and paraphrasing from a variety of sources are common, and
detailed source attribution is paramount.

The Author-Date System

The Author-Date system, on the other hand, is more akin to other scientific and social science citation styles.
In this system, in-text citations consist of the author's last name and the year of publication (e.g., Smith
2020). A corresponding reference list, alphabetized by author's last name, is included at the end of the
manuscript, containing full bibliographic details for each source. This system is generally preferred for its
conciseness in the text, making it easier for readers to quickly identify the source of information without
extensive footnote or endnote consultation.



Key Formatting Requirements for Journal Submissions

Adhering to specific formatting guidelines is non-negotiable for a successful journal submission. While each
journal may have its own submission portal and specific instructions, general CMOS formatting principles
apply. These include manuscript layout, font choices, spacing, and the presentation of various textual
elements. Familiarizing yourself with these general rules and any journal-specific adaptations will ensure your
manuscript is professionally presented and easy for editors and reviewers to assess.

Manuscript Layout and General Appearance

Most journals require manuscripts to be double-spaced throughout, including the main text, quotations,
notes, and the bibliography or reference list. This provides ample space for editors to make annotations. The
font should be a standard, readable typeface, such as Times New Roman or Arial, typically in 12-point size.
Margins should be at least one inch on all sides. The first page should generally include the title of the article,
your name, and your affiliation. Subsequent pages should be numbered consecutively, usually in the upper right-
hand corner, and often include a shortened version of the title (a running head).

Headings and Subheadings

Clear and consistent use of headings and subheadings is crucial for organizing your content and guiding the
reader. CMOS provides guidelines for formatting different levels of headings. Typically, primary headings are
centered and often in bold or all caps, while secondary headings may be flush left and in bold or italics.
Tertiary headings are usually indented and followed by a period, beginning the paragraph. Always consult the
specific journal's author guidelines for their preferred hierarchy and formatting of headings.

Tables and Figures

Tables and figures should be presented clearly and professionally. Each table and figure should have a number
(e.g., Table 1, Figure 1) and a descriptive title. In the Notes and Bibliography system, source information for
tables and figures typically appears in a note directly below the table or figure. In the Author-Date system,
similar attribution practices are followed. Ensure that all visual elements are referenced within the text, and
that they are legible and accurately formatted according to CMOS standards and journal specifications.

Citations and Bibliographies in CMOS

Accurate and consistent citation is the cornerstone of academic integrity and a key component of any Chicago
Manual of Style journal submission. Whether you are using the Notes and Bibliography system or the Author-
Date system, meticulous attention to detail in citing your sources is paramount. Errors in citation can lead to
accusations of plagiarism and can undermine the credibility of your research.

Citing Books

When citing a book using the Notes and Bibliography system, a full note typically includes the author's full
name, the title of the book (italicized), publication information (place of publication, publisher, year), and the
specific page number(s) being referenced. For example: 1. Jane Doe, The History of Everything (New York: Academic



Press, 2021), 45. A subsequent note referencing the same work would be shortened to the author's last name
and page number, e.g., Doe, History of Everything, 78. In the Author-Date system, the in-text citation would be
(Doe 2021, 45), and the reference list entry would be Doe, Jane. 2021. The History of Everything. New York:
Academic Press.

Citing Journal Articles

Citing journal articles in CMOS requires specific details about the article title, journal title, volume, issue
number, publication year, and page range. For a full note in the Notes and Bibliography system, it might look like
this: 2. John Smith, “A Study of Academic Styles,” Journal of Scholarly Publishing 50, no. 3 (2022):
112-130. The shortened note would be Smith, “A Study of Academic Styles,” 115. In the Author-Date system,
the in-text citation would be (Smith 2022, 115), and the reference list entry would be Smith, John. 2022. “A
Study of Academic Styles.” Journal of Scholarly Publishing 50 (3): 112-130.

The Bibliography and Reference List

Regardless of the system used, a comprehensive list of all sources consulted and cited is required at the end of
the manuscript. In the Notes and Bibliography system, this section is called the Bibliography. It is alphabetized
by author's last name and lists works cited and works consulted but not cited, often with different
subheadings. In the Author-Date system, this section is called the Reference List, and it contains only the
sources that have been cited in the text, alphabetized by author's last name.

Common Pitfalls to Avoid in Chicago Manual of Style Journal
Submissions

Even seasoned scholars can fall prey to common errors when preparing a manuscript for journal submission
using the Chicago Manual of Style. Identifying these potential pitfalls in advance can save you considerable
revision time and ensure your work is taken seriously by editors. These mistakes often stem from overlooking
journal-specific guidelines or misinterpreting CMOS rules.

Inconsistent Citation Practices

Perhaps the most frequent error is inconsistency in applying the chosen citation system. This includes
variations in punctuation, capitalization, or the order of elements within citations. Whether using notes or
author-date, absolute uniformity is key. For example, consistently using commas between publication details in
notes and never using them in author-date in-text citations is essential. Proofreading meticulously for these
subtle but important details is vital.

Ignoring Journal-Specific Submission Guidelines

While this article focuses on CMOS, it is imperative to remember that each journal has its own set of author
guidelines. These guidelines often dictate specific formatting preferences, preferred citation styles (even within
CMOS), submission procedures, and word count limits. Submitting a manuscript that adheres strictly to CMOS
but neglects the journal's unique requirements is a common reason for immediate rejection. Always prioritize the
journal's guidelines.



Lack of Thorough Proofreading and Editing

Beyond stylistic adherence, a manuscript must be free from grammatical errors, typos, and awkward phrasing. A
lack of careful proofreading can signal a lack of attention to detail, which is detrimental in academic
publishing. Professional editing or peer review before submission can help catch these issues. This includes
ensuring that all hyphenated words are correctly formed and that there are no instances of dangling
participles or subject-verb agreement errors.

Ensuring a Polished Manuscript for Submission

The final stage of preparing your manuscript for a Chicago Manual of Style journal submission involves a
rigorous process of review and refinement. This is where you consolidate your understanding of CMOS, the
journal's specific instructions, and your own content to present the most compelling and professional work
possible. A polished manuscript reflects not only the quality of your research but also your commitment to
scholarly communication standards.

Final Review Against CMOS and Journal Guidelines

Before hitting the submit button, conduct a comprehensive final review. Systematically go through your
manuscript, checking every element against the latest edition of The Chicago Manual of Style and the specific
author guidelines of your target journal. Pay close attention to the formatting of your bibliography or
reference list, the numbering of notes and figures, the treatment of block quotes, and any other stylistic
details. Consider creating a checklist based on these guidelines to ensure nothing is overlooked.

Seeking Peer Feedback

Independent review can offer invaluable insights. Share your manuscript with trusted colleagues, mentors, or a
writing group. Ask them to provide feedback not only on the content and clarity of your argument but also on
your adherence to CMOS and the journal's submission requirements. A fresh pair of eyes can often spot errors
or inconsistencies that you may have missed during your own review process.

Prepare a Strong Cover Letter

While not directly part of the manuscript’s internal formatting, a well-written cover letter is an essential
component of the submission package. It should briefly introduce your article, explain its relevance to the
journal's readership, and confirm that the manuscript adheres to the journal's policies, including its use of the
Chicago Manual of Style. This professional introduction sets a positive tone before the editor even begins to
read your work.

FAQ

Q: What is the primary difference between the Notes and Bibliography and the
Author-Date systems in CMOS?
A: The primary difference lies in how sources are cited within the text. The Notes and Bibliography system uses
footnotes or endnotes, with a comprehensive bibliography at the end. The Author-Date system uses



parenthetical in-text citations (author, year), followed by a reference list.

Q: Which system should I use when submitting to a journal that requires
Chicago Manual of Style?
A: You must consult the specific journal's author guidelines. They will clearly state whether they prefer the
Notes and Bibliography system or the Author-Date system, or if they allow you to choose.

Q: How do I format block quotations in a Chicago Manual of Style journal
submission?
A: Block quotations, typically those of more than five lines of prose or more than three lines of poetry,
should be set off from the main text by indenting the entire quotation from the left margin and omitting
quotation marks. The citation follows the block quotation.

Q: What information should be included in a bibliography entry for a journal
article in CMOS?
A: A bibliography entry for a journal article includes the author's full name, article title (in quotation
marks), journal title (italicized), volume and issue numbers, publication year, and the page range of the article.

Q: Is it acceptable to use a different citation style if the journal specifies
Chicago Manual of Style?
A: No, it is crucial to strictly adhere to the journal's specified citation style. Deviating from the Chicago
Manual of Style when it is requested will likely lead to your manuscript being rejected.

Q: How should I handle frequently cited sources in the Notes and
Bibliography system?
A: After the first full citation of a source, subsequent citations to the same work are shortened. This
typically includes the author's last name, a shortened version of the title if necessary, and the page number. If
only one work by an author is cited, only the author's last name and page number are needed.

Q: Can I use online resources and articles when citing in CMOS?
A: Yes, CMOS provides guidelines for citing a wide range of electronic sources, including online articles,
websites, and databases. Ensure you include all necessary retrieval information, such as URLs and access
dates, where applicable.

Q: What are the general font and spacing requirements for a Chicago
Manual of Style journal submission?
A: Generally, manuscripts should be double-spaced, use a standard 12-point font (like Times New Roman), and
have one-inch margins on all sides. Always verify these with the specific journal's guidelines.
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