
chicago style academic paper submission
guidelines
The Chicago Manual of Style (CMOS) is a widely respected and frequently used style guide in
academia. Adhering to its specific formatting and citation conventions is crucial for ensuring the
clarity, professionalism, and credibility of your academic work. Understanding the detailed
requirements of Chicago style academic paper submission guidelines can seem daunting, but a
systematic approach will make the process manageable. This comprehensive guide will walk you
through the essential elements, from manuscript preparation and citation methods to formatting
specifics and common pitfalls to avoid. Mastering these guidelines will not only improve your paper's
presentation but also demonstrate your commitment to scholarly rigor.
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Manuscript Formatting Essentials for Chicago Style
Academic Paper Submission

When preparing your manuscript for submission according to Chicago style academic paper
submission guidelines, meticulous attention to formatting is paramount. The overall appearance of
your paper communicates your professionalism and adherence to academic standards. This section
will delve into the fundamental formatting requirements that form the backbone of a well-presented
Chicago-style document.

General Document Layout
The Chicago Manual of Style specifies certain general layout preferences that apply to most academic
papers. These include margins, font choices, and spacing, all of which contribute to a clean and
readable document. Consistent application of these elements ensures that your paper adheres to
established academic norms.

Margins should typically be set at one inch on all sides of the page.

Use a standard, easily readable font such as Times New Roman or Arial.

Font size should be 12-point for the main body text.

Double-spacing is generally preferred for the main body of the text, although specific journals or
departments may have variations.



Indentation for new paragraphs should be consistent, usually five spaces or half an inch.

Title Page Requirements
While not always required by every publication or institution, a title page is often a component of
Chicago style academic paper submission guidelines. It provides essential identifying information
clearly and professionally. If a title page is required, ensure it includes all necessary details.

A typical title page will include the title of the paper, your name, the name of the course or project,
the instructor's name, and the date of submission. The title should be centered and clearly
distinguished from the rest of the text. Avoid overly decorative fonts or excessive spacing on the title
page; clarity and conciseness are key.

Page Numbering Conventions
Correct page numbering is vital for academic papers, allowing readers to easily navigate through your
work and for citations to be precise. Chicago style has specific protocols for page numbering,
particularly concerning preliminary pages and the main body of the text.

Preliminary pages, such as the title page, table of contents, and acknowledgments, are typically
numbered with lowercase Roman numerals (i, ii, iii, etc.) centered at the bottom of the page. The
main body of the text, beginning with the introduction, should then be numbered with Arabic
numerals (1, 2, 3, etc.), also usually centered at the bottom. Ensure the numbering is continuous and
accurate throughout the manuscript.

Understanding Chicago Citation Styles for Academic
Papers

One of the most critical aspects of Chicago style academic paper submission guidelines pertains to its
citation methods. Chicago offers two distinct systems: the Notes and Bibliography system and the
Author-Date system. Choosing the appropriate system and applying it consistently is fundamental to
avoiding plagiarism and providing proper attribution to your sources.

The Notes and Bibliography System
The Notes and Bibliography system is prevalent in the humanities, including literature, history, and
the arts. This system uses footnotes or endnotes to cite sources within the text, with a comprehensive
bibliography at the end of the paper listing all cited works. This method allows for detailed
annotations and explanations within the notes themselves.

In-text citations in this system are typically made using superscript numbers that correspond to
numbered notes at the bottom of the page (footnotes) or at the end of the document (endnotes). The
first time a source is cited, the note will contain full bibliographical information. Subsequent citations
of the same source use a shortened form, typically including the author's last name, a shortened title,



and the page number. The bibliography then provides a complete alphabetical listing of all sources
consulted and cited.

Formatting Footnotes and Endnotes

The precise formatting of footnotes and endnotes is a key component of Chicago style academic
paper submission guidelines. Each citation needs to be structured according to specific rules based on
the type of source (book, article, website, etc.).

For a book, a full note typically includes the author's first and last name, title of the book in
italics, publication information (city: publisher, year), and the specific page number(s).

For a journal article, the note would include the author's name, article title in quotation marks,
journal title in italics, volume and issue numbers, date, and page numbers.

Subsequent notes for the same source are abbreviated. For example: Author Last Name,
Shortened Title, Page Number.

Constructing the Bibliography

The bibliography, appearing at the end of the paper, is an alphabetical list of all the sources you have
cited. It serves as a complete reference for your reader. The structure of each entry in the
bibliography mirrors that of the full footnote or endnote, but with a few key differences in punctuation
and order.

Entries in the bibliography are alphabetized by the author's last name. For books, the format is Author
Last Name, First Name. Title of Book. Publication Information. For journal articles, it is Author Last
Name, First Name. "Article Title." Journal Title Volume, no. Issue (Year): Page Range. Consistency in
formatting is paramount for both notes and the bibliography.

The Author-Date System
The Author-Date system is more commonly used in the sciences and social sciences. In this system,
in-text citations include the author's last name and the year of publication, enclosed in parentheses. A
corresponding reference list at the end of the paper provides full bibliographical details for each
source cited.

This system prioritizes the date of publication, which can be important for fields where the currency of
research is a primary concern. It offers a more concise in-text citation compared to the Notes and
Bibliography system, making it suitable for texts with frequent citations.

In-Text Citations in Author-Date

Author-Date in-text citations are brief and appear directly within the sentence. They allow the reader
to quickly identify the source and year of publication without disrupting the flow of the text
significantly. Page numbers can also be included if a specific passage is being referenced.

For example, a citation might appear as (Smith 2020) or (Jones and Miller 2019, 45). If citing multiple
works, they are listed in chronological order within the parentheses, separated by semicolons: (Adams



2018; Baker 2021).

Creating the Reference List

The reference list in the Author-Date system functions similarly to the bibliography in the Notes and
Bibliography system, but with a different format and organization. It is an alphabetical listing of all
sources cited in the text, arranged by author's last name.

Each entry in the reference list includes the author's last name, first name, the year of publication in
parentheses, the title of the work, and publication details. The year of publication immediately follows
the author's name, making it a prominent feature of the citation. For example: Smith, John. 2020. The
Science of Everything. New York: Academic Press.

Specific Formatting Elements for Chicago Style
Submissions

Beyond the general layout and citation styles, Chicago style academic paper submission guidelines
also dictate the formatting of specific elements within your paper. These include the proper
presentation of titles, tables, figures, and quotations. Attention to these details ensures your paper is
polished and professional.

Formatting Titles within Your Paper
Titles of books, journals, and other major works should be italicized. Titles of articles, chapters, and
other shorter works should be enclosed in quotation marks. This distinction is crucial for clarity and
adherence to Chicago style academic paper submission guidelines.

For example, when citing a book chapter, you would write "Chapter Title" in quotation marks, followed
by the title of the book in italics. The same principle applies to citing articles within journals. Ensure
consistency in applying these conventions throughout your manuscript.

Incorporating Tables and Figures
Tables and figures, when used, must be clearly labeled and integrated seamlessly into your Chicago-
style paper. Each table and figure should have a number and a descriptive title. Captions should
provide necessary context and any source attribution.

Tables are typically presented with clear row and column headings. Figures, such as charts, graphs, or
images, should be legible and properly placed in relation to the text that discusses them. Refer to
tables and figures in your text by their numbers (e.g., "As shown in Table 1...").

Handling Quotations and Direct Citations
Chicago style has specific rules for incorporating direct quotations into your text. Short quotations
(typically under five lines of prose) are generally incorporated directly into the text and enclosed in



quotation marks. Longer quotations, known as block quotations, are set off from the main text.

Block quotations are indented from the left margin and do not use quotation marks. The citation for a
block quotation typically follows the quoted text. Ensure accurate transcription of the quoted material
and precise citation of the source, including page numbers, to align with Chicago style academic
paper submission guidelines.

Submission Best Practices for Chicago Style Papers

Even with impeccable formatting and citation, the final submission process requires attention to detail
to ensure your work is well-received. Understanding the submission process and adhering to any
specific instructions from the publisher, journal, or academic institution is crucial.

Reviewing and Proofreading Your Manuscript
Before submitting your paper, thorough review and proofreading are non-negotiable. Errors in
grammar, spelling, punctuation, and formatting can detract from the quality of your research and
your credibility. This final check is your last opportunity to catch mistakes that could have been
avoided.

Pay close attention to consistency in your formatting, especially regarding citations, headings, and
spacing. Reading your paper aloud can help you identify awkward phrasing or grammatical errors.
Consider asking a peer or mentor to proofread your work as well; a fresh pair of eyes can often spot
errors you might have overlooked.

Adhering to Specific Submission Requirements
Different journals, publishers, and academic departments may have slightly varying interpretations or
specific additional requirements for Chicago style academic paper submission guidelines. It is
imperative to consult the particular submission guidelines provided by the entity to which you are
submitting your work.

These guidelines might include specific file format requirements (e.g., .docx, .pdf), submission
deadlines, cover letter instructions, or requirements for supplementary materials. Failing to adhere to
these specific instructions can lead to your submission being rejected or delayed, regardless of the
quality of your paper.

Understanding the Role of Clarity and Conciseness
While Chicago style provides a framework for meticulous presentation, the ultimate goal is to present
your research clearly and concisely. The formatting and citation rules are designed to facilitate
understanding, not to create unnecessary complexity. Ensure your arguments are logical and well-
supported, and that your prose is accessible to your intended audience.

By mastering the intricacies of Chicago style academic paper submission guidelines, you not only
ensure your paper meets academic standards but also enhance its readability and impact. A well-
formatted and properly cited paper reflects a serious commitment to scholarly work and a respect for



the intellectual contributions of others.

FAQ

Q: What is the primary difference between the Notes and
Bibliography system and the Author-Date system in Chicago
style?
A: The primary difference lies in how sources are cited within the text. The Notes and Bibliography
system uses numbered footnotes or endnotes for citations, with a bibliography at the end. The
Author-Date system uses parenthetical in-text citations (Author Year) and a reference list at the end.

Q: Are there specific font requirements for papers submitted
in Chicago style?
A: While Chicago style itself does not mandate a specific font, it recommends using standard, easily
readable fonts such as Times New Roman or Arial in a 12-point size for the main body text. The key is
consistency and legibility.

Q: How should long quotations be formatted in a Chicago-
style paper?
A: Long quotations (typically over five lines of prose) should be formatted as block quotations. This
means indenting them from the left margin, single-spacing them (unless otherwise specified by
submission guidelines), and not using quotation marks around the block. The citation follows the
quotation.

Q: What is the purpose of the bibliography in the Notes and
Bibliography system?
A: The bibliography serves as a complete, alphabetized list of all the sources that have been cited in
the paper. It allows readers to locate and consult the original sources used by the author.

Q: How are page numbers typically handled in a Chicago-style
academic paper?
A: Preliminary pages (title page, table of contents, etc.) are usually numbered with lowercase Roman
numerals, while the main body of the text begins with Arabic numerals. Page numbers are generally
placed at the bottom center of the page.

Q: Can I use both the Notes and Bibliography system and the



Author-Date system in the same paper?
A: No, you must choose one system and use it consistently throughout your entire paper. Submission
guidelines for a specific publication or institution will usually specify which system is preferred or
required.

Q: What are common mistakes to avoid when formatting
citations in Chicago style?
A: Common mistakes include inconsistencies in punctuation, incorrect italicization or quotation marks
for titles, omitting necessary publication details, and failing to abbreviate subsequent notes correctly.
Always refer to the latest edition of The Chicago Manual of Style or specific submission guidelines.

Q: Does Chicago style require a table of contents?
A: A table of contents is often included, especially for longer works like dissertations or theses, or
when required by specific submission guidelines. It lists the main sections and subsections of the
paper with corresponding page numbers.
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