
chicago style academic paper submission
university
The Essential Guide to Chicago Style Academic Paper Submission at University

chicago style academic paper submission university guidelines can seem daunting, but
mastering them is crucial for academic success. This comprehensive guide will demystify the process,
covering everything from understanding the core principles of Chicago style to the practical steps of
preparing and submitting your work. We will explore the nuances of the author-date and notes-
bibliography systems, the intricacies of formatting citations and bibliographies, and the common
pitfalls to avoid. Whether you are a freshman tackling your first research paper or a seasoned
graduate student, this article provides the detailed information you need to navigate Chicago style
academic paper submission with confidence. Learn how to properly format your manuscript, cite your
sources meticulously, and ensure your work meets university standards for Chicago style.
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Understanding Chicago Style: The Fundamentals

The Chicago Manual of Style (CMOS) is a widely respected and comprehensive style guide used in
numerous academic disciplines, particularly in the humanities and social sciences. Its flexibility allows
for two distinct citation systems, catering to different disciplinary needs and publication preferences.
Understanding the core philosophy behind Chicago style is the first step towards successful academic
paper submission. This involves appreciating its emphasis on clarity, accuracy, and consistency in
presenting scholarly work. Universities often adopt specific versions or adaptations of the CMOS,
making it essential to consult departmental or course-specific guidelines.

The Purpose of a Style Guide

Style guides like the Chicago Manual of Style serve a critical purpose in academic writing. They
provide a standardized framework for presenting research, ensuring that all scholarly work adheres to
a common set of rules. This standardization aids in the clear and unambiguous communication of
ideas, allows readers to focus on the content rather than the presentation, and enhances the
credibility of the author. By following a recognized style manual, you demonstrate your adherence to



academic conventions and your commitment to scholarly rigor.

Key Principles of Chicago Style

At its heart, Chicago style promotes readability and accessibility. It balances the need for precise
documentation with the desire for elegant prose. Key principles include:

Clarity in presentation

Consistency in formatting and citation

Accuracy in all details, especially bibliographic information

Respect for intellectual property through proper attribution

The Two Systems: Author-Date vs. Notes-Bibliography

Chicago style is unique in offering two distinct systems for documenting sources. The choice between
them is often dictated by the academic discipline, the specific journal or publisher, or course
requirements for your university. Understanding the fundamental differences between the author-
date and notes-bibliography systems is paramount for correct Chicago style academic paper
submission. Each system has its own conventions for in-text citations and the final bibliography or
reference list.

The Notes-Bibliography System

This system is prevalent in fields such as history, literature, and the arts. It uses numbered footnotes
or endnotes to cite sources within the text, with a corresponding bibliography at the end of the paper
that lists all sources cited. The notes provide detailed bibliographic information and can also include
supplementary commentary or digressions. This system allows for more extensive explanatory
material within the notes themselves.

The Author-Date System

More common in the social sciences and sciences, the author-date system employs brief in-text
citations consisting of the author's last name and the publication year (e.g., Smith 2023, 45). These
in-text citations correspond to a reference list at the end of the paper, which includes full
bibliographic details for all sources mentioned. This system is often favored for its conciseness and
ease of navigation, particularly in fields with frequent citations.



Crafting Your Paper: Formatting Essentials

Proper formatting is a cornerstone of any academic paper submission, and Chicago style provides
specific guidelines to ensure your manuscript is presented professionally. Adhering to these
formatting rules for your Chicago style academic paper submission demonstrates attention to detail
and respect for academic conventions. Universities often have their own formatting addendums to the
general CMOS, so always cross-reference with your specific institutional requirements.

Manuscript Preparation

Before you even begin citing, the physical presentation of your paper matters. This includes aspects
like margins, font choice, line spacing, and pagination. Consistent application of these elements
creates a polished and readable document.

Margins: Typically set at 1 inch on all sides.

Font: A legible font like Times New Roman or Arial, usually 12-point.

Line Spacing: Double-spacing is standard for the main text, with single-spacing for block
quotations and notes.

Pagination: Page numbers are usually placed in the upper right-hand corner, starting from the
title page.

Title Page and Abstract

While not always required, a title page is common and should include the paper's title, your name, the
course name and number, the instructor's name, and the date of submission. An abstract, a brief
summary of your paper, may also be requested. It should concisely outline your research question,
methodology, findings, and conclusions.

Citation Styles: Notes-Bibliography in Detail

The notes-bibliography system, one of the two primary methods within Chicago style, demands
meticulous attention to detail for every source used. Proper formatting of notes and the final
bibliography is crucial for accurate Chicago style academic paper submission at any university.
Understanding the distinctions between notes and bibliography entries is key, as they often require
slightly different information or phrasing.



Formatting Notes (Footnotes and Endnotes)

Notes, whether placed at the bottom of the page (footnotes) or at the end of the document
(endnotes), are introduced by superscript Arabic numerals that correspond to the text. The first time a
source is cited, the note contains full bibliographic information. Subsequent citations of the same
source can be shortened.

First Citation: Typically includes author's full name, title of work (italicized for books, in
quotation marks for articles), publication details (city, publisher, year), and page numbers.

Subsequent Citations: Often use the author's last name, a shortened title, and the page
number. A “shortened note” format is commonly employed.

The Bibliography Entry

The bibliography, appearing at the end of the paper, lists all sources consulted and cited. Unlike
notes, it includes the author's last name first, followed by their first name. Entries are alphabetized by
author's last name. The formatting of bibliography entries often differs subtly from the first note
citation, such as the order of elements or punctuation.

Citation Styles: Author-Date in Detail

The author-date system offers a more streamlined approach to in-text citation, which is particularly
beneficial for authors who frequently reference multiple sources within a single paragraph. When
preparing for Chicago style academic paper submission using this system, consistency in your in-text
citations and reference list is paramount.

In-Text Citations

In-text citations using the author-date system are brief and directly follow the quoted or paraphrased
material. The standard format includes the author's last name, the year of publication, and, if
applicable, the page number.

For example, a direct quote would appear as: (Smith 2023, 105). A paraphrased idea might be cited
simply as: (Jones 2022).

The Reference List

The reference list, located at the end of the paper, provides complete bibliographic information for



every source cited in the text. Entries are alphabetized by the author's last name. The structure of
each entry is similar to that of a bibliography entry in the notes-bibliography system, but the purpose
is solely to facilitate quick retrieval of the cited sources.

Author's Last Name, First Name. Year. Title of Book. City: Publisher.

Author's Last Name, First Name. Year. "Title of Article." Title of Journal Volume, no. Issue
(Month): Pages.

Creating Your Bibliography/Reference List

Whether you are using the notes-bibliography or author-date system, the final compilation of your
sources is a critical component of Chicago style academic paper submission. A well-constructed
bibliography or reference list not only provides proper attribution but also allows readers to locate the
original sources for further research. Precision in formatting each entry is essential.

Essential Elements of a Bibliography Entry

Regardless of the system used, certain core pieces of information are required for each source:
author, title, publication information, and page numbers where relevant. The specific order and
punctuation of these elements vary between the two Chicago systems, but the content remains
consistent.

Key elements include:

Author's full name (or names, if multiple authors)

Title of the work (book, article, chapter, website, etc.)

Publication details (publisher, place of publication, year for books; journal title, volume, issue,
date, and page numbers for articles)

URLs and access dates for online sources

Formatting Variations for Different Source Types

The Chicago Manual of Style provides specific formatting instructions for a wide array of source types,
including books, journal articles, magazine articles, websites, interviews, and even unpublished
manuscripts. It is crucial to consult the manual or a reliable Chicago style guide to ensure the correct



format for each unique source you have used. Minor deviations can detract from the professionalism
of your Chicago style academic paper submission.

Common Challenges in Chicago Style Submission

Navigating the complexities of Chicago style can present several common challenges for students.
Recognizing these potential pitfalls is the first step towards avoiding them in your Chicago style
academic paper submission. Universities often have their own interpretations or additions to the
standard CMOS, so staying organized and cross-referencing is vital.

Handling Multiple Authors and Editors

Citing works with more than one author or editor requires specific formatting rules. For the notes-
bibliography system, the first note lists all authors up to a certain number (often three), with
subsequent authors indicated by "et al." The bibliography lists all authors. For the author-date
system, the in-text citation typically lists the first author followed by "et al."

Citing Online and Digital Sources

The digital age has introduced a vast array of online sources, each with its own citation
considerations. Chicago style provides guidelines for citing websites, blog posts, online articles, and
digital archives, often requiring URLs and access dates. Ensuring the stability and accessibility of
online sources is also important.

Websites: Author (if known), "Title of Page," Title of Website, Publisher (if different from website
title), date of publication or last update, accessed Date, URL.

Online Journal Articles: Author, "Article Title," Journal Title Volume, no. Issue (Year): Pages,
accessed Date, URL.

Consistency is Key

Perhaps the most significant challenge is maintaining absolute consistency throughout your paper.
This applies to everything from punctuation and capitalization in citations to the use of italics and
quotation marks. A single inconsistency can undermine the credibility of your entire Chicago style
academic paper submission.



Finalizing and Submitting Your Chicago Style Paper

The final stages of preparing your paper are as crucial as the initial research and writing. A meticulous
review process ensures that your Chicago style academic paper submission adheres to all
requirements and presents your work in its best possible light. This involves more than just
proofreading for typos; it’s about verifying the accuracy and completeness of your Chicago style
formatting and citations.

Proofreading and Editing

After you have finalized your content and formatting, dedicate significant time to proofreading and
editing. Read your paper aloud to catch awkward phrasing or grammatical errors. Pay close attention
to your in-text citations and bibliography entries, ensuring they match the style guide precisely.

Checking Against University Guidelines

Always double-check your paper against any specific guidelines provided by your university,
department, or instructor. These requirements may supersede or supplement the general rules of the
Chicago Manual of Style. Common areas of variation include title page format, margin requirements,
and specific formatting for certain types of sources.

Ensure your submission includes:

A correctly formatted title page (if required)

A properly structured and formatted main body

Accurate and consistently formatted notes or in-text citations

A complete and correctly formatted bibliography or reference list

Adherence to all specified margins, font, and spacing rules

---

FAQ

Q: What is the difference between the notes-bibliography and



author-date systems in Chicago style?
A: The notes-bibliography system uses numbered footnotes or endnotes for in-text citations and a
bibliography at the end of the paper. The author-date system uses brief parenthetical citations in the
text (author, year) and a reference list at the end.

Q: How do I cite a book with multiple authors in Chicago
style?
A: In the notes-bibliography system, the first note lists all authors up to three; for more than three, list
the first author followed by "et al." The bibliography lists all authors. In the author-date system, in-
text citations list the first author followed by "et al." if there are more than two authors.

Q: What are the typical margins for a Chicago style academic
paper submission?
A: Standard margins for Chicago style are typically 1 inch on all sides of the page. However, always
check specific university or departmental guidelines, as these can vary.

Q: Do I need to include a title page for my Chicago style
paper?
A: A title page is often required, especially for longer papers or theses. It should include the paper's
title, your name, course information, instructor's name, and submission date. Consult your instructor
or university guidelines.

Q: How do I format a bibliography entry for a website in
Chicago style?
A: For a website, a typical Chicago style bibliography entry includes the author (if known), the title of
the specific page (in quotation marks), the website's title (italicized), the publisher (if different), the
date of publication or last update, and the accessed date along with the URL.

Q: What is the difference between a bibliography and a
reference list in Chicago style?
A: In the notes-bibliography system, the list of sources is called a bibliography and includes all
sources cited in the notes, plus any other sources consulted that are not cited. In the author-date
system, the list is called a reference list and includes only those sources that are cited in the text.

Q: How do I handle block quotations in a Chicago style paper?
A: Block quotations, typically longer than 40 words, should be set off from the main text by indenting
the entire quotation. They are usually single-spaced, with an extra line of space before and after the



quotation. They do not use quotation marks.

Q: Can I use endnotes instead of footnotes for my Chicago
style paper?
A: Yes, Chicago style permits both footnotes and endnotes. The choice between them is often a
matter of personal preference or instructor preference. Endnotes are gathered at the end of the
paper, while footnotes are at the bottom of each page.
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