
chicago style for manuscript submission publishers

chicago style for manuscript submission publishers is a crucial element for authors aiming for professional
presentation and publication. Understanding and correctly implementing the Chicago Manual of Style
(CMOS) for manuscript submissions can significantly increase an author's chances of acceptance. This
comprehensive guide will delve into the intricacies of Chicago style as it applies to manuscript preparation
for publishers, covering everything from formatting basic text and citations to handling specific elements
like bibliographies and special characters. We will explore the essential components of a Chicago-style
manuscript submission, offering practical advice and detailed explanations to ensure your work meets
industry standards. Mastering these guidelines is not merely about following rules; it’s about demonstrating
professionalism and respect for the editorial process, making your submission stand out.
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Understanding the Importance of Chicago Style for Publishers

When submitting a manuscript to a publisher, adhering to their preferred style guide is paramount. For
many academic presses, literary journals, and some trade publishers, the Chicago Manual of Style (CMOS) is
the gold standard. Publishers rely on this established system to ensure consistency, clarity, and accuracy in
their published works. A manuscript that is meticulously formatted according to Chicago style signals to
editors that the author is professional, detail-oriented, and understands the rigors of the publishing industry.
This attention to detail can make a significant difference in how your work is perceived, potentially
influencing the editorial team’s decision to move forward with your submission.

The CMOS offers two primary systems for documentation: the notes-bibliography system and the author-
date system. While the author-date system is common in the sciences, the notes-bibliography system, with
its use of footnotes or endnotes and a bibliography, is more prevalent in the humanities and is often the
preferred method for manuscript submissions in these fields. Publishers will typically specify which
system they require, but understanding both is beneficial. The goal is to make the editor’s job as easy as
possible, and a correctly formatted manuscript significantly contributes to this objective. It allows them to
focus on the content and literary merit of your work rather than grappling with inconsistent formatting or
citation errors.



Key Formatting Guidelines for Chicago Style Manuscript
Submissions

Proper formatting is the first hurdle in presenting your manuscript professionally. Publishers using
Chicago style have specific expectations regarding the physical presentation of your work. These guidelines
ensure readability and uniformity across submissions, making the editorial review process more efficient
and equitable. Ignoring these fundamental formatting rules can lead to your manuscript being rejected
before it's even read for content.

General Manuscript Layout

A standard Chicago style manuscript submission typically follows these general layout rules. Consistency is
key throughout the entire document. Publishers often provide specific formatting instructions on their
websites, which should always be consulted in conjunction with CMOS guidelines.

Paper and Margins: Use standard 8.5 x 11 inch (US letter) paper. Margins should generally be 1 inch
on all sides (top, bottom, left, right). This provides ample space for editorial notes and revisions.

Font and Spacing: A 12-point, easily readable font such as Times New Roman or Arial is usually
preferred. The manuscript should be double-spaced, including block quotations and notes. This
enhances readability and allows space for annotations.

Paragraph Indentation: The first line of each paragraph should be indented, typically by 0.5 inches.
Do not use a tab character to indent; use your word processor's paragraph formatting tools to set the
indentation.

Page Numbering: Pages should be numbered consecutively, usually in the upper right-hand corner.
The title page is not typically numbered, but page numbering should begin with the first page of the
main text (often page 1 or 2, depending on the presence of a title page and abstract).

Title Page: Include the manuscript title, your name, and your contact information (address, phone
number, email). Some publishers may also request a word count on the title page.

Handling Headings and Subheadings



Clear hierarchical organization of your content through headings and subheadings is crucial for guiding the
reader. Chicago style provides flexibility, but consistency in your chosen method is essential for manuscript
submission. Publishers may have their own specific requirements for the numbering or styling of
headings, so always check their submission guidelines.

The general approach in CMOS for manuscript submissions often involves using a clear hierarchy of
headings. These are typically centered, flush left, or indented, with variations in capitalization and bolding
to denote different levels of importance. For instance, a main heading might be centered and in all caps,
while a subheading could be flush left and italicized.

Block Quotations

Longer quotations (typically four or more manuscript lines) should be presented as block quotations. This
means they are set apart from the main text without quotation marks, indented from the left margin, and
often single-spaced (though some publishers prefer double-spacing for consistency with the main text). The
citation follows the block quotation, usually after the final punctuation.

It is vital to confirm whether your target publisher prefers single or double spacing for block quotations.
The CMOS manual itself offers guidance on formatting these, but publisher preferences can sometimes
override the standard manual. Properly formatted block quotations enhance the flow of your narrative and
clearly distinguish quoted material from your own prose.

Citations and References in Chicago Style for Publication

Accurate and consistent citation is a hallmark of scholarly and professional writing. In Chicago style
manuscript submissions, the method of citation can significantly impact the review process. Publishers
expect a clear and traceable attribution of all sources used to avoid plagiarism and to allow readers to verify
information.

The Notes-Bibliography System

This system is widely used in the humanities and is often the default for manuscript submissions. It
involves using superscript Arabic numerals within the text to signal the presence of a note. These notes,
containing full citation information or explanatory material, appear either at the bottom of the page
(footnotes) or at the end of the manuscript (endnotes). Following the notes section, a bibliography is
provided, listing all sources cited in the manuscript, alphabetized by author’s last name.



Footnotes/Endnotes: Each note number corresponds to a specific source. The first note for a given source
typically includes full bibliographic details. Subsequent notes for the same source can use a shortened form,
often including the author's last name, a shortened title, and the page number. This system allows for the
inclusion of supplementary commentary without disrupting the main text.

The Author-Date System

While less common for general humanities manuscript submissions to publishers, the author-date system is
prevalent in some academic disciplines and is favored by certain publishers. In this system, a brief citation
(author's last name and year of publication) is placed in parentheses within the text, followed by a page
number if referencing specific material. For example: (Smith 2020, 45). A comprehensive reference list,
alphabetized by author, appears at the end of the manuscript, providing full bibliographic details for each
in-text citation.

The choice between notes-bibliography and author-date is usually dictated by the publisher. It is
imperative to check the submission guidelines carefully. Using the wrong system can be a red flag to
editors, indicating a lack of attention to detail regarding their specific requirements.

The Bibliography

Regardless of the citation system used (notes-bibliography or author-date), a bibliography or reference list is
almost always required. This section provides a complete alphabetical listing of all works cited in the
manuscript. The formatting of each entry—for books, journal articles, websites, etc.—follows strict CMOS
rules regarding punctuation, capitalization, and order of elements.

Key elements that are consistently required in bibliography entries include the author's name, the title of
the work, publication details (publisher, year, journal volume/issue, pages), and URLs or DOIs for online
sources. Precision in these details is crucial for the credibility of your work and the ease with which editors
and readers can locate your sources.

Handling Specific Elements in Your Manuscript

Beyond general formatting and citations, Chicago style manuscript submissions often require careful
attention to various specific elements. These can include tables, figures, appendices, and the handling of
specialized characters or terms. Publishers have clear expectations for how these components should be
presented to ensure clarity and professional presentation.



Tables and Figures

Tables and figures should be clearly labeled, numbered consecutively, and referenced in the main text.
Tables are typically used to present data in rows and columns, while figures can include charts, graphs,
images, or illustrations. Each table and figure should have a descriptive title or caption.

Tables: Each table should begin with a table number and title. Column and row headings should be
clear. Any necessary explanatory notes should appear below the table, preceded by a note indicator.

Figures: Each figure should have a figure number and caption. If the figure is an illustration or
image, it should be provided as a separate file or clearly indicated in the manuscript where it should
be placed. Copyright permissions for any borrowed images are the author’s responsibility.

It is important to integrate tables and figures logically within the text, referring to them by their number
(e.g., "As shown in Table 3," or "Figure 1 illustrates..."). The CMOS provides detailed guidance on the
internal formatting of tables and the captioning of figures.

Appendices

Appendices are used for supplementary material that is too lengthy or detailed to include in the main body
of the text but is still relevant to the work. Examples include lengthy questionnaires, raw data sets, or
extended case studies. Each appendix should be labeled sequentially (e.g., Appendix A, Appendix B) and
have a clear title.

The placement of appendices is typically at the end of the manuscript, after the bibliography. They should
be referenced in the main text where their content is relevant. Ensure that the content within appendices
is also formatted clearly and consistently with the overall style of your manuscript.

Special Characters and Foreign Languages

When dealing with special characters, foreign language terms, or transliterations, consistency and accuracy
are paramount. CMOS provides specific guidelines for handling these elements to ensure they are rendered
correctly and understood by readers. This includes rules for diacritical marks, italics, and the use of foreign
alphabets.



For foreign language terms that are not commonly understood, it is good practice to italicize them on their
first use and provide a translation in parentheses, followed by the appropriate citation if necessary. For
languages with non-Latin scripts, publishers will often require specific encoding or font information.
Always consult the publisher's specific guidelines regarding the submission of files containing special
characters or non-Latin alphabets.

Tips for a Polished Chicago Style Submission

Beyond adhering to the strict rules of Chicago style, presenting a polished manuscript involves several
proactive steps. These tips will help ensure your work is not only compliant but also stands out for its
professionalism and meticulousness. A well-prepared manuscript reflects positively on your commitment to
the craft of writing and your readiness for publication.

Thorough proofreading and copyediting are indispensable. Before submitting, it is highly recommended to
have your manuscript reviewed by multiple individuals, including professional editors if your budget
allows. They can catch errors in grammar, spelling, punctuation, and stylistic inconsistencies that you
might have overlooked. A clean manuscript demonstrates respect for the publisher’s time and resources.

Ensure all publisher-specific guidelines are met. Many publishers provide detailed submission checklists or
style guides on their websites. These often supplement or modify the general rules of CMOS. Treat these
instructions as equally important as the manual itself. Double-checking these requirements before
submission is crucial.

Maintain consistency throughout your document. This applies not only to citation styles but also to the
formatting of headings, capitalization, hyphenation, and the use of abbreviations. Inconsistency in these
areas can be distracting and unprofessional. A style sheet can be helpful for tracking your stylistic choices if
your manuscript is lengthy or complex.

Finalize your manuscript. Avoid submitting drafts with placeholders like "[Insert Figure Here]" or "[Check
Citation]" unless explicitly permitted by the publisher. Publishers expect a complete and finalized
manuscript that is ready for editorial review. This includes ensuring all references are complete and
correctly formatted.

Navigating Publisher-Specific Guidelines

While the Chicago Manual of Style provides a comprehensive framework, it is essential to remember that
publishers often have their own specific guidelines that may deviate from or supplement CMOS. These



publisher-specific instructions are crucial and should be treated as the primary authority for your
submission.

Locate the "Submission Guidelines" or "Author Information" section on the publisher's official website. This
is where you will find detailed information on their preferred manuscript format, including font choices,
margin sizes, spacing requirements, and any specific instructions regarding citations, tables, figures, and the
submission platform itself. Some publishers may prefer an author-date system even if CMOS generally
favors notes-bibliography, or they might have particular rules for manuscript length or the inclusion of
abstracts.

Pay close attention to any required file formats. Publishers often specify whether they prefer Microsoft
Word documents (.docx), PDFs, or other formats. They may also have specific instructions on how to name
your files. Following these technical requirements ensures that your manuscript can be processed
efficiently by their editorial and production teams. Ignoring these details can lead to your submission being
returned unread or even rejected outright.

If in doubt about any aspect of a publisher's guidelines, do not hesitate to contact their editorial department.
A polite inquiry can clarify any ambiguities and demonstrate your commitment to meeting their standards.
Ultimately, understanding and meticulously following both the Chicago Manual of Style and the specific
requirements of your target publisher are key to a successful manuscript submission.

FAQ

Q: What is the primary difference between the notes-bibliography
system and the author-date system in Chicago style for manuscript
submissions?
A: The notes-bibliography system uses footnotes or endnotes within the text to cite sources, with a
comprehensive bibliography at the end. The author-date system uses parenthetical in-text citations (author,
year, page) and a reference list at the end. Publishers typically specify which system they prefer.

Q: Should I use footnotes or endnotes for my Chicago style manuscript
submission?
A: Publishers will usually specify their preference for footnotes or endnotes. If they do not, the notes-
bibliography system itself allows for either. Endnotes are often preferred for submissions as they can
simplify the manuscript's visual flow, but footnotes are also acceptable if the publisher does not state a
preference.



Q: How should I format block quotations according to Chicago style for
manuscript submission?
A: Block quotations, typically four or more manuscript lines, should be set apart from the main text,
indented from the left margin, and usually single-spaced. They do not use quotation marks. The citation
follows the quotation. Always check publisher guidelines for specific spacing preferences.

Q: What is the standard font and spacing for a Chicago style manuscript
submission?
A: A 12-point, easily readable font like Times New Roman or Arial is standard. The manuscript should be
double-spaced throughout, including block quotations and notes, unless the publisher specifies otherwise.

Q: Do I need to include a bibliography if my publisher prefers the author-
date citation system?
A: Yes, even when using the author-date system, a reference list (alphabetically by author) providing full
bibliographic details for all in-text citations is required at the end of the manuscript.

Q: How should I number pages in my Chicago style manuscript
submission?
A: Pages are typically numbered consecutively in the upper right-hand corner. The title page is usually
not numbered, but numbering begins with the first page of the main text. Publishers may have specific
instructions on where to begin numbering.

Q: What if a publisher's guidelines conflict with the Chicago Manual of
Style?
A: Always prioritize the publisher's specific submission guidelines. Publishers often have their own house
styles that may modify or supersede standard CMOS rules. Their guidelines are the definitive source for
manuscript preparation for their press.

Q: How should I handle figures and tables in my manuscript submission?
A: Figures and tables should be clearly labeled with consecutive numbers and descriptive titles or captions.
They should be referenced in the text. Publishers may require figures to be submitted as separate files.
Consult CMOS and the publisher's guidelines for detailed formatting.



Q: Is it necessary to include an abstract with my Chicago style manuscript
submission?
A: Some publishers require an abstract, while others do not. It is crucial to check the publisher's submission
guidelines to see if an abstract is requested and what its length and formatting requirements are.

Q: What is the importance of consistent capitalization and hyphenation in
a manuscript submission?
A: Consistency in capitalization and hyphenation is a key indicator of professional editing and attention to
detail. Inconsistent usage can be distracting to readers and editors. Chicago style provides rules for these
aspects, and maintaining them throughout your manuscript is important.
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