
chicago style journal formatting advice for
authors
The Chicago Manual of Style is a widely respected and comprehensive guide for scholarly and
professional writing, particularly within academic journals. Understanding and correctly applying
Chicago style journal formatting advice for authors is crucial for ensuring your manuscript is taken
seriously and is more likely to be accepted for publication. This article will delve into the intricate
details of Chicago style, covering essential elements such as citations, bibliographies, manuscript
preparation, and specific formatting nuances. By mastering these guidelines, you can present your
research with clarity, professionalism, and adherence to scholarly standards, making your submission
stand out. We will explore the most common citation systems within Chicago style and the best
practices for implementing them effectively, alongside guidance on preparing your submission for
peer review.
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Understanding the Two Chicago Citation Systems

The Chicago Manual of Style (CMOS) offers two distinct systems for citing sources: the notes-
bibliography system and the author-date system. Authors submitting to journals must first identify
which system their target publication prefers, as this dictates the entire approach to referencing. The
notes-bibliography system is more common in the humanities and some social sciences, relying on
numbered footnotes or endnotes for in-text citations and a comprehensive bibliography at the end of
the work. Conversely, the author-date system, frequently found in the sciences and some social
sciences, uses parenthetical citations within the text, followed by a reference list. Each system has its
own set of rules for constructing both the in-text citations and the full bibliographic entries, and
deviating from the journal's specified system can lead to immediate rejection.

The choice between these two systems is not arbitrary; it reflects different scholarly traditions and the
needs of specific disciplines. The notes-bibliography system allows for more extensive commentary
and elaboration within the notes themselves, which can be particularly useful for historical or literary
analysis where context and nuanced discussion are paramount. The author-date system, on the other
hand, prioritizes conciseness and easy retrieval of sources directly from the text, making it efficient
for disciplines where the focus is on recent research and ongoing scientific debate. Familiarizing
yourself with the specific requirements of the journal you are targeting is the absolute first step in
Chicago style journal formatting.



Preparing Your Manuscript for Submission

Beyond the critical aspect of citation, the overall presentation of your manuscript according to
Chicago style journal formatting advice for authors is paramount. This includes adherence to specific
guidelines regarding margins, font type and size, line spacing, and page numbering. Most journals will
specify these requirements in their "Instructions for Authors" or "Submission Guidelines" section of
their website. It is imperative to read and follow these instructions meticulously. Typically, a double-
spaced manuscript with 1-inch margins on all sides is standard, using a readable font such as Times
New Roman or Arial, usually in 12-point size.

Title Page and Abstract

The title page, while sometimes omitted for the initial blind review process, usually contains your
name, affiliation, contact information, and the manuscript's title. The abstract, a concise summary of
your research, is also a critical component and should adhere to word count limits specified by the
journal. Ensure your abstract accurately reflects the scope, methodology, findings, and conclusions of
your work, making it an enticing preview for potential readers and reviewers.

Formatting Headings and Subheadings

Clear and consistent formatting of headings and subheadings is essential for the readability and
organization of your paper. Chicago style journal formatting advice for authors suggests a hierarchical
approach, often using different levels of indentation or capitalization to distinguish between main
sections and subsections. While specific journal requirements might vary, a common practice involves
centering or left-aligning main headings and using italics or different capitalization for subheadings.
Always refer to the journal's style guide for their preferred hierarchy and formatting conventions for
headings.

In-Text Citations: Notes and Parenthetical Systems

The core of Chicago style journal formatting advice for authors lies in its citation systems. As
mentioned, the notes-bibliography system employs numbered notes that appear either as footnotes
at the bottom of the page or as endnotes at the conclusion of the manuscript. Each note corresponds
to a superscript number within the text, directly after the material being cited. The first time a source
is cited in a note, the entry is typically full; subsequent citations of the same source are often
shortened. This system allows for detailed explanations or digressions within the notes without
disrupting the flow of the main text.

The author-date system, on the other hand, places the author's last name and the year of publication
in parentheses within the text, often followed by a page number if a specific passage is being
referenced. For example, (Smith 2020, 15). This system is more integrated into the narrative of the
paper, providing immediate source attribution without requiring the reader to look at separate notes.



The corresponding full details for each in-text citation will be found in the reference list at the end of
the paper. Choosing and consistently applying the correct system is non-negotiable for accurate
Chicago style journal formatting.

Crafting Footnotes and Endnotes

When using the notes-bibliography system, the construction of your footnotes or endnotes demands
precision. Each note begins with a superscript number matching the mark in the text. The first note
for a given source should include the author's full name, the title of the work (in italics for books, in
quotation marks for articles), publication information (place, publisher, year), and page number(s).
Subsequent notes for the same source can be abbreviated, typically using the author's last name, a
shortened title, and the page number. Pay close attention to punctuation, capitalization, and the order
of elements as outlined in The Chicago Manual of Style.

Implementing Parenthetical Citations

For the author-date system, parenthetical citations are straightforward but require strict adherence to
the specified format. The basic structure is (AuthorLastName Year, PageNumber). If the author's name
is already mentioned in the sentence, only the year and page number are needed, e.g., As Smith
argues (2020, 15), the results are significant. If multiple works by the same author in the same year
are cited, they are distinguished with letters (e.g., Smith 2020a, Smith 2020b). Ensure that every
parenthetical citation corresponds to an entry in your reference list, and vice versa.

The Bibliography: A Cornerstone of Chicago Style

Whether you are using the notes-bibliography system or the author-date system, a comprehensive
bibliography or reference list is an indispensable part of your Chicago style journal submission. The
bibliography, associated with the notes-bibliography system, is an alphabetical list of all sources cited
in your paper, presented in a specific format. The reference list for the author-date system serves the
same purpose but is organized alphabetically by author's last name, and the entries mirror the
information presented in the parenthetical citations.

The meticulous formatting of bibliographic entries is where many authors falter. It requires careful
attention to detail, including the exact order of names, titles, publication dates, and other
bibliographical data. Consistency in formatting, from italics for book titles to the use of periods and
commas, is crucial for maintaining a professional appearance and adhering to Chicago style journal
formatting advice for authors.

Formatting Books in the Bibliography

When formatting a book entry in a Chicago style bibliography, the standard format for the notes-



bibliography system is: Last Name, First Name. Title of Book. Place of Publication: Publisher, Year of
Publication.

For the author-date system, the format is: Last Name, First Name. Year of Publication. Title of Book.
Place of Publication: Publisher.

For example, a book entry might look like this in the notes-bibliography system:

Smith, John. The Art of Citation. Chicago: University of Chicago Press, 2018.

And in the author-date system:

Smith, John. 2018. The Art of Citation. Chicago: University of Chicago Press.

Formatting Journal Articles in the Bibliography

Journal articles are a common source type, and their formatting in Chicago style is specific. For the
notes-bibliography system, the format generally follows: Last Name, First Name. "Title of Article." Title
of Journal Volume, no. Issue (Year): Page numbers.

For the author-date system, the structure is similar: Last Name, First Name. Year. "Title of Article."
Title of Journal Volume (Issue): Page numbers.

An example in the notes-bibliography system:

Doe, Jane. "Understanding Scholarly Formatting." Journal of Academic Writing 45, no. 2 (2021):
112-130.

And in the author-date system:

Doe, Jane. 2021. "Understanding Scholarly Formatting." Journal of Academic Writing 45 (2):
112-130.

Formatting Tables and Figures

Clear and correctly formatted tables and figures are essential for presenting data and visual
information effectively within the framework of Chicago style journal formatting advice for authors.
While the core principles of Chicago style apply, specific journal requirements often dictate the
precise layout and numbering of these elements. Generally, each table and figure should be
numbered consecutively and have a clear, descriptive title. Tables are typically presented with
horizontal rules only at the top and bottom and below the column headings, while figures may have
captions placed below them.



Numbering and Titling Tables and Figures

Consistent numbering is crucial. Tables are usually labeled "Table 1," "Table 2," and so on, with
figures designated as "Figure 1," "Figure 2," etc. The titles should be concise yet informative,
accurately conveying the content of the visual aid. If a figure is reproduced from another source,
proper attribution must be given in the caption or a note, following Chicago's citation rules. Ensure
that the table or figure is referenced in the main text before its appearance, guiding the reader to the
relevant visual information.

Placement and Referencing

While authors may be asked to embed tables and figures directly within the text in some submission
formats, other journals prefer them to be placed at the end of the manuscript, after the bibliography.
Always check the journal's specific instructions. Regardless of placement, every table and figure must
be mentioned and discussed within the body of your paper. This not only directs the reader's
attention but also integrates the visual information into your argument, reinforcing your findings and
analysis.

Style and Mechanics: Beyond Citations

Chicago style journal formatting advice for authors extends beyond just citations and bibliographic
entries to encompass a wide range of stylistic and mechanical considerations. This includes rules for
capitalization, punctuation, spelling, the use of numbers, and the treatment of foreign words and
abbreviations. Adhering to these conventions demonstrates a commitment to precision and scholarly
rigor, contributing to the overall credibility of your work.

Punctuation and Capitalization

The Chicago Manual of Style offers detailed guidance on comma usage, semicolon placement,
apostrophes, and the correct application of capitalization in titles, headings, and proper nouns. For
instance, in titles and headings, Chicago generally prefers title case (capitalizing the first word and all
major words), unless otherwise specified by the journal. Understanding these rules helps prevent
common errors that can detract from the professionalism of your manuscript. Consistent application
of these rules is key to polished Chicago style journal formatting.

Numbers and Abbreviations

Chicago style provides guidelines on when to use numerals versus when to spell out numbers (e.g.,
spelling out numbers one through nine and using numerals for 10 and above, with exceptions for
measurements and statistical data). Similarly, there are rules for the appropriate use and expansion
of abbreviations and acronyms. If an abbreviation is not commonly known, it should be defined upon



its first use. Journals often have their own specific preferences for handling numbers and
abbreviations, so always consult their style guide.

Finalizing Your Submission

The final stages of preparing your manuscript involve a thorough review and proofreading process,
ensuring that all Chicago style journal formatting advice for authors has been meticulously applied.
This is the last opportunity to catch any errors in citations, bibliography, or stylistic inconsistencies
that could negatively impact your submission. A polished, error-free manuscript reflects your
attention to detail and respect for the publication process.

Before hitting the submit button, take the time to re-read your work with a critical eye, focusing on
the specifics of Chicago style. Compare your manuscript against the journal's author guidelines one
last time. Attention to these details not only improves the presentation of your research but also
demonstrates your professionalism as a scholar and increases the likelihood of your work being
considered favorably by editors and reviewers.

Proofreading for Accuracy and Consistency

Comprehensive proofreading is non-negotiable. This involves checking for typos, grammatical errors,
and, critically, ensuring that all citations are accurate and consistently formatted according to the
chosen Chicago style system. Verify that every in-text citation has a corresponding entry in the
bibliography and vice versa. Make sure all note numbers align correctly with their corresponding
notes. A meticulous proofread is the final seal of quality for your Chicago style journal formatting.

It can be beneficial to have a colleague or mentor review your manuscript for any errors you may
have overlooked. A fresh pair of eyes can often spot mistakes that are invisible to the original author.
This collaborative approach to finalizing your submission is a valuable step in ensuring your work
meets the high standards expected in academic publishing and that your Chicago style journal
formatting is impeccable.

---

Q: What is the difference between the notes-bibliography
system and the author-date system in Chicago style?
A: The notes-bibliography system uses numbered footnotes or endnotes for in-text citations and a
bibliography at the end. The author-date system uses parenthetical citations (Author Year, Page)
within the text and a reference list at the end.



Q: How do I determine which Chicago citation system my
target journal uses?
A: You must carefully review the "Instructions for Authors" or "Submission Guidelines" section on the
journal's official website. This information is usually prominently displayed.

Q: What is the standard font and margin size for Chicago style
journal manuscripts?
A: While journal requirements can vary, a common standard for Chicago style journal formatting is a
12-point readable font (like Times New Roman or Arial) with 1-inch margins on all sides and double-
spaced text.

Q: Should I include page numbers in my parenthetical
citations?
A: Yes, if you are citing a specific passage or quotation, you should include the page number in your
parenthetical citation (e.g., Smith 2020, 15). If you are referencing the work generally, the page
number may be omitted.

Q: How are book titles formatted in a Chicago style
bibliography?
A: Book titles are italicized in both the notes-bibliography and author-date systems when listed in the
bibliography.

Q: What is the correct format for a journal article in the notes-
bibliography system?
A: The format is typically: Last Name, First Name. "Title of Article." Title of Journal Volume, no. Issue
(Year): Page numbers.

Q: Do I need to include a separate title page for my journal
submission?
A: Many journals require a title page with your name, affiliation, and contact information. However, for
the initial blind review process, they may request a version without identifying author information.
Always check the specific journal's guidelines.

Q: How should I format tables and figures according to



Chicago style?
A: Tables and figures should be numbered consecutively (Table 1, Figure 1) and have clear,
descriptive titles. Consult the journal's specific guidelines for placement and detailed formatting
requirements.

Q: What is the primary purpose of a bibliography or reference
list in Chicago style?
A: The bibliography or reference list provides full bibliographic information for all sources cited in the
text, allowing readers to locate and verify the sources used by the author. It is a crucial component of
academic integrity.

Q: Is it acceptable to use abbreviations in my Chicago style
manuscript?
A: Yes, but sparingly and only for commonly understood abbreviations. If an abbreviation is not widely
known, it should be defined upon its first use. Always adhere to the journal's specific rules on
abbreviations.
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