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chicago style journal manuscript submission requirements are crucial for any
academic or scholarly author aiming for publication in a reputable journal
that adheres to this widely recognized citation and formatting standard.
Navigating these specific guidelines can seem daunting, but understanding
them thoroughly is the first step toward a successful submission. This
comprehensive guide will demystify the process, covering everything from
manuscript formatting and citation styles to the nuances of Chicago Notes-
Bibliography and Chicago Author-Date systems. We will explore the essential
elements that journal editors meticulously review, including title pages,
abstracts, main text formatting, and the critical importance of accurate and
consistent referencing. By adhering to these detailed requirements, authors
can significantly increase their manuscript's chances of acceptance and
demonstrate their professionalism and attention to detail.

Table of Contents

Understanding the Chicago Manual of Style
Manuscript Formatting Essentials for Chicago Style
Citation Styles within Chicago: Notes-Bibliography vs. Author-Date
Title Page and Abstract Requirements
Main Text Formatting: Font, Spacing, and Margins
Tables and Figures: Presentation and Labeling
Reference List or Bibliography: Construction and Accuracy
Permissions and Copyright Considerations
Common Pitfalls and How to Avoid Them
Final Review and Submission Checklist

Understanding the Chicago Manual of Style
The Chicago Manual of Style (CMOS) is a comprehensive style guide that
provides authoritative advice on manuscript preparation and citation. It is
widely adopted across numerous academic disciplines, particularly in the
humanities and social sciences. Journals that specify Chicago style
submission requirements are looking for adherence to this established
framework, which aims to ensure clarity, consistency, and professionalism in
academic writing. Understanding the fundamental principles of CMOS is the
bedrock upon which all other submission requirements are built.

CMOS is not merely a set of rules for citing sources; it governs a broad
spectrum of editorial practices. This includes everything from grammar and
punctuation to the construction of indexes and the handling of electronic
media. When a journal asks for submissions in Chicago style, it implies that
authors must familiarize themselves with the latest edition of the manual to



ensure their work aligns with current best practices. This attention to
detail signals a commitment to academic rigor and contributes to the overall
readability and credibility of the published work.

Manuscript Formatting Essentials for Chicago
Style
Adhering to specific formatting requirements is paramount when preparing a
manuscript for submission to a Chicago-style journal. These guidelines are
designed to present your work in a clear, organized, and professional manner,
making it easier for editors and reviewers to assess its content. Failure to
meet these basic formatting standards can lead to immediate rejection,
regardless of the quality of the research or writing.

The core of Chicago style formatting lies in its consistency and clarity.
This extends from the overall document structure to the minutiae of
individual elements like headings, quotations, and footnotes. Authors must
consult the specific journal's author guidelines, as they may have adopted
certain aspects of Chicago style while adding their own unique requirements.
It is always best to err on the side of over-compliance rather than under-
compliance when it comes to formatting.

Title Page and Abstract Requirements
The title page is the first impression your manuscript makes. For Chicago
style journal submissions, it typically includes the manuscript title, your
name(s), affiliations, and contact information. Some journals may also
require a word count. The title should be concise, informative, and
accurately reflect the content of your paper. Ensure all authors' names are
spelled correctly and affiliations are up-to-date.

Following the title page, most journals require an abstract. The abstract is
a brief summary of your research, typically between 150 and 250 words, though
journal-specific limits must be observed. It should concisely state the
research problem, methodology, key findings, and conclusions. An effective
abstract should be self-contained, understandable without reference to the
main text, and entice readers to delve further into your work. Ensure your
abstract accurately represents the content of the full manuscript.

Main Text Formatting: Font, Spacing, and Margins
Consistency in font, spacing, and margins is a fundamental aspect of Chicago
style manuscript preparation. Most journals specify using a standard,
readable font such as Times New Roman or Arial, usually in 12-point size.
Double-spacing is almost universally required for the main body of the text
to allow ample space for editorial comments and revisions. This also enhances
readability.



Margins should typically be set at one inch on all sides of the page. This
provides a clean and professional look and ensures that text is not cut off
during printing or binding. Indentation for new paragraphs is usually a
standard half-inch. Consistency in applying these formatting rules throughout
the entire manuscript is crucial. Irregular spacing or margins can be
distracting and unprofessional.

Headings and Subheadings
Proper use of headings and subheadings helps to break up the text and guide
the reader through the structure of your argument. Chicago style does not
mandate a rigid hierarchy for headings, but journals will often specify their
preferred format. Generally, main headings are centered and in all caps,
while subheadings might be left-aligned and in title case, often with
additional formatting like bold or italics.

It is essential to use headings and subheadings logically to delineate
different sections of your paper. This organization aids comprehension and
allows reviewers to easily navigate your research. Always check the specific
journal's guidelines for their preferred heading levels and formatting.
Consistency in applying these styles is key to a professional presentation.

Citation Styles within Chicago: Notes-
Bibliography vs. Author-Date
The Chicago Manual of Style offers two distinct systems for citing sources:
the Notes-Bibliography (NB) system and the Author-Date system. Understanding
which system your target journal requires is critical for accurate manuscript
preparation. The NB system is more common in the humanities, while the
Author-Date system is frequently used in the social sciences and sciences.

Choosing the correct system and applying it consistently throughout your
manuscript is a non-negotiable requirement for Chicago style submissions.
Each system has its own conventions for in-text citations and the
accompanying bibliography or reference list. Misapplication of these systems
is a common reason for manuscript rejection.

The Notes-Bibliography (NB) System
In the Notes-Bibliography system, sources are cited within the text using
superscript Arabic numerals that correspond to numbered footnotes or
endnotes. These notes provide detailed publication information. A
bibliography, listing all cited sources alphabetically, typically appears at
the end of the manuscript. This system allows for extensive commentary and
supplementary information within the notes themselves.

The NB system is favored when authors wish to include digressions, elaborate
on points, or offer additional context without interrupting the flow of the



main text. Each citation in the notes is usually presented in full the first
time it is used, and subsequent citations to the same source are shortened.
The bibliography at the end provides a comprehensive overview of all the
works consulted and cited.

The Author-Date System
The Author-Date system uses parenthetical in-text citations that include the
author's last name, the year of publication, and often the page number(s)
(e.g., (Smith 2023, 45)). This is followed by a reference list at the end of
the paper, which contains full bibliographic details for all works cited.
This system is generally preferred for its conciseness and ease of use,
especially in fields where frequent citations are common.

The reference list in the Author-Date system mirrors the in-text citations,
allowing readers to quickly locate the full source information. This system
is particularly useful for scientific and social science disciplines where
the currency of research is important, as the year of publication is
prominently displayed in the in-text citation. The reference list should be
meticulously organized and complete.

Tables and Figures: Presentation and Labeling
Presenting tables and figures in a Chicago style manuscript requires careful
attention to detail and adherence to specific journal guidelines. Both tables
and figures should be clearly labeled, numbered sequentially, and referenced
in the text. They should also be positioned logically within the manuscript,
usually following their first mention.

The clarity and accuracy of your tables and figures are crucial for conveying
your research effectively. Poorly formatted or labeled visuals can confuse
readers and detract from the overall quality of your submission. Always
ensure that all elements within your tables and figures are legible and that
the data they present is accurate and directly supports your arguments.

Table Formatting
Tables should be created using simple, clean formatting. Use horizontal lines
sparingly, primarily to separate the header row from the data and to
demarcate the end of the table. Avoid vertical lines where possible, as they
can create a cluttered appearance. Each table should have a clear title that
briefly describes its content, preceded by the word "Table" and its number
(e.g., Table 1. Demographic Characteristics of Participants).

Column and row headings should be concise and descriptive. Units of
measurement should be clearly indicated. Ensure that all numerical data is
presented accurately and consistently. If your table includes abbreviations
or special symbols, provide a key or legend either within the table or in a
note below it.



Figure Formatting
Figures, which include graphs, charts, photographs, and illustrations, should
also be clearly labeled and numbered sequentially. Each figure should have a
caption that explains its content. The caption usually begins with "Figure"
followed by its number (e.g., Figure 1. Trends in Academic Publishing Over
Time).

Figures should be of high resolution and suitable for reproduction. If you
are submitting digital files, ensure they are in an appropriate format (e.g.,
TIFF, EPS, high-resolution JPG). For photographs, ensure they are clear and
sharp. Any text within the figure, such as labels on axes or labels in a
diagram, should be legible and consistent with the overall text formatting of
your manuscript.

Reference List or Bibliography: Construction
and Accuracy
The reference list or bibliography is a critical component of any Chicago
style manuscript submission. It serves as a record of all the sources you
have cited within your work and allows readers to locate and consult these
sources themselves. The accuracy and completeness of this section are
paramount, and journals are meticulous in their review of bibliographical
entries.

Whether you are using the Notes-Bibliography or Author-Date system, the
underlying principles of constructing a comprehensive and accurate reference
list or bibliography remain the same. This involves carefully formatting each
entry according to Chicago style rules, ensuring all necessary bibliographic
information is present, and maintaining strict alphabetical order.

Formatting Reference Entries
Each type of source (book, journal article, website, etc.) has specific
formatting requirements within Chicago style. For example, a book entry
typically includes the author's name, the title of the book (italicized), the
place of publication, the publisher, and the year of publication. A journal
article entry would include the author, article title (in quotation marks),
journal title (italicized), volume and issue numbers, and the page range,
along with the DOI if available.

It is crucial to follow the exact punctuation and order of elements specified
by CMOS. Small errors, such as missing commas, incorrect use of italics, or
misplaced periods, can detract from the professionalism of your manuscript.
Many authors find it helpful to use citation management software to ensure
accuracy, but always double-check the output against CMOS guidelines.



Ensuring Completeness and Consistency
A common requirement is that every source cited in the text must appear in
the bibliography or reference list, and vice versa. Ensure that you have
included all necessary bibliographic details for each entry. This means
checking for missing authors, publication dates, page numbers, or other
essential information. In the Notes-Bibliography system, the bibliography
lists all sources consulted, even those not directly cited in the text,
although this is less common for journal submissions.

Consistency is key. The format of each entry should be uniform across the
entire list. For instance, if you abbreviate states for American cities, do
so consistently. If you use "and" instead of an ampersand in author names,
maintain that throughout. This meticulous attention to detail in your
reference list demonstrates your commitment to scholarly standards.

Permissions and Copyright Considerations
When preparing your manuscript for submission, it is essential to be aware of
copyright and permissions, especially if you are including third-party
material. This includes copyrighted text, images, tables, or figures that are
not your original work or are not in the public domain.

Journals typically require authors to secure all necessary permissions before
submission. Failure to do so can lead to significant delays or rejection.
Understanding your responsibilities regarding copyright is a crucial part of
the submission process and demonstrates ethical scholarship.

Securing Permissions for Third-Party Content
If you reproduce substantial portions of text from another copyrighted
source, or if you include any images, tables, or figures created by someone
else, you must obtain written permission from the copyright holder. This
often involves contacting the publisher of the original work.

When submitting your manuscript, you will likely need to provide copies of
these permission letters. It is advisable to do this proactively rather than
waiting for the journal to request them. Be aware that some publishers may
charge a fee for granting permissions.

Fair Use and Public Domain
Not all material requires permission. Content that is in the public domain,
meaning its copyright has expired or it was never copyrighted, can be used
freely. Additionally, "fair use" allows for limited use of copyrighted
material without permission for purposes such as criticism, commentary, news
reporting, teaching, scholarship, or research. However, the definition of
fair use can be complex and is determined on a case-by-case basis.



If you believe your use of material falls under fair use, it is still wise to
consult the specific journal's policies and potentially seek legal advice.
Journals may have their own interpretation of fair use and may still require
permissions for certain types of material. Always err on the side of caution
when in doubt.

Common Pitfalls and How to Avoid Them
Submitting a manuscript to a journal involves navigating a complex set of
expectations. Many authors encounter common pitfalls that can hinder their
chances of publication, even if their research is sound. Being aware of these
potential issues and taking steps to avoid them is crucial for a successful
submission experience.

The most frequent errors often relate to a lack of attention to detail,
particularly concerning formatting and citation. By understanding these
common mistakes, authors can proactively address them and present a polished,
professional manuscript that meets the journal's rigorous standards.

Inconsistent Citation Practices
One of the most prevalent errors is inconsistency in applying the chosen
Chicago citation style (Notes-Bibliography or Author-Date). This can manifest
as mixed citation formats within the text, errors in the bibliography, or
incorrect page number formatting. This often stems from not carefully
following the guidelines or from merging text from different sources without
proper reformatting.

To avoid this, always refer to the latest edition of The Chicago Manual of
Style and the specific journal's author guidelines throughout the writing and
editing process. Using citation management software can help, but manual
review and correction are still essential. Ensure every in-text citation has
a corresponding entry in the reference list, and vice versa.

Ignoring Journal-Specific Guidelines
While The Chicago Manual of Style provides a comprehensive framework,
individual journals often have their own specific requirements that build
upon or modify these general rules. Ignoring these journal-specific
guidelines is a significant mistake.

Always download and read the journal's "Instructions for Authors" or
"Submission Guidelines" document thoroughly. Pay close attention to details
regarding manuscript length, abstract requirements, formatting preferences
for headings, tables, figures, and any specific citation nuances. Adhering to
these tailored instructions demonstrates respect for the journal's editorial
process.



Poorly Formatted Tables and Figures
As mentioned earlier, tables and figures must be presented clearly and
professionally. Common errors include illegible text, incorrect numbering,
missing captions, low-resolution images, or overly complex formatting. These
issues can make it difficult for reviewers to interpret your data and can
create a negative impression of the overall manuscript.

Ensure all tables and figures are created with professional software, checked
for accuracy, and formatted according to both CMOS and the journal's specific
requirements. High-quality images and clear, concise labeling are essential.
Always proofread them as carefully as you do the text.

Final Review and Submission Checklist
Before you click the "submit" button, a thorough final review is essential.
This is your last opportunity to catch errors and ensure your manuscript
meets all requirements. A comprehensive checklist can guide this final review
process, helping you to present the most polished and professional submission
possible.

Approaching the submission process with a detailed checklist not only helps
you avoid common errors but also instills confidence that you have done
everything possible to meet the journal's expectations. This meticulous
approach is a hallmark of a dedicated and professional scholar.

Double-check that your manuscript adheres strictly to the journal's word
count limits.

Verify that your title page includes all required information: title,
author names, affiliations, and contact details.

Ensure your abstract is concise, accurate, and within the specified word
count.

Confirm that all text is double-spaced, uses the specified font and
size, and has adequate margins.

Review all headings and subheadings for correct formatting and
consistent hierarchy.

Check that all in-text citations accurately correspond to entries in
your reference list or bibliography.

Verify that your reference list or bibliography is complete, accurately
formatted according to Chicago style, and in the correct alphabetical
order.

Ensure all tables and figures are clearly labeled, numbered



sequentially, referenced in the text, and formatted according to
guidelines.

Confirm that you have obtained and can provide written permission for
any third-party material used.

Proofread the entire manuscript for any typographical, grammatical, or
punctuation errors.

Ensure all file formats (e.g., for figures, manuscript) are compatible
with the journal's submission system.

Read through the journal's author guidelines one last time to ensure
nothing has been overlooked.

Preparing Your Manuscript Files
Most journals require submissions in specific file formats. Typically, this
includes a main manuscript file (often a Word document or PDF) and separate
files for figures or other supplementary materials. Always check the
journal's submission portal for explicit instructions on file naming
conventions and formats.

Using the correct file formats and naming conventions not only makes the
submission process smoother for the editorial office but also ensures that
your work is processed efficiently. Errors in file preparation can lead to
delays or miscommunication.

The Submission Process Itself
Online submission systems are standard for most journals. Familiarize
yourself with the system before you begin. You will typically be asked to
upload your files, provide metadata about your manuscript (like keywords and
abstract), and confirm ethical statements. Take your time during this
process, and don't hesitate to contact the journal's editorial office if you
have any questions about the submission portal.

Submitting your manuscript is a critical step, and doing it correctly ensures
that your work enters the review process without unnecessary complications. A
well-prepared manuscript, submitted according to all requirements, is the
first step toward a positive publication outcome.

FAQ

Q: What is the difference between Chicago Notes-



Bibliography and Chicago Author-Date citation
styles?
A: The Chicago Notes-Bibliography (NB) system uses numbered footnotes or
endnotes for in-text citations, which are then compiled into a bibliography
at the end. The Chicago Author-Date system uses parenthetical citations in
the text (e.g., (Smith 2023, 45)) and a reference list at the end. The NB
system is common in the humanities, while Author-Date is prevalent in social
sciences and sciences.

Q: Do I need to italicize titles in Chicago style?
A: Yes, in Chicago style, titles of books, journals, and other standalone
works are italicized. Titles of articles, chapters, and other shorter works
are enclosed in quotation marks.

Q: What are the standard margin and font
requirements for a Chicago style manuscript
submission?
A: Generally, Chicago style manuscripts require 1-inch margins on all sides
and a standard, readable font like Times New Roman or Arial in 12-point size.
However, always check the specific journal's guidelines, as they may have
their own preferences.

Q: How should I format the first citation of a
source in the Notes-Bibliography system?
A: The first time a source is cited in the Notes-Bibliography system, the
footnote or endnote should include the full bibliographic information.
Subsequent citations to the same source are typically shortened, often
including just the author's last name, a shortened title, and the page
number.

Q: What is the purpose of a reference list versus a
bibliography in Chicago style?
A: In the Author-Date system, the list at the end is called a reference list
and includes only the sources cited in the text. In the Notes-Bibliography
system, the list at the end is called a bibliography and typically includes
all sources cited in the text, and sometimes other relevant sources consulted
but not directly cited.



Q: Can I use block quotes for longer quotations in
Chicago style?
A: Yes, Chicago style allows for block quotations for prose passages of more
than five lines. These are typically set off from the main text by indenting
the entire quotation and omitting quotation marks.

Q: What is the typical word count for an abstract in
a Chicago style journal submission?
A: While it can vary by journal, abstracts in Chicago style journal
submissions are commonly between 150 and 250 words. Always refer to the
specific journal's submission guidelines for their exact requirements.

Q: How do I cite an online source in Chicago style?
A: Citing online sources in Chicago style requires providing information
similar to print sources, including author, title, and publication
information, along with a stable URL or DOI. Specific formats differ slightly
between the Notes-Bibliography and Author-Date systems.

Q: If I use copyrighted material, what do I need to
do for a Chicago style journal submission?
A: If you use copyrighted material such as images, tables, or extensive text
excerpts created by others, you must obtain written permission from the
copyright holder before submission and be prepared to provide proof of
permission to the journal.

Q: What is the primary difference in punctuation
between the Notes-Bibliography and Author-Date
systems?
A: The primary difference lies in the in-text citation. NB uses superscript
numbers for notes, while Author-Date uses parentheses with author and year.
The punctuation within the notes and reference list entries also follows
distinct rules for each system.
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