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chicago style journal submission guide: Navigating the intricate world of
academic publishing requires a thorough understanding of submission
protocols, especially when adhering to the prestigious Chicago Manual of
Style. This comprehensive guide will equip you with the essential knowledge
to prepare and submit your scholarly work effectively, ensuring your research
meets the high standards expected by academic journals. We will delve into
the fundamental aspects of Chicago style, from citation and formatting to
manuscript preparation and the submission process itself. Mastering these
elements is crucial for increasing your chances of publication and
establishing your credibility within your field. This resource aims to
demystify the process, offering clear, actionable advice for authors seeking
to contribute to scholarly discourse.
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Understanding Chicago Style for Journal
Submissions

The Chicago Manual of Style (CMOS) is a widely respected authority on
grammar, usage, and citation in English. When preparing a manuscript for
submission to an academic journal, understanding and correctly applying
Chicago style is paramount. Journals often specify their preferred style
guide, and many opt for CMOS, particularly in the humanities and social
sciences. This adherence ensures consistency and professionalism across
published works.

Key Principles of Chicago Style

Chicago style offers two primary systems for documenting sources: the notes-
bibliography system and the author-date system. The notes-bibliography system
uses numbered footnotes or endnotes to cite sources, accompanied by a
bibliography at the end of the paper. The author-date system, conversely,
uses in-text parenthetical citations that include the author's last name and
the year of publication, also requiring a reference list. It is vital to
ascertain which system the target journal prefers, as this dictates your
entire citation approach.



Why Journals Mandate Chicago Style

Journals mandate specific style guides like Chicago to maintain a uniform
presentation of content, which enhances readability and editorial efficiency.
Consistent formatting and citation practices simplify the peer-review process
and the subsequent typesetting and printing of articles. For authors,
demonstrating a mastery of Chicago style signals attention to detail and a
commitment to academic rigor, thereby strengthening the overall impact of
their research.

Manuscript Formatting Essentials

Proper manuscript formatting is the first hurdle in the journal submission
process. Adhering to Chicago style guidelines for the physical presentation
of your work is as important as the content itself. This includes elements
such as margins, font choices, spacing, and the organization of your
document.

General Formatting Requirements

Unless a journal specifies otherwise, a standard Chicago style manuscript
should be double-spaced throughout, including quotations, notes, and the
bibliography or reference list. Margins should typically be one inch on all
sides. Font choices should be clear and readable, with 12-point Times New
Roman or a similar serif font being a common recommendation. Title pages,
page numbering, and the placement of headings and subheadings all follow
specific conventions.

Title Page and Abstract

The title page of your manuscript should clearly state the title of your
article, your name, your institutional affiliation, and your contact
information. Some journals may require a separate abstract, which is a
concise summary of your research (usually 150-250 words). The abstract should
highlight the main objectives, methods, results, and conclusions of your
study. Ensure the abstract is written in clear, engaging language and
accurately reflects the content of your paper.

Headings and Subheadings

Chicago style provides guidance on the hierarchical structuring of headings



and subheadings to organize your content logically. Typically, main headings
are centered and often capitalized, while subheadings might be flush left and
italicized or underlined. Consistency in the application of heading levels is
crucial for readability and demonstrating an organized approach to your
subject matter. Always check the journal's specific guidelines for their
preferred heading hierarchy.

Citation and Referencing in Chicago Style

Accurate and consistent citation is a cornerstone of academic integrity and a
critical component of any Chicago style journal submission. Whether you use
the notes-bibliography system or the author-date system, your citations must
be precise and comprehensive.

The Notes-Bibliography System

In the notes-bibliography system, each piece of information or idea drawn
from a source is followed by a superscript Arabic numeral. These numbers
correspond to notes at the bottom of the page (footnotes) or at the end of
the document (endnotes). The first citation of a source in the notes
typically includes full publication details, while subsequent citations of
the same source use a shortened form. The bibliography at the end of the
paper lists all sources cited in the notes, alphabetized by author's last
name.

The Author-Date System

The author-date system uses in-text citations that include the author's last
name and the year of publication (e.g., (Smith 2020)). If the author's name
is mentioned in the text, only the year is needed in parentheses. Page
numbers should be included for direct quotations. A reference list, organized
alphabetically by author's last name, appears at the end of the paper,
providing full bibliographic details for each source cited in the text.

Formatting Bibliographies and Reference Lists

Regardless of the system used, the bibliography or reference list must be
meticulously formatted. This includes the correct order of elements (author,
title, publication information), punctuation, and capitalization. For
example, book titles are typically italicized, while article titles are
placed in quotation marks. Pay close attention to the specific requirements
for different types of sources, such as books, journal articles, websites,



and unpublished materials.

Book: Last Name, First Name. Title of Book. City of Publication:
Publisher, Year.

Journal Article: Last Name, First Name. "Title of Article." Title of
Journal Volume, no. Issue (Year): Page Numbers.

Website: Last Name, First Name (if applicable). "Title of Web Page."
Name of Website. Last modified Date (if applicable). Accessed Date. URL.

Preparing Your Submission Package

Beyond the manuscript itself, academic journals often require a package of
supporting documents. Understanding what these are and how to prepare them
according to Chicago style and journal-specific instructions is vital for a
smooth submission.

Cover Letter Essentials

A well-crafted cover letter is your introduction to the journal editor. It
should be professional, concise, and clearly state the title of your
manuscript, the journal you are submitting to, and why your work is a good
fit for their readership. You should also confirm that the manuscript is
original, has not been previously published, and is not under consideration
elsewhere. A brief summary of your research and its significance can also be
included.

Keywords and Author Information

Many journals require you to provide a list of keywords that accurately
describe your article's content. These keywords help index your work and make
it discoverable by other researchers. Ensure your author information,
including your full name, academic title, affiliation, and contact details,
is current and accurate. Some journals may also request brief author
biographies.

Tables and Figures



Tables and figures should be presented clearly and professionally. They
should be numbered sequentially and have descriptive titles. Captions for
tables and figures should be informative, and any necessary source
attributions should be provided. Ensure that tables and figures are legible
and formatted in a way that is consistent with the overall manuscript style.
Often, journals will request these as separate files.

The Submission Process and Beyond

Once your manuscript and supporting documents are prepared, you will embark
on the submission process. Understanding the typical steps involved and what
to expect can alleviate anxiety.

Navigating Online Submission Systems

Most academic journals now utilize online submission systems. These platforms
guide you through uploading your files, providing metadata, and confirming
submission details. Familiarize yourself with the specific system used by
your target journal. Pay close attention to file format requirements and any
instructions regarding the order of uploaded documents.

Peer Review and Revision

After submission, your manuscript will likely undergo a peer-review process.
This involves experts in your field evaluating your work for its originality,
significance, methodology, and clarity. Revisions are a common part of this
process. Respond thoughtfully and thoroughly to reviewer comments, providing
detailed explanations for any changes made or justifications for not making a
suggested change. A polite and professional response is always appreciated.

Understanding Publication Agreements

If your manuscript is accepted, you will be presented with a publication
agreement or copyright form. This document outlines the terms under which
your work will be published. It is crucial to read and understand this
agreement, paying attention to copyright ownership, licensing, and any rights
you retain as the author. If you have any concerns, consult with your
institution's research office or a legal professional.



Common Pitfalls to Avoid in Chicago Style
Journal Submissions

Even experienced scholars can encounter difficulties when submitting to
journals. Being aware of common errors can help you avoid them and streamline
your submission process.

Inconsistent Formatting and Citation

The most frequent issue is inconsistent application of Chicago style,
particularly with citations and bibliographies. Double-check that every
source is cited correctly and that the bibliography/reference list precisely
matches the in-text citations. Small errors in punctuation or the order of
elements can lead to rejection or requests for extensive revisions.

Failing to Follow Journal Guidelines

Every journal has its own specific submission guidelines, which may include
variations on Chicago style or entirely different requirements. Thoroughly
reading and adhering to the "Instructions for Authors" or "Submission
Guidelines" section of the journal's website is non-negotiable. Ignoring
these specific instructions is a common reason for immediate rejection.

Unclear or Poorly Structured Arguments

While formatting is important, the quality of your research and the clarity
of your argument are paramount. Ensure your manuscript presents a clear
thesis, well-supported by evidence, and logically structured. Awkward prose,
vague language, or a disorganized presentation of ideas can hinder the
reader's understanding and the reviewer's appreciation of your work.

Plagiarism and Academic Misconduct

This is the most severe pitfall. Always properly cite all sources, both
direct quotations and paraphrased ideas. Plagiarism, whether intentional or
unintentional, can have devastating consequences for your academic career.
Use citation management software and be diligent in tracking your sources.



FAQ

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

Q: How should I format my manuscript's title page
for a Chicago style journal submission?
A: A Chicago style title page typically includes the article title, your full
name, your institutional affiliation, and your contact information. Ensure it
is formatted according to the specific journal's instructions.

Q: Are there specific font and margin requirements
for Chicago style manuscripts submitted to journals?
A: Generally, Chicago style prefers readable serif fonts like Times New Roman
in 12-point size, with one-inch margins on all sides and double-spacing
throughout the document, including notes and the bibliography. However,
always check the target journal's specific guidelines.

Q: What is the purpose of keywords in a journal
submission?
A: Keywords help categorize and index your article in academic databases,
making it more discoverable to researchers searching for topics related to
your work.

Q: How should I respond to reviewer comments during
the revision process for a journal submission?
A: Respond respectfully and thoroughly. Address each comment systematically,
either by making the suggested changes or by providing a clear and well-
reasoned explanation for why a change was not made.

Q: Can I submit the same manuscript to multiple



journals simultaneously when using Chicago style?
A: No, most academic journals prohibit simultaneous submissions. You should
submit your manuscript to only one journal at a time and wait for a decision
before submitting it elsewhere.

Q: What if a journal requests a specific Chicago
style variation that I'm unfamiliar with?
A: Carefully read the journal's "Instructions for Authors" section. If their
requirements differ significantly from standard Chicago style, they will
usually provide a style sheet or examples. When in doubt, consult with senior
colleagues or your institution's library resources.

Q: How long does the peer-review process typically
take for journal submissions?
A: The duration of the peer-review process varies greatly depending on the
journal, the field, and the reviewers' availability. It can range from a few
weeks to several months.
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