chicago style manual for manuscript
submission

The chicago style manual for manuscript submission is a cornerstone for
academic and professional writers aiming to present their work with clarity,
consistency, and adherence to established scholarly standards. This
comprehensive guide ensures that manuscripts are formatted uniformly, making
them easier for editors, publishers, and readers to navigate and understand.
Mastering the intricacies of the Chicago Manual of Style (CMOS) is not merely
about following rules; it's about contributing to a discourse that values
precision and professionalism. This article will delve deep into the
essential elements of Chicago style for manuscript submissions, covering
everything from general formatting principles to specific guidelines for
citations, notes, and the overall presentation of your scholarly work.
Understanding these guidelines is crucial for anyone seeking publication in a
wide array of fields, from humanities and social sciences to certain
technical disciplines.
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Understanding the Chicago Manual of Style

The Chicago Manual of Style, often referred to as CMOS, is a widely respected
style guide published by the University of Chicago Press. It provides a
comprehensive set of rules and recommendations for authors, editors, and
publishers on matters of punctuation, grammar, spelling, citation, and
manuscript preparation. Its authority stems from decades of use in academic
publishing, making it a de facto standard for many scholarly journals and
university presses.

CMOS offers two main systems for documenting sources: the notes-bibliography
system and the author-date system. The choice between these systems often
depends on the discipline or the specific requirements of the publisher. The
notes-bibliography system is more common in the humanities, such as
literature, history, and art history, while the author-date system is
frequently used in the social sciences, like sociology, political science,
and economics. Understanding which system is expected for your manuscript
submission is the first critical step.



The manual itself is a substantial work, covering a vast range of topics
beyond just citation. It delves into the nuances of grammar, the proper use
of punctuation, the mechanics of spelling and hyphenation, and even advice on
book design and production. For manuscript submission, the focus typically
lies on the content and presentation aspects that directly impact the reading
experience and the publisher's workflow.

General Formatting Guidelines for Manuscripts

Adhering to general formatting guidelines is paramount for a professional
manuscript submission. These guidelines ensure that your work is presented in
a clear, consistent, and readable manner, allowing editors to focus on the
content rather than struggling with formatting inconsistencies. The Chicago
Manual of Style provides a robust framework for these standards.

Manuscript Layout and Appearance

When preparing your manuscript for submission, several key aspects of layout
and appearance need careful attention. The goal is to create a clean,
uncluttered document that is easy for anyone to read and edit. This typically
involves specific instructions regarding margins, spacing, font, and page
numbering.

e Margins: CMOS generally recommends 1l-inch margins on all sides of the
page (top, bottom, left, and right). This provides ample space for
notes, edits, and a clean visual presentation.

e Spacing: Double-spacing is the standard for most manuscripts. This
includes the main text, block quotations, and even the footnotes or
endnotes. Single-spacing may be used for specific elements like titles
or author information, but double-spacing for the body of the text is
critical for readability and editing.

e Font: A clear, standard font like Times New Roman or Courier New is
usually preferred, typically in 12-point size. Avoid decorative or
unusual fonts that can be distracting or difficult to read.

e Page Numbering: Pages should be numbered consecutively, usually in the
upper right-hand corner. The title page is typically not numbered, but
it counts as page i, with the first page of the main text being page 1.



Title Page and Front Matter

The title page serves as the initial introduction to your work. It should
contain essential information presented clearly and concisely. For a
manuscript submission, this page typically includes the title of the work,
the author's name, and contact information. Some publishers may also request
a word count or brief abstract on this page.

Beyond the title page, other front matter elements like a table of contents

(if applicable for longer works or edited collections), acknowledgments, and
a dedication might be included. The Chicago Manual of Style offers guidance

on the appropriate placement and formatting of these sections to ensure they
are presented in a professional and standardized manner.

Headings and Subheadings

Effective use of headings and subheadings breaks up large blocks of text,
guiding the reader through the structure of your argument. CMOS provides a
system for hierarchical headings that clearly delineates different levels of
information. While specific formatting (e.g., bold, italics, capitalization)
can vary based on publisher preferences, the principle of clear hierarchy
remains constant.

Typically, main section titles are centered or left-aligned and may be in all
caps or title case. Subheadings at lower levels will be indented and
formatted distinctively. Consistency in applying these heading styles is
crucial for manuscript clarity.

Chicago Style for Notes and Bibliographies

One of the most critical aspects of the Chicago Manual of Style, particularly
for academic manuscripts, is its system for documenting sources. This ensures
academic integrity by giving credit to original authors and allowing readers
to locate the sources of information. CMOS offers two distinct approaches:
the notes-bibliography system and the author-date system.

The Notes-Bibliography System

The notes-bibliography system is characterized by the use of footnotes or
endnotes to cite sources within the text, coupled with a comprehensive
bibliography at the end of the manuscript. Superscript numbers are placed in
the text directly after the relevant quote or paraphrased information. These



numbers correspond to notes that appear either at the bottom of each page
(footnotes) or collected at the end of the document (endnotes).

The first full citation in a note provides complete bibliographic
information. Subsequent citations for the same source are typically
shortened, often including the author's last name, a shortened title, and the
page number. The bibliography, presented in alphabetical order by the
author's last name, includes all sources cited in the notes, offering
complete bibliographic details for each entry.

The Author-Date System

The author-date system, more prevalent in certain social science disciplines,
uses in-text parenthetical citations that include the author's last name and
the year of publication. For example, (Smith 2023). If a specific page number
is relevant, it is also included, such as (Smith 2023, 45). This system
avoids the need for footnotes or endnotes for basic citation purposes.

Corresponding to the in-text citations, an "References" or "Works Cited" list
is provided at the end of the manuscript. This list is also alphabetized by
author's last name and includes complete bibliographic information for every
source cited in the text. This system aims for a more streamlined in-text
experience for the reader.

Formatting Citations and Bibliographic Entries

Regardless of the chosen system, precision in formatting citations and
bibliographic entries is essential. CMOS provides detailed rules for a wide
range of source types, including books, journal articles, websites, and more.
Key elements to pay close attention to include:

e Author Names: The order and use of initials or full first names.

e Titles: The capitalization and italicization of book titles and article
titles.

e Publication Information: The inclusion of place of publication,
publisher, and year.

* Page Numbers: Specific conventions for indicating page ranges.

e Digital Object Identifiers (DOIs): The proper formatting for DOIs when
available for online articles.



Consistency is paramount. Once you establish a format for a particular type
of source, adhere to it throughout your manuscript. Consulting the latest
edition of the Chicago Manual of Style is crucial for the most accurate and
up-to-date formatting advice.

Incorporating Tables and Figures in Chicago
Style

When your manuscript includes visual elements like tables and figures,
adhering to Chicago style ensures they are presented professionally and
logically. This involves specific guidelines for numbering, titling, and
placement, which aid in their interpretation and integration with the main
text.

Numbering and Titling

Tables and figures are typically numbered separately and consecutively.
Tables are usually designated with Roman numerals (Table I, Table II, etc.),
while figures are designated with Arabic numerals (Figure 1, Figure 2, etc.).
Some publishers might prefer Arabic numerals for both. The title of each
table or figure should be clear, concise, and descriptive, indicating the
content presented.

Titles for tables are typically placed above the table, while titles for
figures are generally placed below the figure. The Chicago Manual of Style
provides detailed examples for various types of tables and figures, ensuring
clarity and uniformity.

Placement and Referencing

Ideally, tables and figures should be placed as close as possible to their
first mention in the text. If a table or figure is very long or complex, it
may be presented at the end of the manuscript or in an appendix, but it must
be clearly referenced in the main body of the text.

In the text, you will refer to tables and figures by their number, for
example, "as shown in Table III" or "see Figure 5." Ensure that every table
and figure included is referenced at least once in the text, and that all in-
text references correspond to an actual table or figure. CMOS also offers
guidance on formatting the content within tables and figures themselves,
including the use of lines, spacing, and notes.



Permissions and Copyright

If you are using any tables or figures that are not your original work, you
must obtain the necessary permissions from the copyright holder. Failure to
do so can lead to significant legal issues. CMOS provides advice on how to
handle copyright inquiries and properly acknowledge borrowed material within
your manuscript.

Submission Best Practices and Final Checks

Before submitting your manuscript, a thorough review process is essential to
ensure it meets all Chicago style requirements and publisher specifications.
This final stage can significantly enhance the professionalism of your
submission and streamline the editorial process.

Reviewing for Consistency

One of the most critical aspects of final preparation is reviewing your
manuscript for consistency. This applies not only to formatting but also to
content. Check that your use of headings, capitalization, punctuation, and
especially your citation style is uniform throughout the document.
Inconsistencies can distract editors and suggest a lack of attention to
detail.

Pay special attention to how you have handled abbreviations, hyphenation, and
the capitalization of titles. If you have used both footnotes/endnotes and a
bibliography, ensure that every note has a corresponding bibliography entry
and vice versa. If using the author-date system, verify that every in-text
citation appears in the reference list and that all references are cited in
the text.

Publisher-Specific Guidelines

While the Chicago Manual of Style provides a comprehensive set of guidelines,
individual publishers often have their own specific submission requirements.
These can include preferred file formats (e.g., Microsoft Word, PDF),
submission methods (e.g., online portal, email), and any additional
information they might need.

Always consult the "Instructions for Authors" or "Submission Guidelines"
section of the journal or press to which you are submitting. Deviating from
these specific instructions can lead to your manuscript being returned



without review. These guidelines might override or supplement general CMOS
recommendations, particularly concerning formatting details like line spacing
or the specific citation system to be used.

Proofreading and Editing

A meticulously proofread and edited manuscript is a hallmark of a
professional author. After you have ensured adherence to Chicago style and
publisher guidelines, engage in a rigorous proofreading process. This
involves checking for grammatical errors, spelling mistakes, typos, and any
remaining formatting issues.

Consider having a trusted colleague or a professional editor review your
manuscript. A fresh pair of eyes can often catch errors that the author may
have overlooked. The Chicago Manual of Style itself offers extensive guidance
on proofreading and copyediting, underscoring its importance in the scholarly
publishing process.

FAQ

Q: What is the primary purpose of the Chicago Manual
of Style for manuscript submission?

A: The primary purpose of the Chicago Manual of Style for manuscript
submission is to ensure clarity, consistency, and professionalism in academic
and scholarly works. It provides a standardized set of rules for grammar,
punctuation, citation, and formatting, making manuscripts easier for editors,
publishers, and readers to understand and evaluate.

Q: What are the two main citation systems offered by
the Chicago Manual of Style?

A: The Chicago Manual of Style offers two main citation systems: the notes-
bibliography system, which uses footnotes or endnotes for citations and a
bibliography at the end, and the author-date system, which uses in-text
parenthetical citations (author, year) and a reference list at the end.

Q: How should I choose between the notes-
bibliography system and the author-date system for



my manuscript?

A: The choice between the notes-bibliography and author-date systems
typically depends on the conventions of your academic discipline or the
specific requirements of the publisher or journal to which you are
submitting. Humanities fields often favor notes-bibliography, while social
sciences may prefer author-date. Always check publisher guidelines.

Q: What are the general formatting requirements for
a manuscript according to Chicago style?

A: General formatting requirements typically include 1-inch margins on all
sides, double-spacing for the main text, a standard 12-point font like Times
New Roman, and consecutive page numbering. Specifics may vary, so always
refer to the latest edition of CMOS and publisher guidelines.

Q: Do I need to get permission to use images or
tables from other sources in my manuscript?

A: Yes, if you are using any material, such as images, tables, or figures,
that is not your original work, you must obtain the necessary permissions
from the copyright holder. Proper citation and acknowledgment are also
required, but permission is a separate legal step.

Q: How should tables and figures be formatted and
referenced in a Chicago-style manuscript?

A: Tables and figures should be numbered separately and consecutively (e.qg.,
Table I, Figure 1). Titles should be clear and descriptive. Tables typically
have titles above them, and figures have titles below. They should be placed
near their first mention in the text and referenced using their numbers
(e.g., "as seen in Table II").

Q: What is the importance of a bibliography or
reference list in Chicago style?

A: The bibliography (for the notes-bibliography system) or reference list
(for the author-date system) is crucial for providing complete bibliographic
details of all sources cited in the manuscript. It allows readers to verify
information and explore the sources further, upholding academic integrity.

Q: Should I always follow the Chicago Manual of



Style exactly, or are there exceptions?

A: While the Chicago Manual of Style provides a comprehensive guide, always
prioritize the specific submission guidelines provided by the journal or
publisher. These guidelines may offer specific modifications or preferences
that supersede general CMOS rules for that particular submission.
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