
chicago style manual for manuscript
submission guidelines
The Chicago Style Manual for Manuscript Submission Guidelines is a critical resource for authors
aiming to publish their work in academic journals, books, and other scholarly publications. Adhering to
these precise requirements ensures your manuscript is taken seriously and processed efficiently by
publishers and editors. This comprehensive guide will delve into the core principles of Chicago style
for submission, covering everything from formatting essentials and citation practices to the nuances
of presenting your research. Understanding these rules is paramount for clear communication,
academic integrity, and ultimately, the successful publication of your scholarly endeavors. We will
explore the foundational elements of manuscript preparation, including how to structure your work,
manage your references, and present your findings in a polished, professional manner that aligns with
industry standards.
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Understanding the Basics of Chicago Style for
Manuscripts

The Chicago Manual of Style (CMOS) is a widely respected style guide that dictates conventions for
writing, editing, and citing in numerous fields, particularly in the humanities and social sciences.
When it comes to manuscript submission, understanding its principles is not merely a matter of
preference; it is a fundamental requirement for professional presentation. Authors who fail to adhere
to these guidelines risk rejection or significant delays, as editors often view submission as a test of an
author's readiness for scholarly publication.

The primary objective of employing a style manual like Chicago is to ensure consistency, clarity, and
ease of comprehension for readers and editors alike. This involves a standardized approach to
everything from punctuation and capitalization to the intricate details of bibliographic entries. For
manuscript submissions, the focus is on presenting the research or argument in a format that is both
aesthetically pleasing and structurally sound, allowing the content to shine without distraction.

Manuscript Formatting Essentials

Proper manuscript formatting is the first line of defense in presenting a professional submission.



Publishers and academic journals often have very specific requirements that must be met before a
manuscript is even sent out for peer review. These formatting guidelines are designed to make the
editor’s job easier and to ensure that the final published work will be uniform in appearance.

General Layout and Appearance

A clean and consistent layout is crucial. Most submission guidelines, following Chicago style, will
specify certain requirements regarding margins, line spacing, and font. Typically, this includes double-
spacing throughout the entire document, including quotations, notes, and the bibliography. This
provides ample space for editors to make annotations and corrections.

The font choice is also important. A standard, easily readable font such as Times New Roman or Arial,
usually in 12-point size, is preferred. The page margins should be generous, typically one inch on all
sides, to facilitate editing. Each new page should be numbered consecutively, usually starting with
the title page.

Title Page and Identifying Information

The title page should be clear and concise, containing the full title of the manuscript, the author's
name, and contact information. Some journals may also request an abstract, which is a brief summary
of the manuscript’s content. The abstract, like the main body, should adhere to the specified spacing
and font requirements.

It is also common practice to include a running head or title abbreviation at the top of each page,
though this can vary depending on the specific journal’s requirements. Always check the submission
guidelines for any unique specifications regarding the title page and its contents.

Chapter or Section Breaks

For longer works, such as books or dissertations, clear demarcation of chapters or major sections is
essential. Each new chapter or major section should typically begin on a new page. Headings and
subheadings should be formatted consistently to indicate the hierarchical structure of the content.
Chicago style offers flexibility in heading formatting, but consistency is key. For instance, major
headings might be centered and in bold, while subheadings might be left-aligned and italicized.

In-Text Citations and the Chicago Manual of Style

One of the most critical aspects of any scholarly submission is the accurate and consistent citation of
sources. The Chicago Manual of Style offers two primary systems for in-text citation: the notes and
bibliography system and the author-date system. For manuscript submissions, the choice between
these two often depends on the publisher’s preference, though the notes and bibliography system is



more common in historical and literary studies, while author-date is prevalent in the sciences and
social sciences.

The Notes and Bibliography System

In this system, sources are cited within the text using superscript Arabic numerals. These numerals
correspond to notes (either footnotes at the bottom of the page or endnotes at the end of the
manuscript) that provide the bibliographic information. The first time a source is cited, the note
includes full bibliographic details. Subsequent citations of the same source can be shortened, typically
including the author’s last name, a shortened title, and the page number.

This method allows for extensive commentary or digression within the notes themselves, which can
be beneficial for authors who wish to provide supplementary information without disrupting the flow
of the main text. However, it can also make the manuscript appear more cluttered if not managed
carefully.

The Author-Date System

The author-date system is generally more concise for in-text citation. Instead of notes, the author’s
last name and the year of publication are placed in parentheses within the text, often followed by the
specific page number. For example, (Smith 2020, 15). This system requires a corresponding reference
list at the end of the manuscript that provides full bibliographic details for all sources cited.

The author-date system is often favored for its efficiency in allowing readers to quickly locate the
source of information. It is particularly useful in fields where rapid access to source material is
important.

The Bibliography or Works Cited Page in Chicago Style

Regardless of which in-text citation system is used, a comprehensive list of all sources consulted and
cited in the manuscript is mandatory. In the notes and bibliography system, this is called a
Bibliography. In the author-date system, it is typically referred to as a Reference List or, in some
contexts, a Works Cited page.

Formatting the Bibliography

The bibliography is usually arranged alphabetically by the author’s last name. Each entry provides
complete bibliographic information, allowing readers to locate the original source. The formatting of
each entry is highly specific and depends on the type of source (book, journal article, website, etc.).
For example, a book entry in the notes and bibliography system typically includes the author's full
name, the title of the book in italics, the place of publication, the publisher, and the year of



publication.

The Chicago Manual of Style provides detailed examples for a vast array of source types. It is
imperative to consult the latest edition of the manual to ensure all entries are formatted correctly.
Consistency in formatting each entry is paramount. Even minor deviations can signal a lack of
attention to detail.

Key Elements of a Bibliography Entry

A typical bibliography entry will include the following core elements:

Author's name (last name, first name)

Title of the work (italicized for books and journals, in quotation marks for articles and chapters)

Publication details (publisher, year, journal volume and issue, page numbers)

For online sources, the URL and access date

The indentation and punctuation within each entry are also strictly defined. For instance, author’s
names are often inverted (Last Name, First Name), and publication information is punctuated with
commas and periods in specific sequences.

Special Considerations for Chicago Style Submissions

Beyond the general formatting and citation rules, several other aspects of manuscript preparation are
vital for a successful submission according to Chicago style guidelines. These often pertain to the
precise way information is presented to ensure maximum clarity and adherence to scholarly
conventions.

Handling of Quotations

Chicago style has specific rules for incorporating direct quotations into your text. Short quotations
(typically under 40 words) are usually integrated into the main body of the text, enclosed in double
quotation marks. Longer quotations, often referred to as block quotations, are set off from the main
text as a separate paragraph, indented from the left margin, and typically single-spaced without
quotation marks. The exact word count threshold for block quotations can vary slightly depending on
specific journal guidelines.

It is crucial to ensure that all quotations are accurately transcribed from the original source and that
the citation for each quotation is correct, including the page number. Any alterations to a quotation,



such as omitting words or adding explanatory text, must be clearly indicated using ellipsis points or
square brackets, respectively.

Use of Abbreviations and Acronyms

Abbreviations and acronyms should be used judiciously. When an abbreviation or acronym is first
introduced, it should be spelled out in full, followed by the abbreviation in parentheses. For example:
“The National Aeronautics and Space Administration (NASA) announced…” Subsequent uses can then
employ the abbreviation. Consistency in the use of abbreviations throughout the manuscript is
essential to avoid reader confusion.

Certain standard abbreviations, such as those for units of measurement or commonly used academic
terms, may not require full spelling out on first use, but this should always be checked against the
specific style manual and journal guidelines.

Tables, Figures, and Appendices

The presentation of supplementary materials like tables, figures, and appendices also falls under the
purview of Chicago style submission guidelines. These elements should be clear, well-labeled, and
properly integrated or referenced within the main text.

Formatting Tables

Tables are used to present data in a structured, organized manner. Each table should have a clear,
descriptive title, usually placed above the table. Column and row headings should be concise and
informative. Chicago style generally recommends avoiding vertical lines within tables and using
horizontal lines sparingly to separate the header row from the data and to mark the end of the table.
Data within tables should be aligned for clarity, often centered or right-aligned depending on the
content.

Each table should be referenced in the main text, typically with a phrase like "As shown in Table 1..."
or "Table 1 illustrates...".

Formatting Figures

Figures can include charts, graphs, images, and illustrations. Like tables, each figure should have a
descriptive title, usually placed below the figure. For images and illustrations, a caption providing
context and citation information is often required. If the figure is not original, proper attribution must
be provided, citing the original source in the caption and, if necessary, in the bibliography.



Figures should also be referenced in the text using phrases such as "Figure 1 depicts..."

Structuring Appendices

Appendices are used for supplementary material that is too extensive or detailed to be included in the
main body of the text but is important for the reader's understanding. Each appendix should be
clearly labeled, usually with consecutive letters (Appendix A, Appendix B, etc.) or numbers. Each
appendix should begin on a new page and have a descriptive title.

Appendices can contain raw data, extensive bibliographies, interview transcripts, or other relevant
documents that support the main argument of the manuscript. They should be referenced in the main
text where appropriate.

Final Checks Before Submission

Before submitting your manuscript, a thorough final review is indispensable. This stage ensures that
all aspects of your work meet the Chicago style manual for manuscript submission guidelines and the
specific requirements of the publisher or journal. A meticulously prepared manuscript demonstrates
professionalism and respect for the editorial process.

Pay close attention to consistency. Are your in-text citations formatted identically throughout? Is your
bibliography entry style uniform for all sources of the same type? Are headings and subheadings
applied with consistent formatting? These details, while seemingly minor, collectively contribute to
the overall quality and readability of your work. A final read-through specifically for typographical
errors, grammatical mistakes, and punctuation errors is also critical. Enlisting a colleague or
professional editor for a final proofread can often catch errors that the author might overlook.

Reviewing Publisher-Specific Guidelines

While the Chicago Manual of Style provides a comprehensive framework, it is essential to always
consult the specific submission guidelines provided by the journal or publisher. These guidelines may
contain modifications or additions to standard Chicago style. For instance, a journal might prefer the
author-date system even if Chicago generally favors notes, or it might have specific requirements for
how digital sources are cited. Overlooking these specific instructions is a common pitfall that can lead
to rejection.

Therefore, make it a practice to download and carefully read the author guidelines for each
submission. Keep these guidelines readily accessible as you complete your manuscript and during
your final review process. This diligence ensures your manuscript is not only compliant with a major
style guide but also perfectly tailored for its intended destination.



The Importance of Proofreading and Editing

The final proofreading stage is not merely about correcting typos; it is about refining the entire
manuscript for clarity, coherence, and accuracy. This includes checking that all references are
accurate, that tables and figures are correctly numbered and labeled, and that the overall flow of your
argument is logical and persuasive. A well-edited manuscript is a testament to your commitment to
producing high-quality scholarly work.

Consider a multi-stage editing process: an initial edit for content and structure, followed by a copyedit
for grammar, punctuation, and style consistency, and finally, a proofread for any remaining errors.
This layered approach significantly increases the chances of a polished final product that aligns with
all expectations for manuscript submission.

FAQ

Q: What is the primary difference between the notes and
bibliography system and the author-date system in Chicago
style?
A: The primary difference lies in how sources are cited within the text. The notes and bibliography
system uses superscript numbers in the text that correspond to footnotes or endnotes, while the
author-date system uses parenthetical citations containing the author’s last name and the year of
publication directly within the text. Both systems require a comprehensive list of sources at the end of
the manuscript.

Q: When submitting a manuscript, should I use footnotes or
endnotes in the notes and bibliography system?
A: This often depends on the publisher’s specific guidelines. While Chicago style allows for both, some
journals or publishers may prefer one over the other. Always check the submission instructions.
Endnotes are often preferred for manuscript submissions as they keep the main text cleaner and can
be easier for editors to manage.

Q: How do I format a block quotation in Chicago style for
manuscript submission?
A: Block quotations, typically longer than 40 words, should be set off from the main text as a new
paragraph. They are indented from the left margin (usually 0.5 inches) and are typically single-
spaced. Quotation marks are generally not used for block quotations. The citation follows the block
quotation.



Q: What is the standard font and spacing required for Chicago
style manuscript submissions?
A: The standard practice for Chicago style manuscript submissions is to use a 12-point, easily
readable font such as Times New Roman or Arial, with double-spacing throughout the entire
document. This includes the main text, quotations, notes, and the bibliography, allowing ample space
for editorial comments.

Q: If I am citing a source that I found online, how should I
format it in my bibliography according to Chicago style?
A: For online sources, Chicago style requires you to provide as much information as possible,
including the author (if available), the title of the specific page or document, the name of the website,
the publication or update date (if available), and the URL. It is also recommended to include the date
you accessed the material.

Q: What is the purpose of an abstract in a manuscript
submission, and how is it formatted in Chicago style?
A: An abstract is a concise summary of your manuscript’s main points, methodology, findings, and
conclusions. It typically appears at the beginning of the manuscript, before the introduction. Chicago
style generally requires the abstract to follow the same font and spacing rules as the main body of the
text, usually double-spaced.

Q: Should I include my name and contact information on every
page of the manuscript?
A: Generally, your full name and contact information are provided on the title page. Some journals
may request a running head or a shortened title on subsequent pages for easier identification, but
your complete contact details are usually confined to the title page. Always verify the specific
requirements of the publisher.

Q: What are the rules for using abbreviations and acronyms
when submitting a manuscript in Chicago style?
A: When using an abbreviation or acronym for the first time in your manuscript, it should be spelled
out in full, with the abbreviation in parentheses immediately following. For example, “The American
Psychological Association (APA).” Subsequent uses can then employ the abbreviation. Consistent
usage is key.

Q: Is it acceptable to modify a direct quotation from a source
when using the Chicago style manual for manuscript



submission guidelines?
A: Yes, but only with proper notation. If you omit words from a quotation, use an ellipsis (…). If you
add explanatory words or phrases, enclose them in square brackets [ ]. These notations ensure
transparency and maintain the integrity of the original text while adapting it to your needs.

Q: What is the significance of checking publisher-specific
guidelines in addition to the Chicago Manual of Style?
A: Publisher-specific guidelines are crucial because they may contain modifications, additions, or
specific preferences that override or supplement the general rules of the Chicago Manual of Style.
Adhering to these unique requirements ensures your manuscript meets the exact expectations of the
intended journal or publisher, increasing its chances of acceptance.
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