
chicago style manuscript preparation for
academic journals
chicago style manuscript preparation for academic journals requires meticulous attention to detail
and adherence to established guidelines. This comprehensive guide delves into the intricacies of
formatting, citation, and overall structure essential for scholarly submissions. Understanding these
requirements is paramount for researchers aiming to publish their work in reputable academic
venues. We will cover everything from the foundational elements of manuscript layout to the
nuanced application of the Chicago Manual of Style for footnotes, endnotes, and bibliography
construction. Furthermore, this article will explore best practices for ensuring clarity, consistency,
and professional presentation of your academic work. Mastering these aspects will significantly
increase your manuscript's chances of acceptance.
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Understanding the Chicago Manual of Style

The Chicago Manual of Style (CMOS) is a widely adopted style guide in academia, particularly in the
humanities and some social sciences. It provides a comprehensive framework for manuscript
preparation, ensuring consistency and clarity in scholarly communication. For those preparing a
manuscript for academic journals, understanding the core principles of CMOS is the foundational
step. This manual covers a vast array of topics, from punctuation and grammar to the intricacies of
citation and manuscript formatting. Journal editors and peer reviewers expect submissions to align
with their specific stylistic preferences, which are often rooted in or heavily influenced by CMOS.

It is crucial to recognize that while CMOS offers two primary citation systems—notes and
bibliography, and author-date—individual journals will typically specify which system they prefer.
Failing to adhere to the journal's chosen system can lead to immediate rejection, regardless of the
research's quality. Therefore, the first step in preparing your Chicago style manuscript is to consult
the target journal's author guidelines. These guidelines will usually indicate whether they follow
CMOS and, if so, which of the two systems is mandated.

The Importance of Style Guides in Academia

Style guides like the Chicago Manual of Style serve as the bedrock of academic integrity and clear



communication. They establish a common language and set of conventions that allow scholars to
present their research in a standardized and easily understandable manner. Without such
guidelines, scholarly discourse would become fragmented, making it difficult to compare findings,
verify sources, and build upon existing knowledge. The consistent application of a style guide
demonstrates a researcher's attention to detail and respect for the established norms of their field.

Navigating the Latest Edition of CMOS

The Chicago Manual of Style is periodically updated to reflect evolving publishing practices and
linguistic changes. As of its latest editions, it offers updated guidance on digital citations,
accessibility, and a host of other contemporary issues. It is imperative for authors to consult the
most current edition of CMOS relevant to their submission. Relying on outdated versions can lead to
inconsistencies and may be perceived as a lack of professional diligence. Universities and academic
institutions often provide access to the latest CMOS, and many journals will explicitly reference the
edition they expect authors to follow.

Essential Manuscript Formatting Guidelines

Beyond citation styles, the Chicago Manual of Style offers detailed recommendations for the overall
formatting of a manuscript. These guidelines ensure a professional and reader-friendly presentation,
allowing editors and reviewers to focus on the content rather than struggling with presentation
issues. Proper formatting is not merely aesthetic; it contributes to the legibility and clarity of your
research. Adhering to these standards from the outset can save considerable time and effort during
the revision process.

Page Layout and Margins

Standard manuscript formatting under CMOS typically involves specific margins and page
numbering conventions. While journals may have their own adjustments, a general rule of thumb is
to maintain one-inch margins on all sides of the document. This provides ample space for
annotations and ensures the text is not cramped. Page numbers are usually placed in the header,
typically aligned to the right, and should begin with the first page of the manuscript (or the first
page of the main text, depending on journal preference).

Font Choice and Line Spacing

For readability, CMOS generally recommends a legible, standard font such as Times New Roman or
Arial, usually in a 12-point size. Double-spacing is a near-universal requirement for academic
manuscripts, including the text, block quotations, footnotes, and bibliography entries. This spacing
allows for clear differentiation of text and provides space for editorial comments. Some journals may
specify single-spacing for certain elements like abstracts or footnotes, so always check the specific
journal's guidelines.



Structuring Your Manuscript: Title Page, Abstract, and Body

A typical Chicago style manuscript for journal submission will include a title page with the
manuscript title, author's name, affiliation, and contact information. This is followed by an abstract,
a concise summary of the research. The main body of the manuscript then follows, organized into
logical sections with appropriate headings and subheadings. These headings should be clear,
informative, and consistently formatted according to CMOS or the journal's specific instructions.
Block quotations, which are long quotations set off from the main text, should be indented and
single-spaced, without quotation marks.

Citation Styles: Notes and Bibliography vs. Author-Date

The Chicago Manual of Style offers two distinct citation systems, and understanding their
differences and when to use each is critical for journal submissions. The choice between the "notes
and bibliography" system and the "author-date" system is almost always dictated by the target
journal. Both systems aim to provide readers with the necessary information to locate the sources
cited in the text.

The Notes and Bibliography System

The notes and bibliography system, often preferred in the humanities, uses numbered footnotes or
endnotes to cite sources. A superscript numeral is placed in the text immediately after the material
being cited. The corresponding note, containing full bibliographic information on the first mention of
a source and a shortened form thereafter, appears at the bottom of the page (footnote) or at the end
of the manuscript (endnote). This system also requires a comprehensive bibliography at the end of
the manuscript, listing all sources consulted, alphabetized by author's last name.

The Author-Date System

The author-date system, more common in the social sciences and sciences, uses parenthetical
citations within the text. This typically includes the author's last name and the year of publication,
often followed by a page number (e.g., Smith 2020, 45). Like the notes and bibliography system, this
method also necessitates a reference list at the end of the manuscript that includes all cited sources,
alphabetized by author's last name. The reference list entries are usually more detailed than those in
a bibliography to compensate for the brevity of the in-text citations.

Choosing the Right System for Your Journal

As mentioned, the journal's submission guidelines are the definitive authority on which citation
system to use. Deviating from the specified system is a common error that can undermine an
otherwise strong manuscript. If the journal does not explicitly state a preference, it is advisable to



err on the side of caution and consult their editorial board or review recent publications from the
journal to discern their prevailing practice. Consistency within your chosen system is paramount.

Crafting Accurate Footnotes and Endnotes

When preparing a manuscript for a journal that employs the notes and bibliography system,
accuracy in footnotes and endnotes is paramount. These notes serve to provide attribution, offer
supplementary information, or make brief commentaries without disrupting the flow of the main
text. Each note must be meticulously constructed according to CMOS specifications, which include
specific formatting for books, articles, websites, and other source types.

Formatting First Citations in Notes

The first time a source is cited in a note, CMOS requires a full bibliographic citation. For a book, this
typically includes the author's full name, title (italicized), publisher, publication year, and relevant
page number(s). For an article, it would include the author's name, article title (in quotation marks),
journal title (italicized), volume and issue numbers, publication year, and page numbers. For
example:

John Smith, The History of Chicago (Chicago: University of Chicago Press, 2018), 75.

Jane Doe, "Urban Planning in the Midwest," Journal of Urban Studies 45, no. 2 (2019): 112.

Subsequent Citations in Notes

After the initial full citation, subsequent references to the same source are shortened. This typically
involves the author's last name, a shortened title if necessary (especially if citing multiple works by
the same author), and the page number. For example:

Smith, History of Chicago, 102.

Doe, "Urban Planning," 115.

If only one work by a specific author is cited, the author's last name and page number suffice for
subsequent citations.

The Use of "Ibid." and "Op. Cit."

While the use of "Ibid." (meaning "in the same place") and "Op. Cit." (meaning "in the work cited") is



traditional in some academic writing, CMOS has moved away from their extensive use in favor of
shortened citations. "Ibid." can be used when citing the immediately preceding source at the same
page number. However, CMOS generally prefers consistent use of shortened citations, even for
consecutive references, to avoid ambiguity and ensure clarity, especially in digital formats.

Developing a Comprehensive Bibliography

Whether you are using the notes and bibliography system or the author-date system, a well-
constructed bibliography or reference list is an indispensable component of your Chicago style
manuscript preparation. This section provides a complete alphabetical listing of all the sources you
have cited in your work, enabling readers to verify your research and explore the topic further. The
formatting of entries in a bibliography is precise and follows specific rules outlined in the Chicago
Manual of Style.

Entry Structure for Books

Bibliography entries for books typically include the author's full name (last name first), the full title
of the book (italicized), publication information (city of publication and publisher), and the year of
publication. If there are multiple authors or editors, CMOS provides specific guidelines for how to
list them. For example:

Smith, John. The History of Chicago. Chicago: University of Chicago Press, 2018.

Entry Structure for Journal Articles

For journal articles, the bibliography entry includes the author's name, the title of the article (in
quotation marks), the name of the journal (italicized), the volume and issue numbers, the year of
publication, and the page range of the article. For example:

Doe, Jane. "Urban Planning in the Midwest." Journal of Urban Studies 45, no. 2 (2019):
110–130.

Formatting Online Sources

As digital resources become more prevalent, CMOS provides detailed instructions for citing online
materials. This typically involves including the author's name, title of the page or document (in
quotation marks if it's an article or section), the website name (italicized), the publication date or
last update date if available, and the URL. A retrieval date is also often included, especially for



sources that may change or disappear. For example:

National Archives. "Records of the Bureau of Indian Affairs." Accessed May 15, 2023.
http://www.archives.gov/publications/finding-aids/bureau-of-indian-affairs.html.

Specific Requirements for Different Journal Types

While the Chicago Manual of Style provides a robust framework, academic journals often implement
their own specific modifications and additional requirements. These can range from minor
formatting preferences to significant deviations from standard CMOS practice. Therefore,
understanding and meticulously following the author guidelines of the target journal is as crucial as
mastering the CMOS itself.

Variations in Citation Preferences

Some journals might prefer a modified version of the notes and bibliography system, perhaps
requiring only endnotes instead of footnotes, or they might have specific rules for abbreviating
journal titles. Similarly, journals using the author-date system might have particular conventions for
how to handle multiple authors or works published in the same year. Always verify these nuances.

Manuscript Length and Structure

Journals often impose strict limits on manuscript length, including the word count for the main text,
abstract, and even the number of figures and tables. They may also have preferred structures for
certain types of articles, such as review articles or theoretical pieces. The submission guidelines will
detail these requirements, and adhering to them is essential for the review process.

Inclusion of Figures and Tables

When your manuscript includes figures, tables, or other visual elements, journals will have specific
instructions on how to format and submit them. This often involves providing high-resolution images
separately from the main text, with clear captions and legends formatted according to the journal's
style. Chicago style dictates how these elements are referenced within the text and how their
captions should be structured.

Common Pitfalls to Avoid in Chicago Style Manuscript



Preparation

Even experienced scholars can fall prey to common errors when preparing manuscripts in Chicago
style for academic journals. Awareness of these pitfalls can help researchers avoid costly mistakes
that might delay or prevent publication. Many of these errors stem from a lack of attention to detail
or a failure to consult specific journal instructions.

Inconsistent Application of Style Rules

Perhaps the most frequent error is the inconsistent application of CMOS rules. This can manifest in
varying citation formats within the same document, inconsistent capitalization of titles, or
fluctuating use of italics. Every element, from the first word to the last, must adhere to the chosen
style guide. This includes ensuring that all instances of a particular element are formatted
identically.

Incorrect Citation Formatting

Errors in citation formatting are particularly detrimental. This includes missing punctuation,
incorrect order of elements, improper use of italics or quotation marks, and incorrect page number
specifications. Even minor deviations can be flagged by reviewers or editorial staff, signaling a lack
of carefulness.

Ignoring Journal-Specific Guidelines

As emphasized throughout this guide, neglecting the specific author guidelines provided by the
target journal is a critical mistake. Journals often have unique formatting requirements, submission
portals, and review processes that must be followed precisely. These guidelines are not suggestions;
they are mandatory requirements for submission.

Lack of Proofreading and Editing

Before submission, thorough proofreading and editing are non-negotiable. This includes checking for
grammatical errors, typos, and stylistic inconsistencies. Beyond self-editing, seeking feedback from
colleagues or professional editors can help identify errors that may have been overlooked. A
polished manuscript reflects a commitment to scholarly rigor.

Finalizing Your Manuscript for Submission



The final stage of Chicago style manuscript preparation involves a rigorous review and finalization
process. This is where all the elements of your meticulous work come together, ensuring that your
submission is not only content-rich but also impeccably presented and compliant with all stipulated
requirements. A well-prepared manuscript signals professionalism and respect for the editorial
process, significantly enhancing its chances of a positive reception.

Before hitting the submit button, perform a final read-through specifically looking for adherence to
all Chicago style guidelines and the journal's specific instructions. Check that all footnotes or
endnotes correspond correctly to their in-text numbers and that the bibliography or reference list is
complete and accurately formatted. Pay close attention to the proper use of italics, quotation marks,
and capitalization. Ensure that any tables or figures are correctly labeled, numbered, and referenced
in the text.

It is also wise to confirm that all metadata required by the journal's submission system is accurate
and complete. This includes author affiliations, contact information, and keywords. A clean,
consistent, and correctly formatted manuscript not only makes the reviewer's job easier but also
demonstrates your commitment to producing high-quality scholarship. The effort invested in
meticulous Chicago style manuscript preparation will ultimately serve to elevate the impact and
reception of your academic work.

FAQ Section

Q: What is the primary difference between the Chicago notes
and bibliography system and the author-date system?
A: The primary difference lies in how sources are cited within the text. The notes and bibliography
system uses numbered footnotes or endnotes to provide source information and requires a separate
bibliography at the end. The author-date system uses in-text parenthetical citations (author's last
name and year) and requires a reference list at the end.

Q: How do I determine which Chicago style citation system my
target journal uses?
A: Always consult the journal's official "Author Guidelines" or "Submission Instructions." These
documents will explicitly state their preferred citation style. If it's not clear, review recently
published articles in the journal to observe their citation practices.

Q: Are there specific rules for formatting block quotations in
Chicago style?
A: Yes, block quotations are typically indented from the left margin (usually 0.5 inches), single-
spaced, and do not use quotation marks around the entire quoted passage. They should be
introduced by a colon or a complete sentence.



Q: What is the recommended font and spacing for a Chicago
style manuscript submitted to a journal?
A: Generally, a 12-point font (like Times New Roman or Arial) and double-spacing for the entire
manuscript (including notes and bibliography) are recommended. However, always verify with the
journal's specific guidelines, as some may prefer single-spacing for abstracts or notes.

Q: How should I handle multiple works by the same author in
a Chicago style bibliography?
A: In the bibliography, multiple works by the same author are listed alphabetically by title. For
subsequent entries by the same author after the first, the author's name is replaced by a long dash
(—) followed by a period, and then the title.

Q: What is the purpose of the abstract in a Chicago style
manuscript for journal submission?
A: The abstract is a brief summary (typically 150-250 words) of your manuscript's main research
question, methodology, findings, and conclusions. It helps editors and readers quickly understand
the essence of your work.

Q: Can I use "Ibid." and "Op. Cit." in my Chicago style
footnotes/endnotes for journal submission?
A: While traditionally used, the Chicago Manual of Style increasingly favors shortened citations for
subsequent references. Many journals also prefer consistent use of shortened citations to avoid
ambiguity. Always check the journal's specific preference.

Q: How detailed should my bibliography entries be?
A: Bibliography entries must be complete and accurate, providing all necessary information for
readers to locate the source. This includes author names, full titles, publication details, and page
ranges where applicable, all formatted according to CMOS rules.

Q: What are common formatting errors to avoid when
preparing a manuscript?
A: Common errors include inconsistent application of style rules, incorrect citation formatting
(missing punctuation, wrong order of elements), ignoring journal-specific guidelines, and failing to
proofread thoroughly for typos and grammatical mistakes.



Q: When preparing a manuscript for submission, should I
include my contact information on the title page?
A: Yes, the title page typically includes the manuscript title, author's full name, institutional
affiliation, and complete contact information (email address and often a mailing address). Some
journals may have specific requirements for this information.
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