chicago style manuscript submission
checklist

chicago style manuscript submission checklist: Navigating the publication process requires meticulous
attention to detail, and adhering to the Chicago Manual of Style (CMOS) for manuscript submissions is
paramount for academic and scholarly authors. This comprehensive guide will equip you with a
detailed checklist, covering everything from formatting nuances to citation standards, ensuring your
work meets the rigorous expectations of publishers. Understanding these requirements upfront can
significantly streamline the submission process, minimizing the chances of rejection due to
preventable errors. We will delve into the intricacies of preparing your manuscript, from the initial title
page to the final index, providing actionable advice for each step. Mastering the Chicago style
manuscript submission checklist is not merely about following rules; it’s about presenting your
research with clarity, professionalism, and integrity.
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Understanding the Chicago Manual of Style

The Chicago Manual of Style (CMOS) is a widely respected style guide that governs the presentation
of academic and scholarly works. It provides comprehensive guidelines for manuscript preparation,
ensuring consistency and clarity across different disciplines. Understanding its fundamental principles
is the first step in successfully navigating a Chicago style manuscript submission.

CMOS offers two main systems for documentation: the Notes and Bibliography system and the
Author-Date system. The choice between these typically depends on the discipline and the specific
publisher's requirements. The Notes and Bibliography system is more common in the humanities,
while the Author-Date system is prevalent in the sciences and social sciences. Familiarizing yourself
with the preferred system outlined by your target publisher is crucial.

Choosing the Right Documentation System

The decision between the Notes and Bibliography system and the Author-Date system is a critical
one. The Notes and Bibliography system uses footnotes or endnotes to cite sources, accompanied by
a comprehensive bibliography at the end of the work. This method allows for more detailed



commentary within the notes themselves. The Author-Date system, on the other hand, uses in-text
citations consisting of the author's last name and the year of publication, with a corresponding
reference list at the end.

Publishers will often specify which system they prefer, so always consult their submission guidelines.
If no preference is stated, consider the conventions of your field. The author-date system can be more
efficient for disciplines with extensive citations, as it keeps the text cleaner. Conversely, the notes
and bibliography system can be advantageous for works requiring extensive explanatory notes or
engaging with primary source material in detail.

Key Principles of CMOS

Beyond the documentation systems, CMOS emphasizes clarity, consistency, and precision in writing.
It addresses aspects such as punctuation, capitalization, spelling, and the use of numbers. A strong
grasp of these core principles ensures that your manuscript is not only correctly formatted but also
easy for your readers to understand and engage with.

Pay close attention to CMOS guidelines on hyphenation, the use of serial commas, and the treatment
of foreign words or phrases. Consistency is key; once you establish a style for a particular element,
such as the capitalization of job titles, maintain it throughout the manuscript. This meticulousness
demonstrates a professional approach to your work and respects the reader's experience.

Essential Manuscript Formatting

Proper manuscript formatting is the bedrock of a professional submission. Publishers expect
manuscripts to be presented in a clean, organized, and easily readable format. Deviating from
standard formatting can lead to a manuscript being returned for revisions before it even reaches an
editor, delaying the publication process.

This section will cover the foundational formatting elements that are universally expected in
academic and scholarly submissions, regardless of the specific content. Adhering to these standards
showcases your professionalism and makes the editorial process smoother for everyone involved.

Typographical Standards

The choice of font and font size plays a significant role in manuscript readability. Generally, a
standard, easily readable font such as Times New Roman or Arial in 12-point size is recommended.
Double-spacing is also a standard requirement for the main body of the text, allowing ample space for
editors to make annotations.

Margins are another crucial element. Standard 1-inch margins on all sides (top, bottom, left, and
right) are typically expected. This provides sufficient space for page numbering, headers, and editor’s



notes. Ensure that page numbers are consistently placed, usually in the upper right-hand corner of
each page, starting from the title page.

Spacing and Indentation

Consistent spacing and indentation are vital for manuscript clarity. The main body of the text should
be double-spaced, with an additional space between paragraphs, not just indents. This visual
separation aids readability and provides space for editorial comments. Each new paragraph should be
indented, typically by 0.5 inches or one standard tab stop.

Avoid excessive spacing between words or sentences. Use a single space after periods at the end of
sentences. The use of extra line breaks between paragraphs should be avoided unless specifically
requested by the publisher. Consistent application of these spacing rules makes the manuscript
visually appealing and easy to scan.

Page Numbering and Headers

Accurate and consistent page numbering is essential for any manuscript. Typically, page numbers are
placed in the upper right-hand corner of each page. The title page is usually counted as page 1 but
may not display a number. All subsequent pages, including the bibliography and appendices, should
be sequentially numbered.

Some publishers may request headers or running heads, which are short titles that appear at the top
of each page. If required, ensure these are concise and consistently formatted according to the
publisher's specifications. This helps readers orient themselves within the document, especially in
longer works.

Title Page Requirements

The title page is the first impression your manuscript makes on a publisher or editor. It must be clear,
concise, and contain all the necessary identifying information. Failure to adhere to specific title page

requirements can lead to immediate rejection or a request for resubmission, even before the content
is reviewed.

This section details the components typically expected on a title page for a Chicago style manuscript
submission, ensuring you present your work professionally from the outset.

Essential Information

The title page must clearly display the full title of the manuscript. This should be followed by the



author's name, spelled precisely as they wish it to appear. The author's affiliation, such as their
university or institution, and their contact information (email address and phone number) are also
crucial.

Some publishers may also request a word count for the manuscript. It is always best to check the
specific submission guidelines to confirm all required elements. Ensuring this information is accurate
and readily accessible makes it easier for the publisher to process your submission.

Formatting the Title

The title of your manuscript should be prominently displayed on the title page, usually centered and
in a larger font size or bolded to distinguish it from other information. Avoid using all capital letters
unless it is part of a specific stylistic choice for the title itself. Subtitles, if any, should be clearly
separated from the main title, often by a colon.

Consider the impact of your title. It should be informative, engaging, and accurately reflect the
content of your work. While CMOS offers guidance on capitalization within titles (e.qg., title case),
always verify if the publisher has a specific preference for title formatting.

Abstract and Introduction Preparation

The abstract and introduction serve as vital gateways to your manuscript. The abstract provides a
concise overview of your research, while the introduction sets the stage, outlines your argument, and
guides the reader through your work. Both require careful crafting to effectively communicate the
essence of your scholarship.

This section focuses on preparing these critical components according to Chicago style guidelines,
ensuring they are both informative and compelling for potential readers and editors.

Crafting an Effective Abstract

An abstract is a brief summary of your entire manuscript, typically ranging from 150 to 250 words,
though this can vary by publisher. It should include the main research question, methodology, key
findings, and conclusions. The abstract needs to be self-contained and understandable without
referring to the main text.

Ensure your abstract is written in clear, concise language and accurately reflects the scope and
significance of your research. Avoid jargon where possible, or provide brief explanations if necessary.
It should pique the reader's interest and encourage them to delve deeper into your work.



Structuring the Introduction

The introduction of your manuscript should clearly state the purpose of your research, provide
necessary background information, and outline the scope of your study. It should also present your
thesis or main argument and briefly describe how you will approach the topic and what the reader can
expect in the subsequent chapters or sections.

A strong introduction effectively hooks the reader, establishes the significance of your research, and
provides a roadmap for the rest of the manuscript. It should clearly articulate the problem you are
addressing and the contribution your work makes to the existing body of knowledge in your field.

Body of the Manuscript Formatting

The body of your manuscript is where your research and arguments unfold. Meticulous formatting
here ensures that your ideas are presented logically and clearly, making it easy for readers to follow
your narrative and engage with your evidence. Consistent application of Chicago style throughout this
section is paramount.

This part of the checklist focuses on the detailed formatting requirements for the main content of your
manuscript, from chapter organization to stylistic nuances.

Chapter and Section Headings

Organizing your manuscript into chapters or sections with clear headings is crucial for structure and
readability. CMOS provides guidance on the hierarchical use of headings and subheadings. Typically,
main chapter titles are centered, while subheadings are left-aligned and may be styled differently
(e.g., bolded or italicized) to denote their level of importance.

Ensure a logical progression of your argument through these headings. Consistency in formatting all
headings of the same level is vital. This visual hierarchy helps readers navigate your work and
understand the structure of your argument.

Textual Elements and Punctuation

Beyond basic paragraph formatting, CMOS offers detailed guidance on various textual elements,
including the use of quotation marks, italics, and special characters. For instance, CMOS typically
prefers straight quotation marks over “curly” ones unless specifically dealing with typographic design.
It also provides clear rules for when to italicize foreign words or titles of works.

Pay close attention to punctuation rules, especially concerning commas, semicolons, and hyphens.
For example, CMOS recommends the serial comma (the comma before "and" or "or" in a list of three



or more items) for clarity. Adhering strictly to these conventions ensures that your prose is polished
and professional.

Handling Quotations

The correct incorporation of direct quotations is a key aspect of academic writing. CMOS provides
specific rules for integrating short quotations (typically four lines or fewer) into the text, using
quotation marks. For longer quotations (block quotes), they should be set off from the main text,
indented, and without quotation marks.

Ensure that all quotations are accurately transcribed and that the source is correctly cited according
to the chosen documentation system. Proper handling of quotations demonstrates your careful
engagement with source material and avoids plagiarism.

Citation and Referencing Standards

Accurate and consistent citation is non-negotiable in academic publishing. The Chicago Manual of
Style provides detailed guidelines for both in-text citations and bibliographical entries. Mastering
these standards is crucial for avoiding accusations of plagiarism and for crediting the work of others

properly.

This section will detail the requirements for both the Notes and Bibliography system and the Author-
Date system, ensuring your references are impeccable.

Notes and Bibliography System

When using the Notes and Bibliography system, each piece of information or idea taken from another
source is indicated by a superscript number in the text. These numbers correspond to notes
(footnotes or endnotes) that provide the full citation information. A comprehensive bibliography listing
all cited sources alphabetically by author's last name is also required at the end of the manuscript.

CMOS specifies the exact format for notes and bibliography entries for various source types, including
books, journal articles, websites, and more. Consistency in the details of each entry—author names,
titles, publication dates, page numbers, and publisher information—is essential.

Author-Date System

In the Author-Date system, in-text citations consist of the author's last name, the year of publication,
and sometimes the page number in parentheses (e.g., (Smith 2020, 15)). This is followed by a
reference list at the end of the manuscript, which includes all cited sources alphabetized by the



author's last name. Each entry in the reference list typically includes the author's name, year of
publication, title, and publication information.

Similar to the Notes and Bibliography system, CMOS dictates the precise formatting for each type of
source in the reference list. The key is to ensure that every in-text citation has a corresponding entry
in the reference list and vice versa, and that the formatting is uniform.

Consistency in Referencing

Regardless of the system chosen, consistency is the most critical aspect of citation. Ensure that every
detail—from the spelling of an author's name to the punctuation in an entry—is rendered identically
across all citations and references. Minor inconsistencies can create an impression of carelessness.

Many authors find it helpful to use citation management software, but it is imperative to review and
correct any automated entries to ensure they perfectly align with CMOS requirements. Publishers
often have specific formatting preferences, so always cross-reference your work with their submission
guidelines.

Tables and Figures Guidelines

Visual elements such as tables and figures are crucial for presenting data and complex information
effectively. Chicago style provides specific guidelines for their formatting and integration into your
manuscript to ensure clarity and professionalism.

Adhering to these guidelines will make your visual aids accessible and enhance the overall
presentation of your research.

Formatting Tables

Tables should be clearly labeled with a number (e.g., Table 1) and a descriptive title. The table itself
should be organized with clear headings for columns and rows. Avoid using excessive lines or shading
within tables unless it significantly aids comprehension. CMOS generally recommends minimizing
internal lines.

Ensure that all data presented in tables is accurate and consistent with the text. Each table should be
referenced in the main body of your manuscript, guiding the reader's attention to it and explaining its
significance.

Formatting Figures



Figures, which include charts, graphs, images, and illustrations, should also be clearly numbered and
titled. Each figure should have a caption that explains its content and relevance. Like tables, figures
must be referred to in the text.

Pay attention to the resolution and quality of images. Publishers often require figures to be submitted
as separate, high-resolution files. Ensure that any text within figures is legible and that all elements
are clearly distinguishable. For image permissions, ensure you have obtained the necessary rights if
the image is not your own original creation.

Appendices and Supplementary Material

Appendices are used to include supplementary material that is too lengthy or detailed for the main
body of the manuscript but is still relevant to the research. This can include raw data, questionnaires,
lengthy transcripts, or extensive methodological descriptions.

Properly preparing and formatting appendices ensures they complement, rather than detract from,
your main work.

Structuring Appendices

Each appendix should be clearly labeled, typically as Appendix A, Appendix B, and so on, with
descriptive titles. If there is only one appendix, it can simply be titled "Appendix." Each appendix
should start on a new page.

Refer to each appendix in the main text of your manuscript at the appropriate point, explaining its
relevance and purpose. This integration helps the reader understand how the supplementary material
supports your research without disrupting the flow of the main argument.

Content and Formatting within Appendices

The content within appendices should be presented in a format that is clear and consistent with the
main body of the manuscript, as much as is practical. This includes maintaining consistent font styles,
paragraph formatting, and any necessary numbering or labeling within the appendix itself.

Ensure that all material included in the appendices is necessary and adds value to your research.
Avoid including superfluous information that does not contribute to the understanding of your work.
Each appendix should be self-explanatory to a reasonable extent.



Final Review and Submission

The final review and submission stage is your last opportunity to catch errors and ensure your
manuscript meets all publisher requirements. A thorough final check can prevent common mistakes
that might otherwise lead to delays or rejection. It is the culmination of all your preparation efforts.

This section emphasizes the critical steps to take before formally submitting your work, ensuring it is
polished and professional.

Proofreading and Editing

Before submitting, conduct a meticulous proofread of your entire manuscript. This involves checking
for typographical errors, grammatical mistakes, punctuation inconsistencies, and any formatting
anomalies. Reading your work aloud can help catch errors you might otherwise overlook.

Consider having a trusted colleague or a professional editor review your manuscript for clarity,
coherence, and accuracy. Fresh eyes can often identify issues that you may have become blind to
during the writing process. This step is invaluable for presenting your work in the best possible light.

Adhering to Publisher Guidelines

The most crucial step before submission is to re-read and strictly adhere to the specific submission
guidelines provided by the publisher. These guidelines often contain unique requirements regarding
file format, submission methods, and any additional documents needed.

Ensure you have included all necessary components, such as a cover letter, author biographies (if
required), and any necessary permissions or releases. Failure to follow these specific instructions can
result in your submission being immediately disqualified, regardless of the quality of your research.

File Preparation and Submission Method

Prepare your manuscript files according to the publisher's specifications. This typically involves
submitting your work as a Word document or PDF, but always confirm their preferred format. Ensure
file names are clear and descriptive. If submitting via an online portal, follow all instructions carefully.

Double-check that you have saved the correct versions of all files and that they are free of any
tracking changes or comments unless explicitly requested. A clean, well-prepared submission
package demonstrates your professionalism and respect for the publisher's process.

The journey of submitting a manuscript in Chicago style is one that demands precision and
dedication. By diligently following this comprehensive checklist, you can approach the submission



process with confidence, knowing your work is prepared to the highest scholarly standards. This
meticulous attention to detail not only respects the publisher's requirements but also ensures your
research is presented with the clarity and professionalism it deserves, paving the way for successful
publication.

FAQ

Q: What is the primary purpose of a Chicago style manuscript
submission checklist?

A: The primary purpose of a Chicago style manuscript submission checklist is to ensure that an
author's manuscript adheres to the formatting, citation, and stylistic guidelines set forth by the
Chicago Manual of Style (CMOS) and the specific requirements of the target publisher, thereby
increasing the chances of a smooth and successful submission process.

Q: How do | determine whether to use the Notes and
Bibliography system or the Author-Date system in my Chicago
style manuscript?

A: You should determine which documentation system to use by consulting the specific submission
guidelines provided by the publisher. If the publisher does not specify a preference, consider the
conventions of your academic discipline, as some fields predominantly favor one system over the
other.

Q: What are the general formatting requirements for the main
body of a Chicago style manuscript?

A: Generally, the main body of a Chicago style manuscript should be double-spaced, use a standard
12-point font like Times New Roman or Arial, have 1-inch margins on all sides, and indent new
paragraphs. Consistent spacing and clear headings are also crucial.

Q: How should | format tables and figures according to
Chicago style for manuscript submission?

A: Tables and figures should be clearly numbered and titled, with descriptive captions for figures.
They should be referenced in the main text. CMOS recommends minimizing internal lines in tables for
clarity and ensuring figures are high-resolution if submitted separately.

Q: What is the difference between footnotes and endnotes in
the Chicago style Notes and Bibliography system?

A: In the Notes and Bibliography system, footnotes appear at the bottom of the page where the
reference is made, while endnotes appear at the end of the chapter or the entire manuscript. Both
serve the same purpose of providing citation information and commentary.



Q: How important is proofreading the manuscript before
submission?

A: Proofreading is extremely important. It is the final step to catch any typographical errors,
grammatical mistakes, punctuation issues, and formatting inconsistencies that could detract from the
professionalism of your manuscript and potentially lead to rejection or delays.

Q: Should | use curly quotes or straight quotes in my Chicago
style manuscript submission?

A: Chicago style generally prefers straight quotation marks (e.g., "example") unless the context
specifically requires curly quotes for typographic design purposes. Always refer to the latest edition of
the CMOS for the most current guidance.

Q: What is the typical word count range for an abstract in a
Chicago style manuscript?

A: The typical word count range for an abstract in a Chicago style manuscript is between 150 and 250
words, though this can vary depending on the publisher's specific requirements. The abstract should
concisely summarize the research question, methods, findings, and conclusions.
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