chicago style manuscript submission for
journal publishers

chicago style manuscript submission for journal publishers represents a critical step
for academics and researchers aiming to disseminate their work through reputable
scholarly outlets. Navigating the specific formatting requirements of Chicago style is
paramount to ensuring a smooth and professional submission process. This comprehensive
guide delves into the intricacies of preparing your manuscript according to Chicago's
guidelines, from understanding the two main systems—Notes-Bibliography and Author-
Date—to meticulously handling citations, references, and the overall structure. We will
explore common pitfalls to avoid, the importance of journal-specific instructions, and best
practices for presenting your research effectively. Mastering these elements significantly
enhances the likelihood of your manuscript being considered favorably by journal editors
and peer reviewers, solidifying your contribution to academic discourse.
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Understanding Chicago Style for Journal
Submissions

Chicago style, officially known as The Chicago Manual of Style (CMQS), is a widely
respected and frequently used style guide in academic publishing, particularly within the
humanities and social sciences. For journal publishers, adhering to its principles ensures
clarity, consistency, and a professional presentation of scholarly work. Understanding the
nuances of Chicago style is not merely about following a set of rules; it is about contributing
to the integrity and readability of academic discourse. When preparing a manuscript for
submission, a deep comprehension of CMOS is the foundation upon which a successful
publication journey is built. This involves grasping its core tenets and applying them with



precision to every aspect of your research paper.

The primary goal of adopting a standardized style guide like Chicago is to eliminate
ambiguity and allow readers to focus on the content of the research rather than being
distracted by inconsistent formatting. Journal publishers rely on authors to present their
work in @ manner that aligns with established academic conventions, and Chicago style
provides a robust framework for this. Familiarity with its latest edition is crucial, as the
manual is periodically updated to reflect evolving scholarly practices and technological
advancements in publishing.

The Two Pillars: Notes-Bibliography vs. Author-
Date

The Chicago Manual of Style offers two distinct systems for documenting sources: the
Notes-Bibliography (NB) system and the Author-Date system. While both systems provide
comprehensive methods for citation, they cater to different academic disciplines and
preferences. Understanding which system a particular journal prefers is the first and most
crucial step in preparing your manuscript for submission.

The Notes-Bibliography (NB) System

The Notes-Bibliography system is predominantly used in the humanities, including
literature, history, and the arts. In this system, sources are cited within the text using
superscript numbers that correspond to footnotes or endnotes. These notes provide
detailed bibliographical information for each source consulted. A comprehensive
bibliography, listing all cited sources alphabetically, appears at the end of the manuscript.
This system allows for more extensive commentary within the notes themselves, which can
be particularly useful for discussions of source evolution or alternative interpretations.

The Author-Date System

The Author-Date system, more common in the social sciences and sciences, uses in-text
citations that include the author's last name and the year of publication. For example, a
citation might appear as (Smith 2023, 15). These brief citations direct the reader to a
reference list at the end of the manuscript, which provides full bibliographical details for all
sources cited. This system is often favored for its conciseness and its suitability for
disciplines where the timeliness of research is a significant factor.



It is imperative to consult the specific journal's author guidelines to determine which
system is required. Submitting a manuscript with the incorrect citation system will almost
certainly lead to its rejection without a full review. Many journals will explicitly state
whether they prefer NB or Author-Date, and some may even have specific adaptations or
preferences within those systems.

Crafting Your Manuscript: Essential Formatting
Elements

Beyond the citation style, Chicago Manual of Style dictates several other formatting
conventions that are essential for a professional manuscript submission. These elements
contribute to the overall readability and organization of your work, making it easier for
editors and reviewers to assess its quality. Attention to detail in these areas demonstrates
your professionalism and respect for the publishing process.

Manuscript Structure and Organization

A standard academic manuscript typically follows a logical flow. This usually includes a title
page, an abstract, the main body of the text (divided into chapters or sections), and any
supplementary material like appendices or a bibliography/reference list. Each of these
components has specific formatting requirements under Chicago style. For instance, the
main text should generally be double-spaced, with page numbers placed consistently,
usually in the upper right-hand corner.

Font, Margins, and Spacing

While specific journal guidelines might offer leeway, Chicago style generally recommends a
clear, readable font such as Times New Roman or Courier, typically in 12-point size. Margins
should be generous, usually one inch on all sides, to provide ample space for reviewer
comments. Double-spacing is the standard for the main body of the text, including
guotations and references, to enhance readability. Single-spacing might be used for block
guotations, but always verify the journal's specific instructions.

Headings and Subheadings

Effective use of headings and subheadings is crucial for organizing your manuscript and
guiding the reader through your argument. Chicago style provides guidance on the
hierarchy and formatting of headings. Typically, main headings are centered and in title



case, while subheadings are flush left and also in title case or sentence case, depending on
the desired emphasis. The consistent application of these formats helps to break up the
text and highlight key sections of your research.

Citations and References: The Core of Chicago
Style

The accurate and consistent citation of sources is arguably the most critical aspect of any
academic submission, and Chicago style provides a meticulous framework for this. Whether
you are using the Notes-Bibliography or Author-Date system, the goal is to give credit to
original authors and enable readers to locate the sources themselves.

Footnotes and Endnotes (Notes-Bibliography System)

In the NB system, footnotes (appearing at the bottom of the page) or endnotes (appearing
at the end of the manuscript) are used to cite sources. The first citation of a source is
typically a full bibliographical entry, while subsequent citations of the same source can be
shortened. The exact format of notes depends on the type of source (book, journal article,
website, etc.) and requires careful attention to detail regarding author names, titles,
publication information, and page numbers.

In-Text Citations and Reference Lists (Author-Date
System)

The Author-Date system requires brief parenthetical citations within the text, such as
(Author Year, page number). These citations correspond to a complete reference list at the
end of the manuscript. The reference list should be alphabetized by the author's last name
and include all necessary publication details for each source. Like notes, the format of
entries in the reference list varies significantly based on the source type.

Formatting Bibliographies and Reference Lists

Regardless of the chosen system, the final compilation of cited works must be formatted
precisely. For a bibliography in the NB system, entries are typically arranged alphabetically
and may include works consulted but not directly cited, if the journal allows. In the Author-
Date system, this section is called a reference list and includes only those sources directly
cited in the text. Both require meticulous attention to punctuation, italics, and the order of



information presented for each entry.

Quoting and Paraphrasing

Chicago style offers specific guidelines on how to integrate quotations into your text,
including the use of block quotations for longer passages. Proper paraphrasing also requires
accurate citation, ensuring that the ideas of others are attributed correctly, even when not
using their exact wording. Incorrect quotation or paraphrasing can lead to accusations of
plagiarism.

Beyond the Text: Title Pages, Abstracts, and
Appendices

A scholarly manuscript extends beyond the core narrative. Chicago style provides guidance
on structuring and formatting these supplementary but essential components, ensuring a
polished and professional presentation.

Title Page Requirements

The title page is the first impression of your manuscript. It should clearly display the title of
the manuscript, your name, your affiliation, and contact information. Some journals may
require specific elements on the title page, so always check their guidelines. The title itself
should be concise and descriptive of the research presented.

The Abstract: A Concise Summary

The abstract is a brief, self-contained summary of your research. It typically includes the
research problem, methodology, key findings, and conclusions. While the length can vary,
most journal abstracts are between 150 and 250 words. Chicago style does not dictate the
abstract's content beyond its purpose of summarizing, but journals will have specific word
count limits and content expectations.

Appendices and Supplementary Materials

If your research involves extensive data, questionnaires, charts, or other supplementary



materials that are not essential to the main narrative but provide valuable context, they
can be included in appendices. Each appendix should be labeled (e.g., Appendix A,
Appendix B) and referred to within the main text. The formatting of appendices should be
consistent with the rest of the manuscript.

Navigating Journal-Specific Guidelines

While The Chicago Manual of Style provides a comprehensive set of rules, it is crucial to
remember that individual journal publishers often have their own specific editorial policies
and formatting requirements. These journal-specific guidelines are paramount and
supersede general Chicago style rules when there is a conflict. Ignoring these instructions is
a common reason for manuscript rejection.

Where to Find Journal Submission Guidelines

Journal submission guidelines are almost always found on the journal's official website. Look
for sections titled "Author Guidelines," "Submit a Manuscript," "Instructions for Authors," or
similar. These documents are meticulously detailed and cover everything from manuscript
length and structure to citation style preferences and file format requirements.

Key Information to Extract

When reviewing a journal's guidelines, pay close attention to:

e Preferred citation style (Notes-Bibliography or Author-Date)

e Specific variations or adaptations of Chicago style

Abstract length and content requirements

Formatting for headings, tables, and figures

File formats for text, figures, and other submissions

Word count limits for the manuscript and specific sections

Any requirements for anonymizing the manuscript for blind peer review



It is advisable to print out or save a copy of the journal's guidelines and refer to it
frequently throughout the manuscript preparation process. Treating these guidelines as the
ultimate authority ensures that your manuscript is presented in the format that the editors
and reviewers expect.

Common Pitfalls in Chicago Style Manuscript
Submission

Even experienced scholars can stumble when preparing a manuscript for submission. Being
aware of common mistakes can help you avoid them and present a more polished,
professional submission. These pitfalls often stem from a lack of attention to detail or
misunderstanding of specific requirements.

Inconsistent Citation Formatting

Perhaps the most frequent error is inconsistency in how sources are cited and formatted in
either the notes/in-text citations or the bibliography/reference list. Even minor variations in
punctuation, capitalization, or the order of elements can signal carelessness to an editor.
This applies to both the Notes-Bibliography and Author-Date systems.

Ignoring Journal-Specific Instructions

As mentioned previously, failing to adhere to a journal's unique submission requirements is
a sure way to get your manuscript desk-rejected. This includes everything from abstract
length to the precise way tables should be formatted.

Improper Handling of Block Quotations and Special
Elements

Incorrectly formatting block quotations, figures, tables, or appendices can detract from the
manuscript's professionalism. For instance, block quotations should be indented and not
enclosed in quotation marks, and all visual elements must be clearly labeled and
referenced in the text.



Oversights in Proofreading and Editing

Typos, grammatical errors, and awkward phrasing can undermine even the most brilliant
research. Thorough proofreading and editing are essential. Many authors find it beneficial
to have a colleague or professional editor review their work before submission.

Incorrect Manuscript Structure

Not following the expected structural order of a manuscript, such as placing the abstract in
the wrong position or omitting essential components like a title page, can lead to
immediate rejection. Journals typically expect a standard academic structure.

Finalizing Your Manuscript for Submission

The final stages of preparing your manuscript involve meticulous checking and rechecking
of all elements against both Chicago style guidelines and the specific requirements of the
target journal. This phase is about ensuring that every detail is in place, demonstrating your
commitment to quality and professionalism. A well-prepared manuscript not only respects
the editor's time but also increases the chances of your research being seriously considered
for publication.

Before uploading your manuscript, conduct a final read-through with a checklist derived
from both the Chicago Manual of Style and the journal's author guidelines. Ensure all page
numbers are present and correctly formatted, that headings are consistent, and that all
citations have corresponding entries in your bibliography or reference list. Pay special
attention to the accurate transcription of names, dates, and titles in your bibliographical
entries.

Consider having a trusted colleague or mentor review your manuscript one last time. A
fresh pair of eyes can often catch errors or inconsistencies that you might have overlooked.
This collaborative review process is invaluable in ensuring that your work is as polished and
error-free as possible before it enters the peer-review process. Ultimately, a manuscript
that adheres strictly to Chicago style and the publisher's specific instructions is a testament
to your scholarly rigor and dedication.

FAQ



Q: What is the most important thing to remember when
submitting a manuscript in Chicago style to a journal
publisher?

A: The absolute most crucial element is to meticulously follow the specific journal's author
guidelines. While Chicago style provides a comprehensive framework, individual journals
may have unique preferences or mandatory adaptations that supersede general CMOS
rules. Always prioritize the journal's instructions.

Q: Can | use either the Notes-Bibliography or Author-
Date system for my journal submission if the journal
doesn't specify?

A: No, you should not assume. If a journal does not explicitly state a preference between
the Notes-Bibliography and Author-Date systems, you must check their guidelines very
carefully. If it remains ambiguous, it is best practice to contact the journal's editorial office
to clarify their preferred system before submission. Submitting with the wrong system can
lead to immediate rejection.

Q: How do | handle figures and tables in a Chicago style
manuscript for a journal?

A: Chicago style has specific formatting recommendations for tables and figures, including
clear captions and titles, and ensuring they are referenced within the text. However, journal
publishers often have their own detailed specifications for submitting figures and tables
separately or embedded in specific formats. Always consult the journal's guidelines for
exact requirements regarding placement, resolution, and file types.

Q: What if my journal submission requires
anonymization for peer review? How does this affect
Chicago style?

A: If a journal requires blind peer review, you will need to remove all identifying information
from your manuscript, including your name, affiliation, and any self-referential citations
(e.g., "As | have argued elsewhere..."). This anonymization does not change the core
Chicago style formatting of your text, citations, or bibliography, but it requires careful
editing to ensure all personal identifiers are removed from the manuscript document itself.



Q: How should | format my bibliography or reference
list according to Chicago style for a journal submission?

A: Whether you use the Notes-Bibliography (bibliography) or Author-Date (reference list)
system, the formatting is critical. Entries must be alphabetized by author's last name, and
the exact structure, punctuation, and capitalization of each entry depend on the type of
source (book, journal article, chapter, website, etc.). Consult the latest edition of The
Chicago Manual of Style and, most importantly, the journal's specific guidelines for precise
formatting.

Q: What are the common mistakes made with block
quotations in Chicago style submissions?

A: Common errors include incorrectly indenting the block quotation, failing to use a colon to
introduce it, enclosing it in quotation marks, or not citing it properly. According to Chicago
style, block quotations (typically over 40 words) should be set off from the main text,
indented from the left margin, and generally not enclosed in quotation marks. Ensure it is
followed by the correct citation.

Q: Do | need to include a separate title page for my
journal submission even if the journal submission
system doesn't explicitly ask for one?

A: Most academic journals require a title page as a standard part of the submission
package, even if it's uploaded as a separate document or its information is entered into
specific fields in the submission portal. The title page typically includes the manuscript title,
author's name(s), affiliation(s), and contact information. Always verify the journal's specific
instructions regarding the title page.
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