chicago style manuscript submission
guidelines

The Chicago Manual of Style (CMOS) is a widely respected citation and style
guide, particularly prevalent in academic and historical fields. Navigating
the intricacies of Chicago style manuscript submission guidelines can seem
daunting, but understanding these requirements is crucial for ensuring your
work is taken seriously and accepted by publishers or academic institutions.
This comprehensive guide will delve into the essential elements of Chicago
style manuscript preparation, covering everything from formatting basics and
citation methods to submission best practices. We will explore the nuances of
in-text citations, footnotes, and bibliographies, alongside critical details
regarding manuscript structure, font choices, spacing, and the overall
presentation of your scholarly work. Adhering strictly to these guidelines
demonstrates professionalism and meticulous attention to detail,
significantly enhancing your manuscript's potential for success.
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Understanding the Importance of Chicago Style

The Chicago Manual of Style, often referred to simply as CMOS, provides a
standardized framework for academic writing, editing, and publishing. Its



comprehensive nature makes it a go-to resource for authors and editors across
various disciplines, especially in history, literature, and the arts.
Adhering to these established chicago style manuscript submission guidelines
is not merely a matter of stylistic preference; it is a fundamental
requirement that signals a writer's understanding of academic conventions and
their commitment to scholarly rigor. Publishers and academic journals rely on
these guidelines to ensure consistency, clarity, and credibility across the
vast array of submissions they receive. Failure to comply can lead to
immediate rejection, regardless of the content's merit.

The consistent application of Chicago style throughout a manuscript ensures
that readers can focus on the content without being distracted by formatting
inconsistencies or citation ambiguities. This uniformity is particularly
vital in academic publishing, where the integrity of research and the precise
attribution of sources are paramount. By mastering these chicago style
manuscript submission guidelines, authors can significantly improve the
presentation of their work, demonstrating a high level of professionalism and
respect for the publishing process. This attention to detail can make the
difference between a manuscript that is considered and one that is
overlooked.

Core Formatting Requirements for Chicago Style
Manuscripts

When preparing a manuscript for submission, understanding the core formatting
requirements of Chicago style is the first step toward a successful
presentation. These guidelines dictate how your manuscript should look on the
page, ensuring a professional and readable document. Publishers typically
have specific preferences, but general chicago style manuscript submission
guidelines provide a solid foundation.

General Manuscript Layout

A clean and organized layout is paramount for any manuscript. Chicago style
emphasizes clarity and readability. This means ensuring that your manuscript
is presented in a straightforward and accessible manner. The overall
structure should be logical, with clear divisions between sections and
chapters. Think of the layout as the first impression your work makes on an
editor or publisher; a well-organized manuscript suggests a well-organized
mind and a well-researched project.

The standard practice for manuscript layout involves double-spacing the
entire document, including block quotations and footnotes. This generous
spacing allows editors and readers to make annotations and provides visual
breathing room, making the text easier to digest. Paragraphs should be



indented, typically by half an inch, except for the first paragraph of a
section or chapter, which often begins flush with the left margin. This
convention helps guide the reader's eye and clearly delineates separate
points or ideas.

Font and Typography Standards

The choice of font and typeface plays a significant role in the overall
readability and professional appearance of your manuscript. While publishers
may have specific font requirements, Chicago style generally recommends a
standard, easily readable font. Times New Roman is a perennial favorite, but
other clear serif fonts like Garamond or Palatino are also acceptable. The
key is legibility; avoid overly decorative or unusual fonts that can be
distracting.

The standard font size for the main text is 12-point. Consistent use of this
size throughout the document is crucial. Avoid mixing different font sizes
for headings or body text unless specifically instructed otherwise.
Subheadings should be clearly distinguishable from the main text, often
through bolding, italics, or a slight change in formatting, but consistency
is key. The goal is to create a visually harmonious document that is easy to
read from start to finish.

Spacing and Margins

Precise spacing and margin settings are critical for adhering to chicago
style manuscript submission guidelines. These elements contribute to the
overall professionalism and ease of reading. Double-spacing is the standard
for the main body of the text, including the introduction, chapters, and any
preliminary or concluding sections. This allows ample space for editorial
marks and suggestions.

Margins should be generous to facilitate annotation. A one-inch margin on all
sides of the page is the common recommendation. This includes the top,
bottom, left, and right margins. This ensures that no text is too close to
the edge of the page and provides a clean visual frame for the content.
Consistency in margin size across the entire manuscript is vital; variations
can create an unprofessional appearance and may lead to issues during the
typesetting process.

Page Numbering

Proper page numbering is a fundamental aspect of manuscript submission.



Chicago style requires that all pages of the manuscript be numbered
sequentially. The placement of page numbers can vary slightly depending on
specific publisher guidelines, but a common convention is to place the page
number in the upper right-hand corner of each page. Some styles may also
require the author's last name to precede the page number.

For preliminary pages, such as the title page, abstract, and table of
contents, Chicago style often employs lowercase Roman numerals (i, ii, iii,
etc.). These are typically centered at the bottom of the page. The main body
of the text, beginning with the introduction or the first chapter, then
transitions to Arabic numerals (1, 2, 3, etc.), also usually placed in the
upper right-hand corner. Ensuring this transition is handled correctly is an
important detail in chicago style manuscript submission guidelines.

Chicago Style Citation: Footnotes and Endnotes

One of the most distinctive features of Chicago style is its dual system of
citation: footnotes and endnotes. Both serve the purpose of providing source
attribution and supplementary information, offering flexibility for authors
and readers. Understanding how to implement these correctly is essential for
academic integrity and compliance with chicago style manuscript submission
guidelines.

The Role of Notes in Chicago Style

Notes in Chicago style function in two primary ways. Firstly, they provide
direct citation information, indicating precisely where a piece of
information, quote, or idea was sourced. This allows readers to verify the
information and explore the original source further. Secondly, notes can be
used for tangential information or elaborations that might interrupt the flow
of the main text if included directly. This can include additional context,
definitions, or brief discussions that enrich the reader's understanding
without disrupting the narrative.

The choice between using footnotes (appearing at the bottom of the page) or
endnotes (collected at the end of the chapter or document) is often left to
the author or dictated by publisher preference. Regardless of the chosen
method, consistency in their application is paramount. The numbering of these
notes must correspond precisely with the superscripts in the main text.

Formatting Footnotes and Endnotes

When formatting notes in Chicago style, clarity and precision are key. Each



note begins with a superscript Arabic numeral that matches the corresponding
number in the text. The first time a source is cited, the note provides full
bibliographic information. Subsequent citations of the same source are
typically shortened, often using the author's last name, a shortened title,
and the page number. This system is known as the "short-form" citation.

The structure of a full note entry for a book, for instance, would typically
include the author's first and last name, the title of the book in italics,
followed by the publication information (city, publisher, year), and then the
specific page number(s) being cited. For journal articles, the format would
include the author's name, article title in quotation marks, the journal
title in italics, volume and issue numbers, publication date, and page range.
Consistency in punctuation, capitalization, and the order of elements is
critical for adhering to chicago style manuscript submission guidelines.

Common Citation Examples for Notes

To illustrate the practical application of Chicago style notes, consider
these common scenarios:

e First mention of a book: 1. Jane Doe, The History of Innovation (New
York: Academic Press, 2020), 45.

e Subsequent mention of the same book: 2. Doe, History of Innovation, 112.

e First mention of a journal article: 3. John Smith, "Advances in Quantum
Physics," Journal of Modern Science 15, no. 2 (2021): 78.

e Subsequent mention of the same article: 4. Smith, "Quantum Physics," 90.

e Direct quote from a website: 5. Author Name, "Article Title," Website
Name, accessed Month Day, Year, URL (if applicable), page or paragraph
number if available.

These examples highlight the need for meticulous attention to detail in
recording source information. Deviations from these formats can lead to
confusion or even accusations of inaccuracy, undermining the credibility of
the manuscript.

Chicago Style Citation: The Bibliography

Complementing the note system, the bibliography is an indispensable component
of a Chicago style manuscript. It provides a comprehensive list of all



sources cited within the text, offering a complete resource for readers
interested in the research behind the work. Proper construction and
formatting of the bibliography are therefore central to chicago style
manuscript submission guidelines.

Purpose and Placement of the Bibliography

The bibliography, also known as "Works Cited" in some styles, serves as a
complete roster of all the scholarly materials consulted and referenced in
the manuscript. Its primary purpose is to allow readers to easily locate and
consult the sources used by the author. It reinforces the author's
credibility by demonstrating the depth and breadth of their research. The
bibliography is typically placed at the very end of the manuscript, after all
chapters and any appendices, but before any index (if applicable).

In Chicago style, the bibliography is usually arranged alphabetically by the
author's last name. This alphabetical ordering makes it straightforward for
readers to find specific entries. If multiple works by the same author are
included, they are listed chronologically under that author's name, with
earlier works appearing first. This organization is a hallmark of the Chicago
style and is a key consideration for any submission following these chicago
style manuscript submission guidelines.

Formatting Bibliography Entries

The formatting of individual entries in a Chicago style bibliography mirrors
the information presented in notes but with a distinct structure and
punctuation. The key difference is that bibliography entries typically begin
with the author's last name, followed by their first name, and the overall
format is structured to facilitate alphabetical sorting. This inversion of
names is a critical distinction from the footnote/endnote format.

For example, a book entry in the bibliography will start with the author's
last name, then their first name, followed by the book title in italics. The
publication information will then follow, with the city, publisher, and year.
Unlike notes, the page numbers of the entire work are generally not included
unless it's an essay within a larger collection. The goal is to provide
enough information for retrieval without being overly redundant.

Key Elements of a Bibliography Entry

Each bibliography entry, regardless of source type, should contain core
elements that allow for unambiguous identification. These elements include:



e Author's name (last name first)

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

e Publication information (publisher, place, year for books; journal
title, volume, issue, year for articles)

e Page numbers (for articles or chapters within larger works)

e Date of access or publication for online sources

Ensuring each of these components is present and correctly formatted
according to chicago style manuscript submission guidelines is essential. For
instance, a book entry might look like: Doe, Jane. The History of Innovation.
New York: Academic Press, 2020.

Specific Submission Considerations

Beyond general formatting and citation, several specific elements require
careful attention when preparing a manuscript for submission, especially when
adhering to chicago style manuscript submission guidelines. These details
contribute to the overall professional presentation and can influence an
editor's initial assessment of your work.

Title Page Requirements

The title page is the first page of your manuscript and must be formatted
correctly. Typically, it should include the full title of the manuscript,
centered on the page. Below the title, the author's full name should appear,
followed by their institutional affiliation (if applicable) and contact
information, such as email address and phone number. Some publishers may
request a brief subtitle or keywords on the title page. Ensure that the title
page is not numbered within the sequence of Arabic numerals, but it is
considered page i for the preliminary Roman numeral count if a separate title
page is included.

Abstract and Other Preliminary Pages

Many academic publishers and journals require an abstract, which is a concise
summary of the manuscript's content, typically ranging from 150 to 250 words.



This page should be clearly labeled "Abstract" and centered at the top.
Following the abstract, other preliminary pages might include a table of
contents, a list of figures, or acknowledgments. Each of these should be
clearly titled and formatted according to Chicago style conventions. These
pages are usually numbered using lowercase Roman numerals, as previously
discussed.

Handling Figures, Tables, and Appendices

When your manuscript includes figures, tables, or appendices, their
presentation must align with chicago style manuscript submission guidelines.
Figures (images, charts, graphs) and tables should be numbered sequentially
and provided with clear, descriptive captions. Ideally, figures should be
submitted as separate files in a high-resolution format suitable for print or
digital reproduction, though initial submissions might include them embedded
within the document. Tables should also be clearly formatted for readability.
Appendices, containing supplementary material, should be placed at the end of
the manuscript, each clearly labeled (e.g., Appendix A, Appendix B).

The Submission Process: Beyond Formatting

While meticulous adherence to chicago style manuscript submission guidelines
is foundational, the submission process involves more than just correct
formatting and citation. Several other factors contribute to the overall
presentation and reception of your manuscript. Recognizing these elements can
enhance your chances of a successful submission.

Proofreading and Editing

Before submitting any manuscript, rigorous proofreading and editing are
absolutely essential. This involves meticulously checking for grammatical
errors, typos, punctuation mistakes, and any inconsistencies in style or
formatting. Beyond basic proofreading, consider having your manuscript
professionally edited to ensure clarity, coherence, and logical flow. A well-
edited manuscript demonstrates a commitment to quality and can significantly
improve the reader's experience.

Even after applying all chicago style manuscript submission guidelines,
overlooked errors can detract from the perceived quality of your research. A
fresh pair of eyes, either from a colleague or a professional editor, can
identify issues that you might have missed during your own review. This
attention to detail is critical for making a strong first impression on
editors and reviewers.



Understanding Publisher-Specific Guidelines

While this guide covers general chicago style manuscript submission
guidelines, it is imperative to consult the specific submission requirements
of the publisher or journal you are targeting. Publishers often have their
own stylistic preferences or particular requirements that supersede or
supplement standard Chicago style. These may include variations in heading
styles, footnote/endnote preferences, or specific formatting for digital
submissions.

Thoroughly reading and understanding the "Instructions for Authors,"
"Submission Guidelines," or "Author Information" section on a publisher's
website is a crucial step. Ignoring these specific instructions is a common
reason for manuscript rejection, even if the content is otherwise strong and
the general Chicago style is followed. Always prioritize the publisher's
explicit directives.

Cover Letters and Submission Packages

A well-crafted cover letter is a vital part of your submission package. It
serves as your formal introduction to the editor and provides a concise
overview of your manuscript, its significance, and why it is a good fit for
the publication. The cover letter should be professional, polite, and direct,
highlighting key aspects of your work. It's also an appropriate place to
mention if the manuscript has been presented at conferences or published
elsewhere in a preliminary form.

Beyond the manuscript itself and the cover letter, some publishers may
request additional documents, such as a curriculum vitae (CV), a list of
potential reviewers, or statements on ethics and originality. Ensuring all
required components are included in the submission package, correctly
formatted and complete, is the final step in presenting your work
professionally and in accordance with established chicago style manuscript
submission guidelines and publisher expectations.












FAQ: Chicago Style Manuscript Submission Guidelines

Q: What is the primary purpose of following Chicago
style manuscript submission guidelines?

A: The primary purpose of following chicago style manuscript submission
guidelines is to ensure consistency, clarity, and professionalism in academic
and scholarly writing. Adherence demonstrates attention to detail, respect
for academic conventions, and the integrity of research, making the
manuscript more likely to be accepted by publishers or journals.

Q: Are there specific font and spacing requirements
for a Chicago style manuscript?

A: Yes, generally Chicago style recommends a 12-point font size (such as
Times New Roman) and double-spacing for the entire manuscript. Margins should
typically be one inch on all sides to allow for editorial notations. However,
always verify specific publisher requirements as they may have minor
variations.

Q: Should I use footnotes or endnotes in my Chicago
style manuscript, and does it matter for submission?

A: Chicago style allows for either footnotes or endnotes, and the choice
often depends on publisher preference or author preference for ease of
reading. For submission, it's crucial to consistently use one system and to
ensure it's formatted correctly according to the chosen method and any
specific instructions from the publisher.

Q: How do I cite sources for the first time versus
subsequent times in a Chicago style manuscript?

A: For the first citation of a source in Chicago style notes (footnotes or
endnotes), full bibliographic information is provided. For subsequent
citations of the same source, a shortened form is used, typically including
the author's last name, a shortened title, and the relevant page number.

Q: What is the difference between a Chicago style
bibliography and a notes section?

A: The notes section (footnotes or endnotes) provides citations for specific
pieces of information or quotes within the text, appearing as they are
referenced. The bibliography is a comprehensive, alphabetized list of all
sources cited in the manuscript, placed at the end of the document, providing



full details for each entry.

Q: Do I need to include an abstract with my
manuscript submission following Chicago style?

A: Many academic publishers and journals require an abstract, even when
following chicago style manuscript submission guidelines. The abstract should
be a concise summary of the manuscript's content, typically between 150 and
250 words, and should be clearly labeled. Always check the specific
submission requirements of the target publication.

Q: How should figures and tables be formatted when
submitting a Chicago style manuscript?

A: Figures and tables should be clearly numbered and captioned. While the
main manuscript text is usually double-spaced, figures and tables often
require specific formatting. For initial submissions, they may be embedded
within the document, but publishers will typically request high-resolution
separate files for final publication.

Q: What is the importance of a cover letter when
submitting a manuscript according to Chicago style?

A: A cover letter is essential as it formally introduces your manuscript to
the editor. It should briefly summarize the work, explain its significance,
and state why it is suitable for the publication. It's a professional
courtesy and an opportunity to make a positive initial impression.

Q: Can I deviate from Chicago style if I feel my own
formatting is clearer?

A: Generally, no. Deviating from established chicago style manuscript
submission guidelines, especially from publisher-specific instructions, is
strongly discouraged. Consistency and adherence to the requested style are
paramount for professional presentation and are often a criterion for
acceptance. Always follow the provided guidelines.
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