
chicago style manuscript submission
process
The chicago style manuscript submission process is a critical step for
authors aiming to publish their work in academic journals, with university
presses, or in other scholarly venues that adhere to this widely recognized
citation and formatting style. Understanding and meticulously following these
guidelines ensures that your manuscript is taken seriously, is less likely to
be rejected on technical grounds, and contributes to the overall clarity and
integrity of academic discourse. This comprehensive guide will navigate you
through the intricacies of preparing and submitting your work according to
Chicago style, covering everything from initial formatting considerations to
the final stages of the submission. We will explore the essential elements of
manuscript preparation, the specific requirements for submitting to
publishers, and best practices to enhance your chances of acceptance.
Mastering the chicago style manuscript submission process is an investment in
your academic career and the successful dissemination of your research.
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Understanding Chicago Style Basics for
Manuscripts

The Chicago Manual of Style (CMOS) is a widely adopted style guide in
academic publishing, particularly in the humanities and social sciences. Its
core principles emphasize clarity, consistency, and accuracy in presenting
scholarly work. For manuscript submissions, understanding the fundamental
formatting rules is paramount. This includes general document layout, such as
margins, font types, line spacing, and page numbering, all of which
contribute to a professional and readable final product. Adherence to these
foundational elements signals to editors and reviewers that the author
respects the publishing process and has taken the necessary care in preparing
their work.

Document Formatting Requirements

When preparing a manuscript for submission using Chicago style, several key



formatting elements must be consistently applied. These details, while
seemingly minor, are crucial for editors and reviewers who often assess
dozens, if not hundreds, of submissions. A well-formatted manuscript
demonstrates professionalism and attention to detail, making it easier for
them to focus on the content of your work.

Margins: Typically, 1-inch margins on all sides (top, bottom, left, and
right) are standard.

Font: A clear, readable serif font such as Times New Roman or Garamond,
usually in 12-point size, is preferred.

Line Spacing: Double-spacing throughout the main text is generally
required, including for block quotations and notes, though some
publishers may specify single-spacing for specific elements like
bibliographies.

Page Numbering: Pages should be numbered consecutively, usually in the
upper right-hand corner, starting from the title page (which may or may
not be numbered) or the first page of the text.

Paragraph Indentation: The first line of each paragraph should be
indented, typically by 0.5 inches.

Title Page and Headings

The title page is the first impression your manuscript makes. It should
clearly state the title of your work, your name, and your institutional
affiliation, if applicable. Some publishers may also request contact
information or a word count on this page. Headings and subheadings within the
manuscript should be clearly delineated and formatted consistently to guide
the reader through the structure of your argument. Chicago style offers
flexibility in heading styles, but consistency is key.

Preparing Your Manuscript for Submission

Beyond basic formatting, the preparation of your manuscript for submission
involves several critical stages. This includes ensuring the completeness of
all required sections, meticulously proofreading for errors, and adhering to
any specific instructions provided by the target publisher or journal. A
polished manuscript is more likely to be considered for publication.



Structural Components of a Manuscript

A typical academic manuscript prepared in Chicago style includes several
distinct sections. While the exact order and inclusion of these components
can vary slightly based on the publisher's specific guidelines, understanding
their purpose is essential for a well-organized submission.

Title Page: As mentioned, this provides essential identifying
information.

Abstract: A concise summary of your research, typically 150-250 words,
outlining the main argument, methodology, and findings.

Introduction: Sets the stage for your work, introduces the topic, states
your thesis or research question, and outlines the scope of your
argument.

Body Chapters/Sections: The core of your research, where your arguments
are developed and supported with evidence.

Conclusion: Summarizes your key findings and their implications, and may
suggest avenues for future research.

Notes: Endnotes or footnotes, depending on the chosen Chicago style
(notes-bibliography or author-date), used for citations and additional
commentary.

Bibliography/References: A complete list of all sources cited in the
manuscript.

Proofreading and Editing Strategies

Thorough proofreading and editing are non-negotiable steps in the chicago
style manuscript submission process. Errors in grammar, spelling,
punctuation, and factual accuracy can detract from your credibility.
Employing a multi-stage proofreading strategy can help catch mistakes. This
might involve reading the manuscript aloud, having a colleague review it, or
utilizing editing software. Pay special attention to consistency in
terminology and the correct application of Chicago style’s rules regarding
abbreviations, capitalization, and numbers.

The Role of Citations and Bibliography in



Chicago Style Submissions

Accurate and consistent citation is a cornerstone of academic integrity and a
defining feature of the chicago style manuscript submission process. Chicago
style offers two main systems for citations: the notes-bibliography system
and the author-date system. The choice between these systems is often
dictated by the publisher or journal. Regardless of the system used,
meticulous attention to detail in both in-text citations and the final
bibliography is crucial.

Notes-Bibliography System Explained

The notes-bibliography system uses endnotes or footnotes to cite sources.
Each piece of borrowed information, whether a direct quote, paraphrase, or
statistic, is linked to a corresponding note. These notes then provide the
full bibliographic information for the source on the first reference, with
shortened versions used for subsequent references to the same source. A
comprehensive bibliography listing all cited works alphabetically appears at
the end of the manuscript.

Author-Date System Explained

The author-date system employs parenthetical in-text citations that include
the author's last name and the year of publication (e.g., (Smith 2023, 45)).
This system also requires a reference list at the end of the manuscript,
which includes full bibliographic details for all sources cited in the text,
alphabetized by the author's last name. This system is often favored in the
sciences and social sciences.

Crafting an Accurate Bibliography or Reference List

Whether you are using the notes-bibliography or author-date system, the
bibliography or reference list must be prepared with utmost care. Each entry
must precisely follow Chicago style’s formatting rules for the specific type
of source (book, journal article, website, etc.). Inconsistencies in this
section are a common reason for manuscript rejection.

Publisher-Specific Submission Guidelines and
Procedures

While Chicago style provides a framework, each publisher and academic journal



will have its own specific submission guidelines and procedures. It is
imperative to consult these instructions meticulously before preparing or
submitting your manuscript. These guidelines often detail preferred file
formats, submission platforms, required supplementary materials, and specific
formatting variations from the standard CMOS recommendations.

Where to Find Submission Guidelines

Submission guidelines are typically found on the publisher's or journal's
official website. Look for sections labeled "Submissions," "Author
Guidelines," "Manuscript Submission," or similar. These pages often contain
detailed information about the scope of the journal or press, the types of
manuscripts they accept, and the precise steps an author must follow.

Key Information to Look For

When reviewing submission guidelines, pay close attention to the following:

Manuscript Length: Some journals have strict word count limits for
articles.

File Format: Whether to submit as a Word document, PDF, or another
specified format.

Anonymity for Review: Instructions on whether to anonymize your
manuscript for blind peer review, meaning removing author names and
identifying details from the manuscript itself.

Required Documents: A list of all materials that must be submitted
alongside the manuscript, such as a cover letter, author CV, or tables
and figures as separate files.

Contact Information: The appropriate email address or portal for
submissions.

Navigating the Digital Submission Landscape

The majority of academic publishers and journals now use online submission
systems. Familiarizing yourself with these platforms is a crucial part of the
modern chicago style manuscript submission process. These systems streamline
the submission process but can also present their own set of challenges if
you are not prepared.



Using Online Submission Portals

Most journals utilize platforms like ScholarOne Manuscripts, Editorial
Manager, or similar systems. You will typically need to create an account,
fill out online forms with details about your manuscript and yourself, and
then upload your files. The system will often guide you through the process,
prompting you to upload different components of your submission.

Uploading Manuscript Files Correctly

It is vital to upload the correct files in the specified formats. This
usually includes the main manuscript file, as well as separate files for
tables, figures, and any other supplementary materials. Pay close attention
to naming conventions if they are specified. Ensure that your manuscript file
is clean, without tracked changes or comments unless specifically requested.

Common Pitfalls to Avoid in the Chicago Style
Manuscript Submission Process

Despite meticulous preparation, authors can sometimes overlook critical
details that lead to unnecessary delays or rejections. Being aware of common
pitfalls can help you avoid them and ensure a smoother submission experience.
These errors often stem from a lack of attention to the publisher's specific
instructions or a misunderstanding of Chicago style’s requirements.

Ignoring Publisher-Specific Instructions

The most frequent mistake is failing to read and adhere to the unique
submission guidelines of the target journal or press. While CMOS provides a
general standard, individual publishers may have specific requirements that
supersede or modify those standards. Always prioritize the publisher’s
guidelines.

Inconsistent Formatting and Citation

Inconsistencies within the manuscript itself, particularly in formatting,
headings, or citation styles, can be a significant red flag. This includes
variations in spacing, font usage, or the way notes and bibliographies are
formatted. Even minor inconsistencies can suggest a lack of thoroughness.



Unprofessional Cover Letters

The cover letter is your opportunity to introduce your manuscript and make a
professional first impression. A poorly written, overly informal, or generic
cover letter can negatively impact the perception of your submission. Ensure
it is tailored to the specific journal or publisher and clearly articulates
why your work is a good fit.

Submitting Unrevised Manuscripts

Submitting a manuscript that has not undergone rigorous proofreading and
editing is a common error. Typos, grammatical errors, and awkward phrasing
can distract from your research and undermine its scholarly merit.

Final Checks Before Submitting Your Chicago
Style Manuscript

Before hitting the submit button, a final comprehensive review of your
manuscript and all accompanying materials is essential. This last step can
catch overlooked errors and ensure that you have met all the publisher's
requirements, significantly increasing the likelihood of a positive reception
for your chicago style manuscript submission process.

The Author's Checklist

Before submitting, run through this checklist:

Have you carefully read and followed all the publisher's submission
guidelines?

Is your manuscript formatted according to Chicago style (or the
publisher's specified variations)?

Is the line spacing, font, and margin consistent throughout?

Are all notes and bibliography entries correctly formatted and complete?

Has your manuscript been thoroughly proofread for all types of errors?

Is the title page accurate and complete?

Does the abstract accurately represent your work?

Are all figures and tables correctly labeled and placed, or submitted as



separate files as requested?

Is your cover letter professional, concise, and tailored to the
publisher?

Have you anonymized your manuscript if required for blind review?

By diligently following these steps and paying close attention to detail, you
can confidently navigate the chicago style manuscript submission process and
present your scholarly work in the most professional and compelling manner
possible.

---

FAQ: Chicago Style Manuscript Submission Process

Q: What is the primary difference between the notes-
bibliography and author-date systems in Chicago
style for manuscript submissions?
A: The primary difference lies in how sources are cited within the text and
how bibliographic information is presented. The notes-bibliography system
uses footnotes or endnotes for citations and requires a separate bibliography
at the end, while the author-date system uses parenthetical in-text citations
(author, year) and a reference list at the end.

Q: How important are publisher-specific guidelines
when submitting a manuscript in Chicago style?
A: Publisher-specific guidelines are critically important. While Chicago
style provides a universal framework, each journal or press may have unique
requirements regarding formatting, submission platforms, manuscript length,
and additional documentation. Always prioritize the publisher's instructions
over general Chicago style recommendations if there is a conflict.

Q: Should I include an abstract when submitting a
manuscript in Chicago style?
A: Yes, most academic journals and university presses require an abstract as
part of a Chicago style manuscript submission. The abstract should be a
concise summary of your research, typically between 150 and 250 words,
highlighting your main argument, methodology, and key findings.



Q: What is the typical font and spacing requirement
for a Chicago style manuscript submission?
A: Generally, a 12-point, easily readable serif font such as Times New Roman
or Garamond is preferred. The manuscript should be double-spaced throughout,
including block quotations and notes, although some publishers may request
specific variations. Always confirm with the publisher's guidelines.

Q: How should I handle figures and tables in a
Chicago style manuscript submission?
A: Figures and tables should be clearly labeled with consecutive numbers and
descriptive titles. Depending on the publisher's instructions, they can
either be embedded within the manuscript text at their approximate points of
reference or submitted as separate files (e.g., TIFF, EPS, or high-resolution
JPG for figures).

Q: Is it acceptable to submit a manuscript with
tracked changes visible for a Chicago style
submission?
A: No, it is generally not acceptable to submit a manuscript with tracked
changes visible unless specifically requested by the publisher. For a clean
submission, ensure that all revisions are accepted and tracked changes are
turned off before uploading your final document.

Q: What is a common mistake authors make regarding
the bibliography or reference list in a Chicago
style submission?
A: A very common mistake is inconsistency in formatting within the
bibliography or reference list. Authors may mix different citation styles for
various entries or fail to adhere precisely to the specific Chicago style
requirements for different source types (e.g., books, articles, websites).

Q: How do I know which Chicago style system (notes-
bibliography or author-date) to use for my
submission?
A: The choice of Chicago style system is usually dictated by the publisher or
journal. Their submission guidelines will explicitly state which system they
prefer or require. If it is not specified, it is advisable to contact the
editor to clarify their preference.
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