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The Chicago Style Paper Submission Academic Guide

chicago style paper submission academic requirements can seem daunting, but mastering them is crucial for
scholarly success. This comprehensive guide delves into the intricacies of preparing your manuscript
according to the Chicago Manual of Style (CMOS), focusing specifically on the academic submission process.
We will cover everything from understanding the core principles of Chicago style to the specific
formatting elements demanded by academic institutions and journals, ensuring your work is presented
professionally and adheres to the highest academic standards. Expect detailed explanations on citations,

bibliographies, and the overall structure expected for a polished paper ready for submission.
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Understanding Chicago Style for Academic Submissions

The Chicago Manual of Style, often referred to as CMOS, provides a robust framework for scholarly
writing, emphasizing clarity, accuracy, and consistency. For academic submissions, understanding the
fundamental principles of Chicago style is the first and most critical step. This style guide is widely adopted
across various disciplines, particularly in the humanities and some social sciences, making it an essential tool
for researchers and students. Its flexibility allows for two distinct citation systems, catering to different

academic preferences and disciplinary norms.

When preparing a paper for academic submission, adherence to the chosen Chicago style system is
paramount. This involves meticulous attention to detail in how sources are acknowledged, how the
document is structured, and how bibliographic information is presented. Submissions that deviate from the
specified style guidelines risk being returned without review or perceived as less credible, regardless of
the quality of the research itself. Therefore, investing time in understanding and correctly applying

Chicago style will significantly enhance the professional presentation of your academic work.



The Anatomy of a Chicago Style Paper

A typical academic paper formatted in Chicago style, especially for submission, follows a well-defined
structure. This structure ensures that readers can easily navigate your work and locate essential
information. While specific requirements might vary slightly between institutions or journals, a core

anatomy remains consistent, encompassing preliminary pages, the body of the text, and concluding sections.

Preliminary Pages

Preliminary pages in an academic Chicago style paper usually include a title page, an abstract (if required),
and a table of contents. The title page should contain the paper's title, your name, the course name and
number (if applicable), the instructor's name, and the date. The abstract, a concise summary of your
research, should highlight the paper's purpose, methodology, key findings, and conclusions, typically
within 150-250 words.

Body of the Paper

The main content of your paper, the body, begins with an introduction that sets the stage for your research,
followed by the main text organized into logical sections and paragraphs. Each section should have a clear
purpose and flow cohesively into the next. Headings and subheadings, when used, should be formatted
consistently to improve readability. The body is where your arguments are developed, evidence is

presented, and analysis takes place, all while incorporating proper citations.

Concluding Sections

Following the main body, a Chicago style paper typically includes a bibliography or reference list,
depending on the citation system used. This section provides a complete alphabetical list of all sources cited
in the paper. If any appendices are necessary, they follow the bibliography, containing supplementary

material that is too extensive or tangential for the main text.

In-Text Citations: Notes vs. Author-Date

Chicago style offers two primary systems for in-text citations: the notes-bibliography system and the
author-date system. The choice between these often depends on the specific requirements of the journal or
institution to which you are submitting your paper. Understanding the nuances of each system is crucial

for accurate academic submission.



The Notes-Bibliography System

The notes-bibliography system uses superscript numbers within the text to indicate a citation. These
numbers correspond to footnotes or endnotes, which provide detailed bibliographic information for each
source. This system is prevalent in fields like history, literature, and the arts, where extensive quotation or
detailed commentary on sources is common. The notes offer a space for explanations or digressions that

might disrupt the flow of the main text.

The Author-Date System

The author-date system, more common in the sciences and social sciences, places brief citations directly in
the text, typically in parentheses. These citations include the author's last name and the year of publication
(e.g., (Smith 2020)). If a page number is relevant, it is also included (e.g., (Smith 2020, 45)). This system is
generally considered more concise and is preferred when the focus is on the source's contribution to the

argument rather than detailed source analysis within the narrative.

Choosing the Right System

It is imperative to determine which system is preferred or required by your academic institution or the
target journal. Submitting a paper with the incorrect citation system can lead to immediate rejection.
Always consult the submission guidelines provided by the publisher or your professor. If no specific system

is mandated, consistency within your chosen system is key.

Crafting the Bibliography or Reference List

Whether you use the notes-bibliography system or the author-date system, a comprehensive list of all
consulted sources is a non-negotiable component of any academic paper submission. This section serves as a

vital tool for readers to verify your research and explore your sources further.

Bibliography (Notes-Bibliography System)

‘When using the notes-bibliography system, the concluding section is titled "Bibliography." This list is
alphabetized by the author's last name and includes all sources cited in the footnotes or endnotes, as well as
any other sources consulted. Each entry provides full bibliographic details necessary to locate the original
work. The formatting of each entry follows specific rules for books, journal articles, websites, and other

source types, ensuring uniformity and accuracy.



Reference List (Author-Date System)

For papers employing the author-date system, the concluding section is typically called a "Reference List."
Similar to the bibliography, it is alphabetized by author's last name. However, the reference list entries are
generally more concise and directly correspond to the in-text citations. Each entry provides the author,

year of publication, title, and publication details needed to identify the source.

Key Elements of Source Entries

Regardless of the system chosen, certain core elements are essential for accurate source entries:

Author(s) name(s)

Title of the work (book, article, chapter, webpage)

Publication information (publisher, journal name, volume, issue, date)

Page numbers (for specific chapters or articles)

URL or DOI (for online sources)

Meticulous attention to detail in formatting these entries is crucial for demonstrating academic rigor.

Formatting Specifics for Academic Papers

Beyond the citation system, several other formatting aspects are critical for academic papers submitted in
Chicago style. These details contribute to the overall professionalism and readability of your work, signaling

your attention to scholarly conventions.

Margins and Spacing

Standard academic formatting typically requires one-inch margins on all sides of the page. The paper should
be double-spaced throughout, including block quotations, notes, and the bibliography or reference list. This

consistent spacing enhances readability and provides ample room for potential reviewer comments.



Font and Typeface

A clear and legible font is essential. Times New Roman or a similar serif font in 12-point size is commonly
recommended for academic submissions. The typeface should be consistent throughout the document, with

exceptions for specialized formatting like italics for emphasis or titles, as specified by the style guide.

Page Numbering

Page numbers are typically placed in the upper right-hand corner of each page, starting with the first page
of the main text. Some institutions may require preliminary pages to be numbered with lowercase Roman
numerals, while others prefer all pages to be numbered sequentially. Always verify the specific

requirements for page numbering.

Headings and Subheadings

If headings and subheadings are used to organize the body of the paper, they should be formatted
consistently. This might involve different font sizes, styles (bold, italic), or placement (centered, left-

aligned). The goal is to create a clear hierarchy that guides the reader through your arguments.

Block Quotations

Longer quotations (typically four or more lines of text) should be formatted as block quotations. This
involves indenting the entire quotation from the left margin and omitting quotation marks. Block
quotations are usually single-spaced, but check specific guidelines. The citation for a block quotation follows

the same rules as other in-text citations.

Common Pitfalls and How to Avoid Them

Even experienced scholars can fall prey to common errors when preparing papers for academic submission.
Awareness of these pitfalls can help you avoid them and ensure your manuscript meets the expected

standards.

Inconsistent Citation Style

One of the most frequent errors is inconsistency in applying the chosen Chicago style system. This can
manifest as mixing elements from the notes-bibliography and author-date systems, or variations in how

similar sources are cited. To avoid this, use citation management software or meticulously follow a style



guide checklist for every source.

Incorrect Formatting of Bibliographic Entries

Details matter greatly in bibliographic entries. Missing punctuation, incorrect capitalization, or improper
order of elements can render an entry incomplete or misleading. Always consult the CMOS or a reliable

style manual for the precise formatting of each type of source you include.

Over-Reliance on Direct Quotations

While citations are crucial, an overabundance of direct quotations can detract from your own voice and
analytical contribution. Paraphrasing and summarizing your sources effectively, while still citing them
accurately, often leads to a more cohesive and persuasive argument. This also reduces the risk of copyright

infringement or plagiarism.

Ignoring Submission Guidelines

Failing to read and adhere to the specific submission guidelines provided by the journal or institution is a
significant oversight. These guidelines often contain crucial details about formatting, word count, file types,

and submission procedures that are just as important as the stylistic elements of the paper itself.

Finalizing Your Paper for Submission

The final stages of preparing your Chicago style academic paper involve a thorough review and a
meticulous check against all submission requirements. This rigorous process is your last opportunity to

ensure your work is polished and professional.

Proofreading and Editing

After the content and formatting are finalized, a comprehensive proofread is essential. Check for
grammatical errors, typos, punctuation mistakes, and awkward phrasing. Consider having a colleague or a
professional editor review your work for a fresh perspective. Reading your paper aloud can also help you

catch errors you might otherwise miss.



Checking Against Submission Requirements

Before hitting the submit button, meticulously review the submission guidelines one last time. Ensure all
required sections are present, that the file format is correct, and that any naming conventions for files are
followed. Double-check the citation style and bibliography for absolute accuracy. A final check against all

criteria ensures that your paper presents the best possible version of your scholarship.

FAQ

Q What is the primary difference between the notes-bibliography and
author-date systems in Chicago style?

A: The notes-bibliography system uses footnotes or endnotes with superscript numbers in the text for
citations, while the author-date system uses parenthetical in-text citations with the author's last name and

year of publication.

Q: Is it acceptable to mix elements from both Chicago citation systems in a
single paper?

A: No, it is never acceptable to mix elements from both systems. You must choose one system and apply it

consistently throughout the entire document as per the submission requirements.

Q How do I format a block quotation in Chicago style?

A: Block quotations, typically four or more lines, are indented from the left margin, single-spaced (though

this can vary), and do not use quotation marks. The citation follows the block quotation.

Q What is the purpose of a bibliography in a Chicago style paper?

A: The bibliography is a comprehensive list of all sources cited in the paper (and sometimes consulted but

not cited) used with the notes-bibliography system. It allows readers to locate and verify the sources.

Q: Does Chicago style require a specific font for academic submissions?

A: While Chicago style itself doesn't mandate a single font, Times New Roman or a similar 12-point serif
font is generally recommended for academic submissions for clarity and readability. Always check specific

submission guidelines.



Q How should I handle online sources in my Chicago style bibliography?

A: Online sources require specific formatting in the bibliography, including the author's name, title of the
work, website name, publication date, and a URL or DOI. Always consult the CMOS for precise formatting

rules for different types of online content.

Q What is the correct way to paginate a Chicago style academic paper?

A: Typically, page numbers are placed in the upper right-hand corner of each page. Preliminary pages
may be numbered with lowercase Roman numerals, and the main text starts with Arabic numerals. Verify

specific institutional or journal requirements.

Q: Can I use footnotes and endnotes interchangeably in the notes-
bibliography system?

A: You should choose either footnotes or endnotes and use that system exclusively for your citations. While

both are part of the notes-bibliography system, consistency in their application is key.

Q What should I do if the journal or institution's guidelines conflict with
the Chicago Manual of Style?

A: Always prioritize the specific guidelines provided by the journal or institution. These override general
CMOS rules for their publications. Ensure you understand and follow their specific formatting and citation

instructions.
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