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The Chicago Style Research Paper Submission Process: A Comprehensive Guide

chicago style research paper submission process is a critical step for any academic or
scholarly endeavor, demanding meticulous attention to detail and adherence to
established guidelines. Navigating this process effectively ensures your research is
presented professionally and meets the rigorous standards expected in scholarly
publications and academic institutions. This guide will delve deep into the essential
components of the Chicago style research paper submission process, covering everything
from understanding citation styles to final document preparation. We will explore the
nuances of in-text citations and bibliographies, the importance of proper formatting, and
the common pitfalls to avoid when submitting your work. Mastering the Chicago manual of
style submission is paramount for academic success and impactful dissemination of your
research findings.
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Understanding Chicago Style: Notes and
Bibliography vs. Author-Date

The Chicago Manual of Style (CMOS) offers two primary systems for citation: the Notes
and Bibliography (NB) system and the Author-Date system. The choice between these two
often depends on the specific discipline or the requirements of the publication or
institution. Understanding the distinctions between them is the first crucial step in
correctly applying the Chicago style research paper submission process. The NB system is
more common in the humanities, such as literature, history, and the arts. It uses footnotes
or endnotes for citations and requires a comprehensive bibliography at the end of the
paper. Conversely, the Author-Date system is prevalent in the social sciences and natural
sciences, employing parenthetical author-date citations within the text, followed by a
reference list.

The Notes and Bibliography (NB) System Explained

In the Notes and Bibliography system, every piece of information or idea borrowed from
an external source must be accompanied by a superscript number in the text,
corresponding to a numbered note at the bottom of the page (footnote) or at the end of the



document (endnote). These notes provide the source information, allowing readers to
locate the original material. The full bibliographic details of all cited sources are then
compiled into a bibliography, typically organized alphabetically by author's last name. This
method is favored for its ability to provide detailed source information without
interrupting the flow of the text with lengthy parenthetical citations. Adhering to the
specific formatting for both notes and the bibliography is a key aspect of the Chicago style
research paper submission process.

The Author-Date System Explained

The Author-Date system, on the other hand, offers a more concise in-text citation method.
Instead of numbered notes, authors' last names and the year of publication are placed in
parentheses directly within the text, usually immediately after the quoted or paraphrased
material. For example, (Smith 2020, 15). This system is highly efficient for disciplines
where frequent citation is necessary, as it minimizes disruption to the reader's experience.
The corresponding reference list at the end of the paper includes full bibliographic details
for all sources cited in the text, also typically alphabetized by author's last name. Ensuring
consistency in this format is vital for a successful Chicago style research paper
submission.

Preparing Your Manuscript: Formatting
Essentials for Chicago Style

Beyond citation styles, the physical presentation of your Chicago style research paper is
paramount for a professional submission. Proper formatting ensures readability and
demonstrates your adherence to academic conventions. This involves specific guidelines
for margins, font, spacing, and the inclusion of essential front and back matter. Neglecting
these formatting details can detract from the perceived quality of your research, even if
the content itself is exceptional. Therefore, mastering these formatting essentials is an
integral part of the Chicago style research paper submission process.

Margins, Font, and Spacing Guidelines

Standard formatting for Chicago style typically requires 1-inch margins on all sides of the
document (top, bottom, left, and right). The preferred font is usually a readable serif font,
such as Times New Roman or Garamond, in a 12-point size. Double-spacing is generally
recommended for the main body of the text, including block quotes and bibliographies,
though some institutions or publications might specify single-spacing for specific elements
like footnotes or the title page. Consistent application of these rules throughout your
paper is a non-negotiable aspect of the Chicago style research paper submission process.
Always consult the specific submission guidelines provided by your instructor, journal, or
publisher, as these can sometimes supersede general CMOS recommendations.



Title Page and Preliminary Matter

A well-formatted title page is the first impression your research paper makes. It should
clearly state the title of the paper, your name, the course name and number (if applicable),
the instructor's name, and the date of submission. While the Chicago Manual of Style
doesn't mandate a specific format for all title pages, clarity and professionalism are key.
For longer works like dissertations or theses, preliminary sections like an abstract, table
of contents, and list of figures or tables may be required. Each of these elements needs to
follow specific Chicago style formatting guidelines to contribute to a cohesive and
professional Chicago style research paper submission.

Page Numbering and Running Heads

Consistent page numbering is essential for navigation and organization. In Chicago style,
page numbers are typically placed in the upper right-hand corner of each page, starting
with the first page of the main text (after any preliminary matter). For the Notes and
Bibliography system, the title page and any introductory pages like the abstract are
usually not numbered or are numbered with Roman numerals. Running heads, if required,
are also placed in the header, often including a shortened version of the paper's title.
Paying attention to these details enhances the overall presentation and facilitates a
smoother Chicago style research paper submission.

Crafting Effective Citations: In-Text Notes and
Bibliographic Entries

The core of the Chicago style research paper submission process lies in its citation system.
Accurate and consistent citation is not only a matter of academic integrity but also a
testament to the thoroughness of your research. Whether employing the Notes and
Bibliography system or the Author-Date system, understanding how to format both in-text
citations and the final bibliography or reference list is crucial. Incorrect citations can lead
to accusations of plagiarism and significantly undermine the credibility of your work.

Formatting In-Text Notes (Footnotes/Endnotes)

When using the Notes and Bibliography system, footnotes or endnotes serve as the
primary mechanism for citing sources. Each note begins with a superscript number that
corresponds to the note marker in the text. The first time a source is cited, the note should
contain full bibliographic information, similar to a reference list entry but formatted for
notes. Subsequent citations of the same source can be shortened, often using "Ibid." for
the immediately preceding citation or the author's last name and a shortened title.
Mastering the nuances of formatting these notes is a critical skill for anyone undertaking
the Chicago style research paper submission process.



Formatting Bibliographic Entries

The bibliography, or reference list, provides a complete alphabetical listing of all sources
cited in your paper. The specific format for each entry varies depending on the type of
source (book, journal article, website, etc.). Key elements typically include the author's
name, title of the work, publication information (publisher, year, journal name, volume,
issue, page numbers), and URLs or DOIs when applicable. The Chicago Manual of Style
provides detailed examples for a wide range of source types. Ensuring that every entry in
your bibliography precisely follows these guidelines is a cornerstone of a successful
Chicago style research paper submission.

Formatting Author-Date Citations and Reference Lists

For those using the Author-Date system, in-text citations consist of the author's last name
and the year of publication, enclosed in parentheses. If quoting directly, the page number
is also included: (Smith 2020, 45). The corresponding reference list at the end of the paper
functions similarly to the bibliography in the NB system, providing full bibliographic
details for all in-text citations, alphabetized by author's last name. The formatting within
the reference list entries closely mirrors that of the bibliography in the NB system, with
slight variations in punctuation and order. Precision in both in-text citations and the
reference list is indispensable for the Chicago style research paper submission process.

The Submission Checklist: Ensuring a Flawless
Chicago Style Research Paper

Before you finalize and submit your research paper, a thorough checklist can help you
identify and correct any errors. This proactive approach is vital for ensuring your paper
meets all requirements and presents your research in the best possible light. A well-
prepared paper demonstrates professionalism and respect for the submission process,
significantly increasing its chances of acceptance and positive reception. This checklist
serves as your final safeguard before initiating the Chicago style research paper
submission process.

e Verify all in-text citations correspond to entries in the bibliography/reference list.

e Confirm the correct citation style (Notes and Bibliography or Author-Date) has been
applied consistently.

Check for adherence to all formatting guidelines: margins, font, spacing, page
numbering.

Ensure the title page is complete and correctly formatted.

Review all footnotes or endnotes for accuracy and completeness.

Proofread the entire document for grammatical errors, typos, and punctuation



mistakes.
e Confirm that block quotes are correctly indented and formatted.

e Check that all required preliminary and concluding sections are present and properly
formatted.

e If submitting electronically, ensure the file format is accepted and named
appropriately.

e Double-check any specific submission instructions provided by the journal, publisher,
or institution.

Common Challenges in the Chicago Style
Research Paper Submission Process

While the Chicago style research paper submission process is straightforward in principle,
several common challenges can arise. Awareness of these potential pitfalls allows
researchers to approach their work with greater confidence and to proactively address
these issues. Overcoming these challenges is a testament to meticulous preparation and a
deep understanding of the style's requirements.

Inconsistent Application of Citation Rules

One of the most frequent errors is inconsistency in applying the chosen citation style. This
can manifest as mixing elements of the Notes and Bibliography system with the Author-
Date system, or applying different formatting rules to similar source types. Such
inconsistencies can be distracting to readers and suggest a lack of attention to detail.
Rigorous proofreading and perhaps a peer review can help catch these errors before
submission.

Incorrect Formatting of Source Types

The Chicago Manual of Style covers a vast array of source types, from classic books to
online multimedia. Accurately formatting each unique source can be challenging. For
instance, citing a podcast episode requires different information and punctuation than
citing a chapter in an edited book. Consulting the most recent edition of the CMOS or
reliable online resources for specific examples is crucial to avoid errors in this aspect of
the Chicago style research paper submission process.

Over- or Under-Citing Sources

Finding the right balance in citation is also a common challenge. Over-citing can clutter



the text and make it appear as though the author lacks original thought, while under-
citing risks plagiarism. Researchers must carefully consider which ideas and information
require attribution and which are common knowledge within their field. A careful review
of your work, considering the originality of your arguments and the sources you've drawn
upon, is essential.

Finalizing and Submitting Your Chicago Style
Research Paper

The final stages of the Chicago style research paper submission process involve
meticulous review and adherence to submission protocols. Once you are confident that
your paper is polished and accurate, the physical act of submission requires careful
attention. This is the culmination of your hard work, and completing it correctly ensures
your research is presented as intended.

Before the final submission, conduct one last comprehensive proofread. This review should
focus not only on grammar and spelling but also on the consistency of your Chicago style
formatting and citations. Read your paper aloud to catch awkward phrasing or errors you
might otherwise miss. Ensure that all requirements from your instructor, department, or
publisher have been met. If the submission is to be done electronically, carefully follow all
instructions regarding file naming conventions, file types, and submission platforms. For
physical submissions, ensure the document is printed on appropriate paper and presented
in a clean, professional manner, adhering to any binding or cover requirements. The
successful completion of the Chicago style research paper submission process marks a
significant achievement in your academic journey.

Q: What is the primary difference between the Notes
and Bibliography and Author-Date systems in Chicago
style?

A: The primary difference lies in how sources are cited within the text and how the final
list of sources is presented. The Notes and Bibliography system uses footnotes or endnotes
for in-text citations, followed by a bibliography. The Author-Date system uses
parenthetical in-text citations (e.g., (Smith 2020)), followed by a reference list.

Q: Are there specific font requirements for Chicago
style research papers?

A: While the Chicago Manual of Style doesn't mandate a single font, it recommends
readable serif fonts such as Times New Roman or Garamond, typically in 12-point size.
The key is consistency and readability.



Q: How should block quotes be formatted in a Chicago
style paper?

A: Block quotes, typically for quotations of 5 or more lines, should be indented from the
left margin (usually 0.5 inches) and single-spaced, without quotation marks. The citation
follows the punctuation at the end of the block quote.

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

A: The bibliography, required for the Notes and Bibliography system, provides a
comprehensive, alphabetical list of all sources cited in the paper. It allows readers to
locate and consult the original sources used by the author.

Q: Can I use both footnotes and endnotes in the same
paper when using the Chicago style?

A: No, you must choose either footnotes (at the bottom of the page) or endnotes (at the
end of the document) and use that method consistently throughout your paper.

Q: What are the typical margin requirements for a
Chicago style research paper?

A: Standard margin requirements for Chicago style papers are 1 inch on all sides: top,
bottom, left, and right.

Q: How do I cite a source that has multiple authors in
Chicago style?

A: For the Notes and Bibliography system, the first note includes all authors' names.
Subsequent notes and the bibliography list the first author's name followed by "et al." if
there are three or more authors. For the Author-Date system, the in-text citation includes
all authors' names on the first mention, and subsequent mentions use "et al." for three or
more authors.

Q: Is there a specific order for elements in a Chicago
style bibliography entry for a book?

A: Yes, for a book, the typical order is Author's Full Name. Title of Book. Publication City:
Publisher, Year of Publication.
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