chicago style submission guidelines

chicago style submission guidelines are an essential roadmap for anyone
preparing manuscripts for publication, whether it be academic papers,
dissertations, or even professional articles. Adhering to these guidelines
ensures clarity, consistency, and proper attribution, which are paramount in
scholarly and professional communication. This comprehensive guide will delve
into the intricacies of Chicago style, covering everything from basic
formatting and citation methods to the nuances of bibliographies and other
essential components. We will explore the author-date system versus the
notes-bibliography system, manuscript preparation for submission, and common
pitfalls to avoid. Understanding and implementing these submission guidelines
is key to presenting your work professionally and effectively.

Table of Contents

Understanding Chicago Style Basics

The Chicago Manual of Style: Author-Date vs. Notes-Bibliography
Manuscript Preparation for Submission

Citation and Reference Management

Common Errors in Chicago Style Submissions

Formatting Specifics for Chicago Style

Understanding Chicago Style Basics

The Chicago Manual of Style (CMOS) is a widely respected and comprehensive
style guide used across many academic disciplines, particularly in the
humanities and social sciences. Its primary goal is to promote clarity,
consistency, and accuracy in written communication. Unlike some other style
guides that are more rigidly prescriptive, Chicago style offers flexibility,
allowing authors to choose between two main citation systems: the notes-
bibliography system and the author-date system. Both systems achieve the same
objective of providing readers with the necessary information to locate
sources, but they differ in their presentation.

The fundamental principles of Chicago style revolve around clear prose,
logical organization, and meticulous attention to detail. This includes
standardized methods for handling everything from punctuation and
capitalization to the formatting of tables and figures. For writers new to
the style, understanding these foundational principles before diving into
specific formatting rules can prevent confusion and ensure a solid grasp of
the underlying logic.

The Chicago Manual of Style: Author-Date vs.



Notes-Bibliography

Chicago style offers two distinct systems for managing citations and
references, providing authors with a choice based on their field, publication
requirements, or personal preference. The choice between the author-date
system and the notes-bibliography system is one of the most significant
decisions an author makes when preparing a manuscript under Chicago style
guidelines.

The Notes-Bibliography System

The notes-bibliography system is prevalent in the humanities, particularly in
history, literature, and art history. In this system, source information is
primarily conveyed through numbered footnotes or endnotes, corresponding to
superscript numbers in the text. These notes provide detailed bibliographic
information upon first mention of a source and can be shortened for
subsequent citations. A comprehensive bibliography, listing all sources cited
in the work, is also required at the end of the manuscript. This system
allows for extensive explanatory notes within the text without disrupting the
flow of the narrative.

The Author-Date System

The author-date system is more commonly found in the social sciences, such as
sociology, psychology, and political science. This system utilizes brief
parenthetical citations within the text, typically including the author's
last name, the year of publication, and often the page number (e.g., (Smith
2020, 45)). A reference list, also placed at the end of the manuscript,
provides the full bibliographic details for all sources cited. This system is
often preferred for its conciseness and for fields where the publication date
is of particular importance.

Manuscript Preparation for Submission

Preparing a manuscript for submission according to Chicago style guidelines
involves more than just correct citation; it encompasses the entire
presentation of your work. Publishers and academic journals often have very
specific requirements that go beyond the general rules of the CMOS. It is
imperative to consult the individual submission guidelines of the target
publication or institution. These guidelines will often specify preferred
fonts, margins, line spacing, and the format for submission (e.g., Word
document, PDF).

Key elements of manuscript preparation include ensuring that all sections of
the manuscript are present and correctly ordered. This typically includes a
title page, abstract (if required), main body of the text, notes (if



applicable), reference list or bibliography, tables, and figures. Each of
these components needs to be formatted according to Chicago style and the
specific requirements of the publisher. The aim is to present a clean,
professional, and error-free document that is easy for editors and reviewers
to read and evaluate.

Title Page Formatting

A Chicago style title page should be clear and concise. It typically includes
the title of the work, the author's name, and the institutional affiliation
or department. For academic papers, it might also include the course name and
instructor's name. The title is usually centered, and the author's name and
affiliation are placed below it. Specific spacing and placement details can
vary based on the publisher's guidelines.

Abstract and Keywords

Many academic publications require an abstract, which is a brief summary of
the paper's main points, methodology, and findings. The abstract should be
concise, usually between 150 and 250 words, and placed after the title page.
Some journals also request keywords, which are terms that help categorize the
work and improve its discoverability in databases. These keywords should be
relevant to the content of the paper and are typically listed below the
abstract.

Citation and Reference Management

Accurate and consistent citation is the cornerstone of any academic or
professional work. Chicago style provides detailed rules for citing various
types of sources, from books and journal articles to websites and interviews.
Mastering these rules is crucial for avoiding plagiarism and giving proper
credit to the original authors.

In-Text Citations

As discussed, the in-text citation format depends on whether you are using
the notes-bibliography system or the author-date system. In the notes-
bibliography system, superscript numbers are placed at the end of a sentence
or clause to indicate a citation. For the author-date system, parenthetical
citations are used within the text. Regardless of the system, consistency is
key. Every piece of information that is not common knowledge and is drawn
from an external source must be cited.



Bibliography and Reference List Formatting

The bibliography (for the notes-bibliography system) or reference list (for
the author-date system) is a crucial component that provides complete
bibliographic details for all sources cited in the work. Entries are
typically alphabetized by the author's last name. The formatting of each
entry varies depending on the source type (book, journal article, website,
etc.) and requires meticulous attention to elements such as author names,
titles, publication dates, publisher information, and page numbers.

Here are some general formatting principles for entries:

e Book: Author's Last Name, First Name. Title of Book. Place of
Publication: Publisher, Year.

e Journal Article: Author's Last Name, First Name. "Title of Article."
Title of Journal Volume, no. Issue (Year): Page numbers.

e Website: Author's Last Name, First Name (if available). "Title of Page."
Name of Website. Last modified or accessed Date. URL.

Common Errors in Chicago Style Submissions

Even experienced writers can make mistakes when adhering to complex style
guidelines. Recognizing common errors in Chicago style submissions can help
authors avoid them and ensure their work is polished and professional. These
errors often stem from a misunderstanding of the rules or simply from
oversight during the writing and editing process.

One of the most frequent errors is inconsistency in citation format. Whether
using the notes-bibliography or author-date system, maintaining a uniform
style throughout the manuscript is essential. Another common pitfall is
incorrect punctuation within citations or bibliographical entries, such as
misplaced commas or periods. The proper use of italics for titles of books
and journals, and quotation marks for titles of articles and chapters, is
also a frequent source of error.

Incorrectly formatted notes

When using the notes-bibliography system, notes must be carefully formatted.

Errors can include missing information (like the year of publication or page

number), incorrect order of elements, or improper punctuation. For subsequent
citations of the same source, the use of "ibid." or shortened forms needs to

be applied correctly and consistently.



Bibliography/Reference List Oversight

A common mistake is the omission of sources from the bibliography or
reference list that have been cited in the text, or conversely, including
sources that were never cited. Furthermore, the alphabetization of entries
must be precise, and the formatting of each individual entry needs to
strictly follow CMOS guidelines for the specific source type.

Formatting Specifics for Chicago Style

Beyond the core citation rules, Chicago style dictates specific formatting
for various elements within a manuscript. These details contribute to the
overall readability and professional appearance of the document. Publishers
will often reiterate these in their specific submission guidelines.

Spacing is a critical element. Generally, a double-space is required for the
main body of the text, including block quotes. However, single-spacing 1is
often used for elements like block quotes themselves, notes, and the
bibliography/reference list. Margins are typically set at one inch on all
sides. Font choice is also important; a standard, readable font like Times
New Roman or Arial, in 12-point size, is usually preferred.

Tables and Figures

Tables and figures (including images, graphs, and illustrations) must be
clearly labeled and formatted according to Chicago style. Each table and
figure should have a number and a descriptive title. If a table or figure is
taken from another source, it must be properly attributed in a note below the
item. The placement of tables and figures within the manuscript should be
logical, often appearing close to where they are first referenced in the
text, or compiled at the end depending on the publication's requirements.

When incorporating tables, ensure that:

e Column headings are clear and concise.
e Data is accurately represented.

e Any abbreviations or symbols are explained in a note.

For figures, ensure that:

e The image resolution is high enough for clear printing.

e ALl labels and annotations are legible.



e Captions are descriptive and follow Chicago style conventions.

Block Quotes

Quotations of four or more lines of text are typically presented as block
quotes. These are indented from the left margin, single-spaced, and do not
use quotation marks. The citation follows the block quote. Careful attention
to indentation and spacing is necessary to distinguish block quotes from the
regular text.

The purpose of adhering to these detailed chicago style submission guidelines
is to ensure that your work is presented in a clear, organized, and
academically sound manner, making it easier for readers and editors to engage
with your content.

FAQ

Q: What 1is the primary difference between the notes-
bibliography system and the author-date system in
Chicago style?

A: The primary difference lies in how sources are cited within the text and
presented in the reference section. The notes-bibliography system uses
numbered footnotes or endnotes for citations and includes a bibliography at

the end. The author-date system uses parenthetical in-text citations (author,
year, page) and concludes with a reference list.

Q: Do I need to use both a bibliography and a
reference list when following Chicago style?

A: No, you use one or the other depending on the system you choose. If you
use the notes-bibliography system, you will have notes (footnotes or
endnotes) and a bibliography. If you use the author-date system, you will
have in-text parenthetical citations and a reference list.

Q: What are the essential elements of a Chicago

style bibliography entry for a book?
A: A typical Chicago style bibliography entry for a book includes the

author's full name, the full title of the book (italicized), the place of
publication, the publisher's name, and the year of publication.



Q: How should I format block quotes in a Chicago
style manuscript?

A: Block quotes, which are four or more lines of text, should be indented
from the left margin, single-spaced, and set apart from the main text without
quotation marks. The citation follows the block quote.

Q: Is there a specific font and font size
recommended for Chicago style submissions?

A: While Chicago style itself doesn't mandate a specific font, 12-point Times
New Roman or a similar readable serif font is commonly recommended and often
required by publishers for clarity and ease of reading. Always check the
specific submission guidelines of the publication.

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

A: Keywords are terms that help categorize your work and make it discoverable
in academic databases and search engines. They provide a quick overview of
the main topics covered in your manuscript.

Q: How should I handle citing sources with multiple
authors in Chicago style?

A: For the notes-bibliography system, the first note lists all authors up to
a certain number (often three), and subsequent notes may use "et al." For the
author-date system, the first citation includes all authors up to a certain
number, and subsequent citations use "et al." The exact number of authors to
list before using "et al." can vary and should be checked in the latest
edition of the CMOS or specific publisher guidelines.

Q: Can I use online citation generators for Chicago
style?

A: Online citation generators can be a helpful starting point, but they are
not always perfectly accurate for Chicago style. It is crucial to always
review and manually verify the generated citations against the Chicago Manual
of Style or the specific publication's guidelines to ensure correctness.
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