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chicago manual of style for submitting manuscripts literature is an indispensable guide for
any author aspiring to publish scholarly or creative works. Navigating the intricate requirements of
manuscript submission can be daunting, but adhering to established style guides like Chicago ensures
clarity, consistency, and professionalism. This comprehensive article delves into the essential aspects
of applying the Chicago Manual of Style (CMOS) to manuscript preparation for literature, covering
everything from general formatting to specific citation practices. We will explore the foundational
principles of CMOS, its application to the physical layout of a manuscript, and the critical nuances of
handling citations and bibliographies, providing authors with the knowledge needed to present their
literary works in the most polished and professional manner possible. Understanding these guidelines
is not merely about following rules; it's about communicating effectively with editors, publishers, and
readers alike, thereby enhancing the perceived value and credibility of your literary submission.
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Understanding the Fundamentals of the Chicago
Manual of Style

The Chicago Manual of Style (CMOS) is a widely respected style guide that provides comprehensive
recommendations for manuscript preparation, citation, and general writing practices. Developed and
maintained by the University of Chicago Press, it offers two primary systems for referencing: the
notes-bibliography system and the author-date system. For most works of literature, especially in the
humanities, the notes-bibliography system is the preferred choice. This system relies on endnotes or
footnotes to cite sources and a bibliography to list all works consulted or cited.

CMOS emphasizes clarity, consistency, and accuracy in written communication. Authors submitting
manuscripts for publication in the realm of literature must familiarize themselves with its principles to
ensure their work meets industry standards. This includes understanding how to format headings,
manage quotations, and present supplementary material. The manual's extensive coverage ensures
that authors can find guidance on virtually any stylistic query they might encounter during the writing
and submission process.

The Notes-Bibliography System



The notes-bibliography system is a cornerstone of CMOS for academic and literary works. It allows for
detailed annotations and source attribution directly within the text through numbered notes, which
can be placed at the bottom of the page (footnotes) or at the end of the chapter or document
(endnotes). This system is particularly useful for literary analysis and scholarship where extensive
commentary or explication of sources is beneficial.

When using the notes-bibliography system for a literature manuscript, each unique source cited
requires a corresponding note. Subsequent citations of the same source become progressively
shorter, eventually utilizing a shortened form or a direct reference to the note number. This method
not only provides readers with immediate access to source information but also keeps the main text
uncluttered, allowing for a more immersive reading experience.

The Author-Date System

While less common for traditional literary scholarship and creative works, the author-date system is
also a component of CMOS. This system uses parenthetical in-text citations consisting of the author's
last name and the year of publication, often followed by a page number. A full reference list,
alphabetized by author's last name, appears at the end of the manuscript. This system is more
prevalent in social sciences and some scientific fields.

For literature, opting for the author-date system might be a specific publisher's requirement or
relevant for certain interdisciplinary approaches. However, the nuanced nature of literary criticism
often lends itself more naturally to the detailed explanations afforded by the notes-bibliography
system, making it the default for many literary submissions.

Manuscript Formatting Guidelines for Literature

Proper manuscript formatting is crucial for presenting a professional and submission-ready document.
Publishers and editors expect manuscripts to adhere to established guidelines to facilitate the editing
and production process. The Chicago Manual of Style provides detailed instructions on how to format
various elements of a literary manuscript, ensuring consistency and readability from the outset.

This section will cover essential formatting aspects such as margins, spacing, font choices, and the
presentation of title pages, chapter headings, and quotations. Adhering to these standards
demonstrates attention to detail and respect for the editorial process.

General Manuscript Layout

When preparing a manuscript for submission according to CMOS, general layout specifications are
paramount. Double-spacing is typically required for the entire manuscript, including block quotations,
notes, and the bibliography. This provides ample space for editors to make annotations and
suggestions. Standard one-inch margins on all sides of the page are also a common requirement,
allowing for clear physical space around the text.



The font should be a standard, legible typeface such as Times New Roman or Courier New, usually in
12-point size. Each new manuscript page should be numbered sequentially, typically in the upper
right-hand corner, starting with the first page of the main text. The title page should include the
manuscript title, author's name, and contact information, without page numbering.

Title Page and Front Matter

The title page is the first impression your manuscript makes. According to CMOS, it should clearly
state the full title of the work, followed by the author's full name. Below this, include your contact
information, such as your mailing address, email address, and phone number. Some authors also
include a brief description of the manuscript, such as word count, but this is often communicated
separately to the publisher.

If your manuscript includes elements like a table of contents, acknowledgments, or dedication, these
should follow the title page in the standard order of front matter. Each of these sections should be
clearly titled and formatted consistently with the rest of the manuscript, generally double-spaced.

Chapter Headings and Divisions

Organizing your literary work into chapters is standard practice, and CMOS provides guidance on how
to format these divisions. Chapter titles should be clearly indicated, typically centered on the page
and preceded by the chapter number. The first line of the chapter's text should appear a few lines
below the chapter title, with adequate spacing to visually separate them.

If your work uses divisions beyond chapters (e.g., parts or sections), these should also be clearly
delineated. CMOS recommends consistent formatting for all levels of headings to maintain a logical
structure throughout the manuscript. For instance, a Part title might be centered and in all caps, while
a Chapter title might be centered and in title case.

Handling Quotations

Quotations are a fundamental part of literary analysis and scholarly writing. CMOS distinguishes
between short quotations (typically four lines or fewer of prose, or three lines or fewer of verse) and
long quotations (also known as block quotations). Short quotations are generally incorporated directly
into the text, enclosed in quotation marks. Punctuation is placed according to standard English rules,
usually inside the closing quotation mark.

Block quotations, conversely, are set apart from the main text. They are typically indented from the
left margin, single-spaced (though some publishers may prefer double-spacing; always check
submission guidelines), and do not use quotation marks. The citation for a block quotation follows the
indented text. For poetry, line breaks and stanza breaks must be preserved exactly as in the original
source.



Short prose quotation integrated into text: "He was a man of quiet determination."

Short verse quotation integrated into text: The poet wrote, "The woods are lovely, dark and
deep."

Block quotation:

The old man sat by the window, watching the rain fall. He remembered a time when such
weather brought joy, not a sense of impending gloom. The world had changed, and so had he.

Citation and Referencing in Chicago Style

Accurate and consistent citation is non-negotiable in academic and literary publishing. The Chicago
Manual of Style offers robust frameworks for referencing sources, ensuring that readers can trace
your arguments back to their origins and that you give proper credit to the work of others. For
literature, the notes-bibliography system is usually the preferred method, offering flexibility and
detailed attribution.

This section will detail how to implement the notes-bibliography system, including the formatting of
notes and the compilation of a bibliography. Understanding these conventions is vital for avoiding
plagiarism and building scholarly credibility.

Notes for Citations

In the notes-bibliography system, each piece of information or assertion derived from an external
source is followed by a superscript note number. These numbers correspond to notes placed either at
the bottom of the page (footnotes) or at the end of the manuscript (endnotes). The first note for a
given source provides full bibliographic information. Subsequent notes for the same source use a
shortened format, typically including the author's last name, a shortened title of the work, and the
page number(s).

For example, the first note for a book might look like this:
1. Harold Bloom, The Western Canon: The Books and School of the Ages (New York: Harcourt Brace,
1994), 25.
A subsequent note for the same book would be:
2. Bloom, Western Canon, 112.

The Bibliography

The bibliography is a comprehensive list of all sources cited or consulted in your manuscript. It



appears at the end of the document and is organized alphabetically by the author's last name. Each
entry in the bibliography should provide full publication details, formatted consistently according to
CMOS guidelines. The primary goal of the bibliography is to enable readers to locate the sources you
have used.

Entries in a bibliography are typically formatted with a hanging indent, meaning the first line of each
entry is flush with the left margin, and subsequent lines are indented. This formatting helps to visually
separate individual entries, improving readability. For books, the format usually includes the author's
full name, the title of the book in italics, publication information (city, publisher, year), and sometimes
the total number of pages.

Author's last name, first name. Title of Book. Place of publication: Publisher, Year of publication.1.

Author's last name, first name. "Title of Article." Title of Periodical volume, no. issue (Year):2.
page numbers.

Author's last name, first name. Title of Work. Edited by Editor's name. Place of publication:3.
Publisher, Year of publication.

Citing Specific Literary Works

When citing primary literary texts (e.g., novels, poems, plays), the method of citation is crucial for
literary scholarship. CMOS often recommends incorporating quotations directly into the text and
providing parenthetical citations that include the author's last name and page number, or, if the work
is commonly known by its editions, the book and line number (for poetry) or act, scene, and line
number (for plays). The full bibliographic details of the edition used will appear in the bibliography.

For example, a citation for a quote from Shakespeare might appear as (Shakespeare, Hamlet,
3.1.56-59), indicating the play, act, scene, and line numbers. If you are citing a novel, it might be
(Toni Morrison, Beloved, 15). This in-text parenthetical citation is then supported by a full
bibliographic entry for the specific edition of Beloved used, detailing the publisher and year.

Preparing Your Manuscript for Submission

The final stage of manuscript preparation involves meticulously reviewing and polishing your work to
meet submission standards. This goes beyond just content and includes a thorough check of
formatting, grammar, spelling, and adherence to the Chicago Manual of Style. A well-prepared
manuscript reflects professionalism and increases the likelihood of acceptance by editors and
publishers.

This section will guide you through the essential steps for a final review, ensuring your literary
manuscript is submission-ready and presents your work in the best possible light.



Final Review and Proofreading

Before submitting your literary manuscript, a comprehensive final review is essential. This involves
not only proofreading for grammatical errors, typos, and punctuation mistakes but also verifying that
all stylistic elements are consistent with the Chicago Manual of Style. Pay close attention to repeated
words, awkward phrasing, and sentence structure. Reading your manuscript aloud can help identify
errors that might be missed during silent reading.

It is highly recommended to have multiple people proofread your work, including peers or professional
editors if possible. Fresh eyes can often catch errors that you have become accustomed to
overlooking. Ensure that all notes are correctly numbered and correspond to their respective entries
in the bibliography, and that all quotations are accurately transcribed and formatted.

Checking Publisher-Specific Guidelines

While the Chicago Manual of Style provides a foundational framework, it is imperative to consult the
specific submission guidelines provided by the publisher or journal you are targeting. Publishers may
have their own variations or additions to CMOS requirements, such as preferences for specific font
types, margins, or even their own in-house style guides that supersede certain CMOS rules.

Failure to adhere to a publisher's specific instructions can lead to rejection, regardless of the quality
of your writing. Look for a "Submission Guidelines" or "Author Guidelines" section on the publisher's
website. Carefully read and follow these instructions to the letter, as they are the ultimate authority
for your submission.

Organizing and Submitting Your Manuscript

Once your manuscript has been thoroughly reviewed and polished, organize it according to the
publisher's specifications. This typically involves creating separate files for the main text,
bibliography, notes, and any appendices or supplementary materials, though some publishers may
prefer a single document. Ensure all files are named clearly and logically.

When submitting your manuscript, follow the publisher's preferred submission method, whether it is
through an online portal, email, or postal mail. Include a professional cover letter that briefly
introduces your work and states why it is a good fit for their publication. Double-check that you have
included all requested materials and that your contact information is accurate and up-to-date.

FAQ



Q: What is the primary difference between the notes-
bibliography system and the author-date system in the
Chicago Manual of Style for literary submissions?
A: The notes-bibliography system uses footnotes or endnotes for citations and a bibliography at the
end of the work, often preferred for humanities and literary works due to its flexibility for detailed
commentary. The author-date system uses in-text parenthetical citations with the author's name and
year, followed by a reference list, which is more common in social sciences.

Q: How should I format block quotations in a manuscript
submitted under the Chicago Manual of Style?
A: Block quotations, typically four or more lines of prose or three or more lines of verse, should be
indented from the left margin, single-spaced (unless publisher guidelines specify otherwise), and
should not be enclosed in quotation marks. The citation follows the indented text.

Q: Is double-spacing mandatory for all parts of a manuscript
according to the Chicago Manual of Style?
A: Generally, the Chicago Manual of Style requires the entire manuscript, including the main text,
block quotations, notes, and bibliography, to be double-spaced to allow for editorial markings.
However, publishers may have specific exceptions, so always check individual submission guidelines.

Q: What is the correct way to format the first note for a book
in the Chicago Manual of Style notes-bibliography system?
A: The first note for a book should include the author's full name, the full title of the book in italics, the
place of publication, the publisher, and the year of publication, followed by the specific page
number(s) being cited. For example: 1. Jane Austen, Pride and Prejudice (New York: Penguin Classics,
2003), 45.

Q: How should I handle citing multiple editions of a primary
literary work when using the Chicago Manual of Style?
A: When citing a primary literary work, use the specific edition you consulted for your text. Provide its
full bibliographic details in your bibliography and use page numbers from that edition in your notes or
in-text citations. If you are referencing specific line or act/scene numbers that are consistent across
editions, you may include those as well, but the page number from your edition is usually paramount
for scholars who wish to find the exact reference.

Q: Can I use shortened titles in my notes for subsequent



citations of the same source under the Chicago Manual of
Style?
A: Yes, after the first full citation, subsequent notes for the same source should use a shortened
format. This typically includes the author's last name, a shortened title of the work (in italics if it's a
book), and the page number(s). For example: 2. Austen, Pride and Prejudice, 112.

Q: What information should be included on the title page of a
manuscript submitted according to the Chicago Manual of
Style?
A: The title page should prominently display the full title of the manuscript, followed by the author's
full name. Your contact information, including mailing address, email address, and phone number,
should also be included. Page numbering typically does not begin on the title page.

Q: Are there any exceptions to the Chicago Manual of Style
rules when submitting to a specific publisher?
A: Absolutely. While CMOS provides comprehensive guidelines, individual publishers often have their
own specific submission requirements that may supplement, modify, or even supersede certain CMOS
rules. It is crucial to consult the publisher's official submission guidelines for any discrepancies or
additional instructions.
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