chicago manual of style journal guidelines
for authors

chicago manual of style journal guidelines for authors represent a cornerstone for academic
and scholarly publishing, ensuring clarity, consistency, and professionalism in research
dissemination. Navigating these guidelines can seem daunting, but understanding their core
principles is crucial for any author aiming for publication in reputable journals. This comprehensive
guide delves into the intricacies of adhering to The Chicago Manual of Style (CMOS) for journal
submissions, covering essential elements from manuscript preparation and citation practices to
formatting specifics. We will explore the nuances of in-text citations, bibliography creation, and the
proper presentation of data, all while emphasizing the importance of precision and adherence to
established academic standards. Furthermore, this article will illuminate common pitfalls and offer
practical advice to help authors confidently meet the rigorous demands of journal editors and
readers alike, ultimately enhancing the impact and credibility of their work.
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Understanding the Chicago Manual of Style for
Journals

The Chicago Manual of Style (CMOS) is a widely respected style guide that provides comprehensive
instructions on manuscript preparation, grammar, punctuation, and citation for a vast range of
publications. For journal authors, understanding and applying CMOS is not merely about following
arbitrary rules; it's about ensuring that scholarly work is presented in a clear, consistent, and
accessible manner, thereby facilitating the dissemination of knowledge within academic
communities. Journals often adopt specific versions or adaptations of CMOS, making it imperative
for authors to consult the journal's own author guidelines, which may specify particular deviations or
additions to the standard CMOS rules.

The overarching goal of CMOS is to promote readability and prevent ambiguity. This applies to
everything from sentence structure and word choice to the detailed mechanics of referencing
sources. When journals specify adherence to CMOS, they are signaling a commitment to high
editorial standards and a desire to maintain a uniform presentation across all published articles.
Familiarity with CMOS not only aids in the initial submission process but also streamlines any
subsequent revisions requested by editors, as authors will be better equipped to understand and
address editorial feedback related to style and formatting.



Manuscript Preparation and Formatting

Proper manuscript preparation is the first step toward a successful journal submission. Adhering to
CMOS involves attention to detail in every aspect of the document, from the overall structure to the
smallest punctuation mark. Authors should ensure their manuscripts are typed on standard-sized
paper, double-spaced, and use a legible font, typically 12-point Times New Roman or a similar serif
font. Margins should be at least one inch on all sides to allow for editorial markings and annotations.

Title Page and Abstract

A title page should include the manuscript's title, the author's name(s), and their affiliations. The
title should be concise and accurately reflect the content of the paper. An abstract, usually between
150 and 250 words, is a critical component that summarizes the research problem, methods, key
findings, and implications. CMOS provides guidelines on the formatting of abstracts, ensuring they
are distinct and easily identifiable within the manuscript.

Headings and Subheadings

The effective use of headings and subheadings is crucial for organizing content and guiding the
reader. CMOS outlines a hierarchical system for headings and subheadings, typically involving
different levels of capitalization, bolding, and indentation to denote their importance and
relationship to the main text. Consistent application of these levels makes complex research more
accessible and comprehensible.

Running Heads and Page Numbers

Many journals require a running head (or header) that includes a shortened version of the title and
page numbers on each page. CMOS offers specific guidance on the formatting of running heads,
including their placement and content. Ensuring that each page is correctly numbered is a basic yet
essential aspect of manuscript professionalism.

Citation Styles: Author-Date vs. Notes and Bibliography

The Chicago Manual of Style offers two primary systems for documenting sources: the Author-Date
system and the Notes and Bibliography system. Journals will explicitly state which system they
prefer, and it is critical for authors to follow the specified format precisely. Each system has distinct
advantages and is suited to different academic disciplines.



The Author-Date System

The Author-Date system is commonly used in the social sciences and some natural sciences. In this
system, brief citations are placed directly in the text, typically in parentheses, and consist of the
author's last name and the year of publication. For example, (Smith 2023). If a direct quotation is
used, the page number is also included: (Smith 2023, 123). This system requires a comprehensive
reference list at the end of the paper that includes full bibliographic details for every source cited in
the text.

The Notes and Bibliography System

The Notes and Bibliography system is prevalent in the humanities, including history, literature, and
the arts. This system uses numbered footnotes or endnotes to cite sources. Each note corresponds to
a superscript number in the text. The first time a source is cited, the note provides full bibliographic
information. Subsequent citations of the same source are shortened. This system is often favored for
its ability to incorporate supplementary explanatory material within the notes, without disrupting
the flow of the main text.

In-Text Citations: Mastering the Details

Regardless of the chosen system, the accuracy and consistency of in-text citations are paramount.
CMOS provides detailed instructions for citing various types of sources, including books, journal
articles, websites, and interviews. The key is to ensure that every piece of information taken from a
source is properly attributed, protecting against plagiarism and allowing readers to locate the
original material.

Author-Date In-Text Citations

When using the Author-Date system, authors must ensure that the author's name and publication
year in the parenthetical citation exactly match an entry in the reference list. If multiple works by
the same author in the same year are cited, they are distinguished by adding lowercase letters (e.g.,
2023a, 2023b). For works with multiple authors, CMOS specifies how to list them, whether in the
text or in the reference list (e.g., "and" versus "&").

Notes and Bibliography In-Text Citations

In the Notes and Bibliography system, superscript numbers are placed at the end of a sentence or
clause, after the punctuation mark. The corresponding note at the bottom of the page or end of the
document provides the source details. CMOS offers specific formatting for the first note and
subsequent notes for the same source, encouraging brevity in later citations. It also provides
guidance on citing different editions of the same work.



Bibliographies and Reference Lists

The comprehensive list of sources at the end of a manuscript is a critical component of scholarly
integrity. Both the Author-Date and Notes and Bibliography systems require a concluding list, but
their titles and formatting differ.

Reference List (Author-Date)

For the Author-Date system, this list is typically titled "References." Entries are listed alphabetically
by the author's last name. CMOS provides detailed rules for formatting each type of source within
the reference list, including the order of elements (author, date, title, publication information) and
the use of punctuation, italics, and capitalization. For example, a book entry might look like: Smith,
John. 2023. The Art of Research. New York: Academic Press.

Bibliography (Notes and Bibliography)

In the Notes and Bibliography system, the concluding list is called a "Bibliography." While it serves
the same purpose of identifying all consulted sources, its arrangement and content can differ slightly
from a reference list. CMOS allows for bibliographies to be organized into categories if necessary
(e.g., Primary Sources, Secondary Sources). Entries in a bibliography are typically arranged
alphabetically by author's last name, but the formatting details, especially for older or non-
traditional sources, are meticulously outlined by CMOS.

Formatting Tables and Figures

The clear and consistent presentation of tables and figures is essential for conveying data and
complex information effectively. CMOS provides specific recommendations for how these visual
elements should be formatted and integrated into the manuscript.

Tables

CMOS guidelines for tables emphasize clarity and ease of comprehension. Each table should have a
number (e.g., Table 1) and a descriptive title. Column and row headings should be clear and concise.
CMOS recommends avoiding excessive vertical or horizontal lines within tables, opting for a clean
layout. Data within tables should be meticulously checked for accuracy and consistency with the
text.



Figures

Figures, which include charts, graphs, photographs, and illustrations, also require specific
formatting. Each figure must be numbered sequentially and accompanied by a caption that explains
its content and significance. CMOS advises that figures should be referred to by their number in the
text (e.g., "as shown in Figure 2"). Authors must also ensure that they have the necessary
permissions to reproduce any copyrighted figures.

Ethical Considerations and Permissions

Academic publishing comes with significant ethical responsibilities, and CMOS offers guidance on
these crucial aspects. Authors must ensure that their work is original and that all sources are
properly acknowledged. This includes avoiding plagiarism, which is the most serious ethical breach
in scholarly writing.

Plagiarism and Self-Plagiarism

CMOS strongly condemns plagiarism. This means not only avoiding direct copying of others' work
without attribution but also presenting one's own previously published work as new without proper
citation (self-plagiarism). Authors must be transparent about their research process and the origins
of their ideas.

Permissions for Reprinted Material

If an author intends to include substantial portions of previously published material, copyrighted
text, or images, they must obtain written permission from the copyright holder. CMOS advises on
the types of material that typically require permission and how to request it. Failure to do so can
result in legal issues and rejection of the manuscript.

Submitting Your Manuscript: Final Checks

Before submitting a manuscript, a thorough review against the journal's specific author guidelines
and CMOS is essential. This final stage is critical for catching any errors or omissions that could
delay or prevent publication.

Proofreading and Editing

Meticulous proofreading is non-negotiable. Errors in grammar, spelling, punctuation, and syntax can



undermine the credibility of even the most groundbreaking research. CMOS emphasizes the
importance of a polished manuscript. Authors should consider having colleagues review their work
or using professional editing services.

Adherence to Journal Requirements

Each journal has a unique set of submission requirements, which may include specific file formats,
word limits, and formatting preferences. While CMOS provides a robust framework, authors must
always defer to the journal's stated guidelines. This includes checking for any specific instructions
regarding the handling of citations, figures, or tables that might deviate from standard CMOS
practice.

FAQ

Q: What is the primary purpose of the Chicago Manual of Style
for journal authors?

A: The primary purpose of the Chicago Manual of Style for journal authors is to ensure clarity,
consistency, and professionalism in scholarly writing, facilitating the effective dissemination of
research within academic communities and upholding high editorial standards.

Q: Does every journal follow the Chicago Manual of Style
exactly as written?

A: No, not every journal follows the Chicago Manual of Style exactly. Many journals adopt specific
versions or adaptations of CMOS and often publish their own author guidelines that may specify
particular deviations or additions to the standard rules. Authors must always consult the target
journal's specific guidelines.

Q: What are the two main citation systems offered by the
Chicago Manual of Style?

A: The two main citation systems offered by the Chicago Manual of Style are the Author-Date
system, commonly used in the social and natural sciences, and the Notes and Bibliography system,
prevalent in the humanities.

Q: How does the Author-Date citation system work in-text?

A: In the Author-Date system, in-text citations are brief and typically appear in parentheses,
including the author's last name and the year of publication (e.g., (Smith 2023)). If a direct quotation



is used, the page number is also included (e.g., (Smith 2023, 123)).

Q: What is the difference between a Reference List and a
Bibliography in CMOS?

A: In the Author-Date system, the concluding list of sources is called a "Reference List," and entries
are typically arranged alphabetically by author's last name. In the Notes and Bibliography system,
the concluding list is called a "Bibliography," and while also usually alphabetized, it may occasionally
be organized into categories and can sometimes include sources consulted but not directly cited.

Q: Are there specific guidelines for formatting tables and
figures in CMOS?

A: Yes, CMOS provides detailed guidelines for formatting tables and figures to ensure clarity and
ease of comprehension. This includes specific recommendations for numbering, titling, captioning,
and the overall layout and presentation of these visual elements.

Q: What is the most serious ethical breach addressed by the
Chicago Manual of Style regarding sources?

A: The most serious ethical breach addressed by the Chicago Manual of Style is plagiarism, which
includes the unattributed use of others' work and presenting one's own previously published work as
new without proper citation (self-plagiarism).

Q: Should authors always follow the journal's author
guidelines over the general Chicago Manual of Style rules?

A: Yes, authors should always prioritize and strictly adhere to the specific author guidelines provided
by the journal they are submitting to. These journal-specific guidelines may modify or supersede
general CMOS rules.
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