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Understanding the Chicago Manual of Style for
Journal Manuscripts
chicago manual of style journal manuscript preparation is a critical step for
any academic or professional seeking to publish their work in reputable
journals. Adhering to the guidelines of the Chicago Manual of Style (CMOS)
ensures clarity, consistency, and adherence to established scholarly
conventions. This comprehensive guide will delve into the essential aspects
of using CMOS for journal submissions, covering everything from citation
styles and formatting to manuscript preparation and common pitfalls to avoid.
By mastering these principles, authors can significantly enhance the
professional presentation of their research and increase their chances of
acceptance. This article will explore the nuances of CMOS for journal
manuscripts, including its application in footnotes/endnotes versus author-
date systems, proper handling of tables and figures, and essential elements
of manuscript formatting.
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The Two Main Citation Systems in CMOS
The Chicago Manual of Style offers two primary systems for citing sources,
and understanding which one is appropriate for your journal manuscript is
paramount. The choice between these systems often dictates how your notes,
bibliography, and in-text references will appear. Journals will typically
specify their preferred system, but familiarizing yourself with both provides
a broader understanding of CMOS's flexibility.



The Notes and Bibliography System
This system, often referred to as the "traditional" Chicago style, is
prevalent in the humanities and is characterized by the use of numbered
footnotes or endnotes to cite sources. Each note provides full
bibliographical information upon its first appearance, with subsequent
citations becoming shortened. A comprehensive bibliography, listing all cited
works alphabetically, appears at the end of the manuscript. This method
allows for extensive commentary and explanation within the notes themselves,
making it ideal for works that require a deep dive into source material or
historical context.

The Author-Date System
The author-date system is more common in the social sciences and sciences.
Instead of footnotes or endnotes, it uses brief parenthetical citations
within the text, typically including the author's last name and the year of
publication. For example, (Smith 2020). These in-text citations correspond to
a reference list (sometimes called a bibliography) at the end of the
manuscript, which provides full publication details for every source cited.
This system is generally considered more efficient for rapidly developing
fields where numerous sources are commonly cited, and it allows readers to
quickly identify the source of information without disrupting the flow of the
main text.

Formatting Your Journal Manuscript According to
CMOS
Proper formatting is crucial for presenting a professional and easily
readable journal manuscript. The Chicago Manual of Style provides detailed
guidelines to ensure consistency and adherence to scholarly standards.
Following these rules demonstrates attention to detail and respect for the
publication process.

General Manuscript Preparation
A standard manuscript prepared for journal submission should include a title
page, abstract, body text, and bibliography or reference list. The title page
should clearly state the manuscript's title, the author's name, and
institutional affiliation. The abstract, typically 150-250 words, should
concisely summarize the manuscript's purpose, methods, findings, and
conclusions. The body text should be double-spaced, with one-inch margins on
all sides. Font choices should be standard and readable, such as Times New
Roman or Arial, in 12-point size. Page numbers should be included, usually in
the header, starting from the first page of the body text.



Paragraph and Heading Styles
Within the body text, paragraphs should be clearly distinguished by
indentation. The first line of each paragraph is typically indented, with no
extra space between paragraphs. CMOS specifies how to format headings and
subheadings to create a clear hierarchy within your manuscript. Major
headings (equivalent to H2 in digital contexts) are usually centered or left-
aligned and set apart from the text by extra space. Subheadings (H3
equivalents) are typically left-aligned and may be in bold or italics, again
with appropriate spacing. Consistency in applying these styles is key.

Handling Block Quotations
When quoting passages of text that are longer than approximately four or five
typed lines, CMOS requires them to be formatted as block quotations. This
means the quotation is set off from the main text by starting a new, indented
line. The quotation marks surrounding the original text are omitted, and the
entire block is indented from the left margin, typically by half an inch. The
citation follows the block quotation, often after the final punctuation mark.

Citing Sources: Footnotes/Endnotes vs. Author-
Date
The core of any scholarly manuscript lies in its accurate and consistent
citation of sources. CMOS provides robust frameworks for this, allowing
authors to choose the system best suited to their discipline and the specific
journal's requirements.

Footnotes/Endnotes in Detail
When using the notes and bibliography system, each piece of borrowed
information—whether a direct quote, paraphrase, or idea—must be attributed to
its original source through a superscript numeral in the text. These numerals
correspond to sequentially numbered notes, either at the bottom of the page
(footnotes) or at the end of the manuscript (endnotes). The first citation of
a source in the notes typically includes full publication details. Subsequent
citations of the same source are often shortened, including only the author's
last name, a shortened title, and the page number. The bibliography at the
end provides a comprehensive alphabetical listing of all sources cited in the
notes.

Author-Date In-Text Citations
In the author-date system, in-text citations are concise and non-disruptive.
A typical citation will appear as (AuthorLastName Year, PageNumber), though



the page number is often omitted if the reference is to the entire work or a
general idea. For instance, (Johnson 2022, 15) or simply (Miller 2021). These
parenthetical citations are crucial for guiding readers to the full
bibliographic information provided in the reference list at the end of the
manuscript. The reference list should be alphabetized by the author's last
name and include all necessary publication details to allow for easy
retrieval of the source material.

The Reference List or Bibliography
Regardless of the citation system employed, a complete list of all sources
consulted and cited in the manuscript is essential. For the author-date
system, this is typically called a "Reference List." For the notes and
bibliography system, it is usually termed a "Bibliography." Both lists should
be alphabetized by the author's last name. CMOS provides specific formatting
rules for entries in both notes and the bibliography, dictating the order of
elements (author, title, publication information), punctuation, and the use
of italics for titles of books and journals. Diligent adherence to these
rules ensures that readers can easily locate and verify the sources used in
your research.

Handling Tables and Figures in Your Manuscript
Effective presentation of data through tables and figures is vital for many
journal manuscripts. CMOS offers clear guidelines on how to format and
integrate these visual elements to ensure they are understandable and
professionally presented.

Table Formatting
Tables in CMOS are typically numbered sequentially (e.g., Table 1, Table 2).
Each table should have a clear and concise title placed above it. The table
itself should have clear column and row headings. CMOS generally prefers
minimal use of vertical rules within tables, often relying on horizontal
rules to separate the header row from the body of the table and to delineate
the table's end. Any abbreviations or symbols used in the table should be
explained either in a note below the table or within the table's headings
themselves. All data presented in tables must be accurate and directly
relevant to the manuscript's arguments.

Figure Formatting
Figures, which encompass graphs, charts, illustrations, and photographs, are
also numbered sequentially (e.g., Figure 1, Figure 2). Unlike tables, figure
captions (titles and descriptive text) are typically placed below the figure.
Each figure caption should be informative, allowing the figure to be



understood independently of the main text. If a figure is being reproduced
from another source, proper attribution and copyright permission (if
necessary) must be indicated in the caption, following CMOS guidelines for
citing such material. Figures should be clear, high-resolution, and essential
for illustrating the points made in the manuscript.

Placement and Referencing
While the final placement of tables and figures within a published article is
often determined by the journal's production team, authors should indicate
their preferred placement within the manuscript. This is usually done by
inserting a placeholder text, such as "[Insert Table 1 here]," at the
relevant point in the body text. Crucially, every table and figure in the
manuscript must be referred to and discussed in the narrative text. This
ensures that readers understand the significance of the visual data and how
it supports the author's research findings.

Common CMOS Errors and How to Avoid Them
Even experienced writers can fall prey to common errors when adhering to the
Chicago Manual of Style for journal manuscripts. Being aware of these
pitfalls can help you meticulously proofread and refine your work before
submission.

Inconsistent Citation Style: Mismatching the notes and bibliography
system with the author-date system, or inconsistently applying the
chosen system's rules.

Incorrect Formatting of Bibliographic Entries: Errors in punctuation,
order of elements, or use of italics for book and journal titles in
notes and bibliographies.

Misuse of Punctuation with Notes: Placing superscript note numbers
incorrectly relative to punctuation marks (e.g., before a comma).

Over-reliance on Block Quotations: Using block quotations excessively
when paraphrasing would be more appropriate and concise.

Lack of Clarity in Tables and Figures: Tables and figures that are
poorly labeled, difficult to read, or lack sufficient explanatory
captions.

Improper Handling of Titles: Incorrect capitalization or italicization
of titles of books, articles, journals, or other creative works.

Missing or Incomplete Citations: Omitting necessary page numbers,
publication years, or other essential bibliographic information.



Ignoring Journal-Specific Guidelines: Failing to check if the target
journal has specific deviations or additions to standard CMOS practices.

To avoid these common errors, it is highly recommended to consult the latest
edition of The Chicago Manual of Style and the specific submission guidelines
of the journal to which you are applying. Many authors find it beneficial to
use citation management software, but always double-check the output against
CMOS rules. A thorough final read-through, specifically looking for these
common errors, can save your manuscript from unnecessary revisions.

Finalizing Your CMOS-Compliant Journal
Manuscript
The final stages of preparing a journal manuscript for submission involve a
rigorous review process to ensure complete adherence to The Chicago Manual of
Style and the journal's specific requirements. This meticulous attention to
detail is not merely about aesthetics; it reflects the author's
professionalism and respect for the academic publishing process.

Before submitting, perform a comprehensive review of your entire manuscript.
Pay close attention to the consistency of your chosen citation style—whether
footnotes/endnotes or author-date—throughout the document. Ensure all notes
and in-text citations are correctly formatted and correspond accurately to
the entries in your bibliography or reference list. Verify that all titles of
books, journals, and articles are italicized or punctuated as prescribed by
CMOS and the journal. Check that the formatting of your tables and figures,
including numbering, titles, and captions, meets the established standards
and that each visual element is referenced within the body of your text.

Furthermore, review the overall manuscript structure, including margins, line
spacing, font choices, and page numbering, to ensure they align with CMOS and
the journal's specifications. It is also wise to confirm that any specific
instructions provided by the target journal regarding manuscript submission
have been followed precisely. This might include file naming conventions,
submission portals, or specific cover letter requirements. A well-formatted,
accurately cited manuscript that adheres to the Chicago Manual of Style
significantly enhances its chances of being considered for publication and
demonstrates the author's commitment to scholarly rigor.

FAQ

Q: What is the primary difference between the Notes



and Bibliography system and the Author-Date system
in the Chicago Manual of Style for journal
manuscripts?
A: The primary difference lies in how sources are cited. The Notes and
Bibliography system uses numbered footnotes or endnotes with a comprehensive
bibliography at the end, while the Author-Date system uses brief
parenthetical citations within the text (e.g., (Smith 2020)) that refer to a
reference list at the end.

Q: Can I use a mix of footnotes and in-text
parenthetical citations in my Chicago Manual of
Style journal manuscript?
A: No, you must strictly adhere to one system throughout your entire
manuscript. Journals typically specify which of the two CMOS systems they
require, and mixing them is considered incorrect and unprofessional.

Q: How should I format my bibliography or reference
list according to the Chicago Manual of Style for a
journal manuscript?
A: Both the bibliography (for Notes and Bibliography system) and the
reference list (for Author-Date system) should be alphabetized by the
author's last name. CMOS provides specific formatting rules for each type of
source (e.g., books, journal articles, websites), dictating punctuation,
order of elements, and the use of italics for titles.

Q: What is the recommended font and spacing for a
journal manuscript submitted using the Chicago
Manual of Style?
A: Generally, CMOS recommends a standard, readable font such as Times New
Roman or Arial in 12-point size. The entire manuscript, including block
quotes, should be double-spaced, with one-inch margins on all sides.

Q: How do I cite a website or online resource using
the Chicago Manual of Style for my journal
manuscript?
A: CMOS provides detailed guidelines for citing online resources in both its



citation systems. This typically includes the author (if available), title of
the specific page or article, name of the website, publication or last
updated date, and the URL. For the Notes and Bibliography system, the access
date may also be required.

Q: What are the rules for formatting block
quotations in a Chicago Manual of Style journal
manuscript?
A: Block quotations, typically longer than four or five lines of text, should
be set off from the main text by starting a new, indented line. The quotation
marks around the original text are omitted, and the entire block is indented
from the left margin by half an inch. The citation follows the block
quotation.

Q: How should I handle abbreviations in my journal
manuscript when using the Chicago Manual of Style?
A: If you are using the Notes and Bibliography system, abbreviations are
commonly used in subsequent citations of the same source. In the Author-Date
system, abbreviations are less common in the in-text citations themselves.
For units of measurement or other specific terms, consult CMOS for approved
abbreviations and ensure they are used consistently throughout the
manuscript.

Q: What is the role of the abstract in a Chicago
Manual of Style journal manuscript?
A: The abstract is a concise summary of your manuscript, typically between
150 and 250 words. It should briefly outline the research problem, methods,
key findings, and conclusions, providing readers with a quick overview of
your work.
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