chicago manual of style manuscript submission

requirements

chicago manual of style manuscript submission requirements are paramount for authors aiming to get
their work published, particularly in academic and scholarly fields. Adhering to these guidelines
ensures a smooth submission process and demonstrates professionalism. This comprehensive article
will delve into the intricacies of preparing your manuscript according to the Chicago Manual of Style
(CMOS), covering everything from formatting specifics to citation practices. Understanding these
detailed requirements is the first critical step toward a successful publication. We will explore general
formatting, handling of figures and tables, the critical aspect of citations and bibliographies, and special

considerations for different types of submissions.
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General Manuscript Formatting Guidelines for Chicago Style

When preparing your manuscript for submission under the Chicago Manual of Style, meticulous
attention to detail in formatting is non-negotiable. These guidelines are designed to present your work
clearly and consistently to editors and reviewers. While specific publisher requirements may vary
slightly, the core principles of CMOS formatting provide a solid foundation. This includes fundamental
elements such as margins, spacing, font choices, and pagination, all of which contribute to the overall

readability and professional presentation of your academic work.



Page Layout and Margins

A standard manuscript submitted under CMOS guidelines typically requires generous margins to allow
for editorial notations. Generally, a one-inch margin on all sides of the page is recommended. This
includes the top, bottom, left, and right margins. This practice ensures ample white space, making the
document easier to read and annotate during the editorial process. Consistency in margin settings

across the entire manuscript is crucial for maintaining a professional appearance.

Font and Typeface

The Chicago Manual of Style recommends using a clear, legible, and standard typeface for manuscript
submissions. Commonly accepted fonts include Times New Roman or Arial, typically in a 12-point size.
Avoid overly decorative or unusual fonts, as these can detract from the content and make it difficult for
editors to read. The goal is readability and professionalism, so sticking to widely recognized and easily

accessible fonts is the best approach.

Spacing and Indentation

Double-spacing is a standard requirement for most manuscript submissions, including those following
CMOS. This applies to the main body of the text, including block quotations. Paragraphs should be

indented consistently at the beginning of the first line. The standard indentation is usually five spaces
or 0.5 inches. Avoid using double spaces between sentences or in the paragraph indentation, as this

can create an unprofessional look.



Pagination

Accurate pagination is essential for any manuscript submission. Page numbers should appear
consecutively on every page of the document, typically in the upper right-hand corner. Some
publishers may request that the author's last name be included before the page number. The title
page, if included, is usually not numbered, but it counts as page one for subsequent numbering.
Ensure that all preliminary pages, such as tables of contents and acknowledgments, are also correctly

numbered, often using Roman numerals.

Title Page and Running Heads

A title page is generally required for a manuscript submission. It should include the full title of the work,
the author's name, and contact information (address, email, phone number). Some publishers may
also request a word count on the title page. Running heads, also known as headers, can be useful for
longer manuscripts to help editors and reviewers track different sections. If required, the running head,
typically a shortened version of the title, is placed at the top of each page, usually alongside the page

number.

Handling Figures and Tables in CMOS Submissions

The clear and organized presentation of visual elements such as figures and tables is a critical
component of manuscript submission under the Chicago Manual of Style. These elements often
convey complex data or illustrate key points, so their formatting must be precise and adhere to
established conventions. Improperly formatted figures and tables can lead to confusion and delays in
the editorial process. Understanding how to integrate them seamlessly into your manuscript is vital for

a polished submission.



Placement of Figures and Tables

There are generally two approaches to handling figures and tables in manuscript submissions. Some
publishers prefer them to be embedded within the text at their approximate point of reference. Others
request that all figures and tables be placed at the end of the manuscript, after the main body of text
but before the bibliography. Always check the specific submission guidelines of the publisher or journal
to determine their preferred method. Regardless of placement, each figure and table must be clearly

labeled and referenced in the text.

Captioning and Numbering

Every figure and table must have a descriptive caption and a unique number. Figures are typically
labeled as "Figure 1," "Figure 2," and so on, followed by a concise title or brief description. Tables are
labeled similarly as "Table 1," "Table 2," etc. The captions should provide enough information for the
reader to understand the content of the figure or table without needing to refer back to the main text.

Ensure that numbering is sequential and consistent throughout the manuscript.

Formatting of Tables

Tables in Chicago style should be clean and easy to read. Use clear headings for columns and rows.
Avoid excessive use of lines or borders; often, horizontal lines to separate the header from the body
and at the bottom of the table are sufficient. Data within tables should be aligned appropriately (e.g.,
numbers right-aligned, text left-aligned). Ensure all abbreviations or special symbols used in the table

are explained in a note directly below the table.



Formatting of Figures

Figures can include graphs, charts, photographs, and illustrations. The quality of the image is
paramount. Publishers usually require figures to be submitted as separate high-resolution files (e.g.,
TIFF, EPS, high-quality JPG) in addition to their placement within the manuscript document. Ensure
that all text within the figure is legible and that axes are clearly labeled. Any necessary legends or

keys should be integrated into the figure itself or clearly explained in the caption.

Citation and Bibliographic Styles in Chicago

The Chicago Manual of Style offers two primary systems for citing sources: the notes-bibliography
system and the author-date system. Understanding which system to use and how to implement it
correctly is crucial for academic integrity and professional presentation. Both systems aim to provide
readers with clear and complete information about the sources used in a work, allowing them to locate
and verify the original material. Choosing the correct system often depends on the academic discipline

or the specific publisher's preferences.

The Notes-Bibliography System

This system is widely used in the humanities and is characterized by the use of numbered footnotes or
endnotes. Each note corresponds to a superscript number in the text, providing detailed citation
information. A full bibliography, listing all sources consulted or cited, is typically included at the end of
the manuscript. This system allows for extensive commentary and detailed source attribution without

disrupting the flow of the main text.



Footnotes and Endnotes

Footnotes appear at the bottom of the page, while endnotes are gathered at the end of the chapter or
the entire work. Each note includes essential bibliographic details, such as author, title, publication
information, and page number(s). The first citation of a source in the notes is usually a full
bibliographic entry. Subsequent citations for the same source are typically shortened, often including

the author's last name, a shortened title, and the page number.

Bibliography

The bibliography is an alphabetical list of all works cited in the text. Entries in the bibliography are
formatted according to specific rules for books, articles, websites, and other source types. It provides a
comprehensive reference for readers and serves as a record of the scholarly research undertaken.

The organization and formatting of the bibliography are as important as the notes themselves.

The Author-Date System

More common in the sciences and social sciences, the author-date system uses parenthetical citations
within the text. This method includes the author's last name and the year of publication, followed by
the page number if applicable, enclosed in parentheses. For example: (Smith 2023, 45). A
corresponding reference list, alphabetized by author's last name, appears at the end of the document,

providing full bibliographic details for each in-text citation.

In-Text Citations

The parenthetical citations are brief and unobtrusive, allowing the narrative to flow smoothly. When a
direct quotation is used, the page number is mandatory. For paraphrased ideas or summaries, page

numbers are recommended but not always strictly required, though including them is good practice for



clarity. Ensure that every citation in the text corresponds to an entry in the reference list.

Reference List

The reference list is an alphabetical compilation of all sources cited in the text. Unlike the bibliography
in the notes-system, it typically omits works consulted but not cited. The formatting of entries in the
reference list is similar to that of the bibliography, with specific styles for different types of publications.

The author-date system emphasizes ease of locating sources quickly within the text.

Common Citation Elements

Regardless of the chosen system, certain elements are consistently required for bibliographic entries.
These typically include the author's name (last name first for the primary author), the full title of the
work, publication information (city, publisher, year), and for articles, the journal title, volume, issue, and
page numbers. Consistency in the application of these elements is key to a professional and accurate

citation.

Special Submission Considerations for CMOS Manuscripts

Beyond the fundamental formatting and citation rules, the Chicago Manual of Style also provides
guidance on various special considerations that may arise in manuscript submissions. These can
range from the handling of appendices and index to specific requirements for different genres of
writing. Understanding these nuances can prevent common errors and ensure your manuscript meets
the highest standards of academic and professional presentation. Publishers often have specific

preferences for how these elements are integrated or presented.



Appendices

Appendices are used for supplementary material that is too extensive or tangential to be included in
the main body of the text but is still relevant to the work. This could include raw data, lengthy
questionnaires, or detailed historical documents. Each appendix should be clearly labeled (e.g.,
"Appendix A," "Appendix B") and typically begins on a new page. They are usually placed at the end

of the manuscript, before the bibliography or reference list.

Indexing

While authors are not always required to provide an index, understanding the principles of indexing is
beneficial, especially for book-length manuscripts. An index is an alphabetical list of important terms,
names, and concepts discussed in the book, along with the page numbers where they appear. A well-
constructed index significantly enhances a reader's ability to navigate and utilize the information within
the text. Publishers may request that authors provide a draft index, or they may have their own

indexers.

Glossaries and Acronym Lists

For works that employ specialized terminology or numerous acronyms, a glossary or a list of
abbreviations can be invaluable. A glossary defines key terms used in the manuscript, while an
acronym list provides the full form of abbreviations. These sections are typically placed at the
beginning of the book, after the table of contents and before the main text, or sometimes at the end.

Clearly defining these elements aids reader comprehension, particularly for a specialized audience.



Permissions and Copyright

Authors are responsible for obtaining permissions to use any copyrighted material within their
manuscript, such as extensive quotations, photographs, or figures. Publishers will require
documentation of these permissions. It is crucial to track all sources that require permission well in
advance of submission, as the process can be time-consuming. Failing to secure necessary

permissions can lead to significant publication delays or even the inability to include certain material.

Digital and Multimedia Submissions

In an increasingly digital world, some publishers may accept or even prefer submissions that include
digital or multimedia components. This can involve interactive elements, embedded videos, or links to
external datasets. If such elements are part of your submission, ensure you understand the publisher's
technical specifications and preferred formats. Proper integration and clear instructions for accessing

and interacting with these components are essential.

The Review and Revision Process for CMOS Manuscripts

Once your manuscript, meticulously formatted according to Chicago Manual of Style guidelines, is
submitted, it enters a rigorous review and revision process. Understanding this stage is crucial for
authors, as it often involves collaboration with editors and a willingness to adapt your work based on
feedback. The aim of this process is to refine the manuscript for clarity, accuracy, and scholarly
contribution, ensuring it meets the high standards expected by both the publisher and the intended

audience.



Editorial Review

Initial editorial review focuses on the manuscript's overall coherence, argument, originality, and
adherence to the publisher's scope and mission. Editors will assess whether the work makes a
significant contribution to its field and if it is written in a clear and engaging style. They will also
conduct a preliminary check for adherence to Chicago style, though detailed copyediting typically

occurs later. Editors may provide substantive feedback on the content and structure of the manuscript.

Peer Review

For academic and scholarly works, peer review is a standard and critical part of the process. External
experts in the field will read and evaluate the manuscript, offering constructive criticism. They assess
the scholarly merit, methodology, evidence, and originality of the work. The feedback from peer

reviewers is invaluable for identifying potential weaknesses, areas for improvement, and ensuring the

work is sound and credible within its academic discipline.

Revision Based on Feedback

Following editorial and peer review, authors are typically asked to revise their manuscript based on the
feedback received. This is a collaborative process. Authors should carefully consider all comments and
suggestions. Revisions may involve substantive changes to arguments, restructuring chapters,
clarifying prose, or incorporating new research. Addressing reviewer comments thoroughly and
respectfully is essential for demonstrating a commitment to scholarly rigor and improving the

manuscript.



Copyediting and Proofreading

Once revisions are accepted, the manuscript undergoes copyediting. Copyeditors meticulously check
for grammar, spelling, punctuation, consistency in style (including adherence to CMOS), and clarity of
expression. They ensure that all elements of the manuscript, from headings to citations, conform to the
publisher's style guide. Following copyediting, the manuscript is sent for proofreading, which is the final
check for any errors before publication. Authors are typically given an opportunity to review proofs and

catch any remaining mistakes.

Final Approval

The entire process, from initial submission to final approval, can take anywhere from several months to
over a year, depending on the complexity of the work and the publisher's workflow. Authors should
remain patient and communicative throughout this period, responding promptly to editorial requests.
Successful navigation of the review and revision stages, underpinned by a well-prepared manuscript
conforming to the Chicago Manual of Style, is the final step toward bringing your work to a wider

audience.

FAQ: Chicago Manual of Style Manuscript Submission Requirements

Q: What is the primary difference between the notes-bibliography

system and the author-date system in Chicago style?

A: The notes-bibliography system uses numbered footnotes or endnotes for citations and includes a
comprehensive bibliography at the end. The author-date system uses parenthetical citations within the

text (author, year) and a reference list at the end.



Q: Should | double-space my manuscript when following Chicago style

submission requirements?

A: Yes, generally, double-spacing is a standard requirement for manuscript submissions under

Chicago style to ensure readability and allow for editorial comments.

Q: How should | format page numbers in my Chicago-style manuscript

submission?

A: Page numbers should be sequential and typically appear in the upper right-hand corner of every

page, starting from the second page.

Q: What is the recommended font and font size for a manuscript

submitted according to Chicago style?

A: A clear, legible font like Times New Roman or Arial in 12-point size is generally recommended for

manuscript submissions in Chicago style.

Q: Do | need to include a table of contents for a manuscript submitted
using Chicago style?

A: Yes, a table of contents is usually required, especially for longer works, to help readers navigate the

structure of the manuscript. It should be accurately formatted and reflect the chapter or section titles.

Q: How should | handle figures and tables in my manuscript

submission?

A: Figures and tables should be clearly labeled with sequential numbers and descriptive captions.



Publishers may prefer them embedded in the text or submitted as separate files at the end of the

manuscript. Always check specific publisher guidelines.

Q: Am | responsible for obtaining copyright permissions for materials in

my manuscript?

A: Yes, authors are responsible for securing all necessary permissions to use copyrighted material,

such as extensive quotes, images, or tables, from their original sources.

Q: What is the role of a bibliography in the notes-bibliography system

of Chicago style?

A: The bibliography is an alphabetical list of all sources cited in the manuscript, providing complete

bibliographic details for each entry.

Q: Are there specific margin requirements for a Chicago-style

manuscript submission?

A: Typically, one-inch margins on all sides (top, bottom, left, right) are recommended to provide

adequate space for editorial notations.

Q: Can | use abbreviations frequently in my manuscript, and how

should | handle them?

A: If you use numerous abbreviations or specialized terms, consider including a list of abbreviations or

a glossary to aid reader comprehension, typically placed near the beginning of the manuscript.



Chicago Manual Of Style Manuscript Submission
Requirements

Chicago Manual Of Style Manuscript Submission Requirements

Related Articles

e chicago manual of style online access registration
e chicago manual of style quoting plays
e chicago manual of style online tables

Back to Home


http://chem.study/textbooks-027/chicago-manual-of-style-manuscript-submission-requirements.pdf
http://chem.study/textbooks-027/chicago-manual-of-style-manuscript-submission-requirements.pdf
http://chem.study/textbooks-027/chicago-manual-of-style-online-access-registration.pdf
http://chem.study/textbooks-027/chicago-manual-of-style-quoting-plays.pdf
http://chem.study/textbooks-027/chicago-manual-of-style-online-tables.pdf
http://chem.study

