chicago manual style journal author submission

guidelines

The Chicago Manual of Style journal author submission guidelines are a crucial resource for anyone
aiming to publish academic or scholarly work. Understanding and adhering to these guidelines is
paramount for ensuring your manuscript is properly formatted, clearly communicated, and
professionally presented to editors and reviewers. This comprehensive article will delve into the
intricacies of Chicago Manual of Style (CMOS) requirements for journal submissions, covering
everything from manuscript preparation and citation styles to the nuances of bibliographic entries and
the often-overlooked details that can make or break an submission. We will explore the general
principles, specific formatting demands, and best practices that will help authors navigate the

submission process with confidence, ultimately increasing the likelihood of acceptance.
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Understanding the Chicago Manual of Style for Journals

The Chicago Manual of Style (CMOS) is one of the most widely adopted style guides in academic
publishing, particularly within the humanities and social sciences. For journal authors, it provides a

standardized framework for presenting research, ensuring consistency, clarity, and scholarly rigor.



Adhering to CMOS principles demonstrates respect for the editorial process and the journal's

established standards, making your work more accessible to a wider audience of scholars.

It's important to recognize that while CMOS offers a comprehensive set of rules, individual journals
may have their own specific adaptations or additions to these guidelines. Therefore, always consult the
target journal's author submission guidelines in conjunction with the latest edition of The Chicago
Manual of Style. This dual approach ensures you are meeting both the broad academic standards and

the specific editorial expectations of the publication.

General Manuscript Preparation Guidelines

The foundation of a successful journal submission lies in meticulous manuscript preparation. This
involves more than just writing clear prose; it requires strict adherence to formatting conventions that
facilitate the editorial review process. Authors must pay close attention to every detail, from font

choices to page numbering, to present a polished and professional document.

Formatting the Document

Most journals that follow CMOS will expect a standard manuscript format designed for readability and
ease of editing. This typically includes double-spacing throughout the entire document, including block
quotations and notes. Margins should be generous, usually one inch on all sides, to provide ample
space for reviewer comments. A clear, legible font such as Times New Roman or Arial, in 12-point

size, is generally preferred.

Page numbering is also critical. The manuscript should be consecutively numbered, usually starting
with the title page as page 1, or sometimes the first page of the main text. The author's last name
should typically appear in the header on each page, followed by the page number, to ensure proper

identification throughout the review process. However, always check the journal's specific instructions



regarding header content and placement.

Title Page and Abstract

The title page serves as the initial introduction to your work. It should prominently display the
manuscript's title, the author's full name, institutional affiliation, and contact information. Some journals
may require additional details, such as a word count or a brief author biography. Following the title
page, a concise abstract is usually required. The abstract should summarize the main arguments,
methodology, and findings of your research in a clear and compelling manner, typically between 150
and 250 words. It should be a self-contained summary that entices readers to engage with the full

paper.

Headings and Subheadings

Organizing your manuscript with clear headings and subheadings is essential for guiding readers
through your research. CMOS provides guidance on the hierarchy of headings. The main title of the
article is usually centered. First-level subheadings are typically centered or left-aligned and often in
bold or all caps. Second-level subheadings are usually left-aligned and can be in italics or bold.
Consistent application of these levels is crucial for manuscript clarity and professionalism. Always refer

to the specific journal's guidelines, as they may dictate a particular heading style.

Citation Styles: Notes and Bibliography vs. Author-Date

One of the most significant decisions within CMOS is the choice between two primary citation systems:
the Notes and Bibliography system and the Author-Date system. The selection of one over the other is

usually determined by the discipline and the specific journal's preference. Understanding the



mechanics and implications of each is vital for accurate and consistent referencing.

The Notes and Bibliography System

The Notes and Bibliography system is prevalent in the humanities, including literature, history, and the
arts. In this system, citations are embedded within the text as superscript numbers that correspond to
footnotes or endnotes. These notes provide full bibliographic information for the first citation of a
source and a shortened form for subsequent citations. A comprehensive bibliography, listing all

sources cited in the text, appears at the end of the manuscript.

This system allows for the inclusion of supplementary information or discursive comments within the
notes without disrupting the flow of the main text. It offers a rich way to engage with sources and
provide context. Authors must ensure that each note accurately reflects the source material and that

the bibliography is meticulously compiled.

The Author-Date System

The Author-Date system is more common in the social sciences and sciences. In this system,
parenthetical citations appear directly within the text, consisting of the author's last name and the year
of publication (e.g., (Smith 2023)). If page numbers are relevant, they are also included (e.g., (Smith
2023, 45)). Similar to the Notes and Bibliography system, a reference list, containing full bibliographic

details for all in-text citations, is provided at the end of the manuscript.

The Author-Date system offers a more streamlined approach to in-text referencing, maintaining the
flow of the narrative by keeping citations concise. This method is often favored for its efficiency in
fields where the rapid citation of research is paramount. Regardless of the chosen system, consistency

and accuracy are non-negotiable.



Formatting Specifics: Text, Headings, and Tables

Beyond the overarching citation style, numerous other formatting details contribute to the professional
presentation of a journal submission. These seemingly minor elements are carefully scrutinized by
editors and reviewers and can significantly impact the perception of an author's attention to detail and

scholarly discipline.

Running Heads and Headers

As mentioned earlier, running heads or headers are crucial for manuscript organization. Typically, a
journal will require a shortened version of the title or the author's last name along with the page
number in the header of each page. This helps reviewers easily track the manuscript's progression. It
is imperative to follow the journal's specific instructions regarding the content and placement of these
running heads. For instance, some journals might only require page numbers, while others will ask for

a specific phrase.

Block Quotations

When quoting material that exceeds a certain length (typically four or more lines of prose or three or
more lines of poetry), CMOS requires that it be presented as a block quotation. This means the quoted
material is indented from the left margin, single-spaced, and does not use quotation marks. The
citation follows the block quotation. Proper formatting of block quotations ensures that extensive
excerpts are visually distinct from the main body of the text, enhancing readability and emphasizing the

quoted material.



Tables and Figures

Tables and figures should be clearly labeled, numbered consecutively, and referenced within the text.
Each table and figure should have a descriptive title. For tables, column heads should be clear and
concise, and any necessary abbreviations or symbols should be explained in a note below the table.
Figures, which include charts, graphs, and images, should be provided in a high-resolution format
suitable for reproduction. CMOS also dictates how notes for tables and figures should be formatted,

often using superscript letters for specific points within the table or figure.

Reference List and Bibliography Formatting

The accuracy and completeness of the reference list or bibliography are paramount. This section
serves as the backbone of your scholarly work, allowing readers to verify your sources and explore
your research further. Both the Notes and Bibliography and Author-Date systems require a

comprehensive list of all cited works, formatted according to specific CMOS rules.

Structure and Order

In both citation systems, the reference list or bibliography is alphabetized by the author's last name.
For works by the same author, entries are ordered chronologically by publication year. If multiple works
by the same author are published in the same year, they are distinguished by appending lowercase

letters to the year (e.g., 2023a, 2023b).

Entry Formatting for Common Source Types

CMOS provides detailed instructions for formatting various types of sources, including books, journal



articles, book chapters, and online resources. For example, a book entry typically includes the author's
full name (last name first), the title (italicized), the place of publication, the publisher, and the year of
publication. A journal article entry usually includes the author's name, the article title, the journal title
(italicized), the volume and issue numbers, and the page range. Online sources require specific

formatting for URLs and access dates.

¢ Books: Author Last Name, First Name. Title of Book. Place of Publication: Publisher, Year.

e Journal Articles: Author Last Name, First Name. "Title of Article." Title of Journal Volume, no.

Issue (Year): Page range.

e Book Chapters: Author Last Name, First Name. "Title of Chapter." In Title of Book, edited by

Editor First Name Last Name, Page range. Place of Publication: Publisher, Year.

It is crucial to consult the latest edition of CMOS for the most up-to-date and precise formatting
requirements for all source types. Small inconsistencies in this section can be a significant detractor for

journal editors.

Submission Process and Best Practices

Successfully navigating the submission process involves more than just adhering to formatting
guidelines. It requires strategic planning, careful execution, and an understanding of the editorial

expectations beyond the manuscript itself.



Understanding Journal Scope and Audience

Before submitting, thoroughly research the journal's scope, aims, and readership. Ensure your
research aligns with the journal's subject matter and that your manuscript's arguments and findings will
resonate with its intended audience. Submitting a manuscript that is outside the journal's scope is a

common reason for immediate rejection, regardless of its quality or adherence to formatting rules.

Cover Letter Essentials

A well-crafted cover letter is your opportunity to introduce your manuscript to the editor. It should be
professional, concise, and highlight the significance of your research and its relevance to the journal.
Briefly mention the manuscript's title, author(s), and any relevant information. You may also want to
state that the manuscript adheres to CMOS guidelines and has not been published elsewhere or is not

under consideration by another journal.

Following Submission Platform Instructions

Most academic journals utilize online submission systems. Carefully read and follow all instructions
provided on the journal's submission portal. This often includes uploading your manuscript as a
specific file type (e.g., .doc or .docx), potentially submitting separate files for figures, and filling out
required metadata accurately. Ignoring these platform-specific instructions can lead to your submission

being overlooked or even rejected before it reaches an editor.

Proofreading and Final Review

Before hitting the submit button, conduct a thorough final review of your manuscript. Proofread



meticulously for any grammatical errors, typos, or formatting inconsistencies. It's highly recommended
to have a colleague or mentor review your work as well. A fresh pair of eyes can often catch errors
that you might have missed. Ensuring your manuscript is error-free is a sign of professionalism and

respect for the editorial process.

Frequently Asked Questions

Q: What is the primary purpose of following Chicago Manual of Style
journal author submission guidelines?

A: The primary purpose is to ensure consistency, clarity, and professionalism in scholarly
communication, making your work accessible to editors, reviewers, and readers, and demonstrating

your adherence to academic standards.

Q: Are there different editions of The Chicago Manual of Style, and
which one should | use for journal submissions?

A: Yes, there are multiple editions. You should always use the most current edition available, as it
reflects contemporary publishing practices and stylistic updates. Always verify the specific edition

preferred by the target journal.

Q: What are the main differences between the Notes and Bibliography
system and the Author-Date system in CMOS?

A: The Notes and Bibliography system uses footnotes or endnotes for citations and is common in the
humanities. The Author-Date system uses in-text parenthetical citations and is prevalent in the social

sciences and sciences.



Q: How do | format block quotations according to Chicago Manual of
Style journal author submission guidelines?

A: Block quotations, typically four or more lines of prose, are indented from the left margin, single-

spaced, and do not use quotation marks. The citation follows the block quotation.

Q: What should | include in the title page of my manuscript for a
journal submission?

A: The title page should include the manuscript's title, your full name, institutional affiliation, and

contact information. Some journals may request additional details like word count.

Q: Is it necessary to include a running head on each page of my
manuscript submission?

A: Many journals require a running head, often containing the author's last name and page number, to
aid in manuscript management during the review process. Always check the specific journal's

guidelines.

Q: What are the key components of a reference list or bibliography in
Chicago Manual of Style?

A: A reference list or bibliography includes a complete list of all sources cited in the manuscript,
alphabetized by author's last name, and formatted meticulously according to CMOS rules for each

source type.



Q: How should | handle figures and tables when submitting a
manuscript following Chicago Manual of Style journal author
submission guidelines?

A: Figures and tables should be clearly labeled, numbered consecutively, referenced in the text, and
presented with descriptive titles. High-resolution formats are required for figures. Specific formatting for

notes within tables and figures is also detailed in CMOS.

Q: Can | submit the same manuscript to multiple journals
simultaneously if I'm following Chicago Manual of Style journal author
submission guidelines?

A: No, simultaneous submission of the same manuscript to multiple journals is generally considered
unethical and is usually prohibited by journal policies. You must wait for a decision from one journal

before submitting to another.
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