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The Cambridge Manual of Style: Chicago Style for Academic Manuscript Submission

chicago style for academic manuscript submission is a critical aspect of scholarly
communication, ensuring clarity, consistency, and professionalism across diverse academic
disciplines. Adhering to this widely respected citation and formatting guide demonstrates a
commitment to academic rigor and allows readers to easily navigate and verify your research. This
comprehensive article will delve into the intricacies of the Chicago Manual of Style (CMQOS), covering
essential elements from in-text citations and bibliography creation to manuscript preparation and
stylistic conventions. Understanding these principles is paramount for any scholar aiming to submit a
polished and compliant academic manuscript. We will explore the two primary systems within Chicago
style: notes and bibliography, and author-date, outlining their application and differences.
Furthermore, we will address the finer points of formatting, including capitalization, punctuation, and
the effective use of tables and figures, all crucial for successful academic manuscript submission.
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Understanding the Chicago Manual of Style

The Chicago Manual of Style, often abbreviated as CMOS or CMS, is a style guide published by the
University of Chicago Press. It is one of the most comprehensive and widely used style guides in the
United States, particularly in the humanities and social sciences. Its primary purpose is to provide
consistent guidelines for writing, editing, and formatting scholarly works, ensuring that manuscripts
are clear, accurate, and accessible to readers. The manual covers a vast range of topics, from
grammar and punctuation to citation practices and manuscript preparation, making it an
indispensable resource for authors, editors, and publishers.

At its core, the Chicago Manual of Style aims to promote clarity and precision in academic discourse.
It offers detailed instructions on everything from the proper use of commas and hyphens to the most
effective ways of presenting complex data. For academic manuscript submission, strict adherence to
its guidelines is often a prerequisite for publication, as it reflects a writer's attention to detail and
understanding of scholarly conventions. The manual is updated periodically to reflect changes in
language and publishing practices, ensuring its continued relevance in the academic world.



Choosing the Right Chicago Style System

The Chicago Manual of Style offers two distinct systems for citing sources: the notes and bibliography
system and the author-date system. The choice between these two systems often depends on the
specific academic discipline or the requirements of the journal or publisher to which the manuscript is
being submitted. Each system has its own conventions for in-text citations and the final reference list,
and understanding these differences is crucial for proper application.

The Notes and Bibliography System

This system is more commonly used in the humanities, such as literature, history, and art history. It
involves using numbered footnotes or endnotes within the text to refer to sources, with a
corresponding bibliography at the end of the manuscript that lists all sources cited. The notes provide
the full bibliographic information for each source upon its first mention, and subsequent references to
the same source can be shortened. This method allows for detailed commentary and parenthetical
information to be included directly within the notes, separate from the main text.

The Author-Date System

The author-date system is more prevalent in the sciences and social sciences, including fields like
sociology, political science, and psychology. In this system, in-text citations consist of the author's last
name and the year of publication, often accompanied by a page number. A reference list, rather than
a bibliography, is provided at the end of the manuscript, containing full bibliographic details for all
works cited in the text. This system is generally considered more concise for in-text referencing,
allowing for a cleaner presentation of the main body of the text.

In-Text Citations in Chicago Style

Regardless of which Chicago style system is chosen, accurate and consistent in-text citation is
fundamental for academic integrity and for guiding readers to the original sources. These citations
serve to acknowledge the work of others, prevent plagiarism, and allow for easy verification of
information. The specific format for in-text citations differs significantly between the notes and
bibliography system and the author-date system.

In-Text Citations for Notes and Bibliography

When using the notes and bibliography system, sources are indicated by superscript numbers in the
text. These numbers correspond to numbered notes at the bottom of the page (footnotes) or at the
end of the chapter or manuscript (endnotes). The first time a source is cited, the note will contain
complete bibliographic information. Subsequent citations of the same source will use a shortened



form, typically including the author's last name, a shortened title, and the page number. For example,
a first note might look like: Jane Doe, The History of Chicago (Chicago: University of Chicago Press,
2020), 45. A subsequent note for the same work would be: Doe, History of Chicago, 112.

In-Text Citations for Author-Date

In the author-date system, in-text citations are enclosed in parentheses and include the author's last
name and the year of publication. If a specific passage is being quoted or referenced, a page number
is also included. For instance, a citation might appear as (Smith 2021, 150). If the author's name is
mentioned in the sentence, only the year and page number are needed in parentheses: As Smith
(2021) argues, the economic trends were significant (150).

Crafting a Bibliography or Reference List

The concluding section of your manuscript that lists all the sources consulted is crucial for
demonstrating the breadth and depth of your research. Whether you are creating a bibliography or a
reference list, Chicago style provides specific guidelines for formatting these entries to ensure clarity
and consistency.

Bibliography for the Notes and Bibliography System

A bibliography, used with the notes and bibliography system, lists all the sources that were cited in
the text, in alphabetical order by the author's last name. The entries in a bibliography are typically
arranged in a block format, with the first line of each entry flush with the left margin and subsequent
lines indented. Each entry includes essential bibliographic details such as the author's name, the title
of the work, publication information (city, publisher, year), and page numbers where relevant. The
goal is to provide sufficient information for readers to locate the original source easily.

Reference List for the Author-Date System

The reference list, paired with the author-date system, also lists all cited sources alphabetically by
author's last name. However, the format of the entries differs slightly from a bibliography. The
author's name (last name first) is followed by the year of publication in parentheses. The title of the
work is then provided, followed by publication details. For journal articles, the journal title, volume,
issue number, and page range are included. Like the bibliography, the reference list typically uses a
hanging indent for entries.

Manuscript Formatting for Submission



Beyond citation styles, Chicago style offers detailed guidance on the physical presentation of a
manuscript. Proper formatting ensures that your work is presented professionally and adheres to the
expectations of academic publishers and journals. Attention to these details can significantly
contribute to the positive reception of your submission.

General Manuscript Guidelines

A standard academic manuscript submitted in Chicago style typically requires specific formatting.
This includes using a legible, standard font such as Times New Roman or Arial, usually in 12-point
size. Double-spacing is almost universally required for the main text, including block quotations and
notes, to allow space for editorial comments and to enhance readability. Margins are generally set at
one inch on all sides of the page. Each page should be numbered, usually starting with the first page
of the main text, though title pages and other preliminary matter might have different numbering
conventions or no numbers at all.

Title Page and Preliminary Matter

The title page should include the manuscript title, the author's name, and institutional affiliation.
Depending on the specific submission guidelines, it might also include contact information or the
date. The table of contents, if required, should accurately reflect the structure of the manuscript,
including chapter titles and page numbers. For manuscripts using the notes and bibliography system,
an abstract or summary might also be included, providing a concise overview of the research.

Stylistic Considerations for Academic Writing

Chicago style extends its influence to the finer points of writing style, aiming for clarity, conciseness,
and precision. This includes guidance on grammar, punctuation, capitalization, and the effective use
of language.

Punctuation and Grammar

The Chicago Manual of Style offers detailed rules for punctuation, including the use of commas,
semicolons, colons, apostrophes, and quotation marks. For instance, Chicago style generally follows
the serial comma (or Oxford comma) rule in a series of three or more items. The manual also provides
guidance on sentence structure, subject-verb agreement, and pronoun usage to ensure grammatical
correctness. Particular attention is paid to the clear and unambiguous use of language, avoiding
jargon where simpler terms suffice, and ensuring that complex ideas are expressed with precision.



Capitalization and Numbers

Chicago style has specific rules for capitalization, particularly for titles of works, headings, and proper
nouns. For instance, titles of books and articles are typically capitalized in "title case." The manual
also provides guidelines for the use of numbers, specifying when to spell out numbers and when to
use numerals. Generally, numbers one through ten are spelled out, while higher numbers are written
as numerals, with exceptions for certain contexts like measurements or statistical data.

Tables and Figures in Chicago Style

The effective presentation of data through tables and figures is essential in many academic
disciplines. Chicago style provides clear instructions on how to format these elements to ensure they
are easily understood and properly integrated into the manuscript.

Formatting Tables

Tables in Chicago style should be clearly labeled with a number (e.g., Table 1) and a descriptive title.
The table itself should be designed for readability, with appropriate column headings and row labels.
While the Chicago Manual of Style doesn't mandate a specific number of horizontal or vertical rules, it
emphasizes clarity and simplicity. Data within tables should be presented consistently, and any
abbreviations or symbols used should be explained in a note below the table if necessary.

Incorporating Figures

Figures, which include charts, graphs, photographs, and illustrations, also require clear labeling and
titling. Each figure should be numbered sequentially (e.g., Figure 1) and accompanied by a caption
that explains its content. Figures should be placed as close as possible to their first mention in the
text, or in an appendix if they are particularly large or numerous. If figures are borrowed or adapted
from other sources, proper attribution must be provided within the caption or a note.

Final Checks for Submission Readiness

Before submitting your academic manuscript, a thorough review is essential to catch any errors and
ensure compliance with Chicago style guidelines. This final stage is critical for presenting a
professional and polished piece of work that meets the standards of academic publishing.

e Review all in-text citations for accuracy and consistency with the chosen Chicago style system.

e Ensure that every source cited in the text appears in the bibliography or reference list, and vice



Versa.

* Verify that all bibliographic or reference list entries are formatted correctly according to Chicago
style, including punctuation, capitalization, and indentation.

e Check page numbering, margins, font, and spacing throughout the manuscript.
 Proofread the entire document for grammatical errors, typos, and punctuation mistakes.

e Confirm that tables and figures are correctly labeled, numbered, captioned, and placed
appropriately.

e Read through the manuscript to ensure a smooth flow and logical progression of ideas, making
sure the tone is consistent and professional.

FAQ

Q: What is the primary difference between the notes and
bibliography system and the author-date system in Chicago
style?

A: The primary difference lies in how sources are cited within the text and how they are presented at
the end of the manuscript. The notes and bibliography system uses numbered footnotes or endnotes
for in-text citations and provides a bibliography at the end, listing all cited sources. The author-date
system uses parenthetical citations (Author Year, page) within the text and a reference list at the end
that includes only the cited sources.

Q: Which disciplines typically use the notes and bibliography
system for academic manuscript submission?

A: The notes and bibliography system is most commonly used in the humanities, such as literature,
history, art history, and philosophy.

Q: Which disciplines typically use the author-date system for
academic manuscript submission?

A: The author-date system is widely adopted in the social sciences and sciences, including fields like
sociology, political science, economics, psychology, and many natural sciences.

Q: How are block quotations formatted in Chicago style for
academic manuscript submission?

A: Block quotations, which are typically five or more lines of prose or three or more lines of poetry,
should be set off from the main text. They are usually indented from the left margin and presented



without quotation marks. The citation for a block quotation follows the same rules as other in-text
citations for the chosen system (notes or author-date).

Q: What is the purpose of a bibliography versus a reference
list in Chicago style?

A: While both list sources, a bibliography (used with the notes and bibliography system) may include
sources consulted but not directly cited, serving as a broader guide to the research. A reference list
(used with the author-date system) contains only those sources that are explicitly cited within the text
of the manuscript.

Q: Are there specific rules for formatting titles of books and
articles in Chicago style?

A: Yes, in Chicago style, titles of books, journals, and other major works are italicized. Titles of articles,
chapters, and other shorter works are enclosed in quotation marks. This applies to both the text and
the bibliography/reference list.

Q: How should page numbers be handled in Chicago style for
academic manuscript submission?

A: Page numbers are crucial for citations. In the notes and bibliography system, they are included in
both notes and bibliographical entries. In the author-date system, they are included in parenthetical
citations when referencing specific passages. Page numbers for entire works are also provided in
bibliographies and reference lists where appropriate.

Q: What font and spacing are generally recommended for
Chicago style manuscripts?

A: The Chicago Manual of Style recommends using a legible, standard font such as Times New Roman
or Arial, typically in 12-point size. The main text, including block quotations and notes, should be
double-spaced to facilitate readability and editorial review. Margins are usually set at one inch on all
sides.
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