
chicago style for submitting manuscripts
The Chicago Manual of Style (CMOS) is a widely recognized and respected authority on
writing, citation, and manuscript preparation. When preparing a manuscript for submission,
adhering to the Chicago style for submitting manuscripts is paramount for academic and
professional authors seeking publication. This comprehensive guide will explore the
nuances of Chicago style, from formatting requirements and citation methods to the finer
points of manuscript submission, ensuring your work is presented with the professionalism
and clarity that publishers expect. Understanding these guidelines is not merely about
following rules; it's about demonstrating a commitment to scholarly rigor and editorial
excellence, which can significantly impact your manuscript's acceptance. We will delve into
the intricacies of author-date and notes-bibliography systems, proper element placement,
and the importance of consistent application throughout your submission.
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Understanding the Basics of Chicago Style for
Manuscripts

The Chicago Manual of Style provides two primary systems for in-text citations and the
corresponding bibliography or reference list: the notes-bibliography system and the author-
date system. Both are widely accepted, but the choice often depends on the discipline and
the specific publisher's requirements. The notes-bibliography system is more common in
the humanities, relying on footnotes or endnotes to cite sources and a bibliography at the
end of the work. The author-date system, prevalent in the sciences and social sciences,
uses parenthetical citations within the text and a reference list at the end. Familiarity with
both is beneficial, but understanding the specific demands of your intended publication
venue is crucial.

Beyond citation, Chicago style dictates fundamental aspects of manuscript presentation.
This includes rules for capitalization, punctuation, abbreviations, and the formatting of
various textual elements. Consistency is the bedrock of any style guide, and Chicago style
is no exception. A manuscript that meticulously follows these stylistic conventions
demonstrates a high level of care and professionalism, making it more appealing to editors
and reviewers. This attention to detail can differentiate a well-prepared submission from
one that might be overlooked due to sloppiness.



Core Formatting Guidelines for Chicago Style
Submissions

When preparing your manuscript for submission according to Chicago style for submitting
manuscripts, certain core formatting principles must be rigorously applied. These guidelines
ensure a consistent and professional presentation, making your work easier for editors and
readers to engage with. Adherence to these standards signals your respect for the
publication process and your commitment to clarity.

Page Numbering and Margins

Standard manuscript submissions generally require double-spacing throughout the entire
document, including block quotations and bibliographic entries. Margins should typically be
set at one inch on all sides of the page (top, bottom, left, and right). Page numbers are
essential and should appear consistently, usually in the upper right-hand corner of each
page, starting with the first page of the main text. Front matter, such as title pages and
acknowledgments, may have specific numbering conventions, often in lowercase Roman
numerals, but check publisher guidelines.

Font and Typeface

For clarity and readability, Chicago style generally recommends a standard, easily legible
font such as Times New Roman, Courier, or Arial. The font size should be 12-point. Avoid
decorative or unusual fonts, as they can hinder the reading experience and may not be
compatible with typesetting processes. The goal is to present your text in a clean, unfussy
manner that prioritizes content over stylistic flair.

Title Page Requirements

A title page is a standard component of manuscript submissions. It should clearly display
the manuscript's title, your full name, your affiliation (if applicable), and contact
information. Some publishers may request specific additional details on the title page, so
always consult their submission guidelines. The title should be centered and prominently
displayed at the top of the page.

Section Breaks and Headings

While Chicago style doesn't mandate specific heading levels beyond what is necessary for
clarity, proper use of headings and subheadings is crucial for organizing your work. Main
sections should be clearly delineated. Headings should be consistently formatted, using



bolding or italics as appropriate, and they should accurately reflect the content of the
section they introduce. Avoid excessive use of capitalization in headings; sentence case or
title case is generally preferred, depending on the context and publisher preference.

The Notes-Bibliography System in Chicago Style

The notes-bibliography system, a cornerstone of Chicago style for submitting manuscripts,
offers a sophisticated method for integrating source attribution directly into the narrative
flow. This system is favored in disciplines where extensive engagement with scholarly
sources and detailed commentary on them is integral to the argument. It allows for a less
disruptive reading experience compared to frequent parenthetical citations.

Footnotes and Endnotes

In the notes-bibliography system, sources are cited using either footnotes (which appear at
the bottom of the page) or endnotes (which appear at the end of the chapter or the entire
work). Each citation is assigned a superscript numeral in the text corresponding to the note.
The first time a source is cited, the note provides full bibliographic details. Subsequent
citations of the same source can be shortened, typically including the author's last name, a
shortened title, and the page number. This method allows for the inclusion of
supplementary information or commentary within the notes without interrupting the main
text.

When creating notes, careful attention to detail is required. The format for each
element—author, title, publication information, and page number—follows specific rules laid
out in the Chicago Manual of Style. For example, book titles are italicized, article titles are
placed in quotation marks, and publication details for books include the city of publication,
publisher, and year. Mastering these details ensures consistency and credibility for your
academic work.

The Bibliography

Following the notes, a bibliography is presented. This is an alphabetical list of all the
sources cited in the notes. The bibliography provides full bibliographic information for each
entry, allowing readers to locate the original sources easily. While notes can include
supplementary material, the bibliography is strictly for listing the sources themselves. The
formatting of the bibliography entries mirrors that of the full note citations, maintaining a
consistent style throughout your manuscript.



The Author-Date System in Chicago Style

The author-date system, another prevalent component of Chicago style for submitting
manuscripts, offers a concise and efficient way to cite sources, particularly within the
scientific and social science communities. This system prioritizes brevity within the text,
deferring detailed bibliographic information to a list at the end of the work. Its structure
makes it easy for readers to quickly identify the source and year of publication.

In-Text Citations

In the author-date system, in-text citations typically consist of the author's last name and
the year of publication, enclosed in parentheses, e.g., (Smith 2023). If a specific page
number is being referenced, it is included after the year, separated by a comma, such as
(Smith 2023, 45). These parenthetical citations are placed within the text, usually at the
end of a sentence or clause, and should not interrupt the flow of the prose. The purpose is
to provide immediate, albeit brief, attribution for the information presented.

When citing multiple authors or works, specific rules apply. For two authors, both last
names are included (Smith and Jones 2023). For three or more authors, the first author's
last name is followed by "et al." (Smith et al. 2023). When citing multiple works by the
same author in the same year, suffixes (a, b, c) are used for the year (Smith 2023a; Smith
2023b). This systematic approach ensures clarity and avoids confusion.

The Reference List

Accompanying the author-date in-text citations is a reference list, usually titled
"References." This list is an alphabetical compilation of all the sources cited in the
manuscript. Each entry in the reference list provides complete bibliographic details for the
source. The format for each entry is specific and includes elements such as author(s), year
of publication, title of the work, and publication information (journal name, volume, issue,
pages for articles; publisher and location for books). The strict adherence to the specified
format for each source type is vital for a professional submission.

Handling Specific Elements in Chicago Style
Manuscripts

Beyond the general formatting and citation systems, Chicago style for submitting
manuscripts addresses numerous specific elements that require careful attention. These
details contribute to the overall polish and professionalism of your work, demonstrating a
thorough understanding of academic conventions. Mastering these finer points can
significantly enhance the perceived quality of your submission.



Quotations

Chicago style distinguishes between short quotations (generally fewer than five lines of
prose) and block quotations (longer passages). Short quotations are integrated into the
text, enclosed in quotation marks. For block quotations, the text is indented from the left
margin, typically by half an inch, and quotation marks are usually omitted. Punctuation,
such as periods and commas, should be placed correctly in relation to the quotation marks
and the citation. Superscript citation numbers should follow the closing punctuation of the
quotation.

Numbers and Numerals

The rules for writing out numbers versus using numerals can be intricate. Generally,
Chicago style recommends spelling out numbers from one through one hundred and using
numerals for numbers 101 and above. However, there are numerous exceptions, such as
when using numerals for consistency in a series of numbers where one would be over 100,
or for dates, times, measurements, and statistical data. Always refer to the specific
guidelines in the Chicago Manual of Style for precise application.

Tables and Figures

Tables and figures should be clearly labeled and numbered sequentially. Each table and
figure should have a concise, descriptive title. Notes or source attributions for tables and
figures should appear directly below them. Consistency in design and formatting across all
tables and figures is essential. Ensure that any abbreviations or symbols used within tables
and figures are explained, either in the table itself or in accompanying notes.

Capitalization and Punctuation

Chicago style has specific guidelines for capitalizing titles, headings, and other elements.
For titles of works, it generally follows title case, capitalizing the first word, the last word,
and all principal words. Punctuation rules, such as the use of the serial comma (also known
as the Oxford comma), are also clearly defined. While the serial comma is generally
preferred in Chicago style, consistency is the most important factor.

Preparing Your Manuscript for Submission: Final
Checks



Before submitting your manuscript, a thorough review process is indispensable, especially
when adhering to Chicago style for submitting manuscripts. This final stage is critical for
catching errors, ensuring consistency, and presenting your work in the most polished form
possible. A meticulous review demonstrates respect for the publisher and the editorial
team.

Begin by performing a comprehensive self-edit, focusing on clarity, conciseness, and
grammatical accuracy. Then, meticulously check your citations against your bibliography or
reference list to ensure every in-text citation has a corresponding entry and vice versa.
Verify that all formatting elements, from margins and line spacing to font choices and
heading styles, align with the Chicago Manual of Style and any specific publisher guidelines.
Pay close attention to elements like block quotations, footnotes/endnotes, and tables or
figures. A final read-through specifically for typos and punctuation errors is also highly
recommended.

Consistency Check

One of the most common pitfalls in manuscript preparation is inconsistency. During your
final checks, actively look for variations in spelling, hyphenation, capitalization, and the
formatting of recurring elements. For instance, ensure that abbreviations are introduced
consistently and that number formatting adheres to the chosen system throughout the
document. A checklist can be invaluable for systematically addressing these points.

Publisher Guidelines Review

Always revisit the specific submission guidelines provided by the publisher or journal you
are targeting. While Chicago style offers a robust framework, publishers often have their
own slight variations or additional requirements. Ignoring these can lead to your manuscript
being immediately rejected, regardless of its content quality. Confirm details regarding file
format, submission method, and any required supplementary materials.

Proofreading

Even after multiple self-edits, a professional proofread can uncover errors that might have
been missed. If resources allow, engage a professional proofreader. If not, consider asking a
trusted colleague or friend to read your manuscript with fresh eyes. They may spot issues
related to grammar, spelling, punctuation, or even logical flow that you've become
accustomed to overlooking. This external review is a crucial step in ensuring a high-quality
submission.

Frequently Asked Questions About Chicago Style



for Submitting Manuscripts

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 footnotes or endnotes for citations and is prevalent
in the humanities, while the author-date system uses parenthetical citations in the text and
a reference list, common in the sciences and social sciences.

Q: Does Chicago style require a specific font and font
size for manuscript submissions?
A: Yes, Chicago style generally recommends a 12-point font size in a standard, legible
typeface such as Times New Roman, Courier, or Arial for manuscript submissions.

Q: How should block quotations be formatted in a
Chicago style manuscript?
A: Block quotations, typically longer than four lines of prose, should be indented from the
left margin (usually by half an inch), omit quotation marks, and have the citation follow the
concluding punctuation.

Q: Is the serial comma (Oxford comma) mandatory in
Chicago style?
A: The Chicago Manual of Style generally prefers the serial comma, but the most important
aspect is consistent application throughout the manuscript.

Q: When should I use numerals versus spelling out
numbers in Chicago style?
A: Generally, Chicago style spells out numbers one through one hundred and uses numerals
for 101 and above, with numerous exceptions for dates, measurements, statistics, and
maintaining consistency in series.

Q: Can I include supplementary information in my
citations when using the notes-bibliography system?
A: Yes, the notes-bibliography system allows for the inclusion of explanatory notes or
commentary alongside bibliographic information in footnotes or endnotes, which is not



typically done in the author-date system.

Q: What is the most crucial aspect of preparing a
manuscript for submission according to Chicago style?
A: The most crucial aspect is meticulous attention to detail and absolute consistency in
applying all Chicago style rules, as well as any specific publisher guidelines, to ensure a
professional and error-free submission.

Q: How should I cite multiple works by the same author
in the same year using the author-date system?
A: When citing multiple works by the same author in the same year using the author-date
system, you should append lowercase letters (a, b, c, etc.) to the year, e.g., (Smith 2023a)
and (Smith 2023b).
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