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Understanding Chicago Style Journal Manuscript
Guidelines: A Comprehensive Guide

chicago style journal manuscript guidelines are essential for academic and scholarly writers
aiming for publication in reputable journals. Adhering to these guidelines ensures clarity, consistency,
and professionalism, significantly increasing the chances of a manuscript’s acceptance. This
comprehensive guide delves into the intricacies of the Chicago Manual of Style (CMOS) as it applies to
journal submissions, covering everything from general formatting to specific citation practices and
ethical considerations. We will explore the fundamental principles, detailed requirements for different
manuscript components, and best practices for navigating the submission process. Understanding
these nuances is paramount for researchers and academics seeking to present their work effectively.
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General Formatting Requirements for Chicago Style
Journal Manuscripts

The foundation of a well-prepared manuscript submitted under Chicago style journal manuscript
guidelines lies in meticulous adherence to general formatting. This encompasses the overall
presentation of the document, ensuring it is clean, professional, and easy for reviewers to read.
Consistency is key, and journals often have specific preferences, but the Chicago Manual of Style
provides a robust framework from which to operate.



Paper and Margins

For most journal submissions following Chicago style journal manuscript guidelines, standard letter-
sized paper (8.5 x 11 inches) is expected. Margins should be generous to allow for reader annotations
and the binding process if the manuscript is printed. Typically, a 1-inch margin on all sides—top,
bottom, left, and right—is the standard. This ensures that no text is too close to the edge and that the
layout remains uncluttered and readable.

Font and Spacing

The choice of font and line spacing significantly impacts readability. For Chicago style journal
manuscript guidelines, a clear, legible font such as Times New Roman or Arial is recommended,
generally in a 12-point size. Double-spacing is almost universally required for the main body of the
manuscript. This includes the text, block quotations, and footnotes or endnotes. Single-spacing might
be permitted for specific elements like titles or table captions, but always defer to the journal’s
specific instructions.

Page Numbering

Consistent and correct page numbering is a critical component of manuscript preparation. According
to Chicago style journal manuscript guidelines, page numbers are typically placed in the upper right-
hand corner of each page, starting from the title page (though some journals may exclude the title
page from numbering, or start numbering with the first page of the main text). Ensure that the
numbering is sequential and accurate throughout the entire document.

Title Page and Abstract

The title page and abstract are the first impressions of your research. They must be crafted with care,
adhering strictly to Chicago style journal manuscript guidelines. These sections provide essential
information at a glance and set the tone for the rest of your submission.

Title Page Content

A typical title page for a Chicago style journal manuscript submission includes the full title of the
paper, the author’'s name, and affiliations. Some journals may also request author contact
information, a running head (a shortened title for page headers), and sometimes even the date of
submission. It is crucial to consult the specific journal’s author guidelines to confirm all required
elements for the title page.



The Abstract

The abstract is a concise summary of your entire manuscript, designed to quickly inform readers
about the research's purpose, methods, findings, and conclusions. For Chicago style journal
manuscript guidelines, abstracts typically range from 150 to 250 words, though this can vary. It
should be self-contained, meaning it does not include citations, and accurately reflect the content of
the paper. Keywords are often requested to follow the abstract to aid in indexing and searchability.

Manuscript Body Formatting

The main body of the manuscript is where the bulk of your research is presented. Following Chicago
style journal manuscript guidelines for the body ensures a structured, logical, and easily navigable
presentation of your arguments and evidence.

Paragraph Structure

Each paragraph should focus on a single idea or point, flowing logically from the previous one.
Indentation of the first line of each paragraph is a standard practice in Chicago style, often set at 0.5
inches. Block quotations, which are longer passages of text quoted from another source, are typically
set off from the main text by being indented further than regular paragraphs and are often single-
spaced, again, depending on journal specifications.

Headings and Subheadings

Clear and consistent use of headings and subheadings is vital for organizing your content. Chicago
style journal manuscript guidelines typically suggest a hierarchy of headings. The main section titles,
for example, might be centered and bolded, while subheadings could be flush left and italicized. The
exact formatting will depend on the specific journal, but consistency is paramount. Avoid overly
complex heading structures that can confuse the reader.

In-Text Citations

Chicago style offers two primary systems for in-text citations: the notes and bibliography system and
the author-date system. Most academic journals today prefer the author-date system for its
conciseness, though some humanities fields may still favor notes. With the author-date system,
citations appear within the text in parentheses, typically in the format (Author Year, page number).
For example, (Smith 2020, 45). The notes and bibliography system uses superscript numbers in the
text keyed to footnotes or endnotes.



Citations and References in Chicago Style

The bibliography or reference list is a critical component of any scholarly work, providing a complete
list of all sources cited. Adherence to Chicago style journal manuscript guidelines ensures that this list
is accurate, complete, and formatted consistently.

Notes and Bibliography System

When using the notes and bibliography system, each citation in the text is replaced by a superscript
number. These numbers correspond to numbered footnotes (at the bottom of the page) or endnotes
(at the end of the manuscript). The first mention of a source in the notes typically includes a full
citation, while subsequent mentions use a shortened form. The bibliography at the end of the paper
lists all cited sources alphabetically by author’s last name, providing full bibliographic details for each.

Author-Date System

The author-date system, often preferred by journals for its economy of space, places citations directly
in the text. For example, (Jones 2019). The full bibliographic details for all in-text citations are then
compiled into a reference list at the end of the manuscript, also alphabetized by author’s last name.
This system requires careful cross-referencing between the in-text citations and the reference list to
ensure accuracy.

Formatting Reference Entries

Regardless of the chosen system, the formatting of individual reference entries in the bibliography or
reference list must be precise. Key elements include the author’s name (last name first), the year of
publication, the title of the work (italicized for books and journals), and publication information such
as publisher, city, and page numbers. Specific punctuation, capitalization, and ordering of these
elements are detailed in the Chicago Manual of Style and must be followed meticulously.

Tables and Figures

Visual elements like tables and figures are crucial for presenting data and complex information
clearly. Chicago style journal manuscript guidelines provide specific instructions for their integration
and formatting.

Table Formatting



Tables should be designed for clarity and conciseness. Each table should have a number (e.g., Table
1) and a descriptive title. Column and row headings should be clear and concise. While Chicago style
offers guidance, journals often have their own preferred layouts for tables, which may include specific
rules about lines, spacing, and font size within the table. Ensure that all data presented in tables is
accurate and directly supports the text.

Figure Formatting

Figures, which can include graphs, charts, photographs, or illustrations, must also be clearly labeled
and captioned. Each figure should be numbered sequentially (e.g., Figure 1) and accompanied by a
descriptive caption placed below it. If figures are submitted as separate files, they must be clearly
labeled with their corresponding figure number and the manuscript title. Image quality is paramount,
so ensure figures are provided in high resolution.

Appendices and Supplementary Materials

Appendices and supplementary materials are used for information that is important but would disrupt
the flow of the main text. Chicago style journal manuscript guidelines offer direction on how to best
manage these sections.

Purpose of Appendices

Appendices are typically used for extensive data sets, lengthy methodological descriptions, survey
instruments, or other supporting materials that are too detailed for the main body of the paper but
are necessary for readers to fully understand or replicate the research. Each appendix should be
labeled (e.g., Appendix A, Appendix B) and include its own title.

Supplementary Materials

Many journals now accept supplementary materials, which can include larger datasets, multimedia
files, or code. These are often hosted on the journal’s website rather than being part of the main
manuscript submission. Always check the journal’s specific policies regarding the submission and
formatting of supplementary materials, as these can differ significantly.

Submission and Ethical Considerations

Beyond formatting, understanding the submission process and adhering to ethical standards are
integral to publishing under Chicago style journal manuscript guidelines.



Following Journal Submission Instructions

Every journal has a unique set of author guidelines and a specific submission portal. Before
submitting, meticulously read and follow these instructions. This includes understanding word limits,
submission formats (e.g., Word document, PDF), and any specific review processes. Failure to follow
these instructions can lead to immediate rejection, regardless of the manuscript’s quality.

Academic Integrity and Plagiarism

Upholding academic integrity is non-negotiable. Plagiarism, whether intentional or unintentional, is a
serious academic offense. Ensure all sources are properly cited according to Chicago style journal
manuscript guidelines. Use plagiarism detection software if available and always double-check your
work to ensure all material borrowed from other sources is correctly attributed. Ethical scholarship
requires honesty and transparency in all aspects of research and writing.

Peer Review Process

Manuscripts submitted to academic journals typically undergo peer review, where experts in the field
evaluate the work’s quality, originality, and significance. Understanding this process and responding
constructively to reviewer comments is part of the publication journey. Chicago style journal
manuscript guidelines focus on presenting your work clearly and thoroughly, making it easier for
reviewers to assess its merits.

FAQ

Q: What is the most common citation system used in Chicago
style for journal manuscripts?

A: While Chicago style offers both the notes and bibliography system and the author-date system, the
author-date system is more frequently preferred by academic journals for its conciseness and ease of
integration into the main text.

Q: How should | format my headings and subheadings
according to Chicago style journal manuscript guidelines?

A: Chicago style journal manuscript guidelines suggest a hierarchical approach to headings. Typically,
main headings are centered and bolded, while subheadings might be flush left and italicized.
However, specific journal requirements often dictate the exact formatting, so always consult the
journal’s author guidelines.



Q: What is the standard font and spacing for a manuscript
submitted under Chicago style journal manuscript guidelines?

A: The standard recommendation for Chicago style journal manuscript guidelines is a 12-point font,
such as Times New Roman or Arial, with double-spacing for the main body of the text. This includes
block quotations and notes.

Q: How do | handle block quotations in a Chicago style journal
manuscript?

A: Block quotations, which are generally longer than four lines of prose, should be set off from the
main text by indenting the entire quotation further than a regular paragraph. They are often single-
spaced, and no quotation marks are needed.

Q: What information should be included on the title page for a
manuscript following Chicago style journal manuscript
guidelines?

A: A typical title page includes the manuscript’s full title, the author’s name, and institutional
affiliation. Journals may also request contact information, a running head, and the submission date.

Q: Can | use footnotes for citations in a Chicago style journal
manuscript if the journal prefers author-date?

A: No, you should strictly adhere to the citation system preferred by the journal. If a journal specifies
the author-date system, you must use it for in-text citations and provide a corresponding reference
list, not footnotes or endnotes.

Q: What is the recommended margin size for a Chicago style
journal manuscript?

A: For optimal readability and to accommodate potential binding or annotation, Chicago style journal
manuscript guidelines generally recommend 1-inch margins on all sides of the page.

Q: Are there specific rules for numbering pages in a Chicago
style journal manuscript?

A: Yes, page numbers are essential. They are typically placed in the upper right-hand corner of each
page. The numbering usually starts from the first page of the main text, but some journals may
include the title page or abstract in the sequence, so verify the journal’s specific instructions.



Q: What are the ethical considerations when submitting a
manuscript following Chicago style journal manuscript
guidelines?

A: Ethical considerations are paramount and include avoiding plagiarism by properly citing all sources,
ensuring originality of work, and adhering to copyright laws. Transparency and honesty in presenting
research findings are crucial.
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