
chicago style journal manuscript
requirements
The Chicago Manual of Style offers comprehensive guidance for academic and
scholarly writing, and adhering to its journal manuscript requirements is
crucial for clear communication and publication success. Understanding these
specifications ensures your work is presented professionally, meeting the
expectations of editors and readers alike. This article delves deep into the
intricacies of Chicago style for journal submissions, covering everything
from formatting and citation to manuscript preparation and submission
protocols. Mastering these requirements can significantly enhance your
manuscript's reception and ultimately contribute to its publication in
esteemed academic journals.
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Understanding the Chicago Manual of Style

The Chicago Manual of Style (CMOS) is a widely respected and comprehensive
style guide used in academic publishing, particularly in the humanities and
social sciences. It provides detailed instructions on grammar, punctuation,
documentation, and manuscript preparation. For those aiming to publish in
academic journals, a thorough understanding of its principles is not merely
beneficial but often mandatory.

CMOS offers two primary documentation systems: the notes-bibliography system
and the author-date system. The choice between these often depends on the
specific discipline or the journal's preference, and it is essential to
identify which system your target journal requires. Both systems aim for
clarity and consistency in attributing sources, a cornerstone of scholarly
integrity.

Beyond basic grammar and punctuation, CMOS addresses the nuances of
presenting scholarly work. This includes how to handle quotations, the
correct usage of italics and boldface, and the proper construction of
headings and subheadings. Familiarity with these elements ensures that your
manuscript is not only accurate but also aesthetically pleasing and easy to
navigate for editors and peer reviewers.



Manuscript Formatting Essentials

Adhering to specific formatting guidelines is paramount when preparing a
manuscript for journal submission under Chicago style. These requirements are
designed to ensure uniformity and readability, allowing editors and reviewers
to focus on the content rather than struggling with presentation. The
foundation of proper manuscript formatting begins with the basic layout of
the document.

General Document Setup
The typical Chicago style manuscript preparation begins with standard
document settings. This includes using a legible font, such as Times New
Roman or Arial, typically in 12-point size. Double-spacing is almost
universally required for the main text of the manuscript, including block
quotations, footnotes or endnotes, and the bibliography. This spacing allows
ample room for editorial marks and notes.

Margins should be generous, usually set at one inch on all sides of the page.
This provides space for reviewers to make annotations and ensures that text
does not appear cramped. Page numbers should be included, typically in the
upper right-hand corner, starting from the title page or the first page of
the main text, depending on journal specifications.

Title Page and Abstract
A title page is a standard component of a Chicago style manuscript. It should
clearly display the manuscript's title, the author's name, and institutional
affiliation. Some journals may also request contact information or author
credentials on this page. It's crucial to consult the specific journal's
submission guidelines for any unique requirements regarding the title page.

An abstract is a concise summary of the entire manuscript, typically ranging
from 150 to 250 words. It should briefly outline the research question,
methodology, key findings, and conclusions. The abstract is often the first
part of your manuscript that editors and reviewers will read, so it must be
clear, compelling, and accurately represent your work.

Headings and Subheadings
Clear and consistent use of headings and subheadings is vital for organizing
complex scholarly arguments. Chicago style provides guidance on the hierarchy
of headings and their formatting. Typically, main headings are centered and
in title case, while subheadings might be flush left and also in title case
or sentence case, depending on the level.



The specific style for headings can vary based on the journal. Some journals
prefer a numbered system for headings, while others rely on distinct
formatting to differentiate levels. Always check the journal's author
guidelines to ensure your chosen heading structure aligns with their
preferences. Consistent formatting throughout the manuscript is key to
maintaining a professional presentation.

Citation Styles in Chicago

Chicago style offers two distinct systems for citing sources, each with its
own set of rules and conventions. Understanding the differences and choosing
the correct system as specified by your target journal is fundamental to
accurate scholarly attribution.

The Notes-Bibliography System
This system is widely used in the humanities. It employs footnotes or
endnotes to cite sources within the text. Each note contains full
bibliographic information for the first citation of a source and a shortened
form for subsequent citations. A comprehensive bibliography listing all cited
sources is also required at the end of the manuscript.

The notes-bibliography system allows for detailed commentary within the notes
themselves, which can be beneficial for elaborating on points or providing
additional context without disrupting the flow of the main text. The
recurring challenge with this system is ensuring meticulous accuracy in both
the notes and the bibliography.

The Author-Date System
Favored in the sciences and social sciences, the author-date system uses
parenthetical citations within the text, consisting of the author's last name
and the year of publication (e.g., (Smith 2020)). A full list of references,
alphabetized by author's last name, must be provided at the end of the
manuscript.

This system is often considered more streamlined for in-text citations, as it
provides immediate attribution without requiring the reader to consult
footnotes or endnotes for basic source information. The reference list at the
end serves the same purpose as the bibliography in the notes-bibliography
system.



Notes and Bibliographies

The accurate construction and formatting of notes and bibliographies are
critical components of Chicago style manuscript requirements. These elements
serve to credit sources, allowing readers to locate and verify the
information presented.

Formatting Footnotes and Endnotes
Whether using footnotes or endnotes, consistency in formatting is paramount.
Each note begins with a superscript Arabic numeral corresponding to a
numbered marker in the text. The note itself starts with an Arabic numeral,
followed by a period and a space, then the citation details.

The first citation of a source in the notes should include full bibliographic
details: author's full name, title of the work (italicized), publication
information (city, publisher, year), and page number(s). Subsequent citations
of the same source can be shortened, typically including the author's last
name, a shortened title, and the page number. If using endnotes, they are
compiled at the end of the main text.

Compiling the Bibliography or Reference List
The bibliography (for the notes-bibliography system) or reference list (for
the author-date system) provides a complete alphabetical listing of all
sources consulted and cited in the manuscript. The formatting of each entry
must be consistent and meticulously follow Chicago style guidelines.

Entries in the bibliography typically begin with the author's last name,
followed by their first name. Book titles are italicized, while article
titles are placed in quotation marks. For journal articles, the journal title
is italicized, followed by the volume number, issue number, and page range.
For the author-date system, the reference list entries are structured
similarly but without the numbered notes.

Figures, Tables, and Artwork

Presenting visual elements such as figures, tables, and artwork requires
careful adherence to Chicago style manuscript requirements to ensure they are
clearly labeled, referenced, and integrated seamlessly into the text.



Numbering and Labeling
All figures (graphs, charts, images) and tables should be numbered
sequentially and clearly labeled. Figures are typically labeled "Figure 1,"
"Figure 2," and so on, while tables are labeled "Table 1," "Table 2." Each
figure and table should have a descriptive title or caption that accurately
reflects its content.

It is good practice to place tables and figures as close as possible to their
first mention in the text, although some journals may request them to be
grouped at the end of the manuscript. Ensure that all elements within figures
and tables are legible and appropriately sized.

Referencing in Text
When referring to a figure or table within the main body of your text, you
must use a clear reference. For example, you would write "As shown in Figure
1..." or "Table 2 indicates that..." Ensure that every figure and table
included in your manuscript is referenced at least once in the text.
Conversely, every reference to a figure or table in the text should
correspond to an actual visual element in your submission.

Copyright and Permissions
If your manuscript includes copyrighted material, such as photographs or
illustrations that you did not create yourself, you are responsible for
obtaining the necessary permissions from the copyright holder. Failure to do
so can lead to significant legal issues. It is advisable to seek these
permissions early in the writing process and to include documentation of
these permissions with your submission, as per journal guidelines.

Submission Guidelines and Best Practices

Beyond the stylistic and formatting elements, successful journal submission
involves understanding and adhering to the specific guidelines set forth by
each publication. These guidelines often go beyond general Chicago style
requirements and are crucial for a smooth submission process.

Consulting Journal-Specific Guidelines
Every academic journal will have its own set of author guidelines, often
found on their website. These guidelines are the ultimate authority and may
specify preferences that differ from or supplement the general CMOS
requirements. For instance, a journal might have a preferred word count, a



specific format for its bibliography, or unique rules for citing online
resources.

Carefully reading and understanding these specific instructions is non-
negotiable. Deviating from them, even if following general Chicago style, can
lead to immediate rejection or requests for extensive revisions. Pay close
attention to details regarding file formats, submission platforms, and any
required cover letters.

Manuscript Revision and Proofreading
Before submitting your manuscript, thorough revision and meticulous
proofreading are essential. This involves checking for grammatical errors,
typos, inconsistencies in formatting, and citation accuracy. It is highly
recommended to have colleagues or mentors review your work for clarity,
coherence, and adherence to Chicago style requirements.

Consider reading your manuscript aloud to catch awkward phrasing or errors. A
fresh pair of eyes can often identify issues that you might have overlooked.
Investing time in this final stage significantly improves the professionalism
and polish of your submission.

Ethical Considerations in Submission
Ethical conduct is a cornerstone of academic publishing. Ensure that your
manuscript presents original work and that all sources are properly
acknowledged. Avoid plagiarism in any form, which includes direct copying
without attribution, paraphrasing without citation, and self-plagiarism.

Disclose any potential conflicts of interest that might influence the
interpretation of your research. If your work involves human or animal
subjects, confirm that all ethical protocols and approvals were followed and
are appropriately documented. Adhering to these ethical standards builds
trust and integrity in your scholarly contributions.

FAQ

Q: What is the primary difference between Chicago's
notes-bibliography system and its author-date
system?
A: The notes-bibliography system uses footnotes or endnotes for citations
within the text, accompanied by a bibliography. The author-date system uses
parenthetical in-text citations (author, year) and a reference list at the
end.



Q: Are there specific font requirements for a
Chicago style journal manuscript?
A: While Chicago style doesn't mandate a single font, it recommends legible
and professional fonts like Times New Roman or Arial, typically in 12-point
size, for manuscript submissions.

Q: How should block quotations be formatted in a
Chicago style journal manuscript?
A: Block quotations, typically longer than four or five lines of prose,
should be set off from the main text as a distinct, indented paragraph. They
are usually single-spaced and do not require quotation marks.

Q: What is the purpose of a bibliography in Chicago
style?
A: The bibliography provides a comprehensive list of all sources cited in a
manuscript that uses the notes-bibliography system. It allows readers to
locate and verify the information presented in the text.

Q: If a journal requests Chicago style, does that
mean I must use both the notes-bibliography and
author-date systems?
A: No, journals that request Chicago style will specify which of the two
documentation systems (notes-bibliography or author-date) they prefer authors
to use.

Q: How do I cite a website in a Chicago style
manuscript?
A: Citing websites in Chicago style involves providing the author (if known),
the title of the page or article, the website name, the publication date (if
available), and the URL. Specific formats will vary based on whether it's a
published article online or a less formal web page.

Q: What are the general margin requirements for a
Chicago style journal manuscript?
A: Standard margin recommendations for Chicago style manuscripts are
typically one inch on all sides of the page to allow ample space for
editorial notes and ensure readability.



Q: Is it necessary to include an abstract for a
journal manuscript following Chicago style?
A: Yes, most academic journals, regardless of style guide, require a concise
abstract (usually 150-250 words) to summarize the manuscript's content,
methodology, and findings.

Q: How should figures and tables be referenced
within the text of a Chicago style manuscript?
A: Figures and tables should be referenced clearly in the text by their
assigned number and title, for example, "As illustrated in Figure 1: Study
Results..." Ensure every figure and table is mentioned at least once.
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