chicago style journal manuscript
submission guidelines

The Chicago Manual of Style is a widely respected authority for academic and professional
writing, and understanding its journal manuscript submission guidelines is paramount for
authors seeking publication. Adhering to these precise specifications ensures that your
scholarly work is presented professionally, meets editorial standards, and maximizes its
chances of acceptance. This comprehensive guide will delve into the essential components
of Chicago style manuscript preparation, covering everything from formatting and citation
to ethical considerations and the submission process itself. Mastering these details, from
the minutiae of punctuation to the overarching structure of your submission, is a critical
step for any aspiring academic author.
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Understanding the Importance of Chicago Style
Journal Manuscript Submission Guidelines

The clarity and consistency demanded by the Chicago Manual of Style (CMOS) are not
merely stylistic preferences; they are fundamental to effective scholarly communication.
When a journal adopts Chicago style for its submissions, it signals a commitment to
rigorous academic presentation and a desire to make complex information accessible to a
broad readership. For authors, meticulously following these guidelines demonstrates
professionalism, respect for the editorial process, and a deep understanding of academic
conventions. A well-formatted manuscript, adhering to CMOS, is often the first indication
to editors and reviewers that the author has taken the necessary steps to prepare their
work for publication.

Beyond the aesthetic appeal, proper adherence to submission guidelines streamlines the
editorial workflow. Editors and peer reviewers are familiar with the conventions of
Chicago style, allowing them to focus on the intellectual merit of the manuscript rather
than struggling with inconsistent formatting or citation errors. This efficiency benefits
both the author and the journal, ultimately contributing to a smoother and more
productive publication process. Moreover, many academic disciplines and specific journals
have adopted Chicago style as their default, making it a near-universal standard for
researchers in these fields.



General Formatting for Chicago Style
Manuscripts

The foundation of any strong manuscript submission, especially one adhering to Chicago
style, lies in its general formatting. These rules ensure consistency across submissions and
make the manuscript easier for editors, reviewers, and eventually readers to navigate.
Paying close attention to these details from the outset can save considerable time and
effort during the revision process.

Font and Spacing Requirements

Chicago style manuscripts typically require a clear and readable font. While specific
journal guidelines may vary slightly, standard practice favors 12-point font size for the
main text. Common font choices include Times New Roman, Arial, or Calibri, as these are
widely available and render well in print and digital formats. Double-spacing is almost
universally required for the main body of the text. This generous spacing provides ample
room for editorial comments and corrections, whether in print or digital review stages.
Footnotes or endnotes, if used, are also typically double-spaced, though some journals may
permit single-spacing for notes to save space. The goal is always legibility and ease of
annotation.

Margins and Page Layout

Generous margins are essential for Chicago style manuscript submissions. Journals
generally stipulate a minimum margin of one inch on all sides of the page (top, bottom,
left, and right). This ensures that text is not too close to the edge, preventing
awkwardness and making it easier to bind or print the manuscript. The page numbering
should be consistent, typically placed in the upper right-hand corner, starting from the
title page. Some journals may require a different placement for page numbers, so it is
crucial to consult the specific journal's instructions. Consistent page numbering is vital for
referencing specific sections of the manuscript during the review process.

Title Page and Abstract

A professional title page is the first impression your manuscript makes. According to
Chicago style, the title page should include the manuscript's title, the author's name,
affiliation, and contact information. The title should be clear, concise, and accurately
reflect the content of the paper. Below this, the author's full name and their institutional
affiliation should be listed. Contact information, including an email address and postal
address, is also standard. An abstract is another critical component. It should be a concise
summary of the manuscript's main arguments, methodology, findings, and conclusions,
typically ranging from 150 to 250 words, depending on journal requirements. The abstract



should be placed on a separate page immediately following the title page, without any
indentation for the first line.

Citation and Referencing in Chicago Style

The Chicago Manual of Style offers two primary citation systems: the notes-bibliography
system and the author-date system. Understanding which system your target journal uses
is the first critical step. Both systems aim for accuracy and clarity in attributing sources,
but they differ in their presentation of in-text citations and the bibliography.

Notes-Bibliography System

The notes-bibliography system is prevalent in the humanities, including literature, history,
and the arts. In this system, full bibliographic information for sources is provided in
numbered footnotes or endnotes. Superscript numbers are placed in the text immediately
after the relevant quotation or paraphrased information. The first citation of a source
provides complete publication details, while subsequent citations of the same source use a
shortened form. A bibliography, listing all sources cited in the manuscript alphabetically
by author’s last name, appears at the end of the paper. This system is often preferred for
its ability to provide extensive commentary or supplementary information within the notes
themselves.

Author-Date System

The author-date system is more commonly used in the social sciences and sciences. In this
system, in-text citations consist of the author’s last name and the year of publication, often
with a page number (e.g., Smith 2023, 45). These in-text citations correspond to a
reference list at the end of the manuscript, which is organized alphabetically by author’s
last name. The reference list provides full bibliographic details for each source cited. This
system is generally more concise in the main body of the text, allowing readers to quickly
identify the source and year of information without disrupting the flow of reading with
extensive footnotes.

Bibliography and Reference List Preparation

Regardless of which system is used, meticulous preparation of the bibliography or
reference list is crucial. Every entry must be complete and accurate, including author
names, titles, publication dates, publisher information, and URLs or DOIs where
applicable. The formatting of each entry, including punctuation, capitalization, and order
of elements, must strictly adhere to the chosen Chicago style system and the journal's
specific adaptations. Consistency is key; a single error can undermine the credibility of the
entire manuscript. Journals often provide examples of how to format specific types of



sources (books, journal articles, websites), and these examples should be followed
precisely.

Manuscript Structure and Content

A well-structured manuscript is essential for conveying your research effectively. Chicago
style, like most academic styles, encourages a logical and coherent organization that
guides the reader through your argument.

Introduction and Thesis Statement

The introduction of your manuscript serves to engage the reader, provide necessary
background information, and clearly articulate your thesis statement or research question.
It should outline the scope of your study and briefly mention the methodology and key
arguments that will be presented. A strong introduction sets the stage for the entire paper
and helps readers understand the purpose and significance of your research. It should be
clear, concise, and compelling, drawing the reader into the topic and establishing the
relevance of your work.

Body Paragraphs and Argument Development

The body of your manuscript is where you develop your arguments, present evidence, and
analyze your findings. Each paragraph should focus on a single idea or aspect of your
argument, with clear topic sentences and supporting details. Transitions between
paragraphs are vital to ensure a smooth flow and logical progression of thought. Evidence
should be integrated effectively, whether it is textual, statistical, or anecdotal, and
properly cited according to Chicago style. The development of your argument should be
progressive, building upon previous points to reach a well-supported conclusion. Careful
attention to the logical ordering of ideas within the body is paramount.

Conclusion and Implications

The conclusion should summarize your main findings and restate your thesis in a new
light, without introducing new information. It is an opportunity to discuss the broader
implications of your research, suggest areas for future study, or offer final reflections on
the topic. A strong conclusion leaves the reader with a clear understanding of the
significance of your work and its contribution to the existing scholarship. It should provide
a sense of closure and reinforce the key takeaways from your manuscript. The conclusion
should effectively tie together all the threads of your argument.



Submission Process and Ethical Considerations

Navigating the submission process involves more than just formatting; it also includes
understanding ethical responsibilities and following specific journal protocols. Adhering to
these aspects ensures a fair and transparent publication process.

Originality and Plagiarism

One of the most critical ethical considerations is ensuring the originality of your work.
Plagiarism, in any form, is a serious academic offense. This includes direct copying of text
without quotation marks and attribution, as well as paraphrasing ideas or data without
proper citation. Authors must meticulously cite all sources, even for ideas that are not
directly quoted. Many journals utilize plagiarism detection software, making it imperative
that all submissions are free from such issues. Understanding what constitutes plagiarism
and diligently citing all borrowed material is a non-negotiable aspect of scholarly integrity.

Copyright and Permissions

Authors are responsible for obtaining any necessary permissions to use copyrighted
material within their manuscripts. This includes images, figures, tables, extended
quotations, or any other content that is not your original creation. Failure to secure these
permissions can lead to significant legal and ethical complications. Journals typically
require authors to confirm that they have obtained all necessary permissions before
publication. It is advisable to begin this process early, as obtaining permissions can
sometimes be time-consuming. The journal's guidelines will usually specify their
requirements regarding copyright and permissions.

Submission Platform and Cover Letter

Most academic journals now utilize online submission platforms. Authors must register on
these platforms and carefully follow the instructions for uploading their manuscript files.
This often involves submitting the manuscript, abstract, keywords, and any supplementary
materials in separate files. A compelling cover letter is also a standard part of the
submission package. The cover letter should be addressed to the editor, briefly introduce
your manuscript, explain its relevance to the journal's readership, and confirm that the
work is original and has not been submitted elsewhere. It's also an opportunity to
highlight any unique aspects or contributions of your research.

Common Pitfalls to Avoid



Even experienced authors can sometimes overlook crucial details when preparing a
manuscript for submission. Being aware of common mistakes can help prevent
unnecessary delays or rejections.

Inconsistent Citation Styles

One of the most frequent errors is inconsistency in applying the chosen Chicago style
system (notes-bibliography or author-date). This can manifest as variations in punctuation,
formatting of bibliographic entries, or incorrect placement of in-text citations. It is vital to
use a style manual or reliable online resources to ensure uniformity throughout the entire
manuscript and its corresponding bibliography or reference list. A thorough proofread
specifically for citation consistency is highly recommended.

Ignoring Specific Journal Instructions

While Chicago style provides a comprehensive framework, individual journals often have
specific adaptations or additional requirements. These might include word limits,
preferred file formats, specific requirements for figures and tables, or particular
guidelines for the abstract or keywords. Overlooking these journal-specific instructions is
a common reason for desk rejection or delayed review. Always prioritize the journal's
author guidelines over general CMOS recommendations if there is a discrepancy.
Thoroughly reading and understanding the target journal's submission requirements is a
non-negotiable first step for any submission.

Overlooking Proofreading and Editing

A manuscript riddled with grammatical errors, typos, and stylistic inconsistencies
undermines its academic credibility, regardless of how well it is structured or researched.
While editors and reviewers are not expected to perform professional-level copyediting, a
manuscript that requires extensive correction will be perceived as less polished.
Therefore, meticulous proofreading and, if possible, professional editing before submission
are crucial. Reading the manuscript aloud, using grammar-checking software, and having
a colleague review it can all help identify and rectify errors. Attention to detail in the final
stages can make a significant difference.

Mastering the chicago style journal manuscript submission guidelines is a
multifaceted endeavor that requires meticulous attention to detail, a thorough
understanding of academic conventions, and a commitment to ethical scholarship. By
diligently adhering to formatting, citation, and structural requirements, and by carefully
navigating the submission process and ethical considerations, authors can significantly
enhance the quality and impact of their academic work. Proactive awareness of common
pitfalls further strengthens the manuscript's presentation. Ultimately, a well-prepared
manuscript, aligned with the rigorous standards of Chicago style and specific journal
expectations, is a powerful testament to an author's dedication to their research and their



commitment to contributing meaningfully to their field.

FAQ

Q: What are the primary differences between the notes-
bibliography and author-date systems in Chicago style
for manuscript submissions?

A: The notes-bibliography system uses numbered footnotes or endnotes for in-text
citations and a bibliography at the end. It's common in the humanities. The author-date
system uses parenthetical citations in the text (Author Year, Page) and a reference list at
the end, prevalent in social sciences and sciences.

Q: Are there specific font requirements for manuscripts
submitted in Chicago style?

A: Generally, Chicago style recommends a 12-point readable font like Times New Roman,
Arial, or Calibri. However, always check the specific journal's guidelines, as they may have
their own preferred font or font size.

Q: How should I format the title page for a Chicago style
journal manuscript submission?

A: The title page should include the manuscript title, author's full name, institutional
affiliation, and contact information (email and postal address). It should be formatted
clearly and professionally, usually without page numbering on this specific page.

Q: What is the typical length requirement for an
abstract in Chicago style submissions?

A: While not strictly dictated by Chicago style itself, most journals require abstracts to be
between 150 and 250 words. Always consult the specific journal's instructions for their
preferred abstract length.

Q: How do I ensure I am not plagiarizing when using
Chicago style?

A: To avoid plagiarism, meticulously cite all sources, whether you are quoting directly,
paraphrasing ideas, or using data. Use superscript numbers for notes or parenthetical
author-date citations correctly. When in doubt, cite it.



Q: What does it mean to secure "permissions" for
copyrighted material in a manuscript submission?

A: Obtaining permissions means getting explicit written authorization from the copyright
holder to use their material (e.g., images, tables, long quotes) in your work, especially if it
will be published. This is a crucial ethical and legal step.

Q: Should I use single-spacing or double-spacing for the
body of my manuscript when following Chicago style
guidelines for journals?

A: For journal manuscript submissions, double-spacing the main body of the text is the
standard Chicago style practice. This provides ample space for editorial annotations.

Q: What is a "desk rejection" in the context of journal
submissions, and how can I avoid it?

A: A desk rejection occurs when a manuscript is rejected by the editor without being sent
for peer review, often due to not meeting basic requirements. To avoid it, meticulously
follow all journal-specific formatting, style (including Chicago style), length, and
submission instructions.

Q: Can I submit the same manuscript to multiple
journals simultaneously if I'm using Chicago style?

A: No, simultaneous submission of the same manuscript to multiple journals is generally
considered unethical and is prohibited by most academic journals. You should submit your
manuscript to only one journal at a time and await their decision.

Q: What is the purpose of a cover letter when
submitting a manuscript in Chicago style?

A: The cover letter introduces your manuscript to the journal editor, briefly summarizes its
content and contribution, explains its relevance to the journal's readership, and confirms
that the work is original and not under review elsewhere. It's a professional courtesy and
an opportunity to make a good first impression.
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