chicago style journal manuscript

The Essential Guide to Chicago Style Journal Manuscript Preparation

chicago style journal manuscript preparation is a crucial step for academics, researchers, and
students aiming to publish their work in reputable journals. Adhering to the Chicago Manual of Style
(CMOS) ensures clarity, consistency, and credibility, making your research accessible and impactful.
This comprehensive guide will delve into the intricacies of formatting a journal manuscript
according to Chicago style, covering everything from general manuscript guidelines to specific
citation and bibliographic practices. We will explore the importance of meticulous formatting,
discuss common pitfalls to avoid, and provide actionable advice for creating a polished, publication-
ready document. Mastering these elements is key to presenting your scholarly contributions
effectively and increasing your chances of acceptance.
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Understanding Chicago Style for Journal Manuscripts

The Chicago Manual of Style is a widely respected and comprehensive style guide that offers clear,
detailed instructions for academic writing and publishing. When preparing a journal manuscript,
understanding its nuances is paramount. Chicago style offers two primary systems for citation: the
notes-bibliography system and the author-date system. For most humanities and some social science
disciplines, the notes-bibliography system, using footnotes or endnotes, is preferred. The author-date
system, commonly used in the sciences and some social sciences, uses parenthetical author-date
citations in the text.

Journal publishers will typically specify which system they prefer, or which edition of CMOS to
follow. It is imperative to consult the specific journal’s author guidelines before beginning
manuscript preparation. Ignoring these guidelines can lead to immediate rejection, regardless of the
quality of your research. Consistency within the chosen system is the cornerstone of effective
Chicago style manuscript preparation. This means every citation, every footnote, and every
bibliographic entry must adhere to the same rules.

General Manuscript Formatting in Chicago Style

The foundational elements of manuscript formatting according to Chicago style contribute
significantly to the professional presentation of your work. These include guidelines for margins,



font, spacing, and page numbering, which are essential for readability and adherence to publishing
standards.

Page Layout and Typography

For a Chicago style journal manuscript, double-spacing is generally recommended for the entire
document, including block quotations and the reference list. This provides ample space for reviewers
to make annotations. Margins should typically be one inch on all sides (top, bottom, left, and right).
The font should be a standard, readable typeface, such as Times New Roman or Arial, in 12-point
size. Consistent use of this font throughout the manuscript is critical for a clean and professional
appearance.

Title Page and Running Heads

While some journals may not require a separate title page, it’s good practice to include one. This
page should contain the manuscript's title, your name, your affiliation, and contact information.
Running heads, also known as headers, are often required. These are brief, typically 50-character,
versions of your title that appear at the top of each page, usually followed by the page number. The
specific format for running heads should be confirmed with the target journal's guidelines.

Numbering and Organization

Page numbers should be placed consistently, usually in the upper right-hand corner of each page,
starting with the second page. The first page might only have the title and author information. The
manuscript itself should be logically organized, with clear headings and subheadings to guide the
reader through your research. Ensure that all elements—introduction, body paragraphs, conclusion,
notes, and bibliography—are presented in a coherent order.

In-Text Citations and Notes in Chicago Style

The method of in-text citation in Chicago style is dependent on the chosen system: notes-
bibliography or author-date. Both systems aim to clearly attribute sources to avoid plagiarism and
allow readers to locate the original material.

The Notes-Bibliography System

In the notes-bibliography system, superscript numbers are placed in the text immediately following
the material being cited. These numbers correspond to either footnotes at the bottom of the page or
endnotes collected at the end of the manuscript. The first citation of a source in a note is typically



full, while subsequent citations of the same source are shortened. The full citation in a footnote or
endnote includes the author’s name, title of the work, publication details, and page number(s). For
example:

e First citation of a book: John Smith, The History of Chicago (Chicago: University of Chicago
Press, 2020), 45.

e Subsequent citation of the same book: Smith, History of Chicago, 112.

e If citing the exact same source and page immediately after: Ibid., 113.

The Author-Date System

The author-date system is more concise within the text. Parenthetical citations are placed within the
sentence, typically after the quoted or paraphrased material. These citations include the author’s
last name and the year of publication. If a specific page is being referenced, it is also included. For
example:

(Smith 2020, 45). When citing multiple works by the same author in the same year, letters are
appended to the year (e.g., Smith 2020a, Smith 2020b). If the author's name is mentioned in the
text, only the year and page number are needed in the parentheses, e.g., As Smith (2020) notes, ...
(45).

Bibliographic Entries and Reference Lists

The bibliography or reference list is a critical component of a Chicago style journal manuscript. It
provides a comprehensive, alphabetized list of all sources cited in the text, allowing readers to easily
consult the original works. The format of bibliographic entries varies slightly depending on the
source type (book, journal article, website, etc.) and the chosen citation system.

Formatting the Bibliography

For the notes-bibliography system, this section is titled "Bibliography" and includes all sources cited,
as well as any other sources consulted that are not directly cited. For the author-date system, this
section is usually titled "References" and contains only the sources cited in the text. Entries are
alphabetized by the author's last name. Indentation is usually used: the first line of each entry is
flush with the left margin, and subsequent lines are indented. This formatting helps to visually
separate entries.



Key Elements of Bibliographic Entries

Regardless of the system, certain core elements are required for each entry:

¢ Author(s) name(s)

e Title of the work

¢ Publication information (place of publication, publisher, year of publication)
e For articles, journal title, volume and issue number, and page range

e For online sources, URL and access date

The exact punctuation and order of these elements are crucial and must be followed precisely as
outlined in the Chicago Manual of Style. For instance, book titles are italicized, while article titles
are typically enclosed in quotation marks.

Tables and Figures: Chicago Style Guidelines

Clear and correctly formatted tables and figures are essential for presenting data and visual
information effectively in a journal manuscript. Chicago style provides specific guidelines to ensure
these elements are integrated seamlessly and are easily understood by readers and reviewers.

Formatting Tables

Tables should be numbered consecutively (Table 1, Table 2, etc.). Each table should have a clear,
concise title above it. Column headings should be brief and informative, and units of measurement
should be clearly indicated. Avoid excessive use of lines within the table; horizontal lines separating
headings from data and at the bottom of the table are usually sufficient. Data within tables should be
aligned for readability, typically by decimal point for numbers.

Formatting Figures

Figures, which include graphs, charts, photographs, and illustrations, are also numbered
consecutively (Figure 1, Figure 2, etc.). A descriptive caption should appear below each figure.
Ensure that figures are of high resolution and suitable for publication. Text within figures should be
legible at the intended print size. If a figure is adapted from another source, proper attribution must
be provided in the caption or notes, following Chicago style citation rules.



Specific Considerations for Journal Submissions

Beyond the general formatting of the manuscript, several specific considerations are vital when
preparing your work for submission to a scholarly journal. These often relate to the journal’s
particular requirements and the expectations of the academic community.

Consulting Journal Guidelines

This cannot be stressed enough: always consult the author guidelines of the specific journal to which
you intend to submit. These guidelines will detail preferred citation styles (notes-bibliography vs.
author-date), specific formatting requirements for headings, tables, and figures, word count
limitations, and submission procedures. Some journals may have their own adaptations or specific
preferences for Chicago style, which must be followed.

Abstract and Keywords

Most scholarly journals require an abstract, a concise summary of your research (typically 150-250
words). This abstract should accurately reflect the paper’s purpose, methods, findings, and
conclusions. Keywords are also commonly requested, usually a list of 3-7 terms that best represent
the core concepts of your paper, aiding in indexing and discoverability.

Peer Review and Revision

Understand that submission is often the first step in a process that includes peer review and
potential revisions. Your Chicago style journal manuscript should be polished and error-free to make
a strong first impression. Be prepared to address reviewer comments and revise your manuscript
accordingly, ensuring all changes align with Chicago style principles and the journal’s requirements.

Common Challenges and Solutions in Chicago Style
Manuscript Writing

Navigating the intricacies of Chicago style can present challenges, but understanding common
pitfalls and their solutions can greatly simplify the process of preparing a journal manuscript.

Inconsistent Citation Practices

One of the most frequent errors is inconsistency in applying citation rules. This can manifest as



mixing elements from different editions of CMOS, using incorrect punctuation, or varying the format
for the same type of source. The solution is meticulous attention to detail. Create a style sheet for
your manuscript, noting down the exact format for each type of source you use. Regularly proofread
your citations against the Chicago Manual of Style and the journal’s guidelines.

Formatting Complex Sources

Citing less common source types, such as online databases, archival materials, or multimedia, can be
tricky. CMOS offers guidance, but it requires careful reading. For these, consult the latest edition of
the manual. If a direct example is not available, adapt the closest relevant rule logically and
consistently. Document your decision-making process.

Integrating Notes and Bibliography

For the notes-bibliography system, ensuring the notes accurately reflect the bibliography, and vice
versa, is crucial. Any source cited in the notes must appear in the bibliography, and vice versa
(though a bibliography may also include consulted works). Proofread both sections against each
other to catch discrepancies. Ensure that repeated citations in notes are correctly shortened.

By systematically addressing these challenges and adhering to the detailed guidelines of the Chicago
Manual of Style, you can produce a Chicago style journal manuscript that is both scholarly sound
and professionally presented, significantly enhancing its potential for publication.

FAQ

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

A: The notes-bibliography system uses footnotes or endnotes to cite sources within the text,
providing detailed bibliographic information upon first mention and shortened versions thereafter,
culminating in a bibliography at the end. The author-date system uses parenthetical citations in the
text, typically including the author's last name and year of publication, with a corresponding
reference list at the end of the manuscript.

Q: How should I handle block quotations in a Chicago style
journal manuscript?

A: Block quotations, generally those exceeding 400 characters (or about 4-5 lines of prose), should
be set off from the main text by indenting the entire quotation. They should not be enclosed in
quotation marks, and the punctuation preceding the block quotation is usually a colon. The citation
follows the block quotation.



Q: What are the standard margin and font requirements for a
Chicago style journal manuscript?

A: Standard margins for a Chicago style journal manuscript are typically one inch on all sides (top,
bottom, left, and right). The font should be a readable, standard typeface such as Times New Roman
or Arial, in 12-point size, and double-spaced throughout the document.

Q: If a journal doesn't specify a citation system, which one
should I use for my Chicago style journal manuscript?

A: If a journal does not specify a preferred citation system, it is generally advisable to consult the
conventions of the discipline or the journal's typical publications. Humanities disciplines often favor
the notes-bibliography system, while sciences and some social sciences lean towards the author-date
system. When in doubt, contact the journal editor for clarification.

Q: How do I format a bibliography entry for a journal article in
Chicago style?

A: For the notes-bibliography system, a journal article entry typically includes the author's name, the
title of the article in quotation marks, the title of the journal in italics, the volume and issue
numbers, the year of publication in parentheses, and the page range of the article. For the author-
date system, the format is similar but follows a specific order and punctuation.

Q: What is the purpose of a running head in a journal
manuscript?

A: A running head, or header, is a shortened version of the manuscript title that appears at the top of
each page. Its purpose is to help reviewers and readers easily identify the manuscript's topic and
track its progress through the pages, especially in print.

Q: Can I use Ibid. in my Chicago style journal manuscript if
I'm using the notes-bibliography system?

A: Yes, the abbreviation Ibid. (meaning "in the same place") is used in the notes-bibliography system
to refer to the immediately preceding note's source. If the page number is the same, simply "Ibid." is
used; if the page number differs, it is followed by the new page number (e.g., Ibid., 75).

Q: How should I cite a webpage in a Chicago style journal
manuscript?

A: Citing webpages in Chicago style requires including the author's name (if available), the title of
the specific page, the title of the overall website, the publication date (if available), and the URL. For
the notes-bibliography system, the access date is also typically included. For the author-date system,
the date is crucial for the parenthetical citation.
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