chicago style journal publication tips

The Chicago Manual of Style (CMOS) is a widely respected and comprehensive style guide,
particularly prevalent in academic and scholarly publishing. For authors aiming to get their work
published in journals adhering to CMOS, understanding its nuances is paramount. This article provides
essential chicago style journal publication tips, covering everything from manuscript preparation and
citation to formatting and common pitfalls. We will delve into the specific requirements for notes and
bibliographies, the intricacies of in-text citations, and best practices for ensuring your manuscript aligns
perfectly with journal expectations. Furthermore, we’ll explore how to effectively manage figures,
tables, and other elements that contribute to a polished and professional submission, all while keeping

the core principles of Chicago style at the forefront.
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Understanding the Chicago Manual of Style for Journals

The Chicago Manual of Style is not a single monolithic entity; it offers two distinct systems for citation:
the notes-bibliography system and the author-date system. Most academic journals that specify
Chicago style will indicate which of these systems they prefer, or if they allow either. The notes-

bibliography system is more common in humanities and some social sciences, relying on footnotes or



endnotes and a bibliography. The author-date system, prevalent in many social sciences and natural

sciences, uses parenthetical in-text citations and a reference list.

It is crucial to identify which system the target journal employs before commencing your manuscript
preparation. Failure to adhere to the journal's specific citation system is one of the most common
reasons for immediate rejection. Beyond citation, Chicago style also dictates rules for grammar,
punctuation, capitalization, and the presentation of various textual elements. Familiarity with the latest

edition of the CMOS is therefore indispensable for any serious academic writer seeking publication.

The Notes-Bibliography System in Detail

When a journal mandates the notes-bibliography system, your primary task is to meticulously create
accurate and consistently formatted footnotes or endnotes. Each citation should correspond to a
numbered reference in your text, linking the reader directly to the source. The bibliography, which
follows the main body of your work, provides a comprehensive list of all sources cited in the notes,
arranged alphabetically by author's last name. The formatting for both notes and bibliography entries
follows specific rules regarding punctuation, order of information, and the use of italics and quotation

marks.

The Author-Date System Explained

Conversely, the author-date system utilizes brief parenthetical citations within the text, typically
including the author's last name and the publication year, and sometimes a page number. For
example, (Smith 2020, 15). This system requires a corresponding reference list at the end of the
manuscript, which lists all cited works alphabetically by author's last name, with each entry providing
full publication details. While simpler for in-text referencing, ensuring the accuracy and consistency of

both the parenthetical citations and the reference list is critical for this system.



Manuscript Formatting for Chicago Style Submissions

Beyond citation styles, the physical presentation of your manuscript is equally important. Journals often
have specific guidelines regarding font type and size, line spacing, margins, and the inclusion of
essential elements like a title page and abstract. Adhering to these formatting requirements
demonstrates professionalism and attention to detail, signaling to editors and reviewers that you are a

serious contributor.

General Manuscript Guidelines

Most journals expect manuscripts to be double-spaced, using a standard 12-point font like Times New
Roman or Arial. Margins should typically be one inch on all sides. The manuscript should be submitted
as a single document, usually in a common word processing format like .docx. Page numbers should
be included, often in the header. A clear title page, including the manuscript title, author's name, and

affiliation, is usually required. Some journals also request a running head or a brief author note.

Abstract and Keywords

An abstract is a concise summary of your research, typically ranging from 150 to 250 words. It should
accurately reflect the paper's purpose, methodology, key findings, and conclusions. Keywords are
essential for discoverability and are used by databases to categorize your work. Choose keywords that
are specific to your research and are likely to be used by other scholars searching for similar topics.

Ensure your abstract and keywords are formatted according to the journal’s specific instructions.



Citation Practices: Notes and Bibliographies

Mastering the notes-bibliography system is a significant undertaking, requiring meticulous attention to
detail for every source. The correct formatting of notes and bibliography entries is non-negotiable for
journals employing this system. Consistency in how you present author names, titles, publication

dates, and locations is key.

Formatting Footnotes and Endnotes

Footnotes appear at the bottom of the page, while endnotes are compiled at the end of the document.
The first reference to a source in a note typically includes full bibliographic information, similar to a
bibliography entry but with slight variations in punctuation and capitalization. Subsequent references to
the same source are usually shortened, often including the author's last name, a shortened title, and
the page number. It is vital to consult the CMOS for specific examples for different types of sources,

such as books, journal articles, websites, and unpublished materials.

Constructing the Bibliography

The bibliography is an alphabetical list of all sources cited in your notes. Unlike notes, bibliography
entries generally omit page numbers for entire works (like books) but will include them for articles or
chapters. The order of elements—author, title, publication details—is standardized. For instance, a book
entry typically includes the author's full name (last name first), the book's title (in italics), the place of
publication, the publisher, and the year of publication. Journal article entries will include the article title
(in quotation marks), the journal title (in italics), volume and issue numbers, and the publication date

and page range.



In-Text Citations in Chicago Style

When journals adopt the author-date system, the focus shifts to clear and concise in-text citations.
These citations serve as signposts, guiding readers to the full bibliographic details in the reference list

without interrupting the flow of your prose excessively.

Parenthetical Citations

The standard format for parenthetical citations in Chicago's author-date system is (AuthorLastName
Year). If you are referencing a specific part of a work, you would include a page number:
(AuthorLastName Year, PageNumber). For example, (Johnson 2018, 45). If the author's name is
mentioned in the sentence itself, you only need to include the year in parentheses: Johnson (2018)
argues that... . When citing multiple works by the same author in the same year, letters are appended
to the year (e.g., 2019a, 2019b). Multiple citations within a single set of parentheses should be

alphabetized by author and separated by semicolons: (Davis 2021; Evans 2022; Foster 2020).

The Reference List

The reference list, appearing at the end of the manuscript, provides the complete bibliographic
information for every source cited in the text. Entries are arranged alphabetically by the author's last
name. The formatting for each entry mirrors that of the bibliography in the notes-bibliography system,
but the structure and punctuation are tailored for the author-date approach. For instance, a book entry

would typically be: AuthorLastName, FirstName. Year. Title of Book. Place of Publication: Publisher.



Handling Figures, Tables, and Appendices

Scholarly articles often incorporate visual elements and supplementary material to support their
arguments. Chicago style provides specific guidelines for the presentation of these components to

ensure clarity and consistency.

Formatting Tables

Tables should be clearly labeled with Arabic numerals (Table 1, Table 2, etc.) and have concise,
descriptive titles. Column and row headings should be clear and informative. The body of the table
should be legible, and any necessary abbreviations or symbols should be defined in a note below the

table. Within the text, tables should be referred to by their number (e.g., "as shown in Table 3").

Incorporating Figures

Figures, which include graphs, charts, images, and maps, are also numbered sequentially with Arabic
numerals (Figure 1, Figure 2, etc.). Each figure must have a clear and descriptive caption placed either
below or above the figure, depending on the journal's preference. For images, ensure you have the
necessary permissions and provide full attribution in the caption or a credit line. Figures should be

submitted as high-resolution files, as specified by the journal.

Managing Appendices

Appendices are used for supplementary material that is too extensive or tangential to include in the
main body of the text but is still relevant to the research. Each appendix should be labeled, typically

with capital letters (Appendix A, Appendix B, etc.), and have a descriptive title. Appendices should



follow the main text but precede the bibliography or reference list.

Common Chicago Style Journal Publication Pitfalls to Avoid

Navigating the complexities of academic publishing can be daunting, and misunderstandings of
Chicago style can lead to preventable errors. Awareness of these common issues can significantly

increase your chances of a successful submission.

Inconsistent Citation Styles

The most frequent error is the inconsistent application of either the notes-bibliography or author-date
system. This can manifest as using footnotes for some sources and parenthetical citations for others,
or variations in punctuation and capitalization within notes or bibliography/reference list entries. Always

double-check that every citation adheres to the chosen system and the journal's specific instructions.

Incorrect Formatting of Source Types

Chicago style has distinct formatting rules for different types of sources. Forgetting to italicize book
titles, placing article titles in italics instead of quotation marks, or misplacing publication information are
common mistakes. Referencing the CMOS or reliable online resources for precise examples of each

source type is highly recommended.

Ignoring Journal-Specific Guidelines

While CMOS provides a comprehensive framework, individual journals often have their own



supplementary style guides or specific preferences. These might include unique requirements for
abstracts, keywords, the placement of tables and figures, or even minor deviations from standard
CMOS formatting. Always consult the journal's "Instructions for Authors" or "Submission Guidelines"

carefully.

Finalizing Your Manuscript for Submission

The final stages of preparing your manuscript for journal submission are critical. A meticulous review
process can catch errors that might otherwise lead to rejection. This is where your understanding of

chicago style journal publication tips truly pays off.

Thorough Proofreading and Editing

Once your manuscript is complete, engage in rigorous proofreading and editing. This involves checking
for grammatical errors, typos, punctuation mistakes, and inconsistencies in formatting and citation.
Reading your work aloud can help identify awkward phrasing. Having a colleague or professional
editor review your manuscript can also provide valuable feedback and catch errors you might have

missed.

Verifying Reference Accuracy

Before submitting, systematically verify every citation. Ensure that every note or parenthetical citation
in your text has a corresponding entry in your bibliography or reference list, and vice versa. Double-
check that all page numbers, author names, titles, and publication details are accurate and consistently
formatted according to the Chicago Manual of Style and the journal's specific requirements. This

attention to detail is a hallmark of scholarly rigor.



Adhering to Submission Requirements

Finally, review the journal's submission portal and guidelines one last time. Ensure you are uploading
the correct file types, adhering to any word count limits, and providing all requested supplementary

information. A smooth submission process reflects a well-prepared and professional author.












FAQ

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

publications?

A: The primary difference lies in how sources are cited within the text and presented at the end. The
notes-bibliography system uses footnotes or endnotes for citations and concludes with a bibliography.
The author-date system uses brief parenthetical citations in the text (e.g., Smith 2020) and concludes

with a reference list.

Q: How important is it to adhere strictly to the latest edition of the

Chicago Manual of Style?

A: It is critically important. Journals specify which edition of CMOS they follow, and adherence to that
edition is a fundamental requirement for publication. Using an outdated edition or mixing styles from

different editions can lead to desk rejection.

Q: Can | use online citation generators when preparing my manuscript
in Chicago style?

A: While online citation generators can be helpful for generating initial entries, they are not a substitute
for careful manual checking. They can sometimes produce errors or inconsistencies, so it is essential

to review and correct all generated citations against the official Chicago Manual of Style guidelines.



Q: What should | do if a journal's submission guidelines contradict the

Chicago Manual of Style?

A: Always prioritize the journal's specific submission guidelines. Journals often have their own house
style or specific requirements that supersede general CMOS rules. If you are unsure about a specific

point, it is best to contact the journal's editorial office for clarification.

Q: How do | cite a source that is not covered by the standard

examples in the Chicago Manual of Style?

A: When encountering an unusual source type, the best approach is to apply the underlying principles
of CMOS to your specific situation. Analyze the components of your source (author, title, publication
information, etc.) and arrange them in a logical order, following the punctuation and capitalization

conventions demonstrated in the CMOS for similar source types.

Q: What is the purpose of a running head in a journal submission, and

how is it formatted in Chicago style?

A: A running head, or running title, is a shortened version of the manuscript title that appears at the
top of each page of a published article. lts purpose is to help readers easily identify the content of the
page. Chicago style guidelines for running heads can vary, but typically they are in all caps and placed

in the header of the manuscript. Journals will specify if a running head is required and its exact format.

Q: How should | format my bibliography if | have multiple works by the

same author?

A: In the notes-bibliography system, if you have multiple works by the same author, they are listed
alphabetically by title under that author's name. For subsequent works by the same author, you can

use an em dash (—) followed by a period instead of repeating the author's name. The same principle



applies to reference lists in the author-date system.
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