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Mastering Chicago Style Journal Requirements: A Comprehensive Guide

chicago style journal requirements are crucial for academic and professional publications aiming for

clarity, consistency, and credibility. Adhering to these guidelines ensures your work is presented in a

standardized format, making it easier for readers to understand and for editors to process. This

comprehensive guide will delve into the intricacies of Chicago style, covering essential elements such

as manuscript preparation, citation methods (notes and bibliography vs. author-date), formatting

specifics for tables and figures, and the nuances of the Chicago Manual of Style itself. Understanding

these core principles is paramount for any scholar or writer seeking publication in journals that

mandate this widely respected citation system.
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Understanding the Chicago Manual of Style

The Chicago Manual of Style (CMOS) is a comprehensive style guide that provides recommendations

for writing, editing, and citation. It is widely adopted in various academic fields, particularly in the

humanities and social sciences. Its enduring popularity stems from its detailed explanations and the

flexibility it offers, primarily through its two distinct citation systems: the notes and bibliography system



and the author-date system. Understanding the foundational principles of CMOS is the first step to

successfully navigating its application to journal submissions.

The manual itself is updated periodically to reflect changes in language, technology, and publishing

practices. While it is an extensive resource, journal-specific guidelines often supplement or slightly

modify CMOS rules. Therefore, it is essential to consult both the manual and the target journal's author

guidelines before beginning the writing process. This dual approach ensures compliance with both the

broader style standards and the specific expectations of the publication venue.

Manuscript Preparation for Journals

Preparing a manuscript for journal submission involves meticulous attention to detail, extending beyond

just the content. Journal editors and reviewers expect a clean, well-organized submission that adheres

to established formatting conventions. This includes aspects like font choices, line spacing, margins,

and the overall structure of the document. Following these requirements demonstrates professionalism

and respect for the editorial process.

General Formatting Guidelines

Most journals adhering to Chicago style will have specific requirements for the overall appearance of

your manuscript. These typically include setting your document in a standard, readable font such as

Times New Roman or Arial, usually at 12-point size. Double-spacing is a common requirement for the

main body text, including block quotations, but single-spacing might be preferred for certain elements

like bibliographies or notes. Margins should generally be set to one inch on all sides to allow for

editorial markings and page turning.

The manuscript should also be paginated sequentially, with page numbers placed consistently, often in

the upper right-hand corner. Headers and footers, if used, must be consistent throughout. Clear



headings and subheadings are crucial for organizing your work and guiding the reader through your

arguments. Ensure that any indentation for paragraphs is consistent, typically a half-inch from the left

margin, or a full tab stop.

Title Page and Abstract

A title page is usually required, though its content can vary. It commonly includes the manuscript title,

the author's name, and affiliation. Some journals may also request contact information or a word count

on the title page. Following the title page, an abstract is almost universally required. The abstract, a

concise summary of your research, typically ranges from 150 to 250 words and should accurately

reflect the study's purpose, methods, key findings, and conclusions. It’s important to craft a compelling

abstract as it is often the first (and sometimes only) part of your work that potential readers will

encounter.

Citation Styles in Chicago: Notes and Bibliography

The notes and bibliography system is the more traditional of Chicago's two citation formats and is

frequently used in historical research, literature, and the arts. This system employs footnotes or

endnotes to cite sources within the text, providing detailed information about each reference. A

comprehensive bibliography then follows at the end of the manuscript, listing all sources cited.

Footnotes and Endnotes

In the notes and bibliography system, superscript numbers are placed in the text immediately after the

relevant quotation, paraphrase, or factual assertion. These numbers correspond to a note (either a

footnote at the bottom of the page or an endnote at the end of the chapter or manuscript) that



provides the bibliographic details of the source. The first citation of a source in the notes will typically

include full bibliographic information, while subsequent citations of the same source can be shortened.

This method allows for extensive commentary and digressions within the notes without disrupting the

flow of the main text.

The Bibliography

The bibliography is an alphabetized list of all sources cited in the manuscript. It serves as a valuable

resource for readers who wish to consult the original works. The format of entries in the bibliography

closely mirrors that of the full citations in the notes, with minor differences in punctuation and

arrangement. Consistency in formatting each entry is paramount to maintaining the professional

appearance of your work.

Citation Styles in Chicago: Author-Date

The author-date system is favored in many social science disciplines and some natural sciences. It is

a more streamlined approach that uses parenthetical citations within the text, consisting of the author's

last name and the year of publication. This system also requires a reference list at the end of the

manuscript, which includes all sources cited in the text.

In-Text Citations

When using the author-date system, in-text citations typically appear within parentheses, like (Smith

2020) for a general reference or (Smith 2020, 45) if a specific page number is being referenced. This

method is efficient for readers as it allows them to quickly locate the source information without having

to consult separate notes. The brevity of these in-text citations helps maintain the narrative flow of the



main body of the article.

The Reference List

Similar to the bibliography in the notes system, the reference list is an alphabetized compilation of all

works cited in the paper. However, the structure of entries in the author-date reference list often

includes the publication year immediately after the author's name. For example, Smith, John. 2020.

Title of Work. Publisher. This clarity aids readers in quickly identifying the publication date and author

for each source.

Formatting Tables and Figures

Effective use of tables and figures can significantly enhance the clarity and impact of your research.

Chicago style provides specific guidelines for presenting these elements to ensure they are easily

understood and integrated seamlessly into the manuscript. Consistency in their formatting is key to

their effectiveness.

Tables

Tables should be used to present complex data in a clear, organized manner. Each table should have

a number (e.g., Table 1, Table 2) and a descriptive title. The table itself should be formatted with clear

column and row headings. While the CMOS offers guidance, journals may have specific preferences

regarding borders, shading, and the placement of notes (which often appear below the table). It is

crucial to refer to the journal’s guidelines for any specific table formatting requirements, such as

whether to include vertical lines between columns or horizontal lines separating rows.



Figures

Figures can encompass a wide range of visual materials, including charts, graphs, maps, and

photographs. Like tables, figures must be numbered sequentially and have a descriptive caption.

Captions are typically placed below the figure. If you are submitting a manuscript with figures, ensure

that the figures are of high resolution and can be clearly reproduced. For electronic submissions,

image files are often submitted separately from the main document. Always confirm the specific file

formats and resolution requirements with the journal.

Specific Journal Requirements

While the Chicago Manual of Style provides a robust framework, each journal cultivates its own set of

editorial standards. These specific journal requirements can range from minor stylistic preferences to

significant deviations from standard CMOS practice. It is imperative for authors to meticulously review

the "Instructions for Authors" or "Submission Guidelines" provided by the target journal before

submitting their work.

These guidelines often detail preferred citation style (notes and bibliography vs. author-date), specific

formatting for particular elements like references or acknowledgments, and requirements for

manuscript length or structure. Some journals may also have unique rules regarding the use of

abbreviations, the treatment of foreign language words, or the inclusion of supplementary materials.

Failing to adhere to these journal-specific directives can lead to the immediate rejection of a

manuscript, regardless of the quality of the research itself.

Finalizing Your Manuscript

The final stage of preparing your manuscript involves a thorough review and proofreading process.



This is not merely about catching typographical errors; it's about ensuring that every aspect of your

submission aligns with the Chicago style journal requirements and the journal's specific instructions. A

polished manuscript reflects positively on your research and your professionalism.

Carefully check all citations for accuracy and consistency, ensuring that every in-text reference

corresponds to an entry in your bibliography or reference list and vice versa. Review the formatting of

your tables and figures one last time, confirming that they are clear, correctly labeled, and meet all

specified requirements. Proofread the entire document for grammar, spelling, punctuation, and stylistic

consistency. Engaging a colleague or professional editor to review your manuscript can provide a fresh

perspective and help identify errors you might have overlooked. A well-executed final review

significantly increases your chances of a successful submission.

---

FAQ

Q: What is the primary difference between Chicago style's notes and

bibliography system and its author-date system?

A: The primary difference lies in how sources are cited within the text. The notes and bibliography

system uses footnotes or endnotes with superscript numbers in the text, providing full citation details in

these notes and a comprehensive bibliography at the end. The author-date system uses parenthetical

in-text citations (e.g., Smith 2020) and a shorter reference list at the end.

Q: Are journal-specific requirements always different from the Chicago

Manual of Style?

A: Journal-specific requirements often supplement or clarify the Chicago Manual of Style (CMOS),

rather than being entirely different. Journals may emphasize specific aspects of CMOS, require a

particular citation system (notes/bibliography or author-date), or have unique formatting preferences for



elements like tables, figures, or bibliographical entries. Authors must always consult the journal's

author guidelines.

Q: What font and spacing are typically recommended for manuscripts

following Chicago style journal requirements?

A: While journals may vary, common recommendations for Chicago style manuscripts include using a

standard, readable font such as Times New Roman or Arial at 12-point size. Double-spacing for the

main body text is standard, though single-spacing might be used for bibliographies or notes. Margins

are usually set to one inch on all sides.

Q: How should tables and figures be formatted according to Chicago

style journal requirements?

A: Tables and figures should be numbered sequentially and have descriptive titles or captions. Tables

typically have clear column and row headings, and CMOS provides guidance on borders and notes.

Figures should be high-resolution and clearly labeled. Journals often have specific requirements

regarding the placement of notes and captions, and file formats for figures.

Q: Is it necessary to include a bibliography if I am using the author-

date citation system?

A: Yes, even when using the author-date citation system, a reference list (often called a reference list

rather than a bibliography) is required at the end of the manuscript. This list includes all the sources

cited in the text, allowing readers to find the full publication details.



Q: What is the purpose of an abstract in a journal submission adhering

to Chicago style?

A: An abstract is a concise summary of the research presented in the manuscript, typically 150-250

words. Its purpose is to inform potential readers about the study's scope, methods, key findings, and

conclusions, helping them decide if the full paper is relevant to their interests.

Q: How detailed should the first citation of a source be in the notes

and bibliography system?

A: In the notes and bibliography system, the first citation of a source in the footnotes or endnotes

should include the full bibliographic details. Subsequent citations of the same source can then be

shortened to include the author's last name, a shortened title (if necessary), and the page number.

Q: Can I use abbreviations freely in my Chicago style manuscript?

A: While Chicago style provides guidelines for abbreviations, journals often have specific policies. It's

best to consult both the CMOS and the journal's author guidelines. Generally, it's advisable to spell out

terms on first use and follow with the abbreviation in parentheses, if you intend to use it repeatedly.
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