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Mastering the Chicago Style Manual for
Manuscript Submission to Academic
Journals
chicago style manual for manuscript submission for academic journals serves as a
critical guide for scholars aiming to publish their research. Adhering to its meticulous
standards ensures clarity, consistency, and professionalism, significantly increasing the
likelihood of acceptance by peer-reviewed publications. This comprehensive guide will
delve into the core principles and practical applications of the Chicago Manual of Style
(CMOS) specifically tailored for academic manuscript preparation. We will explore
everything from general formatting guidelines and citation practices to the nuances of
tables, figures, and the submission process itself, providing scholars with the knowledge
needed to navigate these requirements successfully. Understanding these elements is
paramount for any academic writer seeking to present their work in a polished and
acceptable format.
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Understanding the Chicago Manual of Style's Role
in Academia
The Chicago Manual of Style (CMOS) is a widely respected and influential style guide in
academic publishing. Its comprehensive nature covers a vast array of editorial and



typographical practices, making it an indispensable tool for authors, editors, and
publishers alike. For academic journals, adopting a specific style manual like CMOS
provides a standardized framework for presenting scholarly work, ensuring a consistent
reader experience across diverse disciplines and articles.

The primary function of CMOS in academic manuscript submission is to promote clarity,
precision, and uniformity. By establishing clear rules for grammar, punctuation,
capitalization, and the presentation of factual information, it minimizes ambiguity and
allows readers to focus on the content of the research rather than being distracted by
stylistic inconsistencies. This standardized approach is crucial for the integrity and
credibility of academic discourse.

The Importance of Consistency in Academic Writing
Consistency is a cornerstone of scholarly communication, and the Chicago Manual of Style
provides the blueprint for achieving it. Whether it’s the consistent use of a particular
bibliographic format or the uniform treatment of abbreviations, adherence to CMOS
principles ensures that the author's voice remains clear and authoritative throughout the
manuscript. This consistency extends beyond individual articles to the entire publication,
fostering a recognizable and professional identity for the journal.

Key Areas Covered by CMOS for Academic Journals
The Chicago Manual of Style addresses nearly every aspect of manuscript preparation
relevant to academic journals. This includes, but is not limited to, the proper formatting of
text, headings, and subheadings; the correct use of numbers, dates, and units of
measurement; the principles of citation and referencing through both notes-bibliography
and author-date systems; and guidelines for incorporating visual elements like tables and
figures. Understanding these distinct areas is crucial for effective manuscript submission.

General Formatting Requirements for Academic
Manuscripts
When preparing a manuscript for submission to an academic journal, a thorough
understanding of general formatting requirements, as outlined by the Chicago Manual of
Style, is essential. These guidelines are designed to ensure that the manuscript is clean,
readable, and easy for editors and reviewers to process. While specific journal
requirements may vary slightly, the foundational principles provided by CMOS offer a
robust starting point.

The initial step in formatting involves the basic structure of the manuscript. This typically
includes a title page, an abstract, the main body of the text, and a reference list. Each of
these components has specific formatting considerations to ensure professionalism and
adherence to academic standards. Paying close attention to these details from the outset
can save considerable time and effort later in the submission process.



Manuscript Layout and Typography
The Chicago Manual of Style recommends specific practices for the physical layout of a
manuscript. This generally involves double-spacing the entire text, including block
quotations and notes, to allow ample space for editorial marks. Margins should be
generous, typically one inch on all sides, to provide room for annotations. Font choice is
also important; a standard, easily readable typeface such as Times New Roman or Arial,
set at 12-point size, is usually preferred.

Capitalization and indentation are also critical elements. Headings and subheadings
should be formatted consistently according to CMOS guidelines, often using a hierarchical
structure with clear distinctions between different levels of headings. Paragraphs should
be indented at the first line, with the exception of the first paragraph following a heading
or a block quotation. These seemingly small details contribute significantly to the overall
professionalism of the manuscript.

Page Numbering and Running Heads
Proper page numbering is a fundamental requirement for any academic manuscript.
CMOS typically advises placing page numbers in the upper right-hand corner of each
page, starting from the title page (which may or may not be numbered depending on
journal guidelines). For manuscripts intended for peer review, it is often recommended to
include a running head or short title at the top of each page, distinct from the page
number, to help reviewers keep track of the document.

The specific placement and format of running heads can vary between journals. Some
journals may request a running head on every page, while others might only require it on
the title page and subsequent pages. It is crucial to consult the specific author guidelines
of the target journal to ensure compliance with their particular requirements regarding
page numbering and running heads.

Citation and Referencing: The Heart of Chicago
Style
The Chicago Manual of Style offers two primary systems for citing sources: the notes-
bibliography system and the author-date system. Both systems aim to provide clear and
accurate attribution of sources, allowing readers to locate the original works.
Understanding which system a target journal prefers is paramount before beginning the
citation process.

The notes-bibliography system uses footnotes or endnotes to cite sources, with a full
bibliography at the end of the manuscript. This system is common in the humanities. The
author-date system uses parenthetical in-text citations and a reference list at the end. This
system is prevalent in the social sciences and natural sciences. Each system has its own
detailed rules for formatting citations for various types of sources.



The Notes-Bibliography System
In the notes-bibliography system, each citation is marked by a superscript Arabic numeral
in the text. This numeral corresponds to a note (either a footnote at the bottom of the page
or an endnote at the end of the manuscript) that contains the citation details. The first
citation of a source is typically a full citation, while subsequent citations of the same
source may be shortened. The bibliography at the end of the manuscript lists all cited
sources alphabetically by author's last name, providing full publication details.

Formatting notes and bibliography entries requires meticulous attention to detail. CMOS
provides specific rules for citing books, journal articles, websites, and other types of
publications. For example, the order of elements, the use of commas and periods, and the
way titles are italicized or placed in quotation marks are all governed by precise
conventions. Errors in this area can undermine the credibility of the entire manuscript.

The Author-Date System
The author-date system, often referred to as parenthetical citation, is characterized by
brief citations placed directly within the text. These typically include the author's last
name and the year of publication, often followed by a page number if a specific passage is
being referenced. For example, (Smith 2020, 15). The author-date system requires a
comprehensive reference list at the end of the manuscript, which includes full
bibliographic information for all sources cited in the text.

Like the notes-bibliography system, the author-date system has detailed guidelines for
constructing both in-text citations and reference list entries. The reference list entries are
arranged alphabetically by the author's last name. The format of these entries closely
mirrors that of the bibliography in the notes-bibliography system, with specific rules for
journal articles, books, and other media. Precision in formatting these entries is crucial for
academic rigor.

Handling Tables and Figures in Chicago Style
Manuscripts
The effective presentation of data through tables and figures is crucial in academic
writing. The Chicago Manual of Style provides clear guidelines on how to format these
elements to ensure clarity, consistency, and professional presentation within a manuscript
submitted to a journal. These guidelines apply to both the content and the labeling of
tables and figures.

Properly formatted tables and figures not only enhance the reader's understanding of
complex information but also demonstrate a scholar's attention to detail. Journals often
have very specific requirements for these visual elements, and adherence to CMOS
principles is a strong foundation for meeting those demands. It is always advisable to
check the target journal's specific guidelines regarding the submission of visual materials.



Formatting Tables
When creating tables according to Chicago style, clarity and conciseness are paramount.
Each table should be assigned a number (e.g., Table 1, Table 2) and a descriptive title. The
title should be brief but informative, clearly indicating the content of the table. Within the
table itself, column heads should be clear and concise, and units of measurement should
be explicitly stated, often in the column heading or in a footnote.

CMOS generally advises against the use of vertical rules within tables, as they can often
be unnecessary and distracting. Horizontal rules are typically used sparingly, primarily to
separate the column heads from the data and to mark the end of the table. Any footnotes
or explanatory notes pertaining to the table should be placed directly below the table and
clearly labeled.

Formatting Figures
Figures, which encompass charts, graphs, maps, and illustrations, also require specific
formatting. Like tables, each figure must be numbered sequentially (e.g., Figure 1, Figure
2) and accompanied by a descriptive caption. The caption should be placed below the
figure and provide sufficient information for the reader to understand the visual without
needing to refer extensively to the text.

For images, ensure that they are provided in a high-resolution format suitable for
publication. If the figure contains text, ensure it is legible and formatted in a clear,
consistent typeface. Any legends or keys necessary to interpret the figure should be
clearly integrated into the figure itself or within the caption. For complex figures, it may
be beneficial to provide a brief introductory sentence in the main text that directs the
reader's attention to the figure.

The Submission Process: Final Checks and
Etiquette
Once a manuscript is prepared according to the Chicago Manual of Style, the final stages
of the submission process involve meticulous review and adherence to journal-specific
etiquette. This phase is as critical as the writing and formatting itself, as it ensures that
the submission is complete, professional, and meets all the editorial requirements of the
target journal.

Before submitting, it is imperative to re-read the target journal's author guidelines with
extreme care. These guidelines often outline specific formatting preferences that may
supersede or supplement general CMOS recommendations. A smooth submission process
relies on a thorough understanding of these requirements and a commitment to meeting
them.

Reviewing Your Manuscript for Compliance
A comprehensive review of the manuscript for compliance with both CMOS and the
journal's specific guidelines is the final, crucial step. This involves checking for



consistency in citation style, ensuring all tables and figures are correctly formatted and
labeled, and verifying that the overall manuscript structure aligns with expectations. It is
often beneficial to have a colleague or mentor review the manuscript at this stage, as a
fresh pair of eyes can often catch errors or inconsistencies that the author may have
overlooked.

Pay special attention to the reference list or bibliography. Errors in this section are
common and can lead to delays or even rejection. Double-check author names, titles,
publication dates, and page numbers. Ensure that every source cited in the text appears in
the reference list, and vice versa. This meticulous verification process is a hallmark of a
professional academic submission.

Journal-Specific Submission Procedures
Each academic journal will have its own unique submission portal and procedures. This
typically involves creating an account on the journal's website and uploading the
manuscript and any accompanying files (e.g., cover letter, supplementary materials) in the
specified formats. Understanding these platform-specific instructions is essential for a
successful submission. Some journals may require specific file naming conventions or ask
for the manuscript to be submitted in a particular order.

The cover letter is another important component of the submission package. It should be
professional, concise, and clearly state the manuscript's title, authors, and a brief
summary of its contribution to the field. It is also an appropriate place to confirm that the
manuscript adheres to the journal's policies and that it has not been submitted for
publication elsewhere. Following these procedures diligently demonstrates respect for the
editorial process and enhances the likelihood of a positive reception.









Q: What is the primary difference between the notes-
bibliography and author-date systems in the Chicago
Manual of Style?
A: The primary difference lies in how sources are cited within the text. The notes-
bibliography system uses footnotes or endnotes, while the author-date system uses
parenthetical in-text citations (e.g., Smith 2020). Both systems require a comprehensive
list of sources at the end of the manuscript (bibliography or reference list, respectively).

Q: Can I use a different font than Times New Roman
when submitting to a journal using Chicago style?
A: While Times New Roman is a common recommendation, the Chicago Manual of Style
generally advocates for any clear, readable typeface at a standard size (e.g., 12-point).
However, always prioritize the specific font requirements of the target journal, as they
may have a preference.

Q: How should I handle a manuscript with multiple
authors when using the Chicago Manual of Style?
A: For the notes-bibliography system, the first author's name is typically given in full,
followed by "and [second author's name]" for two authors, or "[first author's name] et al."
for three or more authors in subsequent citations. For the author-date system, the format
is (Author1 and Author2 Year) for two authors and (Author1 et al. Year) for three or more
authors. The full list of authors should always appear in the bibliography or reference list.

Q: What is the rule for citing a source that has no
publication date in Chicago style?
A: In both the notes-bibliography and author-date systems, when a source lacks a
publication date, you should use "n.d." (for no date) in place of the year. This should
appear in both the in-text citation (if using author-date) and in the bibliography or
reference list entry.

Q: Are there specific guidelines for the length of an
abstract when following Chicago style for academic
journals?
A: The Chicago Manual of Style itself does not dictate a specific word count for abstracts.
However, academic journals almost universally provide their own guidelines for abstract
length, typically ranging from 150 to 250 words. Always adhere to the journal's specified
word limit.



Q: How do I format block quotations according to the
Chicago Manual of Style?
A: Block quotations, typically those of five or more manuscript lines, should be set off from
the main text by indenting the entire quotation one-half inch from the left margin. Do not
use quotation marks around a block quotation. The citation follows the final punctuation of
the quotation.

Q: What is the difference between a bibliography and a
reference list in Chicago style?
A: While often used interchangeably, CMOS differentiates them. A bibliography lists all
sources consulted, whether cited or not, providing a broader overview of the research
landscape. A reference list, used with the author-date system, lists only those sources that
are explicitly cited in the text.

Q: Should I include my curriculum vitae (CV) or resume
when submitting a manuscript to an academic journal?
A: Generally, you do not include your CV or resume in the manuscript submission package
unless specifically requested by the journal. The cover letter is the appropriate place to
briefly introduce yourself and your credentials. Always check the journal's submission
guidelines.

Q: How should I handle recurring abbreviations for a
source in Chicago style?
A: If you use an abbreviation for a source repeatedly, you can define it the first time it
appears. For example, if you are citing a specific organization frequently, you might write
"the National Aeronautics and Space Administration (NASA)" the first time and then use
"NASA" for subsequent mentions. This should be done consistently throughout the
manuscript.
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