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Check to be certain that all essential parts are included. Once the manuscript has been accepted and 
is ready to be transmitted to Allen Press, check the files to be certain that all parts have been included. 
This will prevent delays in processing your manuscript and costly changes later. Depending on the 
journal, the manuscript may include some or all of the following elements:

•	 Title
•	 Short title or running head
•	 Authors’ names in the correct order
•	 Affiliations for each author
•	 Contact information for the corresponding author
•	 Abstract
•	 Key words
•	 Abbreviation list
•	 Text 
•	 Acknowledgments
•	 Footnotes
•	 References or Literature Cited section
•	 Tables and table titles
•	 Figures and captions
•	 Appendices
•	 Authors’ photos and biographies

NOTE: If any material, such as a figure or a table, has been taken directly from another copyrighted source, 
be certain that the author has obtained written permission for the use of that material and has provided 
the information to you for your records. Information regarding the source of the material must also be 
included in the manuscript in the appropriate place.

Check to be certain that all parts of the manuscript are in the correct format and location. Some 
basic editing will reduce the cost of revisions later in production.

•	 Refer to the Guide to Manuscript Submission for details of where to place the elements within the file. 
In general, 
o	 The first page should contain the complete article title, article type, running heads/feet, author 

names and affiliations, DOI.
o	 The text should follow.
o	 Tables should be placed at the end of the text file.
o	 Figures should be left in individual files in their native format. Do not place them in a Word file 

because the resolution of the figure may be decreased.
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•	 Check the manuscript to be certain that it is the final accepted version and that all last-minute changes 
have been incorporated into the text.

•	 The journal will usually follow a particular style manual (e.g., AMA, CBE, Chicago). Make sure that the 
authors have followed this style, particularly if the editor is responsible for copyediting the manuscript 
and not Allen Press.

•	 All figures should be mentioned in the manuscript and should match the figures provided by the 
author. There should be a separate figure caption for each figure. If there are chemical schemes or 
other graphic elements located within the text, please note this on the transmittal form or discuss this 
with your Allen Press Account Manager.

•	 Figure parts should be named consistently in the figure, in the caption, and in the text (A vs. a, left vs. 
right, etc.).

•	 Allen Press accepts figures in most widely used formats. Please refer to the Guide to Digital Art 
Specifications for more details, or contact your Allen Press Account Manager before submitting the 
manuscript.

•	 Tables should be mentioned in the text and include a descriptive title. Tables must be in an editable 
format such as Word or Excel. PDF files cannot be used for typesetting. Please refer to the Guide to 
Table Preparation for details.

•	 Display math equations should be formatted in MathType. Please refer to the Guide to Math 
Preparation for details.

•	 References should be in the correct order, all necessary elements should be present, and they should 
be formatted to match the journal’s preferred style. 

•	 References must be cited correctly in the text. The most common styles are author-date or numbers.

Preparing a Transmittal Form
 Allen Press needs basic information about each manuscript in order to process it correctly. Our preference 
is for that information to be communicated on a Manuscript Transmittal Form. This form may be sent in an 
e-mail, an e-mail attachment, or as a file included with the manuscript folder and uploaded to an FTP site. 
If you do not already have such a form, please contact your Allen Press Account Manager for a sample. It 
should include the following:

•	 Journal name, volume, and issue number.
•	 Manuscript number or means of identification (title, author name, etc.).
•	 Type of article (original research, case study, commentary, editorial, etc.). Include any information 

about a special section or symposium.
•	 Complete information for the delivery of the proofs. Include the corresponding author’s full name, 

e-mail address, and mailing address (if required). Include any other information that may impact the 
delivery of the proofs, such as temporary addresses, dates of availability, etc.

•	 Number of figures and figure captions included with the manuscript.
•	 Information regarding the processing of the figures, such as color or black and white, sizing of the 

figures, orientation, mounting instructions, and labeling of parts. (Check with your Allen Press Account 
Manager to see if there are standing instructions on file at Allen Press for the journal’s artwork.)

•	 Number of tables in the article.
•	 Information regarding mathematical equations in the text or unusual symbols. If there are any, please 

include PDFs of those pages for comparison.
•	 The location and names of all the files pertaining to the article.
•	 Any other pertinent information that may impact production.
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Transferring the Files to Allen Press
If you use PeerTrack™ or PeerTrack Essentials as your online manuscript submission program, we will be 
able to automatically download the appropriate metadata and files when a manuscript has been accepted 
for publication; contact your Allen Press Account Manager for details. 

If you use another online manuscript submission program, your provider may be able to create an 
automated process for delivering metadata and files to Allen Press; contact your Allen Press Account 
Manager to discuss. 

For all other methods, our preference is for you to place all of the files for each manuscript into a folder on 
our FTP site. Notify your Account Manager by e-mail that the files are ready for processing. In the e-mail, 
include the name of the folders that are ready, the location, and passwords that are needed for the FTP 
site (if you are not using an Allen Press FTP site). 

Acknowlegment of Receipt of Copy
After your Account Manager receives the files, they will be forwarded to our File Preparation area. At that 
time the editor or a designated person will receive an Acknowledgment of Receipt of Copy via e-mail. It 
will list all of the manuscripts received along with their number, type of article, short title, corresponding 
author’s information and e-mail address, and the number of figure files and captions. Please check this 
information carefully to be sure that everything is correct and that all articles and files have been received. 
If anything is incorrect, please contact your Allen Press Account Manager.


