
Formatting And Submitting Your Manuscript

Formatting and submitting your manuscript is a critical step in the journey of any writer, whether you are an
aspiring novelist, a seasoned researcher, or a freelance journalist. Proper formatting not only increases the
likelihood of your manuscript being read but also demonstrates professionalism and attention to detail. In this
article, we will delve into the essential aspects of formatting and submitting your manuscript, providing you
with valuable insights and guidelines to enhance your chances of success.

Understanding Manuscript Formatting

Formatting your manuscript correctly is crucial for readability and presentation. Different publications and
literary agents often have specific guidelines, but some general principles apply across the board. Here are some
key elements to consider:



1. General Formatting Guidelines

- Font and Size: Use a standard, easily readable font such as Times New Roman, Arial, or Courier New,
typically in 12-point size.
- Margins: Set your margins to 1 inch on all sides to ensure sufficient white space.
- Line Spacing: Use double spacing throughout the manuscript. This makes it easier for editors to read and
provides space for comments.
- Page Numbers: Number your pages in the upper right corner, starting from the first page of the text (not the
title page).
- Indentation: Indent the first line of each paragraph by 0.5 inches. Avoid extra spaces between paragraphs.
- Title Page: Include a title page with the title of your manuscript, your name, and contact information.

2. Specific Formatting for Different Genres

Different genres may have unique formatting requirements. Here are a few examples:

- Fiction: For novels and short stories, include a header with your last name, the title, and page number. The
first page should include the title centered both vertically and horizontally, followed by your name and
contact information.

- Non-Fiction: Non-fiction manuscripts often require a table of contents, acknowledgments, and a bibliography.
Ensure that all headings are consistently formatted.

- Academic Papers: These typically need to adhere to style guides such as APA, MLA, or Chicago. Pay
attention to citation styles, reference formatting, and the inclusion of abstracts.

Preparing Your Manuscript for Submission

Once your manuscript is formatted correctly, the next step is preparing it for submission. This involves
reviewing guidelines provided by potential publishers or agents and tailoring your manuscript accordingly.

1. Research Submission Guidelines

Every publisher or literary agent will have specific submission guidelines. Familiarize yourself with these
requirements to avoid unnecessary rejection. Here’s how to do it:

- Visit Their Website: Look for a section often titled "Submissions" or "Guidelines."
- Review Sample Manuscripts: Many publishers provide examples of previously accepted manuscripts, which can
serve as a benchmark.
- Check for Specific Instructions: Pay attention to formatting requests, word count limits, and any additional
materials required (e.g., query letters, synopses).

2. Writing a Query Letter

A query letter is a brief pitch to agents or publishers that introduces your work. Here are some essential
components:

- Personalization: Address the letter to a specific agent or editor. Mention why you are contacting them (e.g.,
their interest in your genre).
- Hook: Start with a compelling hook—an engaging sentence that captures the essence of your manuscript.



- Synopsis: Provide a concise summary of your story, including the main conflict and character motivations.
- Author Bio: Include a brief biography highlighting any relevant writing experience, awards, or publications.

3. Creating a Submission Package

A submission package typically includes your manuscript, query letter, and any additional materials
requested. Here’s how to prepare it:

- Manuscript: Ensure your manuscript is polished and free of grammatical errors.
- Query Letter: Format your query letter according to guidelines, usually a single page.
- Synopsis: If required, write a one-page synopsis of your manuscript. Include major plot points and character
arcs.
- Additional Materials: Some publishers may request sample chapters or a marketing plan, so be prepared to
provide these.

Submitting Your Manuscript

With your manuscript and submission package ready, it’s time to submit. The submission process can vary
depending on whether you are submitting electronically or physically.

1. Electronic Submissions

Most publishers and agents prefer electronic submissions due to convenience. Here are some tips for a successful
electronic submission:

- Follow Formatting Guidelines: Adhere to the specified format (e.g., PDF, Word document) and ensure your file
name includes your title and your name.
- Use a Professional Email Address: Your email should be straightforward and professional. Avoid nicknames
or casual addresses.
- Subject Line: Clearly indicate the purpose of your email (e.g., "Submission: [Title] by [Your Name]").
- Attach Required Documents: Ensure all requested documents are attached before sending. Double-check that
you’ve included everything.

2. Physical Submissions

While less common, some publishers still accept physical submissions. Here’s how to navigate this process:

- Print Quality: Use high-quality paper and print your manuscript clearly, ensuring there are no smudges or
errors.
- Packaging: Use a sturdy envelope to protect your manuscript during transit. Consider including a self-
addressed stamped envelope (SASE) for responses.
- Cover Letter: Include a cover letter that summarizes your manuscript and provides your contact
information.

After Submission: The Waiting Game

Submitting your manuscript can be daunting, and the waiting period can be nerve-wracking. Here are some tips for
managing this time:



- Be Patient: Understand that review processes can take weeks or months. Avoid following up too soon.
- Keep Writing: Use this time to work on new projects. This keeps your skills sharp and your creativity flowing.
- Stay Organized: Keep track of where you’ve submitted your manuscript and any responses you receive. A simple
spreadsheet can be a helpful tool.

Conclusion

Formatting and submitting your manuscript is an essential part of the writing process that requires careful
attention to detail. By following the guidelines outlined in this article, you can present a polished manuscript
that stands out to agents and publishers. Remember that this is a learning process, and each submission brings
you closer to your goal. Keep refining your craft, and don’t hesitate to seek feedback from peers or writing
groups. With dedication and perseverance, your manuscript may soon find its place in the literary world.

Frequently Asked Questions

What are the key formatting guidelines for submitting a manuscript to a
journal?
Key formatting guidelines typically include using a standard font like Times New Roman, 12-point size, double-
spacing throughout the document, 1-inch margins, and including page numbers. It's crucial to check the specific
journal's submission guidelines for any additional requirements.

How should I structure the sections of my manuscript?
A typical manuscript structure includes the following sections: Title, Abstract, Introduction, Methods,
Results, Discussion, Conclusion, and References. Each section should be clearly labeled and organized to
facilitate the review process.

What citation style should I use for my manuscript?
The citation style often depends on the journal's requirements. Common styles include APA, MLA, Chicago, and
Vancouver. Always refer to the journal's author guidelines for the preferred citation format.

How can I ensure my manuscript is free of grammatical errors?
To ensure your manuscript is error-free, consider using grammar-checking software, proofreading multiple times,
and having peers review your work. Hiring a professional editing service can also be beneficial.

What should I include in the cover letter when submitting my manuscript?
Your cover letter should include the manuscript title, a brief summary of your study, its significance, a
statement confirming that the work is original and not under consideration elsewhere, and any potential
conflicts of interest.

Is it necessary to include figures and tables in my manuscript?
Including figures and tables is often necessary to present data clearly and effectively. Be sure to follow the
journal's guidelines regarding their format, placement, and number.

How do I know if my manuscript is ready for submission?
Your manuscript is ready for submission when it adheres to the journal's formatting guidelines, is thoroughly
proofread, includes all necessary sections and references, and you feel confident about the quality of your



research and writing.

What submission platform do most journals use?
Many journals use online submission platforms such as ScholarOne Manuscripts, Editorial Manager, or their
own proprietary systems. Check the journal's website for specific submission instructions.

What should I do after submitting my manuscript?
After submission, keep track of your manuscript's status through the journal's submission system. Be prepared
to respond to reviewer comments and make necessary revisions within the timeframe specified by the journal.
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