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Submittal Package Checklist 
1. ☐ Manuscript file is as follows: 

a. ☐ File is titled “Manuscript.”  
b. ☐ File is in .docx or .doc format.   
c. ☐ Document adheres to the Formatting Guidelines. 
d. ☐ Includes a coversheet listing the manuscript: 

i) ☐ Word count 
ii) ☐ Page count 
iii) ☐ Number of references 
iv) ☐ Date of submittal 

e. ☐ Both the filename and file contents are deidentified.  
 

2. ☐ Images, Charts, and/or Tables file (optional) is as follows: 
a. ☐ Filename is “Images_and_tables.”  
b. ☐ Formatted according to Photographs, Illustrations, and Graphics guidelines.  

 
3. ☐ Captions file (optional) is as follows: 

a. ☐ Filename is “Captions,” or content is included in the manuscript file.  
b. ☐ File is in .docx or .doc format. 
c. ☐ All captions are lettered with upper-case letters that are unique identifiers referencing 

their respective artwork.  
 

4. ☐ Author(s) Information file is as follows: 
a. ☐ Filename is “Author Information.” 
b. ☐ Manuscript title and subtitle appear at top of page. 
c. ☐ The full name of each author is listed next, including each author’s: 

i) ☐ Institutional affiliation 
ii) ☐ Position 
iii) ☐ Contact information 
iv) ☐ A short biography (optional; max. 150 words) 

d. The corresponding author is clearly identified. 
e. The following manuscript specifications are listed at bottom of page: 

i) ☐ Word count 
ii) ☐ Page count 
iii) ☐ Number of references 
iv) ☐ Date of submittal 

 
5. ☐ Email the file folder as an attachment to: steti@childrensnational.org.  

 
A member of the editorial team will contact you shortly. Should the manuscript be accepted for 
publication, all authors will be sent conflict of interest disclosure forms to sign and return. 


