
Letter of Submission Standards 

Date: [Insert Date] 

To: [Insert Recipient Name] 

[Insert Recipient Title] 

[Insert Institution/Organization Name] 

[Insert Address] 

Dear [Recipient Name], 

We are pleased to outline the submission standards for research papers intended for publication 

in [Insert Journal/Conference Name]. Please adhere to the following guidelines to ensure a 

smooth review process: 

1. Document Format 

• File Format: PDF or Word Document 

• Font: Times New Roman, 12-point, double-spaced 

• Margins: 1 inch on all sides 

2. Length of Manuscript 

Your manuscript should not exceed [insert number] pages, including references and figures. 

3. Abstract and Keywords 

Include an abstract of no more than [insert number] words, followed by 3-5 keywords. 

4. References 

References must be formatted according to [insert citation style] and should be up to date and 

relevant. 

5. Ethical Considerations 

All submissions must adhere to ethical standards; please provide a statement of compliance and 

necessary disclosures. 



6. Submission Process 

Please submit your manuscript via [insert submission platform] by [insert submission deadline]. 

We appreciate your attention to these guidelines, as they are crucial for maintaining our 

publication standards. Should you have any questions, feel free to contact us at [Insert Contact 

Email]. 

Thank you for your contributions to the field. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Institution/Organization Name] 

[Your Contact Information] 


