
Publication Formatting Directives 

Date: [Insert Date] 

To: [Author's Name] 

From: [Publisher's Name] 

Subject: Formatting Directives for Your Manuscript 

Dear [Author's Name], 

Thank you for your submission titled "[Manuscript Title]". We are excited to move forward 

with the publication process. To ensure that your manuscript adheres to our publication 

standards, please follow the formatting directives outlined below: 

Formatting Guidelines 

• Font: Use 12-point Times New Roman. 

• Margins: One-inch margins on all sides. 

• Spacing: Double-spaced throughout the document. 

• Paragraphs: Indent the first line of each paragraph by 0.5 inches. 

• Figures and Tables: Include labeled figures and tables at the end of the manuscript. 

• Citations: Follow [specific citation style, e.g., APA, MLA]. 

Submission Checklist 

• Cover letter included 

• All authors' information provided 

• References formatted correctly 

• No spelling or grammatical errors 

Please review these guidelines carefully and revise your manuscript accordingly. If you have any 

questions, feel free to reach out to us at [Publisher's Email]. 

We look forward to your prompt response and to the successful publication of your work. 

Sincerely, 

[Your Name] 

[Your Position] 

[Publisher's Name] 


