
MANUSCRIPT PREPARATION AND SUBMISSION 
QUICK REFERENCE CHECKLIST
A supplement to the “Preparing Your Manuscript” online tutorial. 

       DOCUMENT SE T UP 

CR EA TE A B AS I C DO CUM EN T FI L E B EFOR E AT TEMP TI NG TO FORMA T . 

COMP L ETE AL L E DI TS A ND R E VI S I ON S WI THI N T HI S FI L E. 

S TAR T B Y I N S ER TI NG P AG E AND S E CTI ON B R EAK S FOR EN TI R E M ANUS CR I P T . 

ASSIGN PAGE N UMBERS IN UPPER RIGHT CORNER OR BOTTOM CENTER.

US E L OWER CAS E ROMAN NUM ER AL S ( i , i i , i i i ) FOR FRON T MA TT ER . 

US E AR AB I C N UM ER AL S ( 1 , 2 , 3 ) FOR BODY T EX T. 

MARGINS, FONT, AND SPACING  
S ET L E FT MARG I N TO 1 . 5 I NC H AND TOP , R I GHT, AN D BO T TOM TO 1 I NC H. 

US E A P RO FES S I ONAL Q UAL I TY , 1 2 - PO I N T FON T FOR T EX T. 

US E UP TO 1 4 - PO I N T FON T S I Z E FOR H EA DI NGS .

DOUB L E - S P AC E M ANUS CR I P T ( 1 . 5 S P A CES WI T H COMM I TT EE AP P ROVAL ) . 

S P ACE R E FER EN CES AN D Q UO TATI ON S A CCOR DI NG TO P UB L I CA TI ON S T Y L E . 

FRONT MATTER 
L I S T C UR R EN T DEGR E E A FT ER P R EVI OUS DEGR E E( S ) ON AB S TR AC T P AG E. 

DOWNLOAD APPROVAL AN D TITLE P AGE TEMPLAT ES FROM GRADUATE STUDIES WEBSITE.

COP Y E DI T E D AP P ROVAL AN D TI TL E P AG ES TO MAI N DO CUM EN T FI L E. 

EN S UR E AP P ROVAL P AG E AP P EAR S AS P AG E i AN D TI TL E P AG E AS P AG E ii . 

COP Y AN D P AS T E R EMAI N I NG P AG ES O F F RON T M AT TER I N S EC TI ON 1 . 

COMMON PROBLEMS 
MAK E S UR E FORMA TTI NG O F FRON T MA TT ER M EE T S AL L R E QUI R EM EN TS . 

MAK E S UR E MARG I N S AN D P AG E NUMB ER S AR E COR R EC T AND CON S I S TEN T. 

FORMAT L AN DS CAP E - OR I EN T ED FI G UR ES AND TAB L ES CON S I S TEN TL Y . 

CH ECK TAB L E O F CON TE N TS AGAI N S T T HE BODY T EX T FO R CON S I S TENCY . 

P ROVI DE AL L T HE AP P ROP R I ATE COMP L E TE D FORMS WI T H MANUS CR I P T . 

MANUSCR IP T SUBMISS I ON 
CONVER T M ANUS CR I P T T O S I NG L E EL EC TRON I C F I L E I N P D F FORMAT. 

R EVI EW TH E P DF F I L E FOR COR R ECTN ES S ( P AG I NATI ON AND FORMAT) . 

UPLOAD MANUSCRIPT TO THE UNM DIGITAL REPOSITORY (PLAN I, MFA, PhD, AND EdD).

UPLOAD MANUSCRIPT TO PROQUEST (PhD)

SUBMIT COMPLETED MANUSCRIPT FORMS.
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