Manuscript Submission Checklist
Halvorson
In the business world, it is common practice for corporations and publishers to require that authors, consultants, and employees follow specific guidelines when they submit a manuscript for publication or distribution.  If one or more expected elements are not present in the manuscript, the document is not considered acceptable, and the author or consultant will not be paid for their work until it has been formatted appropriately.
For your first essay assignment, you will be required to submit a similar “manuscript submission checklist” which verifies that your essay is in the proper format for a PLU History Paper.  Attach this paper to the back of your essay and verify that your essay contains the following elements.  (Including these elements will raise your grade on this assignment; omitting one or more items will lower your grade.)
Historic content

· Does you essay include a date and location (country or city) in the first paragraph to provide a historic context for the topic you are discussing?

· Does your essay include a specific thesis statement at the bottom of the first paragraph?  (“In this essay, I will…”)

· Does your essay use the past tense throughout to emphasize your “historic distance” from the topic at hand?
· Do you ground each idea or statement with an example from a primary or secondary source?

· Do you analyze sources, texts, characters and events from multiple perspectives?

Style

· Is your essay free of personal statements or vague comparisons to the 21st century?

· Have you followed in-text quotations with an explanation of the quote in your own words?

· Have you identified each new person, term, or place with a parenthetical statement explaining the significance of the item?

· Have you used a variety of sentence structures, i.e. simple sentences and longer sentences broken up by commas, semicolons, and/or dashes?

Footnotes

· Are footnote characters used to identify sources in the body of your text (are there superscript footnote characters in your paper after a source is used)?

· Are the footnotes listed at the bottom of your pages in the correct format?  (Check carefully for punctuation, italic, and so on.)

· Are block footnotes indented 0.5” on both sides?  Is the spacing correct above and below the footnote?

· Have you used Ibid properly?

Formatting

· Are all book titles in italic?  Journal articles in quotes?
· Is your paper formatted with 1” to 1.5” left and right margins and 1” top and bottom margins?

· Are you using an 11-12 point font?  (Times Roman preferred)

· Is there a running page number at the bottom?

· Is there a name, class, and date listed on the first page?

