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Guidelines for authors preparing electronic documents
Do—
Remember to use the final revised draft that has been formally approved by the referees.

Enter text (Introduction, Materials and methods, Discussion, Acknowledgements, References) and front page details (Title, Author names, Address and two qualifications for each author, Name of corresponding author, Running title, Abstract, Key words) in the order and style of the journal. Contact details of corresponding author should not be included: use the form provided.

Supply a Running title of less than 40 characters; use only Key words that are from Index Medicus.
Leave left and right margins, and top and bottom spaces of at least 2.5 cm.

Use double line spacing to allow insertion of editor’s comments.

Use Times font, 12 point throughout, even headings, titles, and reference numbers (which should be superscript).

Put main titles in bold, subtitles in bold italics, and sub-subtitles in bold and underlined.

Use word processing formatting features to indicate superscript, subscript, Bold, Italic, Greek, and special characters (use Symbol font where possible).

Type left-aligned, unjustified, without hyphenation, except for compound words (consult the Oxford English dictionary).

Use British spelling throughout, except for words or phrases of non–British spelling (World Health Organization, American Journal of Hematology). Maintain the original spelling of titles of papers in the references.

Use smart-quotes, ie “   ”   ‘   ’   and not foot/inches  '  "   for quotation marks.

Use the TAB key once for paragraph indents. Do not indent paragraphs immediately following a title or subtitle.

Ensure all figures, tables, and references are referred to in the text in the correct places, and that the reference list is accurate, in journal style, and uses Index Medicus/Medline journal abbreviations.

Save any diagrams, figures, graphs, or illustrations that have been generated electronically, as separate files and not embedded into the text file. Place tables, however, at the end of the text file using the word processing Tables feature, but without any table borders, lines, or shading.

Enclose TWO hard copy print-outs. Check the final copy of your manuscript carefully, as any spelling mistakes and errors may be translated into the typeset version. In the case of a mismatch between the disk and hard copy, the hard copy will be  taken as the definitive version.

Scan your disk for viruses before submission. Indicate on the enclosed form the contents of each file; use the first-named author’s name and manuscript number for file name; ensure disk is adequately protected during transit.

Do not—
Enter RETURN to obtain line spacings, or to separate elements in references. 

Use double spaces after each sentence.

Use automatic ruler markers for the whole document, except for only one TAB for paragraphs.

Use automatic page or section breaks, or automatic page numbering, header, or footnote features. Please number hard copies BY HAND at the bottom of each page.

Include any copyright material (eg word processing software, operating system files), backup files, or irrelevant files on the disk; please ensure wastebasket is empty for Apple Mac disks. 
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