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Author Submission Guidelines
Query Letter
A query letter is not required but can be emailed to the Managing Editor at Margie.Hickey@sohnnurse.com.
Manuscript Submission
Manuscripts submitted to this journal must be original manuscripts and differ from manuscripts published elsewhere.
Manuscripts should apply to the otorhinolaryngology (ORL) and/or head and neck nursing specialty and include subjects such as nursing practice; case studies; literature reviews; quantitative, qualitative, or mixed methods research; evidence-based practice; quality improvement; nursing administration; leadership; technological innovations; professional development issues; or patient education.  Additionally, manuscripts are welcome for any of the Journal Columns which include: Media Review, Products of Interest, Highlights from the Hill, and Poetry Corner.
Manuscripts must follow in style and format the 2020 American Psychological Association (APA) Publication Manual (7th ed.).
Manuscripts must be submitted electronically as a Word document to the managing editor at Margie.Hickey@sohnnurse.com.  A corresponding author must be identified, and all communication will be with the corresponding author.
In addition to the manuscript, authors must submit to managing editor (Margie.Hickey@sohnnurse.com) the following:
1. Cover Sheet containing:
· Title of manuscript 
· All authors’ names and credentials applying the American Nurses Association standard order of credentials for professional nurses (ANCC,2013)
· Title and employer
· Identify the corresponding author and provide contact information, mailing address, e-mail address, daytime phone.
· Any information you wish to communicate that would not be seen by all reviewers (e.g., acknowledgements, foundation / grant support statements, close publication, partial data set, employer-required disclaimer) 
· State if any of the data included in the manuscript has been presented or published in the past specifically identifying what, where, and when the information was presented or published.
2. Submit all figures and illustrations as separate files.
3. Submit author copyright and disclosure form completed and signed by each author.
4. Submit photography permission and release form, if applicable.
5. Submit third party (reprint) permissions obtained in writing for any photo, table, or image material used from another published source as applicable.
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6. For manuscripts with content bearing potential medical legal implications or if required by employer, submit corporate permission on company letterhead bearing title, signature, and contact information for authorized company representative. 

General Formatting Guidelines
Layout Design:		
· Left justify text and provide one-inch margins and double spacing, including tables, figures, and references. 
· Provide full references for all citations in text, tables, and figures.  
· Number tables and figures sequentially within the text providing references for tables and figures but do not embed tables and figures within the text.  
· Number the pages at the upper right corner from the first to last page, with the tables and figures located at the end of the manuscript. 

Permissions:	
· If using material (i.e., photos, illustrations, tables, figures) that is copyrighted or owned by others, submit the letter(s) of permission for use in the publication along with the manuscript. 
· For research articles, submit copy of the institutional review board (IRB) approval.

Writing Style:	
· Follow the formatting guidelines outlined in the Publication Manual of the American Psychological Association: The Official Guide to APA Style (7th ed.)
· Use heading formats based on APA editorial guidelines 
· Provide at least five key words
· Include abstract and ORL nursing implications
· Avoid bias
· Provide citations for all statements of fact 
· Follow standard structure and organization
· Avoid long sentences and paragraphs
· Ensure all abbreviations are fully written out at first use

In-Text Citations (some examples follow; apply the APA 7th edition format):
· One author:
· At the start or within a sentence: Last name of author (year)
· At the end of a sentence:  (author, year).
· Two or more authors:
· For citations at the start of or within a sentence use “and”.
· Smith and Hart (2020) report.....
· For citations at the end of the sentence and in parentheses use “&” (Smith & Hart, 2020).
· For 3 or more authors: Only list the last name of the first author, followed by “et al”
· For citations at the start of or within a sentence: Jones et al. (2020)
· For citations at the end of a sentence: (Jones et al., 2020).

References (some examples follow; apply the APA 7th edition format):	
· Include only references cited in the text.  
· Include all authors of an article up to 20.  If more than 20 authors use ellipsis (…) before the last author’s name. 
Journals:
· Title of article: Subtitle if any. Name of Journal, Volume Number (Issue Number), first page number-last page number. https://doi.org/doi number
· Trojanowski, P., Sojka, M., Trojanowska, A., Wolski, A., Roman, T., & Jargiello, T. (2019).  
Management of radiation induced carotid stenosis in head and neck cancer. Translational Oncology, 12(8), 1026–1031. https://doi.org/10.1016/j.tranon.2019.05.001
Books:
· Author's Last Name, First Initial. Second Initial if Given. (Year of Publication). Title of book: Subtitle if given (edition if given and is not first edition). Publisher Name.  Note: The 7th edition of the APA style manual no longer includes the place of publication, just the publisher.
· Mulholland, K. (2003). Class, gender and the family business. Palgrave McMillan.
Chapter in Book:
· O'Neil, J. M., & Egan, J. (1992). Men's and women's gender role journeys: A metaphor for
healing, transition, and transformation. In B. R. Wainrib (Ed.), Gender issues across the life cycle (pp. 107-123). Springer.
Website:
· Corporation/Group/Organization's Name. (Year website was last updated/published, Month  and Day if given). Title of page: Subtitle (if any). Website Name. URL
· Omit the website name if the author and agency have the same name.  Do not include the retrieval date unless the website changes over time and the referenced information is not saved by the website.
· Example in which the content is unlikely to change over time:
· American Society for the Prevention of Cruelty to Animals. (2019, November 21). Justice served: Case closed for over 40 dogfighting victims. https://www.aspca.org/news/justice-served-case-closed-over-40-dogfighting-victims
· Example in which the content is likely to change over time:
· Adidas. (2020). Sustainability. Retrieved January 23, 2020.  https://www.adidas.com/us/sustainability
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