[bookmark: OLE_LINK2][bookmark: OLE_LINK4]
JOURNAL OF CHIROPRACTIC EDUCATION NEW SUBMISSION TECHNICAL CHECKLIST
This is the same checklist used by the editor to check your manuscript for adequate completion to consider for peer review. Use this checklist to be sure your manuscript is prepared correctly. This does not need to be submitted to the journal. It is for your use only.

1. Electronic Publication – Please note that the journal is now an electronic-only publication. In the past it has been published in print and online. As of 1 January 2025 it is electronic-only.
· Manuscript program – Submit the paper as a Word document. Use no other format. See the author instructions on the journal web site for all instructions. https://www.journalchiroed.com/page/author
· Title page form – Fill in electronically the required title page form available at https://www.journalchiroed.com/page/author and upload it with your revision. Submit it in Microsoft Word. Do not print it, write on it, scan it, and then upload it, or use any other means to complete the form. If you follow the directions on the form, it will save you a lot of anguish later and expedite the process.
· Key indexing terms – Select words that describe your study from the MeSH Database in PubMed (https://www.ncbi.nlm.nih.gov/mesh) and enter them into the Key Indexing Term field of your title page form.
· Ethics approval - Include the name of the institution providing ethics review board approval or exemption in your title page form, blind this information in the text
· Ethics approval - Upload your approval or exemption notification to the manuscript processing system.
· Funding source – On the title page, provide information about the funding source for this project. If there is no funding source or it was supported internally in-kind, indicate so on the title page.
· Contributorship designations – Indicate in the title page form the initials for which authors contributed to the designated parts of the paper.
· Authorship form – Upload a completed authorship form, available from the journal web site (http://www.journalchiroed.com/page/author) for each author to the manuscript processing system (http://www.editorialmanager.com/journalchiroed/). 
· Permission to acknowledge - Upload signed letters from people/institutions named in the acknowledgment section giving the JCE permission to print their name. A form is available on the JCE website in the For Authors section.
· Permission to print model likeness – Upload signed letters from people shown in the figures giving the JCE permission to print their likeness. A form is available on the JCE website in the For Authors section.
· Permission to reprint - Upload permissions to reprint tables/figures from other sources.
· Blinding – The manuscript will be sent to peers for expert review. Thus, it must be blinded to ensure a fair review. Remove any identifying information, such as your names, addresses, names of your institution, etc from the main manuscript.
· Language - Have a proof-reader, who is fluent in the English language, proof-read the paper before submitting a revision.
· Title – Include the title at the top of the main manuscript file
· Structured abstract – Include a structured abstract (Objective; Methods; Results; Conclusion; Key Indexing Terms) with a word count of 250 words or less at the beginning of the main manuscript file. Key Indexing Terms are not included in the word count.
· Numbers as words – Use numerals for all numbers (even those less than 11). For example, if not at the beginning of a sentence, “There were 2 problems to solve.” It should not be, “There were two problems to solve. Exceptions to using numerals for all numbers are the following: Per AMA Style, use words to express numbers that occur at the beginning of a sentence, title, subtitle, or heading; for common fractions; for accepted usage and numbers used as pronouns; for ordinals first through ninth; and when part of a published quote or title in which the number is spelled out. When spelling out numerals, hyphenate twenty-one through ninety-nine when these numbers occur alone or as part of a larger number. When numbers greater than 100 are spelled out, do not use commas or and (eg, one hundred thirty-two). The word one should be spelled out when used as a pronoun or noun.
· Device/software information – In parentheses following the mentioning of each device or software program, please provide the the name of the manufacturer. Example: “Miscroplot  Data Answers (Miscroplot LLC) was used to analyze the data.” AMA Style no longer requires that authors provide the city or country of manufacture.
· Reference style - Make sure that all references are formatted as per AMA Manual of Style. See references in JAMA for examples.
· Order of references - List references/citations using numerals in order of appearance in text.
· Duplicate references - Remove duplicate references, listing each reference only once.
· [bookmark: OLE_LINK9]Reference formatting - For references with 6 or fewer authors, provide the last names and initials for all authors. For references with more than 6 authors, list the last names and initials of the first 3 authors followed by et al. 
· Reference formatting - Ensure that all journal abbreviations are provided as found in PubMed, the National Library of Medicine Catalog (http://www.ncbi.nlm.nih.gov/nlmcatalog/journals), or the AMA Manual of Style.
· Reference formatting – Use all page numbers (eg, 343-346, rather than 343-6).
· Reference formatting – Include a digital object identifier (DOI) for all references, if it is available. Include it at the end of the reference, after a period, as in the following example: Larson CM, Giveans MR, Stone RM. Arthroscopic debridement versus refixation of the acetabular labrum associated with femoroacetabular impingement: mean 3.5-year follow-up. Am J Sports Med. 2012 May;40(5):1015–1021. doi:10.1177/0363546511434578
· Reference formatting - AMA Style no longer requires that authors provide the city of publication. Please remove cities of publication in all book citations. 
· Reference formatting – Some printed books, reports, and other complete works are also available online. Cite such works as would be required for the printed publication and then include the access date. Do not merely cite the web page itself. Example: Style Manual Committee, Council of Science Editors. Scientific Style and Format: The CSE Manual for Authors, Editors, and Publishers. 8th ed. University of Chicago Press/Council of Science Editors; 2014. Accessed June 18, 2019. https://www.scientificstyleandformat.org
· Reference formatting – At a minimum, include the author or organization, the name of the web site, the access date, and the URL. If available on the web site, also include the publication date and update. 
Example of full web site information: California Telehealth Resource Center. What is telehealth? Published 2020. Accessed April 4, 2021. https://www.caltrc.org/get-started/what-is-telehealth
Example of access date only: Green BN. The Bruins are No Match for USC. Accessed April 4, 2021. https://www.getthatdoggonebear.net
· [bookmark: OLE_LINK3][bookmark: OLE_LINK8]Tables – Place table(s), formatted as tables in Microsoft Word, at the end of the manuscript. There is no need to upload them separately. Please do not embed in the text. Do not copy and paste them as images from another source, such as your statistical software program, other publications, etc.
· Figure numbering – Number figures in the text in the order of presentation.
· Figure formatting – Make sure all figures are uploaded to the manuscript processing system as separate files, 300 dpi, in jpg format. Do not embed images in the main manuscript. Do not include captions. Please keep the captions separate, after the tables.
· Figure formatting – Do not use similar shades of colors for graphs. Make sure that if the paper is accepted for publication that the colors in the figure will be distinguishable. Please use contrasting colors and/or patterns. 
· Figure missing – Make sure that all of your figures are loaded to the submission web site. 
· Word length – If the paper exceeds the 5,000 word limit for articles (title, references, tables are not included in the word count). Please shorten it. 


