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Note: Manuscripts must be received in the format below BEFORE they can be published. 
We encourage but do not require you reformat your manuscript to our specifications for 
submission/review purposes. However, if your manuscript is accepted for publication, we do 
require you to use this template and follow our formatting instructions before we will accept 
the final version for publication. We apologize for any inconvenience. This greatly streamlines 
the preparation of manuscripts for publication. 
 
 
 
 

Insert Title Here (12 point bold) 
 

Insert authors here.  Including degrees is optional. Use superscripted numbers at the end of an author’s name 
to indicate affiliation if there are more than one affiliation for the set of authors (10 point bold) 

 
 
The rest of the manuscript in 10 point type.  
 
Insert author affiliation(s) here. Sequentially number multiple affiliations consistent with the 
numbers for each author. Limit affiliation to the unit, organization, city, state/province and country 
as in the example below: 
 
Department of Internal Medicine 
Michigan State University 
East Lansing, Michigan, USA 
 
Abstract 
 
Insert your abstract here. We prefer structured abstracts of approximately 150 words. 
 
 
Keywords:  Please provide several keyword that will aide in indexing your manuscript 
 

 
Enter the body of your manuscript here. The text should be 10 point Times New Roman. MEO supports two levels 
of headings and does not include a heading for the introduction of the manuscript. Major headings, e.g., Methods, 
Results and Conclusions are denoted by Bold.  Major headings should appear on a separate line as in the example 
below: 
 
Methods  
 
 Second level headings - Are indented and in line with the text, bolded and followed by a dash (-) as in this 
example.  
 
 Separate paragraphs by a blank line and start with a single tab. We prefer tabs rather than indents. Use the 
biomedical format for references. Denote each by a superscripted number. When given at the end of a sentence or 
just before a comma, add the number after the punctuation mark as shown here.1    
 
Indicate the placement of tables and figures in the document as shown below: 
 

Table 1 about here 
 



Medical Education Online Submission Copy 
Copyrighted material intended for review use only.  Not for distribution.  

2 

Place the actual tables and figures at the very end of the document. 
 
Write out numbers in the text like this 1, 2, 3, 4. Do NOT spell out numbers like this one, two, three, even for single 
digit numbers. This is a recent change in the preferred style.  
 
 
Acknowledgements 
 
Please any acknowledgements and conflicts of interest at the end of the body in separate sections just prior to the 
references. 
 
References 
 
 1. Add your references here using the standard biomedical format. Consult 

http://www.nlm.nih.gov/bsd/uniform_requirements.html  for the specific reference formats.   The 
tabs/indent here is set specifically to format references correctly.  

 
 10. Place a space between each of the references and a single tab just prior to the reference number, which is 

followed by a period (.). Place another tab after the period and then enter the reference. This will result in 
the reference numbers being formatted correctly as shown. 

 
Correspondence 
 
Place the name of the corresponding author and their mailing address, phone, fax, and email address. Including the 
mailing address, phone and fax are optional but strongly recommended. 
 
Lead author’s name 
Mailing Address (optional) 
 
Phone: (optional) 
Fax: (optional 
E-mail: required 
 
 
Place the actual tables and figures at the end of the document.  
 
Create your tables using Word’s Table function and auto format tables as shown below: 
 

 Column 1 Column 2 
Row 1 63.70  6000 
Row 2 4.50  55 
Row 3 6000.33  2 

 
Use right, left and decimal tabs to format each column appropriately for the type of data it holds. (Hint, you can add 
a tab within a cell by pressing the “Ctrl” key when pressing the tab key.)   
 
Please also use the “Table Simple 1” style shown above.  To set the style, highlight the full table and press the right 
button of your mouse. Select the “Table AutoFormat” option. Scroll through the menu and select “Table Simple 1”. 
 
It is helpful for you to insert figures contained in graphic files directly into the Microsoft Word manuscript that is 
submitted for review. Again, please place them end of the document and indicate as shown above where you would 
like them in the manuscript. This simplifies the review process. 
 
 We may ask you to send us the original as a graphic file after a manuscript has been accepted for publication if we 
cannot extract a clean copy form the manuscript.  


