Instructions for Authors

Send manuscripts for all journal sections to:

Archives of Pathology & Laboratory Medicine
College of American Pathologists

325 Waukegan Rd

Northfield, IL 60093-2750

Phone: (847) 832-7400

Fax: (847) 832-8400

The Archives of Pathology & Laboratory Medicine is the official
journal of the College of American Pathologists, an organization
whose mission is to represent the interests of patients, the pub-
lic, and pathologists by fostering excellence in the practice of
pathology worldwide. The ARCHIVES is published monthly by
the College with the cooperation of the American Medical As-
sociation (AMA) and is a member of the consortium of AMA
journals.

The ARCHIVES publishes original, peer-reviewed articles for
pathologists and clinical laboratory scientists. This information
is intended to help laboratorians keep abreast of the ever-in-
creasing knowledge base necessary to the successful practice of
pathology and laboratory medicine. The journal actively pursues
articles that focus on new and/or complex technologies/ disci-
plines, such as molecular pathology, cytogenetics, HLA, cytom-
etry, informatics, and the science of medical laboratory manage-
ment.

The ARCHIVES publishes select accepted manuscripts, specif-
ically Case Reports and Residents’ Pages, only on the College
of American Pathologists (CAP) Web site, which is available
without charge at www.cap.org. Manuscripts submitted to any
of these 3 journal sections can be published as a “Web-only”
submission at the sole discretion of the ARCHIVES editor. All
Web-only manuscripts will be listed in the corresponding print
version’s table of contents and will be indexed in Medline. The
editorial office will notify authors when their accepted manu-
script has been selected to be published as a Web-only submis-
sion. Authors are encouraged to visit the CAP Web site to view
specific examples of Web-only publication.

The ARCHIVES (including these Instructions for Authors) is
available full-text and images at www.cap.org. Inquiries regard-
ing the status of submitted manuscripts may be e-mailed to the
ARCHIVES editorial office at archivesofpathology@cap.org.

Text-only manuscripts and manuscripts with non-color
graphs, histograms, and diagrams may be submitted via e-mail
to archivesofpathology@cap.org. Manuscripts with such figures
as radiographs and photomicrographs may not be submitted
via e-mail. Manuscripts submitted by e-mail should not also be
submitted by regular mail. E-mail submissions must be pre-
pared and sent according to these instructions:

1. Include the words “Electronic submission” in the subject line
of the e-mail.

2. Text files, graphs, and diagrams must be sent as separate
attachments. Text files must be sent as Microsoft Word at-
tachments. Tables should be included in the text file attach-
ment at the end of the manuscript.

3. E-mail submissions must be prepared in accordance with all
of the instructions listed below. Completed authorship forms
for e-mail submissions may be faxed to the ARCHIVES edi-
torial office at 847-832-8400. When faxing the authorship
form(s), specify on a cover page that the form(s) is for a man-
uscript that was submitted via e-mail; faxed forms must have
legible signatures and names. Completed forms also may be
mailed to the editorial office. The title of the submitted man-
uscript must appear at the top of the form(s).
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If the editorial office is unable to open any attachments or
determines that the manuscript is not appropriate for e-mail
submission, the corresponding author will be notified and the
manuscript will not be accessioned. The manuscript may then
be submitted in hard copy form and mailed to the editorial
office.

Manuscripts are considered with the understanding that
they have not been published previously in print or electronic
format and are not under consideration by another publica-
tion or electronic medium.

Cover Letter—Note: The cover letter must be saved onto
the computer diskette that contains the text portion of all
new and revised manuscripts. The information provided in
the cover letter will not be supplied to reviewers. Provide the
full names, highest academic degree obtained, and affiliation
of all authors. If an author’s affiliation has changed since the
work was done, also list the new affiliation. The editorial office
reserves the right to review the number of authors on all sub-
missions. All co-authors should have contributed to the study
and manuscript preparation. They should be thoroughly fa-
miliar with the substance of the final manuscript and be able
to defend its conclusions (also see the authorship responsibility
section of the accompanying authorship form).

Designate a corresponding author and provide a complete
mailing address, telephone number, fax number, and e-mail
address for this author. Specify the address to which requests
for reprints (if available) should be sent. If the manuscript was
presented at a meeting, specify the complete name of the meet-
ing (spell out association names), the city where it was held,
and the exact date on which the paper was presented. Briefly
acknowledge financial support provided to the authors for the
research presented in the manuscript. Provide the name and
affiliation of any statistical reviewer consulted.

All authors must complete and sign the copyright, author-
ship responsibility, and financial interest statements shown on
the accompanying authorship form. Manuscripts cannot be ac-
cepted until this completed form is submitted.

Informed Consent—If the manuscript reports the results of
an experimental investigation of human subjects, state formally
that consent was obtained from the subjects after the nature
of procedure(s) had been fully explained. Include a signed
statement of consent from the patient (or, if the patient is a
minor, from both parents or the legal guardian) with all iden-
tifiable photographs. Consent forms must contain a specific
statement that photographs and information related to a case
may be published separately or together, and that the patient’s
name will not be disclosed.

Ethical Requirements.—For human or animal experimental
investigations, specify in the “Methods” section of the manu-
script what protocols were followed, eg, “Institutional guide-
lines regarding animal experimentation were followed.” For
those investigators who do not have formal ethics review com-
mittees (institutional or regional), the principles outlined in the
Declaration of Helsinki' should be followed.

Manuscript Preparation

(Also see following pages for specific instructions related
to Editorials, Letters to the Editor, Case Reports, Residents’
Page, and State of the Art in Clinical and Anatomic Pathology
submissions.)
® Authors should make certain that all identifying informa-
tion, such as author names and affiliations, does not appear
on the title page, text pages, and figures. However, all man-
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uscripts should still include a title page (see Title Page be-
low).

® Manuscripts should be prepared in accordance with the
American Medical Association Manual of Style, 9th edition, and/
or the “Uniform Requirements for Manuscripts Submitted to
Biomedical Journals.”

® Submit an original manuscript and 2 photocopies, typed
on one side only of standard-sized paper. Use ample margins.
No appendix; add data to text.

® Double-space throughout, including title page, abstract,
text, acknowledgments, references, legends for illustrations,
and tables. The right margin should be unjustified (ragged).
® All submissions (except those sent via e-mail) must include
a computer diskette containing the text portion and tables (if
any) of the manuscript. Also include the cover letter on the
diskette. Figures and line art also must be submitted on a
diskette or CD-ROM. We accept figure files saved in various
formats, including TIFE EPS, Photoshop, PowerPoint, and Ex-
cel. Authors must also include a directory of the file(s) con-
tained on the disk. Figure files must be sized in accordance
with the column widths specified in the Illustrations section.
In addition, hard copies of all figures must also be submitted
(see Tllustrations). Halftone and color images must be
scanned at a minimum of 300 pixels per inch (ppi). Line art
should be scanned at 1200 ppi. Digital color files must be
submitted in CMYK mode.

For additional information on requirements for submitting
figures electronically, contact the editorial office.

The text file submitted on disk must be the final corrected
version of the manuscript and must agree with the final ac-
cepted hard (paper) copy of the manuscript. Please make cer-
tain that the disk only contains the cover letter and the final
version of the manuscript and any related figures/line art;
all other material should be deleted. The final text file should
not contain unnecessary formatting. Specifically, only use
hard returns at the end of paragraphs and display lines; do
not use an extra hard return between paragraphs; do not use
tabs or extra space at the start of paragraphs or for list entries;
do not indent runover lines in references; do not use different
typefaces, page breaks, or headers; and turn off line spacing
and hyphenation and justification.
® Start each section on a new page, numbered consecutively
in the upper right-hand corner, beginning with the title page.

Title Page (page 1 of manuscript).—List only the title
and subtitle of the manuscript on this page. All author
names, affiliations, and related information should only be
listed in the cover letter.

Abstract (page 2 of manuscript).—Providing a well-writ-
ten abstract is critical to help guide researchers to articles.
Include a structured abstract of no more than 250 words
for reports of original data. State under separate headings
the context, objective, design, setting, patients or other par-
ticipants, intervention(s), main outcome measure(s), re-
sults, and conclusions of the manuscript. For review man-
uscripts and reports of the results of meta-analyses, submit
an abstract of no more than 250 words under the headings
of objective, data sources, study selection, data extraction,
data synthesis, and conclusions. Authors submitting man-
uscripts that report consensus statements should provide
an abstract of no more than 250 words under the headings
of objective, participants, evidence, consensus process, and
conclusions. For detailed information concerning what to
include under each abstract heading, refer to the AMA
Manual of Style.

To allow for quick scanning of abstracts, text provided
within each heading may be written in phrases rather than
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complete sentences. For example: “3. Design. Double-blind
randomized trial”” is preferred to ““3. Design. The study was
conducted as a double-blind, randomized trial.”” For case re-
ports, include an unstructured abstract of no more than 150
words.

® When writing abstracts, do not begin by repeating the
manuscript’s title. Do not list anything in the abstract that is
not in the manuscript. Do not cite references.

® Use conventional units of measurement throughout the
manuscript, with Systéme International (SI) units expressed
secondarily in parentheses. In tables and figures, a conversion
factor to SI may be presented in the footnote or legend. Ex-
ceptions to this policy include calories, hematocrit, glycosy-
lated hemoglobin, blood cell counts, and ejection fraction, for
which conventional units alone should be expressed.

® Use generic names of drugs, unless the specific trade
name of a drug used is directly relevant to the discussion.

® Do not use abbreviations in the title or abstract, and limit
their use in the text.

® Give sources (name of company and location) for all spe-
cial reagents (eg, antibodies, enzymes, probes).

Tables.—Double-space on separate sheets of standard-
sized paper. Title all tables and number them in the order
of their citation in the text. If a table must be continued,
repeat the title on a second sheet, followed by ““(cont.).” Ab-
breviations used in the table should be listed in a key below
the table.

Ilustrations.—Submit in triplicate as professionally pre-
pared glossy photographs and submit an electronic version
of the figure(s). When roentgenographic photographs are
used, submit a high-contrast print. There is no author
charge to print color figures.
® If submitting more than one color figure, figures must be
mounted together. The mounting process is best performed
using a scanner and computer software. There should be no
more than % inch space between each figure. Figures also
may be mounted manually by applying adhesive tape to the
back of each figure. When using this method, authors must
make certain the figures are evenly mounted onto a sheet(s)
of white paper. Label each figure in the lower left-hand cor-
ner; this is also best done electronically or using rub-on type
is acceptable. Labels should not include the word “Figure.”
Do not hand print figure labels.

The number of figures being submitted determines the
width of the photographic composite. If submitting 2 figures,
the width of the plate should not exceed 7 inches and the
figures should be mounted as shown in example 1. If sub-
mitting 3 figures, the width of the plate should not exceed
3% inches and the figures should be mounted as shown in
example 2.

1 2
Example 1
Example 2
1
2
3
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When submitting more than 3 figures, follow the mounting
orientation and figure labeling patterns shown in the 2 ex-
amples. For example, if submitting 4 figures, mount them in
2 rows of 2 figures each; the width should not exceed 7 inch-
es. If submitting 5 figures, mount them in 2 rows of 2 figures
each, and place the fifth figure on a third row. (See articles
published in the ARCHIVES for specific mounting examples.)
If submitting more than 8 figures, more than one photo-
graphic composite should be created. Figure composites that
are not prepared in accordance with these guidelines are sub-
ject to revision, at the discretion of the editorial office.

® Number illustrations according to the order in which they are
cited in the text. Write the figure number, a short title of the
manuscript, and an arrow to indicate the top of each figure on
a piece of paper (do not include any author names). Affix the
paper to the back of each figure. Never mark directly on figures.
® Double-space legends (maximum length, 40 words) on a
separate sheet of standard-sized paper. Indicate magnification
and stain used for photomicrographs.

® Acknowledge fully all illustrations and tables taken from
other publications, and submit a copy of the permission letter
to reprint from the original publisher.

References—Number references in the order they are men-
tioned in the text; do not alphabetize. In text, tables, and legends,
identify references with superscript Arabic numerals. Submit
a preprint for references cited as in press. In listing references,
follow AMA style, abbreviating names of journals according
to Index Medicus. Note: List all authors and/or editors up to 6;
if more than 6, list the first 3 and “et al.”

Examples:

1. DuBois RN, Lazenby AJ, Yardley JH, Hendrix TR, Bayless
TM, Giardiello FM. Lymphocytic enterocolitis in patients
with ‘refractory sprue.” JAMA. 1989,262:935-937.

2. Ritchie JM, Greene NM. Local anesthetics. In: Gilman
AG, Goodman LS, Rall TW, Murad E eds. The Pharmacological
Basis of Therapeutics. 7th ed. New York, NY: Macmillan Pub-
lishing Co Inc; 1985:309-310.

Authors are responsible for the accuracy of references.

Personal communications.—Personal communications
should be listed at the appropriate location in the text; they
should not be listed as a reference. Authors who name an
individual as a source of information via a personal com-
munication, whether it is through a conversation, an e-mail,
a telephone conversation, a fax, or a letter, must include the
full name and highest academic degrees of the individual.
Also include the date of the communication, and state wheth-
er it was an oral or written communication. Authors who cite
personal communications must obtain written permission
from the named individual and must include a copy of the
permission letter with a new manuscript.

Editorials

Editorials generally should not exceed 1000 words. If figures
are submitted, they should be submitted at either 1-column (3%
inches) or 2-column (7 inches) width (see Illustrations). An ab-
stract is not required. Editorials should be prepared in the same
manner as a manuscript as described above. Also see the first
page of these instructions for information concerning Cover
Letter, Manuscript Preparation, and the authorship form.

Letters to the Editor

Letters should be limited to 500 words or less and to no
more than 5 pertinent references. They must be prepared in
the same manner as a manuscript as described above; an ab-
stract is not required. Also see the first page of these instruc-
tions for information concerning Cover Letter, Manuscript
Preparation, and the authorship form.

Case Reports

Accepted Case Reports may be published only on the ARr-
CHIVES Web site at the sole discretion of the editor. For more
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information on the ARCHIVES Web-only publishing program,
see the introduction of these Instructions for Authors as well
as the ARCHIVES Web site at www.cap.org.

Unless special conditions exist, there should be no more than
6 authors for Case Reports. Case Reports should not exceed 12
double-spaced text pages, have no more than 15 references,
and a maximum of 6 figures and/or tables. Include an unstruc-
tured abstract of no more than 150 words. Also see the first
page of these instructions for information concerning Cover
Letter, Manuscript Preparation, and the authorship form.

Residents’ Page

Accepted Residents’” Page manuscripts may be published
only on the ARCHIVES Web site at the sole discretion of the
editor. For more information on the ARCHIVES Web-only pub-
lishing program, see the introduction of these Instructions for
Authors as well as the ARCHIVES Web site at www.cap.org.

This section features quiz cases commenting on cases pre-
sented. Submissions should include high-contrast photomicro-
graphs with important structures labeled, line art, and/or col-
or figures. Illustrations/figures should be submitted in
triplicate.

Unless special conditions exist, there should be no more than
4 authors for Residents’ Page submissions. The title of Resi-
dents” Page submissions should be “Pathologic Quiz Case.”
Also provide a subtitle that does not reveal the diagnosis.

Legend information should be included in the text of the
manuscript and should provide a concise description of any
relevant clinical history and laboratory findings. Do not sub-
mit a separate legend page. An abstract is not required. Re-
prints are not available.

Submissions must include in this order:

1. Clinical History, including

® Medical History;

® Radiographic Presentation;

® Clinical Presentation;

® Gross and Microscopic Finding Key to the Diagnosis;
and

® The statement “What is your diagnosis?” at the end
of your Clinical History.

2. Pathologic Diagnosis

3. Discussion

4. References

Length of Manuscript—Residents’ Page submissions
should not exceed 6 double-spaced text pages (including the
title page). The number of references should not exceed 10.

Ilustrations.—Submit no more than 4 figures/illustrations
(also see Illustrations on previous page).

Also see the first page of these instructions for informa-
tion concerning Cover Letter, Informed Consent, Ethical Re-
quirements, Manuscript Preparation, and the authorship
form.

State of the Art in Clinical and Anatomic Pathology

State of the Art in Clinical and Anatomic Pathology pre-
sents concise cutting-edge information necessary to practice
pathology and laboratory medicine in the new millennium.

Figures must represent the topic discussed with as much
clarity as possible. Visual quality of the figures will be an
important factor in the determination of the manuscript’s
publication.

Unless special conditions exist, there should be no more
than 6 authors. Manuscripts submitted to this section should
consist of no more than 12 double-spaced text pages and have
no more than 15 references. Include an unstructured abstract
of no more than 150 words. Figure legends should be sub-
mitted on separate sheets of paper.

Ilustrations.—Submit no more than 6 figures/illustrations
(also see Illustrations on the second page of these instruc-
tions).
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Also see the first page of these instructions for informa-
tion concerning Cover Letter, Informed Consent, Manu-
script Preparation, and the authorship form.

Editing

All accepted manuscripts will be copyedited according to
AMA style, and returned with proofs to the corresponding
author for approval. All authors who will have their manu-
scripts published as a Web-only submission, as well as the
international authors of other manuscripts, will receive their
page proofs via e-mail as portable document format (PDF)
files. All other authors will receive hard copy proofs in the
mail. Proofs are sent/mailed within approximately 6 weeks
from date of acceptance. The authors are responsible for all
statements made in their work, including any changes made
by the copy editor and authorized by the corresponding au-
thor.

Reprints

Forms for ordering reprints are included with the edited
typescript and page proofs sent for approval. Reprints are
shipped 2 to 3 weeks after publication. Authors who will have
their manuscript published as a Web-only submission are not
able to order paper reprints, although they are able to order
a PDF reprint file.

All accepted manuscripts become the permanent property
of the CAP and may not be published elsewhere without
written permission from the CAP or the ArRcHIVES editorial
office.

Reference

1. World Medical Association. Declaration of Helsinki: ethical principles for
medical research involving human subjects. Available at: http://www.wma.net/e/
policy/pdf/17c.pdf. Accessed September 2, 2003.
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10.

Manuscript Checklist

. Include the original double-spaced typed manu-

script, including abstract (if required), references,
legends and tables, along with 2 photocopies of the
manuscript. Also include a computer diskette con-
taining the cover letter, text, figures and, if appli-
cable, tables. Make certain no information that
would reveal the identity of the authors is shown
on the manuscript and figures.

. Leave right-hand margin unjustified.
. Provide conventional units for all scientific mea-

surements, with Systéme International (SI) units
expressed secondarily in parentheses.

. Put references in proper numerical order, making

sure that all are cited in text.

. Send 3 sets of all illustrations. Mount photographs

together if submitting more than 1 figure. Remem-
ber to include an electronic version of your figures
on a diskette/CD-ROM.

. Provide and label a structured or unstructured ab-

stract (when required).

. Include a completed authorship form (see accom-

panying page) that includes signatures for copy-
right, authorship responsibility, and financial inter-
est from all authors.

. Include written permission from each individual

identified as a source for personal communication
or unpublished data.

. Include complete consent forms for patient photo-

graphs.

Designate a corresponding author and provide tele-
phone and fax numbers, e-mail address (if avail-
able), and complete mailing address for this author
in the cover letter.
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