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Manuscript title 
Part 1—quick overview
Authors
Institutional & postal addresses [brief]

* Correspondence to: Email address
Abstract —X

Key words — X

Primary subtitle: Introduction 

Running text 1a 10-pt for Discussion, Results
Primary subtitles: Materials & methods, Taxonomy, Discussion,
Running text 1a 10-pt for Discussion, Results
Running text 2 9-pt for ‘Materials & methods’ 
Secondary subtitle 

Running text 2 [for ‘Materials & methods’]
Taxonomic subtitle Author citation, tax., nom, or comb. nov.
Plate #

MycoBank MB
Diagnosis (limit: 1–5 lines): English (preferred) — Times 8-pt roman, line spacing exactly @10-pt, both margins indented by 1 cm, 3 pts above OR Latin — same as above, but in italics.
Type and Etymology paragraphs: same as the English diagnosis.
Running text 1b [10-pt for technical descriptions]

Other subordinated text [Additional specimens examined, lengthy distributions, illustration references] —Times 8-pt, line spacing exactly @10-pt, both margins indented by 1 cm, 3 pts above, 0 below

Secondary subtitle: Key title 

1. Key Lead [keys with leader dots] 
 2

Secondary subtitles: Acknowledgments & Literature cited
Running text 2 [9-pt for Acknowledgments]
Literature cited [for alphabetized list of references] — Times 8-pt Roman, justified; line spacing exactly @ 10-pt, hanging by 0.5 cm, 0 pts above & below 

2012 style
Part 2—settings
Text in black font demonstrates how paragraph styles should appear in the final manuscript. Text in maroon font explains each style’s format settings.

First page (special)

Manuscript title
Arial 11-pt bold, left-aligned, Sentence case, no full stop or author citations, no indents

Authors
Times 10-pt Roman, left-aligned, small caps, Title Case, 12 pts above, 6 pts after; 
‘&’ always used before last author; designate corresponding author with *

Institutional & postal addresses [brief]

Times 8-pt italic, left-aligned with indent hanging by 0.5 cm, Title Case, 0 pts above; 
institutions on 1st, and street/City/Code/Country on 2nd lines (when address > one line.

* Correspondence to: in 8-pt plain font, small caps followed by Email address in italics.
Abstract —18 pts above; Sentence case.

Key words — 3 pts above, lower case except for proper nouns, separate terms with commas, no full stop at end — Times 8-pt Roman (‘Abstract’ & ‘Key words’ in small caps), fully justified with right margin only indented by 1 cm; no author citations; Latin names at all taxonomic levels in italics
Subheading text styles

Primary A: Introduction, Materials & methods, Taxonomy, etc. 

Arial 9-pt bold, left aligned, Sentence case, 6–12 pts above (24 pts for Introduction)

Primary B: Acknowledgments or Literature cited

Arial 8-pt bold, left aligned, Sentence case, 12 pts above, 0 pts after 

Secondary subtitle 

Arial 8-pt bold, left aligned (“ragged”), Sentence case, 6 pts above, 0 below.

Tertiary subheading — (use within Running text 1 or 2; see page 2)
Times 10- or 9-pt regular small caps, Sentence case.

Taxonomic styles

Taxonomic subtitle Author citation, tax., nom, or comb. nov.
Plate #

Times; left aligned (ragged), hanging indent 1 cm, 12 pts above, 0 below. Name 10-pt bold italic; Authority 9-pt regular; ‘new’ abbreviation (if present) 9-pt bold; plate reference 9-pt regular small caps, tabbed right to 11 cm.

MycoBank [MycoBank numbers + alternate Plate reference tab right]
Times 8-pt regular, line spacing exactly at 10-pt, first line indented 0.5 cm, tab right 11cm, no leader dots, 0 pts above & below
Diagnosis, Type, and Etymology paragraphs— Times 8-pt roman (except when Latin is used), line spacing exactly at 10-pt, both margins indented by 1 cm, 3 pts above, 0 pts below.
Running text styles

Running text 1a [for all paragraphs in running text] 
Times 10-pt regular/italic as needed; fully justified, first line indented by 0.5 cm, 
spacing exactly at 12-pt; 0 pts above & below
Running text 1b [only in technical descriptions, first paragraphs] 
Times 10-pt regular/italic as needed; fully justified, first line flush, 3 pts before,
 exactly at 12-pt; use Running text 1a for following paragraphs.
Running text 2 [for ‘Materials & methods’ and ‘Acknowledgments’] 
Times 9-pt regular/italic as needed; fully justified, first line indented by 0.5 cm, 
spacing exactly at 11-pt, 0 pts between this and preceding paragraph or title
1. Key Lead [keys with leader dots] 
 2

Times 9-pt regular/italic or bold/bold italic (for leads or final names); left aligned (ragged), 2 pts above, hanging indent 1 cm, tab right 11 cm; select leader dots

Other subordinated text [Additional specimens examined, distributions, illustration references] —Times 8-pt, line spacing exactly @10-pt, both margins indented by 1 cm, 3 pts above, 0 below. NOTE: For treatments of previously named taxa, place Specimens examined sections immediately after taxonomic subtitles and nomenclators to emphasize the source of the following description.
Literature cited
Literature cited [for alphabetized list of references] 
Times 8-pt roman, justified; line spacing exactly at 10-pt, hanging by 0.5 cm, 
0 pts above & below 
Mycotaxon hints for MSWord® formatting
Use the format>document>page set-up>page size menu to select US letter page size. Then:

Set a 11(17.5 cm print area by typing ‘5.25 cm’ into the top & bottom and ‘5.3 cm’ into the right & left margin boxes. 

To force figure references & key entries to the right margin, follow the format>paragraph>tab pathway to set the right tab to 11 cm (4.33”).

Do not type in full stops in diagnostic keys: selecting option #2 under leader when setting the 11 cm right tab will generate leader dots (…) whenever the tab key is pressed. (Be sure to click ‘set’ at the bottom before clicking OK.)

Remember to remove the masthead title before submitting your body text file to Mycotaxon.
Paragraph styles import when pasted into a new file! Before pre-submission, please deactivate hyperlinks, headers, & footnote styles in the format> styles> styles in use menu pathway. Delete all styles that you have not used. Also check all fonts by selecting paragraphs to ensure that imported font styles do not remain in your text file.

TURN OFF ‘track changes’ and remove reviewer comments before submission. Label each text file using ONLY accession number+file type (e.g., 08-133body.doc). 
Author names—Type names after the main title in Times 10-pt regular as usual. Then convert to small caps following the format>font>small caps pathway. 

To deactivate internet hyperlinks: follow the insert> hyperlink>remove pathway. (Mac-users remove hyperlinks by keying apple+k (‘apple’ = command). Hidden active hyperlinks are revealed when a mouse pointer changes to a ‘pointing hand’ during scrolling.

Key words may contain up to five (5) terms. Do not repeat terms already present in the title or abstract. Separate terms with commas. Do not end the list with a full stop (period).

Place all titles and stand-alone subheadings into sentence case [i.e., capitalize only the first letter of each first word and proper names. Never place full stops (periods) at the end of subheadings (unless the last word is an abbreviation requiring a full stop).

Never use the tab key or space bar to indent first lines: use only the format>paragraph pathway or formatting palette to indent left & right margins by 1 cm for subordinating text or indent first lines by 0.5 cm. Justify all running text paragraphs and left align all stand-alone titles and headings.

Mycotaxon requires italics for names of taxa at all levels, including those in Literature cited references. Do NOT use italics for reference titles or other Latin terms and abbreviations (‘e.g.’, ‘et al.’, ‘etc.’, ‘i.e.’).

Limit diagnoses for proposed new taxa to 5 or fewer lines. English diagnoses (permitted by the Melbourne Code of International Nomenclature for algae, fungae, and plants) are preferred; Latin is still permitted.
Boldface is no longer permitted in running text (except for countries in Specimens examined, and special type information such as holotype, lectotype). Elsewhere use small caps instead of italics or bold for emphasis.

Literature cited: Format all entries by selecting the ‘hanging indents’ option from the format>paragraph>special menu pathway. Do not place empty lines between entries and do not place ‘and’ or ‘&’ before the last author names. Also remove commas between surnames and initials as well as remove all spaces between initials. Italicize only Latin taxonomic names (not journal names or book titles). Never use tab keys or extra spaces to ‘force’ hanging indents. All citation entries are left justified and in 8-pt Times/Times Roman with line spacing set to exactly 10-pts. Arrange entries alphabetically first by author(s), then by publication date. All text [including book titles] should be in regular (‘roman’) typeface except for Latin taxonomic names. Place author surnames before given name initials. NO periods (‘dots’) should stand after given name initials and separate surnames+initials ONLY with commas (including the last author; i.e. do not use ‘and’ or ‘&’ between author names). All titles should appear in sentence (not title) case.
DOI’s required for ‘Literature cited’!

Mycotaxon requires authors to retrieve Digital Object Identifiers (DOI) for all references that have them before submitting a paper for accession and nomenclature review.
Authors may check all references for doi numbers easily by signing up for a free account at CrossRef <http://www.crossref.org/SimpleTextQuery/>. Once registered, authors paste in the entire set of references formatted exactly as Mycotaxon requires into the box at the bottom of the page on the CrossRef website. (Each individual is restricted to 1000 reference titles per month.) This will list a DOI reference to every paper that has one. Click on the DOI to view the first page or abstract of the cited article to check whether everything is spelled everything in the original paper. Authors should add the DOI prefix (currently ‘http://dx.doi.org/’) to the end of each citation in ‘Literature cited’ section. For example,
Your cited references [you paste into the box]:

Ewald, OM. 2009. Using Latin in diagnoses: a guide for the perplexed. North Aeerican Fungi 4: 1-9.

Hodge KT, Gams W, Samson RA, Korf RP, Seifert KA. 2005. Lectotypification and status of Isaria Pers. : Fr. Taxon 54: 485-489.

Korf RP. 2007. On the genus Solenopezia (Fungi: Lachnaceae) and ICBN Art. 58—a sleeping dog bites back. Bol. Soc. Argent. Bot. 43: 29-32.

Strongman DB, Wang J, Xu, S. 2010. New trichomycetes from western China. Mycologia 101: 174-184.

CrossRef's DOI response:

Ewald, OM. 2009. Using Latin in diagnoses: a guide for the perplexed. North Aeerican Fungi 4: 1-9.

http://dx.doi.org/10.2509/naf2009.004.002
Hodge KT, Gams W, Samson RA, Korf RP, Seifert KA. 2005. Lectotypification and status of Isaria Pers. : Fr. Taxon 54: 485-489.

http://dx.doi.org/10.2307/25065379
Korf RP. 2007. On the genus Solenopezia (Fungi: Lachnaceae) and ICBN Art. 58—a sleeping dog bites back. Bol. Soc. Argent. Bot. 43: 29-32.

Strongman DB, Wang J, Xu, S. 2010. New trichomycetes from western China. Mycologia 101: 174-184.

http://dx.doi.org/10.3852/09-029
PMid:20120240

Your revised citations (Be certain to deactivate the hyperlinks!)

Ewald, OM. 2009. Using Latin in diagnoses: a guide for the perplexed. North American Fungi 4: 1-9. http://dx.doi.org/10.2509/naf2009.004.002

Hodge KT, Gams W, Samson RA, Korf RP, Seifert KA. 2005. Lectotypification and status of Isaria Pers. : Fr. Taxon 54: 485-489. http://dx.doi.org/10.2307/25065379

Korf RP. 2007. On the genus Solenopezia (Fungi: Lachnaceae) and ICBN Art. 58—a sleeping dog bites back. Bol. Soc. Argent. Bot. 43: 29-32.

Strongman DB, Wang J, Xu, S. 2010. New trichomycetes from western China. Mycologia 101: 174-184. http://dx.doi.org/10.3852/09-029

[When you click on the blue DOIs returned by CrossRef, you link to the original first pages, where we hope you would notice and correct the misspelling of "American" in the first reference. Italics are ignored by CrossRef. The third reference has no DOI. The fourth has another index recorded but not linked: PMid:20122024. = PubMed]

Download complete instructions and other file templates from
www.mycotaxon.com/authors/downloads.html
