PUBLISHING CAFSA

Connecting People. Changing the World.™

NAFSA BOOKLET MANUSCRIPT GUIDELINES

NAFSA is the largest association of professionals committed exclusively to advancing international higher
education. NAFSA has a long tradition of publishing books, eBooks, digital downloads, booklets, and other
essential resources to inform and support the work of international educators.

NAFSA booklets are informative, introductory guides offering practical tips and advice on a wide range of topics,
including U.S. classroom culture, good health abroad, and what parents need to know. These popular publications
are written in a straightforward, clear tone for an intended audience of study abroad students, international
students, and the families and friends of both. Advisers can purchase the booklets in bulk amounts for their offices
to share and distribute with interested students. Booklets are typically between 6,000 and 7,000 words.

If you would like to submit a proposal for a new booklet, please contact publications@nafsa.org and provide a
description of the scope, the intended readership, and a detailed outline of the topics covered.

MANUSCRIPT GUIDELINES

1. Manuscripts must be submitted in Microsoft Word, double-spaced with 1-inch margins, and in 12-point Times
New Roman font.

2. Please type only one space after periods and other terminal punctuation.
3. Include objective information; avoid opinion.
4. Use the pronouns he/she and his/her in place of them and their.

5. Bejudicious in the use of abbreviations and acronyms. When using abbreviations for organizations in
non-English-speaking countries, use the abbreviation that corresponds to the working language of that
organization.

6. Try to avoid using typographical features such as capitalization, underlining, different fonts, and varying
font sizes.

7. Refer to the Chicago Manual of Style (17th edition) for reference style. Footnotes are not allowed. Check the
currency and accuracy of all URLs included or embedded in the manuscript.

Sample References:

Edited volume:

Albrecht, Teri J., ed. 2015. Crisis Management in a Cross-Cultural Setting: International Student and
Scholar Services. Washington, DC: NAFSA Association of International Educators.

Periodical:
Peterson, Mary. 1991. “Migration of Talent.” International Educator 1, 2:16-17.

8. Anyimages or figures in the manuscript must be high-resolution, in color, and in .eps, .pdf, or .jpg format. Do
not embed the figures or tables directly into the manuscript text file.

9. Secure permission for all copyrighted material—figures, models, tables—included in the manuscript before
production. Supply all permission forms to NAFSA Publishing Services with the final manuscript submission.
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