
Saskatchewan History 
Authors’ Guidelines for  

New Submissions 
 
Saskatchewan History is an award-winning magazine dedicated to encouraging 
both readers and writers to explore the province's history. Published by the 
Saskatchewan Archives since 1948, the magazine has established itself as a 
reliable source of information and narration about Saskatchewan's unique 
heritage. 
 
General Style and Content 
 

 All submissions must bear on some aspect of the distant or recent history 
of Saskatchewan, or the Northwest Territories prior to 1905 where there is 
a regional relevance 

 Saskatchewan History publishes a variety of features, including:  
scholarly articles that in most cases will be peer-reviewed, general articles, 
short /news features about people, places and events in the province, book 
reviews about publications that bear on some aspect of the distant or 
recent history of Saskatchewan; features related to contemporary 
Saskatchewan heritage issues or events; features related to Saskatchewan’s 
documentary heritage 

 Articles must be submitted: 
o In electronic format in Word (whenever possible) by e-mail to 

SaskHistory@archives.gov.sk.ca. 
o Scholarly articles require endnotes prepared according to the 

Chicago Manual of Style, also double-spaced. 
o Feature articles should use CP Style and do not require endnotes. 

 Submissions must include a completed “Author Biographical Sketch 
Submission” form 

 Submissions must include a cover letter stating: 
o The author’s name, mailing address, e-mail address, and telephone 

number 
o The full title of the article being submitted. 

 
Preparation of Manuscript 
 

 Anonymity:  Saskatchewan History’s anonymous peer-review process 
requires that the author’s name, as well as postal and email address, 
appear only on a covering letter.  It is important that no identifying 
information appear on the electronic version of the essay itself. 

 
 Length: typed, double-spaced endnotes to be included in the word count:  

 Scholarly: Should be under 10,000 words typed, double-spaced pages, 
including endnotes.  In most cases, will be peer reviewed.  Maximum 
number of endnotes:  seventy (70) 

mailto:SaskHistory@archives.gov.sk.ca


 General:  Should be under 7000 words, typed, double-spaced pages, 
including endnotes.  Endnotes should be included to properly cite exact 
quotations; otherwise, they are not required. 

 Short /News Feature:  Up to 1500 words, typed, double-spaced pages, 
including endnotes.  Endnotes should be included to properly cite exact 
quotations; otherwise, they are not required. 

 Book Reviews:  Up to 600 words, typed, double-spaced pages 
 

 Documentation 
 Endnotes:  

o All Scholarly articles require endnotes; endnotes are also accepted 
for other categories of articles, but are not required. 

o Use endnotes, not footnotes. 
o Italicize book titles: do not underline them. 
o Keep discursive notes to an absolute minimum; information or 

observations that are central to your argument should be 
incorporated into the text. 

o Please double-check all endnote entries to ensure that 
bibliographical information is complete and accurate, and that 
formatting is standardized. 

 A list of Works Cited may be provided for General and Short Features 
/News articles.  Please include the following level of detail, even when 
citing websites, and in this order: 

 Author 
 Title of publication or website 
 Place of publication and name of publisher, or website URL 
 Date of publication or date that website accessed 
 Page numbers 

 
 Images and Illustrations   

 Images, illustrations, figures or tables from contributors are welcome, 
and may be submitted as separate electronic files, when the article is 
submitted. 

 Black and white or colour illustrations are acceptable. 
 All photographs and illustrations must be submitted as digital files 

scanned at the original size to a resolution of 1200 dpi.   
 TIF or JPG files only 
 Permission to publish photographs and artwork from libraries, 

archives or copyright holders is the responsibility of the contributor,  
 Please do not embed images or illustrations in article; instead, please 

submit in a separate electronic file which gives the image a distinctive 
file title, and cross reference that file title above the caption for the 
image that you place in the text of the article to identify their ideal 
placement (ie. <Photo#1>) 

 Captions: 
o Captions must be provided for each image or illustration, but may 

be slightly revised context. 



o Captions should be placed in the text of the article in the location 
where you would like the image or illustration placed. 

o The captions should briefly describe the image or illustration, and 
should include a credit line with pertinent information such as 
name of photographer/artist, title of work (where appropriate), 
date, and permission information or institution credit.   

 



Author Guidelines for Style and Structure 
 

 Style Guidelines 
 Please use the most current edition of the Chicago Manual of Style  

regarding general questions of style for Scholarly articles; General 
articles may use Canadian Press Style. 

 Endnotes:  Please use the most current edition of the Chicago Manual 
of Style for formatting endnotes.   

• Please use the style suggested for “Notes”, except archival 
entries should move from large (repository) to small (individual 
item).  For example:  Saskatchewan Archives Board, F 376, Rose 
Family fonds, File 58.b. Rose, Gerald F. – Military 
Documentation, 1942-1945.   

• Please use Arabic, not Roman, numerals for your endnote 
numbers. 

 Use “Canadian” spelling in your essay, with the exception of quotation 
material 

 Keep the use of abbreviations or acronyms to a minimum.  If 
abbreviations or acronyms are used, write out the full text for the first 
mention in the article, followed by the abbreviation or acronym in 
parentheses. 

 Strive for the following stylistic qualities: 
o Strong leads or “hooks; try to capture the reader in the first few 

paragraphs, so they want to read through to the end of your article; 
o crisp, clean, and concise prose.  Avoid inflated prose and jargon.  

Saskatchewan History is enjoyed by people from a wide variety of 
backgrounds and articles should be written using a very accessible 
tone; 

o accuracy in facts and documentation. 
 

 Formatting the Page 
 Insert page numbers, but do not use any other header. 
 Please keep electronic formatting to a minimum. 
 Set your margins with one-inch margins at top, bottom, right and left 

sides and do not change these margins anywhere in the article, except 
for offset quotations.  (See “Quotation” instructions below.) 

 Double-space the article.  Do not change the line spacing, even for off-
set quotations. 

 Do not use automatic hyphenation or widow-orphan control. 
 

 Headings 
 Titles: 

• The title of your article should be short, no more than 70 
characters, including letters, spaces, and punctuation 

• Title should be provocative, and should clearly indicate the focus 
of the article’s discussion. 



 
 Headings:  Can be used for sake of clarity, but should not be over-used. 

• Headings should be formatted in bold, in title case (ie. The 
Best Heading Ever) 

 
 Quotations 

 For any quotation that is more than six (6)  manuscript lines long, set 
off as a “block quote.”  Keep quotes of this length to a minimum. 

 Authors are responsible for the accuracy of all quotations.  Please check 
the wording, spelling, punctuation, capitalization, italics for all 
quotations. 

 All changes to the original quote must be properly marked.  See the 
Chicago Manual of Style or CP Stylebook, depending on which style 
you are using. 

 It is the responsibility of the author to obtain written permission to 
quote published passages of more than 300 words or personal 
communications of any kind. 

 
 Numbers 

 If submitting a Scholarly article, use words to express numbers up to 
ninety-nine (99), and Arabic numbers to express numbers 100 and 
higher.   

 If submitting a General article, Short /News Feature or Book Review, 
use words to express numbers up to ten (10) and Arabic numerals to 
express numbers from 11 onwards. 

 
Evaluation Procedures 
 

 Generally, articles which have been previously published elsewhere will 
not be accepted for publication in Saskatchewan History 

 Peer Review:  Scholarly article submissions that meet our mandate and 
requirements will in most cases be forwarded to specialists (known as peer 
reviewers) in the specific and general area that an article addresses.  
Reviewers are used to assess the quality of the submission and to provide 
constructive feedback. 

o Anonymous but complete transcripts of the reviewers’ reports are 
sent to the author. 

o Other categories of submission (General, Short Features/News, 
Book Reviews) will not be subject to external reviews but will be 
evaluated by the Saskatchewan History editor/general 
manager/production coordinator. 

 If an essay is conditionally accepted, subject to revision, the manuscript 
revision must be completed, and the article returned to Saskatchewan 
History in a timely fashion, as per negotiations with the Editor or the 
Publication Coordinator. 

 



Requirements for Articles Accepted for Publication 
Abstracts and Agreements 
 
Once an article has been edited and approved by the editor, authors are required 
to: 
 

 Submit a completed “Abstract Submission” form 
 Complete either a Copyright Transfer Agreement or a Copyright 

Open Licensing Agreement before the issue in which their article is 
scheduled to be published goes to print.   

o There are two sets of agreements:  Copyright Transfer 
Agreement (Scholarly/General) or Copyright Open 
Licensing Agreement (Scholarly/General) and Copyright 
Transfer Agreement (Other Categories) or Copyright Open 
Licensing Agreement (Other Categories) 

o In these both of agreements, authors must warrant: 
 That the Article is original and that he or she is the sole 

author; 
 That permission has been secured for all quotations and 

illustrations from works that are under copyright, which 
appear in the Article, and that permission fees have been 
paid by Author; 

 That the Article has not been previously published nor is it 
being considered for publication by any other publisher; and 

 the Article does not violate any copyright or other 
proprietary right, does not contain any statement known to 
be false or unlawful, and that the Author agrees to indemnify 
and hold the Saskatchewan Archives Board harmless against 
any claim to the contrary. 

o In the Copyright Transfer Agreement, the author transfers 
copyright in the article to Saskatchewan Archives Board 

o In the Open Licensing Agreement, the author agrees to allow the 
Saskatchewan Archives Board to publish and use the article in 
particular ways, without transferring copyright. 

 Saskatchewan Archives Board owns copyright on all staff submissions 
which are prepared during work hours or as part of assigned duties. 

 



Author Compensation  
 
Saskatchewan History is unable to pay authors for manuscripts.  However, 
authors are offered compensation for signing a copyright transfer or open 
licensing agreement: 
 

 Scholarly Articles 
o Copyright Transfer Agreement 

 Option 1:  Author is provided payment of thirty dollars 
Canadian ($30.00 CDN) and one free copy of the issue of the 
Journal in which the Article is published;  

 Option 2:  Author is provided (i) five free copies of the issue 
of the Journal in which the Article is published, and (ii) a 
fifty per cent (50%) discount on the cover price for purchase 
of additional copies of that issue. 

o Copyright Open Licensing Agreement 
 Option 1:  Author is provided three (3) free copies of the 

issue of the Journal in which the Article is published and a 
fifty per cent (50%) discount on the cover price for purchase 
of   additional copies of that issue. 

 
 General Articles 

o Copyright Transfer Agreement 
 Author is provided payment of 30 dollars Canadian($30.00 

CDN) and one free copy of the issue of the Journal in which 
the Article is published;  

 Option 2:  Author is provided (i) five free copies of the issue 
of the Journal in which the Article is published, and (ii) a 
fifty per cent (50%) discount on the cover price for purchase 
of additional copies of that issue. 

o Copyright Open Licensing Agreement 
 Option 1:  Author is provided three (3) free copies of the 

issue of the Journal in which the Article is published and a 
fifty per cent (50%) discount on the cover price for purchase 
of   additional copies of that issue. 

 
 Short /News Feature (including Saskatchewan Archives staff submissions) 

o Author is provided with 2 free copies of the issue of the Journal in 
which the Article is published and a fifty per cent (50%) discount on 
the cover price for purchase of additional copies of that issue. 

 
 Book Reviews 

o Author is provided with 1 free copy of the issue of the Journal in 
which the Article is published and retains the reviewed book. 

 
 


