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Welcome, MTLT author! 
Thank you for your interest in MTLT, NCTM’s new digital-first practitioner journal offering 
useful and classroom-ready content for the elementary, middle, and high school grade bands 
as well as critical information on subjects across the PK–12 spectrum. If you’re a classroom 
teacher of PK-12 mathematics, we invite you to submit to MTLT. By publishing in the journal, 
you will have a long-term impact on other teachers and their students through your teaching 
success stories. MTLT is practitioner journal by and for PK-12 mathematics teachers!

We realize that classroom teachers have little time to navigate the complexities of creating, 
submitting, and revising a journal manuscript. Our goal with this Author Toolkit is to explain 
the manuscript submission process step by step for interested authors. We do this by defining 
what we mean by digital first, describing manuscript types that the journal publishes, 
providing instructions on preparing and submitting a manuscript, and, finally, detailing the 
steps of peer review and the postacceptance workflow. 

Thank you again for your interest in MTLT. We are looking forward to receiving your submis-
sion and hope that you are excited about NTCM’s digital-first journal. 

Sincerely, 
Angela Barlow, PhD 
Editor-in-Chief, MTLT

Stephanie Dean 
Managing Editor, MTLT
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WHAT IS MTLT?

Mathematics Teacher: Learning and Teaching PK–12 (MTLT) is NCTM’s exciting new digital-first 
journal with a unique perspective—your view as a practicing teacher of mathematics. The jour-
nal spans PK–12 and continues to provide grade-band–specific articles as well.

Manuscripts in MTLT can vary in type and length. A Front-and-Center article has a mes-
sage that appeals to MTLT readers working with students across all grades, PK–12. This can 
be achieved in many ways, including, but not limited to, writing on an issue of importance to 
all schools, providing relevant examples for different grade bands, or reframing the topic for 
each grade band in different sections of the article. A Feature article emphasizes one grade 
or grade band. Evidence of classroom implementation is expected when appropriate. A Focus 
article shares a single, developed idea to be quickly read by the busy teacher. Teaching strat-
egies, learning technologies, or tasks used for a lesson are but a few of the many possibilities. 
You may also write for a Department—these are articles that often originate from your daily 
interactions with students. 

WHAT IS DIGITAL FIRST?

A digital-first journal takes advantage of 21st-century technology to go beyond the printed 
word. For example, instead of a static figure in a printed article, MTLT would prefer to include 
an embedded video that puts the reader inside the classroom where student–student and stu-
dent–teacher interactions can be observed. Audio, apps, or interactive whiteboard files are just 
a few of the many opportunities that the new journal holds for authors and readers. Authors 
are encouraged to include such digital components as a short video clip, GeoGebra activity, 
Desmos exercise, Livescribe™ file, SMART Board™ file, or other form of multimedia to enhance 
their submission (however, such use does not imply NCTM endorsement of any product or 
developer). 

In appendix 1, we provide examples of digital assets in MTLT articles. 
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WRITE FOR MTLT

MTLT features three main types of articles:

• Front-and-Center Article—Grade Band PK–12

A Front-and-Center article has a message that appeals to MTLT readers working with stu-
dents across all grades, PK–12. This can be achieved in many ways, including, but not limited 
to, writing on an issue of importance to all schools (providing relevant examples for differ-
ent grade bands) or reframing the topic for each grade band in different sections of the 
article. Submissions should not exceed 5,000 words. See a sample in appendix 2. 

• Feature Article—Grade Bands PK–2, 3–5, 6–8, 9–12

A Feature article emphasizes one grade or grade band. Evidence of classroom implemen-
tation is expected when appropriate. Submissions should not exceed 3,500 words. See a 
sample in appendix 3. 

• Focus Article—Grade Bands PK–2, 3–5, 6–8, 9–12

Focus articles share a single developed idea to be quickly read by the busy teacher. 
Teaching strategies, learning technologies, or tasks used for a lesson are but a few of the 
many possibilities. The evidence of classroom implementation will not be the main message 
of the article. Submissions should not exceed 1,500 words. See a sample in appendix 4. 

MTLT offers other article types as well:

• Ear to the Ground (Department)

The Ear to the Ground department highlights voices working in various corners of the 
mathematics education world. Readers hear from book authors, conference presenters, 
bloggers, and others and get accompanying digital enhancements to keep up to date on 
current happenings. Contributors are invited by the editors. Submissions should not exceed 
1,000 words. See a sample in appendix 5. 

• Editorial 

Editorials are short articles that comment on issues of significance to mathematical think-
ing and learning. Authors should present the issue in a clear and constructive way and 
then add their critique or suggestion(s) on improving or expanding the idea. Alternatively, 
the author may present both sides of an issue and leave it up to readers to decide their 
personal point of view. Successful editorials will leave readers wanting to know more or will 
help them engage in the topic at hand. Authors are encouraged to include in their sub-
mission the invitation to continue the discussion on myNCTM (NCTM’s discussion board) 
or Twitter (copy @nctm) and Facebook (tag @NCTM). Subject matter could include such 
topics as curriculum, pedagogy, assessment, mathematics teacher education, educational 

https://my.nctm.org/home
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philosophy, research implementation, structure of the educational system, special teacher 
needs, or special student needs.

• For the Love of Mathematics (Department)

This reader-driven department is intended for the teacher rather than for direct use with
students. Items sent to the editor may include a photograph combined with a funny or
engaging mathematical question; an original cartoon that is humorous or reflective; a
puzzle; Math Circle prompts; a poem or vignette; original artwork; or general celebratory
items, such as Pi Day or Metric Week. Submission of student work within these guidelines is
also welcome. How do you show your love of mathematics? Submissions should not exceed
150 words. See a sample in appendix 6.

• Growing Problem Solvers (Department)

Send in a rich task or tasks that can potentially span four points along the PK–12 learn-
ing trajectory (PK–2, grades 3–5, grades 6–8, and grades 9–12) and can elicit higher-order
thinking. A “teacher” page introduces the math and potential instructional strategies.
The subsequent text then applies the task to each of the four grade bands. If you have
used a rich task in your classroom and have had to extend it, contribute to this discussion.
Submissions should not exceed 1,500 words (“Teacher” page = 500 words; each grade-
band task = 250 words). See a sample in appendix 7.

• Letter to the Editor

A Letter to the Editor should be a brief response to an article, discussing only issues directly
relevant to the original article’s content. The response may be supportive or critical in nature.
One example would be a letter that offers an alternative perspective or counterpoint to an
article’s main focus. Readers are encouraged to direct general comments (“I really enjoyed
the article by _____”) or personal reflections (“I used activity mentioned in _____ in my
classroom, and the children loved it!”) on MTLT articles to myNCTM, the NCTM discussion
board. Additionally, the online journal allows users to post about a specific article on Twitter
and Facebook. When tweeting, be sure to tag @NCTM and use these hashtags: #MTLTPK12,
#MTBoS, #iteachmath, #T2T, #math, #mathed. If posting on Facebook, tag @NCTM.

• Problems to Ponder (Department)

Individuals are encouraged to submit a problem or a collection of problems by email to
mtlt@nctm.org. If published, authors of problems will be acknowledged. See a sample in
appendix 8.

• Teaching Is a Journey!

This department provides a space for PK–12 teachers of mathematics to connect with other
teachers of mathematics through their stories that lend personal and professional support.
Submissions should not exceed 1,600 words.

https://my.nctm.org/home
mailto:mtlt%40nctm.org?subject=
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PREPARING YOUR MANUSCRIPT
Helpful Tools for Manuscript Preparation

• Digital Asset Types and Examples (appendix 1) 
• MTLT FAQs (appendix 9) for a list of common author questions
• Digital Assets and Figures: Instructions and Technical Specs (appendix 10) 
• Figure/Multimedia Permission Form—Adult Participants (appendix 11)
• Figure/Multimedia Permission Form for Non-Adult Participants (those younger than 18 

years old; requires parental completion and signature) (appendix 12)
• You’ve Got Stories! Now It’s Time to Write — Webinar (length, ~50 minutes)

Ethical Guidelines
In preparing your manuscript, ensure that your materials are not under consideration for publi-
cation elsewhere or have not been published elsewhere.

Permissions/Consent from Individuals Shown in Videos or Figures
Adults appearing in videos or figures must complete a Video Permission (see appendix 11) form 
allowing NCTM to publish their image. IMPORTANT: For participants younger than 18 years, we 
require a completed NCTM Release Form for Use of Student’s Image or Written Work (appen-
dix 12) from each student’s parent/legal guardian. The forms can be uploaded individually or 
combined into one PDF document for submission to ScholarOne. 

Permissions for Student Written Work
Parental consent is also required for distinctive original written work created by students. For 
each such case, you will upload a completed NCTM Release Form for Use of Student’s Image 
or Written Work (appendix 12) signed by the student’s parent or legal guardian. Alternatively, 
you may combine the signed forms into one file for submission.

Reprinting or Adapting Materials from Other Sources
Authors are responsible for obtaining permissions for any copyrighted material included in 
their article. Copyrighted material typically includes adapted or reprinted tables, appendixes, 
or figures from existing publications or websites. Although permission-to-reprint documenta-
tion is required only if a manuscript is accepted, the process of securing permission can take 
time. Therefore, we encourage authors to contact the publisher of the original material early in 
the peer review process.

Word Count
The manuscript text, tables, and references are included in the total word count of each sub-
mission. Word counts by article type are defined in the WRITE FOR MTLT section. 

Blinding
MTLT is a double-blind journal, meaning authors do not know the identity of reviewers and 
reviewers do not know the identity of authors. Associate editors and the editor-in-chief are not 
blinded to author names. 

https://pubs.nctm.org/view/journals/mtlt/mtlt-overview.xml?tab_body=CallForPapers
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To preserve anonymity, author(s) names may appear only in an author cover letter that is 
separate from the manuscript file. Please ensure no author identification appears within the 
manuscript. Do not reference your own work or your school in a way that compromises the 
blind review process. For example:

Incorrect: We (Smith and Jones 2017) tested students’ knowledge after implementation . . .  

Correct: Author (2017) tested students’ knowledge after implementation . . . 

Use pseudonyms for students’ or colleagues’ names and blind project or grant information, 
acknowledgments, and conference presentations appearing in a manuscript. Links to personal 
or institutional websites should also be blinded. Reference list entries should be formatted as 
follows: Author (year); for example, Author (2017). 

General Writing Guidelines
• Order your manuscript text file as follows:

 — Anonymized title page
 — Manuscript body (include figures [with figure legends], video still images, and tables 
within the manuscript text, near their first mention)

 — Reference list
 — Appendixes

• Refer to the Chicago Manual of Style, 17th ed. (Chicago: University of Chicago Press, 2017) 
and the June 2020 NCTM Style Guide for complete style guidelines.

• Set text in Times New Roman, 12 point, double-spaced throughout, including quoted matter, 
lists, tables, notes, and references. 

• Use formatted headings (up to four levels) to help organize your article for the reader. 

• Please proofread and spell-check your manuscript before submission. Review it for gram-
mar, completeness, mathematical correctness, and accuracy of references.

• Provide tables using the Microsoft Word table feature. Do not import an image-based table. 

• Ensure all tables, figures, videos, or other multimedia material are mentioned in text and, 
on first mention, they are numerically ordered. Embed figures, tables and video still images 
within the text, near their first mention.

• MTLT prefers that footnotes be eliminated. Please integrate them parenthetically into the 
main text instead. 

• Ensure that all in-text citations are included in the reference list, and, likewise, that all ref-
erence list entries are cited in text.

• For quotations in text, include the quotation’s page number(s) in the in-text citation.

• Use extended dialogue and direct quotes sparingly, incorporating the key ideas of conver-
sations into the text wherever possible.

https://www.nctm.org/uploadedFiles/Publications/write,_review,_referee/NCTM%20Style%20Guide.pdf
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References
• View MTLT Reference Style Examples (appendix 13)

MTLT uses the Chicago Manual of Style (17th ed.) for in-text citations and reference lists. 

Figures and Multimedia Files 
• When determining whether to add a figure, determine first whether the figure will add 

educational value to the text. For example, photographs of students working at their desks 
or the whiteboard often do not add appreciably to the content of an article. Include figures 
that advance the understanding of the article’s main point(s).

• Information contained in tables, figures, videos, and digital assets should not be repeated 
in text. Rather, the text should be written under the assumption that the reader has read or 
viewed these items.

• During peer review, figures must be legible but do not have to be provided as high-resolu-
tion files. Should your manuscript be accepted, however, you will provide high-resolution 
images, which will be used for production. The Multimedia/Figure Guidelines and Technical 
Specifications (appendix 10) provide instructions on required specifications and image 
quality for final figure files.

• Within the manuscript text file, figure legends—labeled by figure number—should be placed 
within the manuscript body, beneath the figures they describe. 

• Figures should be called out, on first mention, in numerical order within the manuscript 
text. For example, figure 2 should not be cited in text before figure 1. 

Mathematical Characters and Equations
• All variables should be set in italics. 

• Numbers, parentheses, and mathematical operators should not be set in italics. 

• Points, as in “segment AB,” should be italicized, and labels in geometric figures must also 
be italicized.

• Do not use MS Word Equation Editor for mathematical expressions. 

• Most of the mathematics in MTLT can be written in regular Microsoft Word characters and 
symbols, using italics, superscripts, and subscripts as necessary. For example:

(a + b)2 = a2 + 2ab + b2  k(x) = 4 – y

| 2 – x | ≤ 6  A1, A2, . . . An

• Fractions should be written in Microsoft Word without any formatting or stacking; they will 
be formatted during layout as needed. For example: 

1/2x + 3/4y = 4 4 1/2 – 1 1/8 = 3 3/8

• Use MathType sparingly for expressions and equations that cannot be typed using the key-
board, such as in the examples below.
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• Since most expressions set in MathType will require their own line in the journal, that 
should be a guiding principle for authors; if the expression is not important enough to be 
broken out on its own line, then do not use MathType.

• For more complex equations (e.g., the two equations below) that require MathType, authors 
should be sure to include versions within their manuscript that show how the equations 
should be arranged. A variety of programs are available to create mathematical equations, 
and authors should indicate in a manuscript note how their equations were created.

SUBMITTING YOUR MANUSCRIPT TO THE 
SCHOLARONE PEER REVIEW SYSTEM
Helpful Tool for the ScholarOne System

• How to Submit to ScholarOne—A guided PowerPoint® provides an overview of the submis-
sion site.

All submissions for MTLT are handled through the ScholarOne peer review system, with the 
exception of the Problems to Ponder department (which should be emailed to mtlt@nctm.org). 

General Guidelines for the ScholarOne System
• You will be asked to assign copyright of your article to NCTM as part of the submission 

process. Please note that the copyright agreement is voided if your manuscript is not 
accepted for publication.

• If you have coauthors, you will enter each coauthor’s name, their affiliation, address, and 
email into the system. Gathering this information in advance of submission can be helpful.

• For peer review, you will include a manuscript text file (MS Word) consisting of an ano-
nymized title page; the manuscript body that includes embedded figures and tables near 
their respective first mentions in text; a reference list; and appendixes, in that order.

• If your submission contains figures or tables, you will embed them within the manuscript 
text file.  

• If your submission contains media file(s) (e.g., video, GeoGebra, etc.), consider the 
following:

 — If possible, the media source file(s) should be uploaded to the peer review system, 
rather than adding a link within the text of your manuscript to an external web-
site. For example, instead of providing a link in your manuscript to a self-authored 
YouTube video, we prefer that you upload the video source file to the ScholarOne 

− ± −
=

b b ac
a
4

2
1

2

https://pubs.nctm.org/view/journals/mtlt/mtlt-overview.xml?tab_body=SubmissionGuidelines
https://mc04.manuscriptcentral.com/mtltpk12
mailto:mtlt%40nctm.org?subject=
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system (however, if you are not the author of the video, an in-text link is appropriate). 
Please note that the ScholarOne submission system limits file sizes to 100 MB. If you 
have large videos, narrated PowerPoints, or other multimedia files, please contact 
the editorial office for alternative upload instructions.

A Note about Consent and/or Permission
Parental consent forms for students under 18 years who appear in figures or videos are not 
required at submission but will become required should your paper be accepted. It is best to 
gather these consent forms before photographing or recording students, however, to ensure 
you will be able to use the image(s) or footage you obtain. The parental consent form is avail-
able in appendix 12. 

THE PEER REVIEW PROCESS

Once submitted to ScholarOne, your manuscript will be assigned to an associate editor (AE) 
and will undergo double-blind peer review by three reviewers. Reviewers are allowed 21 days to 
return their assessments. 

After all reviews have been received, the AE will also read your manuscript and then integrate 
his or her comments with those of the reviewers to arrive at a recommended decision about 
the suitability of the manuscript for publication in MTLT. 

After the AE has submitted a recommendation, your manuscript moves into the editor-
in-chief’s (EIC’s) queue for final review. Once the EIC has entered his or her decision, the 
ScholarOne system will email you the decision letter. If a revision is requested, the AE will sum-
marize the critical points from the reviewers’ comments that you will need to focus on when 
revising your manuscript.

MTLT Decision Types
MTLT offers six decision types: (1) Accept, (2) Conditional Accept, (3) Minor Revision, (4) Major 
Revision, (5) Reject & Resubmit, and (6) Reject. It should be noted that neither a major nor 
minor revision decision represents a commitment to accept. If you receive a revision decision, 
please attend carefully to all feedback in order to improve the chances of having your article 
accepted.

Accept: Your paper is accepted as is, without needing further edits. Editorial staff will contact 
you within 2 weeks after acceptance with a request for your final files.

Conditional Accept: There are a few minor or cosmetic changes that are needed before your 
paper can be accepted. 

Minor Revision: There are some (typically) nonsubstantive issues that need resolution or fur-
ther clarification before a final decision can be rendered. 

mailto:mtlt%40nctm.org?subject=
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Major Revision: Your paper has merit but there are significant issues to address before a final 
decision can be considered.

Reject with Encouragement to Resubmit: The concepts or activities in your paper are of 
interest, but the framing of your argument might need reworking, more classroom activity may 
be needed to support your conclusions, or there may be other critical issues that need to be 
addressed before publication can be considered. Reject & Resubmit decisions essentially pro-
vide you an opportunity to “revise” your paper under a new manuscript number. 

Reject: Unfortunately, due to space and scope, reject decisions are not uncommon. It is 
important to remember that a reject decision does not mean your paper is without merit or 
a lacking a path toward publication. A reject decision is often not a reflection of quality of 
the paper, but rather, for example, a lack of fit within the journal’s mission and scope, or the 
impression during review that the conclusions or assertions were not documented through 
descriptions of classroom implementation. At MTLT, we hope authors will view a reject decision 
as a challenge to improve their article, for potential new submission to MTLT or to another 
publication.

MTLT will consider previously rejected manuscripts when authors take into account the issues 
raised in peer review and create a new manuscript that reflects that feedback. If you submit 
a new manuscript that dovetails from a previous reject decision, you should cite the previ-
ous manuscript in your cover letter and explain how the new manuscript addresses critical 
feedback from the review process. You will upload the manuscript as a new submission in 
ScholarOne.

AFTER ACCEPTANCE

Should your manuscript be accepted, the ScholarOne system will move your manuscript into 
the “Manuscripts Accepted for First Look” area of your Author Dashboard soon thereafter. 
Approximately one or two weeks after acceptance, you will receive an email from the editorial 
office that provides instructions for uploading the files and forms that are needed for produc-
tion. Please try to upload your final files within one week.

Production
Your accepted manuscript will be copyedited in accordance to NCTM style guidelines. After 
copyediting, your manuscript will be composed into page proofs that represent how the pub-
lished article will appear in print. You will receive a PDF copy of these proofs by email with 
instructions on returning your changes to the production vendor. Please be sure to adhere to 
the requested 48-hour turnaround time for review of these proofs.

https://www.nctm.org/uploadedFiles/Publications/write,_review,_referee/NCTM%20Style%20Guide.pdf
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Background
Often, when we mention digital assets, we immediately think of classroom videos. Classroom 
videos can be very useful, but there are many other possibilities for representing classroom 
instruction and other digital assets in MTLT.

Below are some types of digital assets that could be included in an MTLT article. We also pro-
vide sample article from MTLT showcasing each media type. 

Examples of digital assets
Consider using a digital mathematics environment (DME), video(s) of students working and 
discussing, screencast/Livescribe student voices without faces while working and discussing, 
virtual manipulatives, myNCTM Discussion Board prompts, video and/or audio to pose a task, 
or innovative and dynamic navigation/organization.

Digital Asset Description of Example(s) Example Article(s) 

Video Clip
 

Video modeling force 

Video with students engaged 
with activity in a computer lab 

Integrate YouTube video with 
gravity applied in space to make 
a realistic connection.

Exploring the Mathematics 
of Gravity

Authors: Debasmita Basu, 
Nicole Panorkou, Michelle 
Zhu, Pankaj Lal, Bharath K. 
Samanthula

Vol. 113, No. 1, January 2020

doi: https://doi.org/10.5951 
/MTLT.2019.0130

Audio File Used as part of an activity Modeling a Bouncing Ball 
with Exponential Functions 
and Infinite Series

Author: Tim Erickson

Vol 113, No. 3, March 2020

doi: https://doi.org/10.5951 
/MTLT.2019.0042

Desmos Activity Experiment with equations of 
sinusoidal graphs

Envelope Curves Unify 
Sinusoidal Graphing 

Authors: Christopher Harrow, 
Nurfatimah Merchant

Vol. 113, No. 4, April 2020

doi: https://doi.org/10.5951 
/MTLT.2019.0129

Appendixes

Appendix 1. Digital Asset Possibilities for MTLT

https://pubs.nctm.org/view/journals/mtlt/113/1/article-p39.xml
https://pubs.nctm.org/view/journals/mtlt/113/1/article-p39.xml
https://pubs.nctm.org/search?f_0=author&q_0=Debasmita+Basu
https://pubs.nctm.org/search?f_0=author&q_0=Nicole+Panorkou
https://pubs.nctm.org/search?f_0=author&q_0=Michelle+Zhu
https://pubs.nctm.org/search?f_0=author&q_0=Michelle+Zhu
https://pubs.nctm.org/search?f_0=author&q_0=Pankaj+Lal
https://pubs.nctm.org/search?f_0=author&q_0=Bharath+K.+Samanthula
https://pubs.nctm.org/search?f_0=author&q_0=Bharath+K.+Samanthula
https://doi.org/10.5951/MTLT.2019.0130
https://doi.org/10.5951/MTLT.2019.0130
https://pubs.nctm.org/view/journals/mtlt/113/3/article-p233.xml
https://pubs.nctm.org/view/journals/mtlt/113/3/article-p233.xml
https://pubs.nctm.org/view/journals/mtlt/113/3/article-p233.xml
https://doi.org/10.5951/MTLT.2019.0042
https://doi.org/10.5951/MTLT.2019.0042
https://pubs.nctm.org/view/journals/mtlt/113/4/article-p301.xml
https://pubs.nctm.org/view/journals/mtlt/113/4/article-p301.xml
https://doi.org/10.5951/MTLT.2019.0129
https://doi.org/10.5951/MTLT.2019.0129


13

Digital Asset Description of Example(s) Example Article(s) 

myNCTM 
Discussion  
Board Prompts 

Engage with readers about your 
article by directing them to the 
myNCTM Discussion Board for 
continued conversation.

What’s in a Name? Language 
Use as a Mirror into Your 
Teaching Practice 

Authors: Tracy E. Dobie, 
Miriam Gamoran Sherin

Vol. 113, No. 5, May 2020

doi: https://doi.org/10.5951 
/MTLT.2019.0296

Interactive 
Simulation  
and Video

Use of Projectile Motion allows 
students to work with several 
variables that affect the launch 
of a cannonball, including chang-
ing the angle of launch, the 
height of the cannon, the speed 
of the ball, the mass of the can-
nonball, and the distance of the 
target on the ground from the 
cannon. 

Let’s Hit the Target 

Authors: Manouchehri Azita, 
Ozturk Ayse, Sanjari Azin

Vol. 113, No. 5, May 2020

doi: https://doi.org/10.5951 
/MTLT.2019.0022

Virtual 
Manipulative  
or Game

Use of Mastermind, an online 
game in which the transition 
toward conditional reasoning is 
seen as a learning progression 
and not a cognitive leap.

Conditional Reasoning 
Online with Mastermind

Authors: Sean P. Yee, George 
J. Roy, LuAnn Graul

Vol. 113, No. 5, May 2020

doi: https://doi.org/10.5951 
/MTLT.2019.0093

Livescribe  
Pen Files  
(an Alternative  
to Video)

Use of Livescribe to demonstrate 
students’ tendency to rely on 
familiar procedures and ideas 
instead of taking time to think 
about and analyze a problem 
situation.

Addressing the Hammer-
and-Nail Phenomenon

Author: Kien H. Lim

Vol. 113, No. 6, June 2020

doi: https://doi.org/10.5951 
/MTLT.2019.0018

 

Appendix 1 (continued)

https://my.nctm.org/home
https://my.nctm.org/home
https://pubs.nctm.org/view/journals/mtlt/113/5/article-p354.xml
https://pubs.nctm.org/view/journals/mtlt/113/5/article-p354.xml
https://pubs.nctm.org/view/journals/mtlt/113/5/article-p354.xml
https://doi.org/10.5951/MTLT.2019.0296
https://doi.org/10.5951/MTLT.2019.0296
https://pubs.nctm.org/view/journals/mtlt/113/5/article-p368.xml
https://doi.org/10.5951/MTLT.2019.0022
https://doi.org/10.5951/MTLT.2019.0022
https://pubs.nctm.org/view/journals/mtlt/113/5/article-p390.xml?rskey=XmIkM1&result=1
https://pubs.nctm.org/view/journals/mtlt/113/5/article-p390.xml?rskey=XmIkM1&result=1
https://doi.org/10.5951/MTLT.2019.0093
https://doi.org/10.5951/MTLT.2019.0093
https://doi.org/10.5951/MTLT.2019.0018
https://doi.org/10.5951/MTLT.2019.0018
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Appendix 2. Sample Front-and-Center Article

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 2 (continued)

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 2 (continued)

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 2 (continued)

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 2 (continued)

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 2 (continued)

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 2 (continued)

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 2 (continued)

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 2 (continued)

This article is for demonstration purposes only and may not be re-used without permission .



23

Appendix 2 (continued)

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 3. Sample Feature Article

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 3 (continued)

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 3 (continued)

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 3 (continued)

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 3 (continued)

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 3 (continued)

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 3 (continued)

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 3 (continued)

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 4. Sample Focus Article

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 4 (continued)

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 4 (continued)

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 4 (continued)

This article is for demonstration purposes only and may not be re-used without permission .



36

Appendix 5. Sample Ear to the Ground 
(Department) Article

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 5 (continued)

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 6. Sample For the Love of 
Mathematics (Department) Article 

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 7. Sample Growing Problem Solvers 
(Department) Article

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 7 (continued)

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 7 (continued)

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 8. Sample Problems to Ponder 
(Department) Article

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 8 (continued)

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 8 (continued)

This article is for demonstration purposes only and may not be re-used without permission .
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Appendix 8 (continued)

This article is for demonstration purposes only and may not be re-used without permission .
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Do I need to submit my digital assets at the same time as my manuscript?
Yes. Digital assets can be submitted as supplementary files. If the digital asset reveals the iden-
tity of the author, it should be submitted as a “supplementary file not for review.”

Does every article require a digital asset?
No. At this time, we do not require the inclusion of a digital asset. However, digital assets are 
strongly encouraged.

Where can I find examples of digital-first articles?
Appendix 1 in this Author Toolkit contains examples of articles taken from the first volume of 
MTLT that showcase a variety of digital assets.

How long should my video recording be? Audio?
Typically, videos should be no longer than two or three minutes; otherwise you risk losing the 
attention of viewers. If you have longer videos, consider breaking the video into several smaller 
videos. Technical specifications for videos and other digital media can be found in appendix 10. 

What permissions do I need? (e.g. multimedia, parents/students, other)
Any time you capture video, audio, or written work of individuals, you need written permission. 
This is true for adults and children (parental permission needed for minors). Permission forms 
are available in appendixes 11 and 12.

How do I know when I have achieved a digital-first submission?
Digital-first submissions contain digital assets that help the reader be immersed in your con-
tent. Examples of various digital assets can be found in appendix 1.

I do not have experience with digital-first publications. How do I work with MTLT to write?
The editor-in-chief is always happy to speak with potential authors and brainstorm ideas 
regarding how to use digital assets in preparing a manuscript. In addition, as a manuscript 
moves through the revision process, the associate editor will make recommendations for the 
inclusion of digital assets.

The associate editor has asked that I include a digital component with my revised manu-
script. Is there financial support available for this?
No, this is not a service that NCTM can provide. We suggest conferring with your IT profession-
als or tech-savvy colleagues for help.

Which companies have contracts with NCTM as good resources regarding digital assets 
for my manuscript?
There are no companies that have contracts with NCTM for the purpose of developing digital 
assets. However, thus far, tech groups, such as Desmos and GeoGebra, have been willing to 
work with authors to feature their apps in MTLT. 

How will my digital assets be referenced in my manuscript?
You should refer to your digital assets in the manuscript just as you would refer to a table or a 
figure. Statements such as, “See video 1 for a classroom excerpt,” are best. 

Appendix 9. MTLT Frequently Asked Questions
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If I have a video, should I also include the dialogue from the video in the manuscript? I am 
thinking that some readers may not want to watch the video.
No. As the author, you should write your manuscript assuming that the reader watches the 
video. This assumption aligns with the digital-first philosophy of MTLT.

What multimedia sources are off limits?
We encourage creativity and innovative approaches to the use of appropriate multimedia.

Can I link to my YouTube channel (or other media source like this)?
In general, we would prefer to house all digital assets associated with MTLT articles on the 
journal’s platform. We recognize, though, that this is not always possible. In these instances, 
authors are encouraged to work with the editor-in-chief. 

I have an idea for a technology, but I do not know how to implement it. How do I get help?
We suggest conferring with your IT professionals or tech-savvy colleagues for help.

Appendix 9 (continued)
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Video files
As a digital-first journal, MTLT encourages authors to include video content that enhances the 
message in their manuscript. All multimedia content should be cited within the main text of the 
manuscript. In addition, a still image (and image description) from a relevant part of the video 
is needed for use in print.

Specifications for video files:
 — Duration: four minutes or less

 — Formats accepted: MOV, MPG, AVI, FLV, F4V, MP4, M4V, ASF, WMV, VOB, MOD, 3GP, 
MKV, DIVX, XVID, WEBM

 — Preferred file size: No more than 100 MB 

Important! Permission to publish a video is required from all participants who are fea-
tured; to ensure that all legal requirements are met, the NCTM permission form (appendix 
11) should be used when obtaining adult particpants’ signatures. For student participants 
who are under 18 years old, a parent/legal guardian permission form (appendix 12) is 
required instead. The signed permission releases should be uploaded into ScholarOne and 
the file type labeled as “Supplemental file not for review” during submission of the original 
manuscript. Permission to reproduce is also required from videographers and photogra-
phers involved in a video’s creation. 

When submitting to ScholarOne, during Step 2: File Upload, select “Multimedia,” as shown 
here, for audio, video, or other digital-only file:

Appendix 10. Digital Assets and Figures: 
Instructions and Technical Specs

mailto:mtlt@nctm.org
mailto:mtlt@nctm.org
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The still image from the video should be embedded in your manuscript file and have a legend 
accompanying it. If your paper is accepted, you will be asked to provide the still image as a 
separate file. 

When creating a still image, here are a few pointers: 

• Try to capture a still image that gets the point of your video across. For example, if you are 
showcasing use of an app with PK–2 students, take a still image of the output from that app 
or capture an image of a child using the app.

• Avoid using a personal headshot for your still image.

• The legend explaining the image can be provided within the manuscript text file, placed 
below the still image. 

• After Acceptance: Please label the image file in a way that links it to the video—e.g.,  
“Still_Image_Video_1.eps”

YouTube Videos
Videos featured on YouTube are welcome. For self-authored videos on an author’s own chan-
nel, the journal strongly prefers that the video source file be provided during submission, 
rather than as a link to the YouTube channel in the manuscript file. Authors can retain copy-
right on their YouTube videos if they specify this during submission; the source video file is 
generally required. If the video is from another channel, authors may instead provide the 
YouTube link within the text of their manuscript file. 

GeoGebra
If the GeoGebra is self-authored, please provide the original, raw .ggb file. If sourced from 
another user, please provide the correct link.

Desmos
Please provide the original Desmos link. 

Geometer’s Sketchpad
Please provide the raw file. 

Appendix 10 (continued)

mailto:mtlt@nctm.org
mailto:mtlt@nctm.org
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Other Apps
(Such as PowerPoint, LiveScribe, simulations, and so on) Please provide the source file(s) when 
you upload your manuscript to ScholarOne.  

Images and Figures
At acceptance, images/figures must be provided in an acceptable format (see Artwork 
Guidelines on the next page for more information) at a resolution of at least 300 dpi and a 
width of at least 3 inches. 

    A note about large file sizes: the ScholarOne system accepts files up to 100 MB in size.  
Should your multimedia or figure files exceed this limit, please contact the editorial office for 
additional instructions.

Appendix 10 (continued)

mailto:mtlt@nctm.org
mailto:mtlt@nctm.org
mailto:mtlt@nctm.org
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Appendix 10 (continued)

An Author’s Guide for Submitting Artwork
This brief overview highlights the main points to be aware of when submitting final production- 
quality artwork. When preparing figures, refer to printed copies of NCTM publications to get a sense 
of general size and style. The quality of the reproductions in your book can never be better than 
the original material you submit to us, so providing the best quality imagery is imperative.  
If we judge a piece of artwork to be substandard for printing, we will ask you to provide a 
suitable replacement or to eliminate the image entirely.

BEFORE SUBMITTING YOUR DIGITAL ART
DO check the resolution of your files to be certain they meet NCTM requirements.
DO submit labeled printouts of all files that correspond to their respective placement in layout. You  
may embed art in the Word document, but you must also provide a JPEG, BMP, TIFF, or EPS file.

MISTAKES TO AVOID
DO NOT assume that a file that looks good on a computer screen is acceptable for print reproduction.
DO NOT submit digital images as PowerPoint files.
DO NOT edit or re-save JPEG files (see “A NOTE ON JPEGS” sidebar).
DO NOT enlarge substandard files (see “A NOTE ON RESOLUTION” sidebar).

RESOLUTION REQUIREMENTS FOR DIGITAL ART
Digital art renders images as a finite number of pixels (ppi), or dots, per inch. The resolution of a file, 
measured in ppi, limits the size at which a piece of digital art can be reproduced.

BASIC REQUIREMENTS FOR DIGITAL ART
Continuous-Tone Images — 300 Pixels per Inch

An example of a continuous-tone (raster) image

In continuous-tone images, or raster art, each 
pixel can vary in color and tonality; transitions 
from light to dark appear smooth and realistic.

To ensure quality reproduction of continuous- 
tone images, files must have a resolution of at 
least 300 ppi. For example, a continuous-tone 
image with dimensions of 900 × 1500 pixels can 
be reproduced no larger than 3” × 5”.

Bitonal Images — 1200 Pixels per Inch

An example of a bitonal (vector) image

In bitonal images, or vector art, each pixel will 
be one of two values: 100 percent black or 100 
percent white. Such pieces of art require higher 
resolution to ensure quality reproduction.

The file must have a resolution of at least 
1200 ppi. For example, a bitonal scan with dimen-
sions of 3600 × 6000 pixels can be reproduced 
no larger than 3” × 5”.

HOW TO CHECK FILE RESOLUTION ON A PC
Right-Click on the file and select “Properties” 
from the menu. Click the “Summary” tab at the 
top of the “Properties” dialog box. Click the 
“Advanced” button in the Summary window to 
display the width and height of the file in pixels.

HOW TO CHECK FILE RESOLUTION ON A MAC
Press the “Control” key, click on the file, and 
select “Get Info” from the drop-down menu. An 
“Info” dialog box will appear, and the dimensions 
of the file will be listed under the “More Info” 
section of the dialog box.

A NOTE ON JPEGS
JPEG files compress their data to achieve 
a smaller, more portable file size. This 
compression is accomplished by dis-
carding some of the data that comprises 
the image. Each time a JPEG is opened 
and re-saved in the JPEG file format, the 
image deteriorates. If you acquire an 
image from a library, museum, or stock 
photo agency, request EPS or TIFF format. 
If JPEGs are the only file format available, 
do not edit or re-save the image before 
submitting it. Still, when dealing with 
JPEGs, do make a copy of the original file 
as a back-up.

To ensure image integrity, never re-save 
a JPEG file. If you need to rename a 
JPEG, right-click on the file and select 
“Rename” from your menu options.  
DO NOT rename a JPEG file by opening it 
and using the “Save As” option.

A NOTE ON IMAGES FOUND ONLINE
Authors must secure rights for any 
imagery found on the internet that is 
intended for use in the book. 

Computer screens display only 72 pixels 
per inch. Most images on the web are 
sized accordingly and are unacceptable 
for print publication. An image measuring 
216 pixels × 360 pixels may appear to be  
3” × 5” at 72 ppi on your computer screen, 
but at the 300 ppi standard required for 
print reproduction, the maximum size of 
the image is only about 3/4” × 1”.

A NOTE ON RESOLUTION
Some computer programs will allow you 
to artificially add resolution to a digital 
file. This will not improve the quality of 
the image. On the contrary, the image 
will become fuzzy and pixilated. If you 
find yourself tempted to enlarge a file, it 
is a sign that the file is substandard and 
should not be used.

Information is from Chicago University Press. https://www.press.uchicago.edu/infoServices/artdigest.html
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Appendix 11. Figure/Multimedia Permission 
Form—Adult Participants

	
	
	
RELEASE	FORM	FOR	VIDEO	AND/OR	PHOTOGRAPHS	
	
		
	
I,	___________________________________	(print	name),	hereby	give	my	permission	to	be	
photographed,	videotaped,	and/or	audio	taped.	I	also	authorize	these	photographs,	videos,	
audio	recordings,	and/or	work	samples	to	be	used	in	all	formats	and	methods	of	delivery	by	
the	National	Council	of	Teachers	of	Mathematics	(NCTM).		
	
I	hereby	grant	permission	to	the	rights	of	my	image,	likeness,	and	sound	of	my	voice	as	
recorded	on	audio	or	video	tape	without	payment,	attribution,	or	any	other	consideration.		I	
understand	that	my	image	may	be	edited,	copied,	exhibited,	published	or	distributed	and	
waive	the	right	to	inspect	or	approve	the	finished	product	wherein	my	likeness	appears.		
	
Additionally,	I	waive	any	right	to	any	and	all	compensation	arising	or	related	to	the	use	of	
my	image	or	recording.		I	also	understand	that	this	material	may	be	used	in	diverse	
educational	settings	within	an	unrestricted	geographic	area.	
	
I	hereby	release	NCTM,	and	any	of	its	associates	or	affiliates,	their	directors,	officers,	
agents,	employees	and	customers	from	all	claims	of	every	kind	on	account	of	such	use.	
	
	
Full	Name(s):	____________________________________________________________		
	
Address:	 ___________________________________________________________		

___________________________________________________________		
___________________________________________________________		
___________________________________________________________		

	
	
	
Signature(s):		 __________________________________________________________		
	
	
Date:		 	 	__________________________________________________________	
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Appendix 12. Figure/Multimedia Parental 
Permission Form—Participants <18 Years of Age

RELEASE FORM FOR USE OF STUDENT’S IMAGE 
OR WRITTEN WORK 

Permission is necessary when a student can be identified in photograph(s) or in a 
video or audio recording, or if their name appears on their written work. Similar forms 
used by student’s school or author’s institution may be substituted for form below. 

I give my permission for ________________________________________’s image to 
be photographed, videotaped, audiotaped. I also authorize these photographs, 
videos, audio records, and/or work samples to be used in print, and electronic, and 
web-based media by the National Council of Teachers of Mathematics (NCTM). 

I hereby release NCTM, and any of its associates or affiliates, their directors, officers, 
agents, employees, and customers from all claims of every kind on account of such 
use.  

 

Author: ___________________________________________ 

Name: _______________________________________________________ 
      (Parent or Guardian) 

Home address:   ______________________________________________   

      ______________________________________________ 

Signature:  ___________________________________________________ 

Date: __________________   
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Book
Shute, William, William Shirk, and George Porter. 1957. Solid Geometry. New York: American Book.

Electronic Book
Shaughnessy, J. Michael, Beth Chance, and Henry Kranendonk. 2009. Focus in High School 
Mathematics: Reasoning and Sense Making in Statistics and Probability. Reston, VA: National 
Council of Teachers of Mathematics. PDF e-book.

For a downloaded e-book, indicate format as the last part of the citation. For a book consulted 
online, indicate the URL or the DOI as the last part of the citation. For a freely available elec-
tronic edition of an older work, include the URL as the last element.

Chapter in a Book
Oakes, Jeannie. 1995. “Opportunity to Learn: Can Standards-Based Reform Be Equity-Based 
Reform?” In Seventy-Five Years of Progress: Prospects for School Mathematics, edited by Iris 
M. Carl, pp. 78–98. Reston, VA: National Council of Teachers of Mathematics.

PhD Dissertation
Akdag, Fusun Semiha. 1985. “The Effects of Computer Programming on Young Children’s 
Learning.” PhD diss., The Ohio State University.

McGalliard, William A. 1982. “Selected Factors in the Conceptual Systems of Geometry Teachers.” 
Doctoral diss., University of Georgia. Dissertation Abstracts International 44 (1983): 1364A.

Paper Presented at a Conference
Lehrer, Richard, and Paul Smith. 1986. “Logo Learning: Is More Better?” Paper presented at 
the Annual Meeting of the American Educational Research Association, San Francisco, April 
16–20, 1986.

Journal Article 
Craine, Timothy, and Rheta Rubenstein. 1993. “A Quadrilateral Hierarchy to Facilitate Learning 
in Geometry.” Mathematics Teacher 86, no. 1 (January): 30–36.

Electronic Journal Article
Battista, Michael T. 2002. “Building Properly Structured Mental Models for Reasoning about 
Volume.” ON-Math: Online Journal of School Mathematics 1 (Winter).  
https://www.semanticscholar.org/paper/Building-Properly-Structured-Mental-Models-for-Battista 
/54f8fbd68c2f1dd15b40db52e2d9e5e4926b7754.

Newspaper Article
Braun, R. J. 1993. “Schools That Flunk.” Star-Ledger Special Report series. Newark (NJ)  
Star-Ledger, October 24–31, 1993.

Tyler, Marshall. 1985. “200th Birthday.” Los Angeles Times. March 15, 1985, sec. 1A, p. 3.

Appendix 13. MTLT Reference Style Examples
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