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Cover letter template
Submitted as a separate file · One page is normal, two is the maximum
Replace everything in square brackets. All grey italic text is guidance and should be deleted before you submit.
This letter is not anonymous
Unlike your manuscript, it is read by the editors only and is never sent to reviewers. Put your real names, institution, supervisor, and funding here. Send it alongside the manuscript as a separate PDF or DOCX.
[Date]
The Editors
International Collegiate Research Review
icrrjournal@gmail.com
Re: Submission of “[Manuscript title]” to the [Section] section
Dear Editors,
Paragraph one: what you are submitting. The title, the article type, the section, and the word count excluding references and appendices.
I am submitting the manuscript titled “[title]” for consideration as [original research / systematic review / replication study / case analysis] in the [section] section of the International Collegiate Research Review. The manuscript is [   ] words, excluding references and appendices.
Paragraph two: the paper in plain language. Three or four sentences: the question you asked, what you did, what you found, and why a reader outside your field should care. Write it so a well-read student in another discipline can follow it, because that is who screens it. This paragraph does more than any other to get your paper taken seriously, so do not paste your abstract here.
[Write here.]
Paragraph three: why ICRR. One or two sentences on which readers this reaches, or how the work fits the section. Skip it rather than pad it.
[Write here.]
Thank you for considering this submission. I confirm that I am the corresponding author and that I have the agreement of all co-authors to submit on their behalf.
Yours sincerely,
[Full name]
[Degree programme and year, e.g. BSc Biology, final year]
[Institution] · [Email] · [ORCID iD, if you have one]
Declarations
Every field is required. Where something does not apply, write “Not applicable” rather than leaving it blank. A blank field sends the manuscript back to you and costs you a review cycle.
1. Authors
List every author in the order they will appear on the published article. Authorship follows COPE guidance: everyone listed must have contributed substantively and approved this submission, and everyone who contributed substantively must be listed. Do not add a supervisor as an author out of courtesy, and do not omit a collaborator who earned it.
Author 1 (corresponding) [Name, institution, email, ORCID]
Author 2 [Name, institution, email, ORCID]
Author 3 [Name, institution, email, ORCID]
Contributions [Who did what. For example: A.B. designed the study and analysed the data; C.D. collected the data; both authors wrote the manuscript.]
2. Eligibility
ICRR publishes student research. At least one author must be a current undergraduate or graduate student, or have graduated within the last twelve months. Faculty may be co-authors where they contributed substantively.
Student author [Name]
Status [Current undergraduate / current graduate student / graduated on [date], within the last twelve months]
Institution [Institution]
Origin of the work [For example: undergraduate dissertation, capstone project, summer research placement, independent work, conference paper]
3. Supervision
Supervision is expected and is not a mark against the paper. Concealing it is.
Supervisor [Name, title, institution, email, or “None; this was independent work”]
Role [For example: advised on design and commented on drafts; did not participate in data analysis]
4. Funding
Funding [Funder name and grant number, or “No funding was received for this work.”]
Role of the funder [For example: The funder had no role in the design, analysis, or decision to publish.]
5. Ethical approval
Required for any research involving human participants, identifiable personal data, or animals. Attach the approval letter to your submission.
Approval [Approving body, reference number, date, or “Not applicable; this research involved no human participants, identifiable data, or animals.”]
Consent [For example: All participants gave written informed consent. / Not applicable.]
6. Use of generative AI
Required of every submission, including submissions that used no tools at all. Language editing and code assistance are permitted and are not held against a paper. Generative tools cannot be authors, and you are answerable for every sentence and every citation in the manuscript. Undisclosed use discovered after publication is grounds for retraction. Declaring it costs you nothing; hiding it costs you the paper.
Tools used [Tool and version, or “None.”]
What they were used for [For example: grammar and language editing of the discussion section. No text was generated, no analysis performed, and no references produced by the tool.]
Verification [For example: All references were checked against the original sources by the authors.]
7. Originality and prior publication
Say so if the work came from a thesis or a preprint. Neither disqualifies you at ICRR. Discovering it after acceptance does.
Originality [For example: This work is original, unpublished, and not under consideration at any other journal.]
Prior dissemination [For example: An earlier version was presented at [conference, date] as a poster and is not published in any proceedings. / A preprint is available at [DOI or URL]. / None.]
Overlap with a thesis [For example: This manuscript is derived from the author’s undergraduate dissertation, submitted to [institution] in [year]. / Not applicable.]
8. Conflicts of interest
Conflicts [Any financial, professional, or personal interest that a reader could reasonably think affected the work, or “The authors declare no conflicts of interest.”]
9. Data and materials
Availability [For example: Data and analysis code are available at [repository, DOI]. / Data are available from the corresponding author on reasonable request. / Data cannot be shared because [reason].]
10. Reviewer suggestions and exclusions
Optional, and editors are not bound by it. Suggested reviewers must be independent of you: no supervisors, no co-authors from the last three years, no one from your department. If someone should not review your work for a legitimate reason, say so and give the reason.
Suggested [Name, institution, email, expertise]
Excluded [Name and reason]
Attach to your submission
☐	The anonymised manuscript, PDF or DOCX, under 20 MB, containing no identifying information.
☐	This cover letter, PDF or DOCX.
☐	Any supplementary material, clearly labelled.
Submit at icrrjournal.com. Questions to icrrjournal@gmail.com. An editor replies within five working days.
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