Manuscript Submission Guidelines for Authors

Presentation of Manuscript and Disc

1. We require an electronic version of your manuscript, whether on disc or email. Keep an identical copy, with the same pagination, to refer to at copyediting stage. 

2. The file should be saved both as a Word document or RTF (rich text format) and also in the format originally used on your word processor. 

3. Please ensure that the disc and hard copy are identical, as these will be used for typesetting. Check the disc before submission to ensure that the files are not corrupted as the disc is passed straight to the typesetters.

4. Include all artwork upon submission of the manuscript. (See “Figures and Photographs” below for specific image submission guidelines.)

5. For changes after submission, provide only the relevant pages with the changes highlighted. Do not resubmit the whole file.

6. Ensure the manuscript you provide is double-spaced throughout, including indented block quotes, extracts, chapter end notes, references, and bibliography, and printed on one side of the page only. The font should be 12pt. 

7. Do not attempt to design your manuscript. This will be done by a professional typesetter and any formatting will be stripped out of the file in the conversion. This includes adding icons, inserting boxed text, adding shading, etc. If there are to be boxes or icons added to the design, please indicate this in the margin of the hard copy given to the commissioning editor.

8. The pages of the typescript should be numbered in one consecutive sequence

9. Leave generous margins (1 ½”) on all sides of the text.

The Text

1. Spelling should conform to the new edition of Webster’s Dictionary. 

2. Use underline to indicate where text is to be set in italics as italic formatting can drop out in the conversion to typesetting files (e.g. titles of books, journals, etc.).

3. If unusual accents occur in your text (Hungarian, Swedish, Hebrew, Arabic, Japanese), make sure either they print out clearly or mark them up on the hard copy. In either case, it will save time for the copyeditor and typesetter if you list the accents used (giving an example and the page on which it occurs). (This is not necessary for standard French and German accents, but it is useful to know whether they are used.)

4. For personal or geographic names that have several forms, decide on a preferred version and indicate this along with accents. This is especially useful in edited works, where each contributor may use a different version. Quotations should, however, retain the spelling of the original.

Headings

1. The typescript should be set out in such a way that the heading levels are immediately apparent. The simplest way to do this is to label the main headings after the chapter title with an encircled A in the margin, the next level B and so on. You may also use different point sizes and text styles (italic, bold, underlined) for headings. 

Notes

1. Notes should be placed at the end of each chapter or at the end of the book. Do not use footnotes.

2. Note numbers should appear (preferably as superscript numbers) in the text and be numbered sequentially from one within each chapter.

3. Notes should always be double-spaced and the same point size (12pt) as the main text.

4. Some series give bibliographical information in the notes. Please refer to the series editor for preferred style.

Bibliography

1. These must be double-spaced and the same point size (12pt) as the main text.

2. Reference and bibliographical lists must always be arranged in alphabetical order by author. Titles of books and journals must be underlined for later conversion to italics.

3. Please refer to the Chicago Manual of Style for detailed bibliographical formatting instructions.

1. Every work quoted from or mentioned in the text must be included in the reference/bibliography. Please check that all references are present, and that dates in the text and in the references are identical.

2. Include page reference numbers for all direct citations.

Tables

1. Tables should be typed with the minimum of horizontal rules. Vertical rules should be avoided.

2. Tables should be referred to in the text as ”in Table 2.3” rather than ”in the following table.”

3. All tables should have captions. Sources and notes are placed immediately below.

Figures and Photographs

1. All illustrations and pictures should be submitted as camera-ready copy (i.e. ready for reproduction). They should be in one of the following formats: photographic prints, transparencies (not the original but a good quality copy), clean, clear printouts (for figures), or scanned images on a disc (either a jpeg or tiff at 600 dpi). 

2. Material that is being reproduced in color and has been scanned by the author must also be supplied in hard copy to enable the repro house to match the colors. 

3. A separate, numbered list of captions may be provided, but ensure that the captions remain in the text and each illustration is clearly marked with its figure or picture number.

4. Present all illustrations separate from the text. Please do not leave line drawings done with Word or other PC software integrated with the text. These must be pulled out and provided separately for scanning. If drawings have been done with Quark, Illustrator or other similar design software, these can be provided on disc.

