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 Manuscript delivery checklist

When submitting your manuscript files, we need you to supply the following: 

· Electronic files of manuscript saved as separate files by chapter e.g. ‘prelims’, ‘introduction’, ‘chapter1’, ‘chapter2’, ‘bibliography’ in either Word or rich text format

· One printed copy of the manuscript

· Your author questionnaire if not already submitted

· Confirmation of whether you will be compiling your own index or if you would prefer us to arrange a freelance indexer to compile one on your behalf
· Copies of any permissions correspondence and invoices

· Confirmation of your preferred address for editorial correspondence and details of any periods of time when you will be unavailable for editorial queries or to check proofs

Before delivering your manuscript please read through our author guidelines and check you have followed them.  In particular, please check: 

Manuscript formatting: 

· The whole manuscript is double line spaced and in 12pt font (including quotes, notes and references)

· Preliminary pages are in one file numbered consecutively with roman numerals

· Main body of manuscript is numbered consecutively with Arabic numerals

· Any track changes have been accepted

· Main headings and subheadings are clearly labelled with <A> before main headings <B> before sub-headings and <C> before sub-subheadings (where needed)
· Pedagogic features are marked as per textbook guidelines with tags at the beginning and end e.g. <BOX>Case Study…</BOX> (your commissioning editor can supply guidelines if needed)
· You have included a table of contents (please check this is consistent with the chapter headings)

· You have included a note about any special fonts or accents required
· Text to be in italics is underlined

· You have included a note on referencing style used and ensured it is used consistently throughout manuscript, references and bibliography

Permissions: 
· Check all text extracts in copyright fall within fair dealing limits or permissions cleared (Please note as epigraphs are not used ‘for the purposes of criticism and review’, they do not fall within fair dealing use and do require permission if in copyright) 

· Check if figures need permission 

· Where permissions needed provide copies of correspondence and paid invoice

Figures and illustrations:
· All figures and illustrations (where previously agreed with your commissioning editor) are supplied as high resolution electronic files e.g. in jpg, tiff, or pdf form.  Resolution should be a minimum of 300dpi.  Where high resolution electronic files are not available, they should be supplied as high quality prints or transparencies.
· All figures should be supplied separately, not integrated in the main manuscript file
· Captions are supplied within text where figure is to appear with an instruction to add figure e.g. [insert figure 1.1 here]
· Numbered list of figures supplied with captions
If you have any additional queries, please don’t hesitate to contact us.
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