Manuscript Checklist: A Summary

· Please supply the manuscript on a disk or CD.

· Ensure that any illustrations supplied are correctly identified with figures numbered by chapter (e.g. those in Chapter 1 should be numbered 1.1, 1.2; those in Chapter 2 should be numbered 2.1, 2.2).  

· The final manuscript should contain a complete figure caption list alongside all figures and tables. Describing what the figure /table shows and (if relevant) the acknowledgement of where the illustration was taken from. 

· All figures should be cited within the text (e.g.: see Fig. 2.2). All illustrations must have text references.

· Each table, figure, and equation should be slugged into the text where you wish it to go in the chapter.  Do not put tables, figures, or equations into the chapter file.  For example:  Table 1.1 here…………..

(
  Please do not embed any illustrations or tables in your text files.

(
Please read enclosed instructions before submitting final manuscript

(
Please read enclosed list of tips on artwork

· Please ensure that you have permission to re-use any previously published material and that all signed permission letters and the checklists accompany the delivered manuscript. 

MANUSCRIPT PREPARATION

Disk and File Preparation

We prefer to work with Microsoft Word document files. If you need to use another program, please contact us for approval. Do not work in another program and attempt to convert the files, as all conversions have the potential for introducing errors that may not be initially apparent. If necessary, we will convert the files. When you submit your manuscript, label the disk with the program used. We can accept your files on the following media:

PC only


3.5" floppy

Zip (100, 250, 750)

CD

We check all incoming disks for viruses. If any viruses that we cannot disinfect are found, we will request new virus-free disks.

Provide each chapter in a separate file. Front matter, appendixes and any other back matter should also be provided in separate files. Tables, figures, figure legends, and equations should be provided separately from the chapters. See the “Manuscript Element Guidelines” section for specific information on tables, figures, and equations.

Each chapter should be set up as follows:

· Set page margins to 1 inch

· Use 12 pt Courier New for the font

· Set alignment to left (not justified)

· Do not use running heads

· Use the tab key to indent paragraphs (avoid using the spacebar or setting a first line indent)

· Use the return key only at the end of paragraphs, not at the end of each line

· Do not add extra space between paragraphs or bibliographical entries

· Do not use all capitals for anything except acronyms.

· Change the left and right margin to identify extracts and quotes rather than using tabs or spaces

· Follow all punctuation with one space, not two.

· Do not manually break words with a hyphen. Use hyphens only when a part of the word. Turn off the automatic hyphenation feature of your word processor.

· Place text that should be italic in italic rather than underlining it.

· Provide a list of accented letters or special characters that are not available on your computer and indicate how you have marked them. For a dash, use two hyphens, with no space before, between, or after the hyphens. (In Microsoft Word you may choose to go to Insert, Symbol, Special Characters and choose em dash instead of typing the double hyphens.)
· Turn off all style and outline settings. Do not use the automatic numbering functions or the outline function of your word processor. Enter list numbers manually and create outlines manually. 

· Keep formatting to a minimum, as most formatting must be removed before editing.

· Use endnotes rather than footnotes. Please enter these manually. Do not use the endnote function or an endnote/bibliography program, as they do not convert to our paging program.

· Do not link files together for any reason. (e.g., table of contents, page numbering, etc.)

· Slug tables, figures and equations (Table #.# here) where you wish them to go in the chapter. Do not put tables, figures or equations into the chapter file. For example:
       Table 1.1 here………………………………………………………
       Figure 1.1 here………………………………………………………

· Provide only text that is to be printed. Do not use the comments function or put hidden text in the manuscript. If you have reviewed the chapter and used the track changes function please accept the changes before providing the file, unless this is a new edition. 

A sample chapter, as we would like it submitted, is available upon request.
Style and Punctuation

We require the use of gender and ethnic bias-free language and examples, including not putting females, males, and ethnic groups into stereotyped roles. For guidelines see The Handbook of Nonsexist Writing by Casey Miller and Kate Swift or The AAUP Guide to Bias-Free Language. 

We recommend using Webster’s Tenth New Collegiate Dictionary and Webster’s Third International Dictionary for spelling and current usage of words. For matters of style, use The Chicago Manual of Style, 14th edition, for both the humanities and natural sciences and the CBE Style Manual for biological sciences. Associated Press Stylebook and Libel Manual contains guidelines for journalism titles. Words into Type offers helpful answers to grammar questions. 

Whatever style or combination of styles you choose, use it consistently throughout the manuscript. A few of our preferences are:
• 
Use an open style of comma (for instance, no comma after a short introductory phrase such as “In the past”). However, in a series (a, b, and c) use a comma before the final conjunction except in Associated Press (AP) style.

• 
Use “May 1989” (no comma) for month and year.

• 
Place the comma and final period inside quotation marks. Place other punctuation marks inside quotation marks only if they are part of the quotation.

• 
Use three periods (ellipsis) to show a deliberate omission within a sentence. To show an omission at the end of a sentence, use three periods in addition to the sentence period(. ...).

• 
Use the International System of Units (SI) in scientific manuscripts. No periods or plurals are used in this system (for example, 5.4 kg). In scientific works that are also for general readers, we recommend that the metric measure be followed by the English system equivalent, also without periods: 5.4 kg (12 lb).

Headings

In the text, subheads function in the same way as an outline does to show organization, connections, and the relative importance of parts. They should reflect the logical development of the text.

Subheads should be clear, relatively short, and parallel in structure. Phrases are preferable to sentences. Do not use all capital letters for any subheads.

For most books, three levels of subheadings are adequate; occasionally a fourth level will be necessary. Indicate the level of subheads within the text by inserting the following codes just before the heading (note that chapter titles are not given a subhead level):

$a$ First level

$b$ Second level

$c$ Third level

$d$ Fourth level

Documentation

**In edited books, contributors should contact their editor for reference style recommendations.

The Chicago Manual of Style is a good resource for notes, references, and bibliographies. Authors may choose to cite their sources either by using the author-date system or notes, but whichever style you use, it is important to strive for consistency throughout. Cite only necessary publications. Primary rather than secondary references should be cited, when possible. It is acceptable to cite work that is “forthcoming” (that is, accepted but not yet published) with the pertinent year and volume number of the reference. Work that is submitted but not yet accepted should not be cited. The accuracy of all reference material is the responsibility of the author.

Author-Date System. In this system only the authors’ last names and year of publication, usually in parentheses, are given in the text; full bibliographical information is given in an alphabetical reference list or bibliography at the end of the chapter or at the end of the book. Use commas to separate publications in two different years by the same author. Semicolons separate citations of different authors. Cite two or more publications by different authors in chronological sequence, from earliest to latest. For example:

• 
(Plumb 1998)
• 
(Dawson and Briggs 1984, 1987)

• 
(Dawson 1984; Briggs 1999)

Use a separate step to check that every reference cited in the text appears in the reference list and that the names and dates match exactly in both places. 

Notes. Use citations that are as current as possible, and avoid excessive use of citations. Most substantive comments belong in the body of the text, not in a note. 

Include full bibliographic detail in a note documenting the first reference to source (see “Bibliographies”). Subsequent citations to the same source may use a shortened form. 

Notes in the text are numbered consecutively for each chapter and are placed outside periods or other punctuation, at the ends of extracts, and above the line (superscript). In the note itself, however, place numbers on the line, paragraph indented from the margin, and followed by a period.

Make sure note numbers in the text correspond with the number of the correct note in the endnotes. We prefer that you not use footnotes.

Bibliographies. An alphabetized bibliography or reference list is usually the best form for a work. All sources are arranged in a single list by the authors’ last names. 

Items included in a full bibliography or reference list are usually as follows (some items may be unavailable or may not apply):

BOOK

Author’s full name

Date of publication

Complete title of the book

Editor, compiler, or translator

Series, if any, and volume or number in the series

Edition, if not the original

Number of volumes

City where published and publisher

Page number(s) of the particular citation

Examples:

Donald C. Plumb. 1998. Veterinary Drug Handbook, 3d ed. Ames: Iowa State University Press.

Paul B. Thompson. 1997. “Agrarian Values: Their Future Place in U.S. Agriculture.” In Visions of American Agriculture, edited by William Lockeretz, pp. 17-30. Ames: Iowa State University Press.

ARTICLE IN A PERIODICAL

Author’s full name

Date of publication

Title of the article

Name of the periodical

Volume (and number) of the periodical

Page number(s) of the particular citation

Example:

Grandin, Temple. 1995. Livestock handling needs improvement. Animal Nutrition and Health 40(7):6-15.

UNPUBLISHED MATERIAL

Author’s full name

Date created

Title of document

Folio number or other identifying number

Name of collection

Depository and city where it is located

Examples:

Royce, John C. 1988. Finches of Du Page County. Paper read at 22d Annual Conference on Practical Bird Watching, 24–26 May, at Midland University, Flat Prairie, Illinois.

Seel, P. B. 1995. High-definition television and United States telecommunication policy. Ph.D. diss., Indiana University, Bloomington.

Permissions

Authors have the responsibility for all necessary permissions and for paying such fees as may be required. This includes paying for copies of the book requested by sources. Please note that a copyright for material you want to reproduce usually rests with the publisher of that material rather than the author. Even on the occasion when the copyright is in the name of the author, the publisher will control the publishing rights and permission will still be required. 

Permission should be requested for the current publication and its use in digital formats, in all languages, all editions and throughout the world.

Use the following guidelines to evaluate what requires a formal permission request and what should merely be acknowledged.

FORMAL PERMISSION NOT REQUIRED

Formal permission is not necessary for:

•
Most material published by the U.S. government.

•
A quote (fewer than 400 words or less than 10 percent of the original) that falls under fair use. Under fair use, brief excerpts may be included to support an argument or for the purpose of scholarly review. Full credit must be given to the source, and the quotation must be accurate and true to the context of the original.

FORMAL PERMISSION REQUIRED

Authors must request written permission to use any of the following material if that material is still under copyright:

•
More than 400 words of prose or 10 percent of the complete work. This includes quotations from one source scattered throughout the manuscript that total these amounts, or one long quote.

•
More than one line of a song or a poem.

•
Any tables, charts, maps, illustrations (including ads and cartoons), and photographs taken from another source.

•
Personal interviews and unpublished, privately held material (letters, diaries, memoirs, photos, etc.).

•
Your own material if it has been previously published or promised for publication elsewhere.

•
Material downloaded from the internet needs permission unless it falls under one of the exceptions listed above.
Sample request letters appear at the back of this document (photo, interview, CD-ROM, general). We suggest that such letters be written on the author’s personal letterhead or, when appropriate, on an institutional letterhead. You should attach a copy of the material for which you are requesting permission to reprint.

Originals of all letters granting permission to reprint should be sent to Wiley-Blackwell Publishing. We will note and comply with any special credit lines. ON EACH PERMISSION, INDICATE WHICH MATERIAL IT IS FOR by using a page number for quotes, a figure number for illustrations, or a table number. We must have all the necessary letters of permission before the manuscript can be sent to production.

For a more complete discussion of permissions and copyright law, see The Chicago Manual of Style.

Acknowledgments. Whether or not formal permission is necessary, all quotations of material (including tables and figures) require acknowledgment of author, title, and publisher as a matter of courtesy. This acknowledgment commonly appears as part of the text or in an endnote, as a source note in tables, as a credit line following the figure legend, or on a page of acknowledgments. For materials requiring formal permission, the copyright holder may stipulate where the acknowledgment is to appear.

For manuscripts containing material (including material in the public domain) that is not their own or that has been previously published or distributed, authors may find it helpful to make a list of the materials summarizing the sources, whether or not permission is needed and from whom, when permission letters were sent and permission was granted, the credit line required and any other conditions of the permission.

Copyright Assignment Agreements. If you have collaborated with other authors to produce the manuscript and they do not have a contract with us, they should sign a form assigning copyright ownership of their work to us (see the samples at the end of this document).

Note that if a contributor is a government employee, he or she may not legally be able to sign such an agreement. Ask the contributor to make a notation of that fact on the agreement form and then return it to you, unsigned. Mail us copies of all signed and unsigned agreements.
Work-Made-for-Hire Contracts. If you are planning to hire someone to prepare part of your manuscript, we need that individual to sign a work-for-hire contract. Please contact your commissioning editor.
Wiley-Blackwell Guidelines – Manuscript Preparation


