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COLLEGE DIVISION

Your Final Manuscript Submission:
A checklist

· Final editorial read: Before submission we recommend a final editorial read. When checking through, remember the 3 c’s: coherence, consistency and clarity. Ensure concepts are explained clearly, terminology is defined, sentences make sense, features have been used consistently and your book is cohesive and coherent. Either British or American spelling and style should be used consistently. Ensure you have used consistent headings, labelling them a-head, b-head, c- heads etc, if you are concerned that the level of heading is unclear

· Copyright and permissions: You should gain permission to reproduce third party items, (those which need clearance), ideally before submission of the draft manuscript, and absolutely by submission of final manuscript. Ensure you gain permission to reproduce the item in both print and electronic forms of your book. For further information on which items need to be cleared, see the Permissions section of the author website. Please supply evidence of all cleared copyright items to you editor along with your final manuscript.
· Preliminary pages: These are the first pages in your book and include all or a combination of the following: Title page; dedication; contents; list of maps, tables, figures or plates; preface; foreword; acknowledgements; a list of abbreviations or acronyms; Contributors’ notes and the introduction (in this order). Number these in roman figures. If you supply an Introduction it may fall within the preliminary pages or be Chapter 1. Discuss this with your editor.
· Double-spacing and page number: The text must be double-spaced throughout and the pages are numbered serially throughout
· Extracts: Indent extracts of more than 50 words. You may wish to indent shorter extracts to focus particular attention on them.

· Illustrations and Figures: Maps, diagrams, sketches, graphs, charts, figures, photographs etc should be supplied separately. Please make a note and tell your editor if they need to be redrawn by the typesetter because of the quality. Within the body of the manuscript, clearly state where the illustrations are to be inserted. 
(Please note: photographs need to be supplied in as high a resolution as possible, to be printable quality. A resolution of 300 dpi is best.)
· Tables: Set out your tables as simply as possible, without vertical lines. Number them by Chapter, e.g. Table 10.1, 10.2, etc for tables in Chapter 10.

· Parts: You may wish to divide your book into parts as well as chapters. If so, please supply part titles on separate pages in the correct position. 
· Features: The design of boxes, pedagogical features, chapter headings etc will be dictated by the text design (chosen for you by your editorial team to best suit your book and its features), so do not waste time inserting clip art or fancy borders as these will be stripped out.
· References: Please ensure a standard system of referencing is used throughout the book (e.g. the Harvard system). Please make sure that all text references can be found in the Bibliography/References and they are complete, accurately spelt and dated.
· Index: the index does not need to be completed until proof stage (see The Production Process on website), however it is useful at this stage to have an initial list of key words drawn up, which you can add to, and then add page references to at a later stage
· Submitting the typescript: Please supply an electronic copy, either on CD, USB or via email (through prior arrangement with your editor) complete and virus-free. Please post  a hard copy also. 
Instructions for specific types of books

Edited collections 
Contributors’ chapters should be made consistent with each other in spelling and style. All chapters should be double-spaced and numbered in one sequence throughout the book. Notes on the Contributors should be supplied with the typescript in the preliminary pages (see above). 
Ideally, the editor should send completed contributor agreement forms for each contributor with delivery of the typescript. However, we understand this is not always possible. Please discuss this with your editor. (See the Contributed Volumes (link to Contributed volumes page) page for information on what we need in order to have the contributor agreements drawn up for)

The editor is responsible for clearing permissions, or ensuring that contributors do so.

Technical and scientific books 
Please use SI units, usually without imperial equivalents, and abbreviations recommended by the BSI, IUPAC, ASE and learned societies. Both hyphenation and capitalization should be minimal. Subheads within chapters should be as 1.1, 1.2, 1.3 etc. Sub-subheads should be 1.1.1, 1.1.2, 1.2.1, 1.2.2, 1.3.1, etc. Further levels should be avoided.

Chemical structures and other diagrams can be supplied on disk or as rough drawings for us to have redrawn. Please use the ‘table’ feature of your word processor if possible, when providing tables. A List of Symbols should appear at the end of your preliminary pages.

Camera-ready copy books

We will either supply a template or ask to see samples at an early stage. With CRC books, the author takes responsibility for permissions, copy-editing and proofreading. For full details, see pages 20-22 of Publishing with Palgrave.

Publishing with Palgrave: a Guide for Authors  gives full details on all points dealt with in these notes.
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