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Notes for authors

PROOF-READING

When proof-reading and correcting a PDF proof on-screen, please feel free to use the range
of commenting symbols available in the toolbar provided by Acrobat in Reader 7.0 and
above. If you cannot see these symbols at the top of the screen please contact your Palgrave
Macmillan production supplier.

When doing proof-reading work on hard copy proofs please try and use the standard
international symbols for correcting proofs (as shown overleaf). Please do not use pencil or
black pen. Characters or words to be deleted should be struck through clearly and the
replacement character or word(s) should be written clearly in the margin. If there are several
corrections in one line they should be divided between the left- and right-hand margins, and
individual marks or comments should be separated by a long diagonal stroke. Remember
that the main object in correcting proofs is to make your meaning clear, so if necessary
please make a comment or explain your correction in the margin. Please encircle all
comments/explanations, so it's obvious to your production supplier that these words don't
need to be taken into the text wholesale.

If it's been agreed that you will provide a list of proof corrections in a Word document rather
than corrected proof pages, your supplier can provide a Word template to make listing easier
for you. This template can also be found in the author section of www.palgrave.com.

Changes to the content of the book are very expensive at proof stage and excess costs for
author’s alterations (as opposed to the correction of typesetting errors) are charged to the
author, so do bear in mind your contract terms regarding this. Furthermore, changes can
cause delay and can result in secondary errors being made when the typesetter goes back
into the document. Please, therefore, keep content changes to an absolute minimum.

Where content changes at proof stage are essential, try to make them in a way that doesn’t
affect the page layout dramatically. Where a word needs to be added, try to delete a word or
words of about the same number of letters somewhere in the same paragraph. If it is
necessary to delete a word, try to add a word or words of about the same length. Similarly, if
you add a line, please try and knock out a line and vice versa, so that the page maintains the
same number of lines.

As far as the checking of the typesetting is concerned, please pay special attention to any
tabular or illustrative matter and to notes and their text references. Please also make sure
you check running headlines/feet, chapter headings, text headings, spacing and page layout.

The proof stage is the time to fill in any page numbers which are outstanding — this applies to
cross-references within the text or notes, and to the Contents list and any other list with page
numbers in the preliminary pages.



G

letter in diamond. [The material itself
should carry the corresponding letter ]

£

Marginal Instruction - Textual mark Marginal | Instruction Textual mark
mark : mark
/ i Correction is concluded i None } i - Substitute or insert rule. [Give size of / through character or
i . rule as part of marginal mark.] K where required
@ Leaveunchanged ... under characters @ Substitute or insert oblique + / through character or
to remain | where required
New matter Insert in text the matter indicated in the Circle Circle character(s) or words
followed by ,( margin. [Adding an encircled number horizontal line
or indicates the amount of times the same /<
K @ : insert is repeated in the same line
without interruption.] R
A preceded by | Insert additional material identified by Start new paragraph

7 "I

Delete. [Adding an encircled number
indicates the amount of times the same
deletion is repeated in the same line

. without interruption.]

/ through single
character, or
—— through all

characters to be deleted

new

* Substitute character or substitute part of

/ through character, or

Run on (no new paragraph/line)

I
C_)
—r

character(s) / one or more word(s) . =1 throughall l [ l between characters or
e 'S Charamers i words ..................
® Wrong font. Replace by character(s) of  Circle character(s) to be S © Transpose lines. [Extend rules the full | S
correct font : changed | . . length of matter to be transposed.] _
t 4 Change to italic | e——under character(s) q Ir.: Centre. [Put textual mark around matter E', N ?
| | to be changed | to be centred.]
Change italic to roman/vertical type Circle character(s) to be | | Indent or move beginning of ting(s)to | [Textual mark matches
............. A changed dl _the right _ - marginal mark - vertical
~~ Change to bold type ~~—~r~ Under character(s) 'l:' Cancel indent or move end of line(s) to lines show position to which
to be changed 3 | the left text should be moved.]
v%vx Change bold to non-bold type Circle character(s) to be I /E or 3/ | Unjustify. [Use mark on side of
! - changed | linefcolumn to be justified] I
L/ Change to bold italic type . o~ under character(s) | [:: | Move specified matter to the right. [Put q__‘ s J_)[
A . to be changed - textual marks to left & right of matter.)

Change to non-bold and non-italic

" Circle character(s) to be

changed

=

Move specified matter to the left. [Put
textual marks to left & right of matter.)

Change to capital letters

== under character(s)

" Extend textual

" Take over character(s), word(s) or line

]

separate letters :

- Substitute ligature or diphthong
eg.
Write out Substitute separate letters for ligature or

diphthong

or

'( where required
" +—— through characters |
. affected

. affected

©

© Substitute or insert full stop or decimal

point

*/ through character or
where required

Substitute or insert colon

[/ through character or

: to be changed - markto margin : to nextline, column or page (surrounds matter)
[ Change to small capital letters == undercharacter(s)  Extendtextual : Take back character(s), word(s) or line
| to be changed . mark to margin | to previous line, column or page (surrounds matter)
Change to capital letters for initial letters ! Raise matter. [Give exact dimensions —x
- | and small capital letters for the rest of == under initial letters and - [~ with marginal mark, when necessary.] ~ over mater to be raised
- the word |
__________________________________________ . === under rest of words _under matter 1o be raised
Change to lower case - Circle characters to be Lower matter. [Give exact dimensions  © "L
. changed with marginal mark, when necessary.] i over matter to be lowered
F | W
; i | | under matter to be lowered
7 or z : Substitute or insert character(s) in / through character Give exact Move matter to position indicated. Enclose matter to be
under character : ‘superior position or dimensions if moved and indicate new
eg 3 o3 where required . necessary position
7. %X ] £ . S R
A over Substitute or insert character(s) in [/ through character Correct vertical alignment
character, e.g. ‘inferior’ position

[

. below misaligned matter

¢ Close up. Delete space between

: characters or words Iinking’._,,“characters
| Insert o substitute space between -/ through character or
characters or words where required

" Reduce space between characters or

| between characters or

‘ where required words words affected
R Substitute or insert semi-colon / through character or I " Make space equal between characters | | between characters or
) | & where required - orwords . words affected
""""" Substitute or insert comma "/ through character or T ["Insert or substitute thin space |/, through character or
? where required where required

 Substitute or insert apostrophe

""None — the marks are in the

) 9 i through character or each side of

7 or Z A where required { column linking margin

.‘K or & Substitute or insert single quotation / through character or -———( . Insert space between lines or - The mark extends between
andfor :K marks '< where required ior paragraphs. [Give size of spacetobe | the lines of text.

2 or g | > inserted, when necessary.] L

¢« or (C Substitute or insert double quotation / through character or : _—-) | Reduce space between lines or The mark extends between
?ﬁd/or ”'X marks ,( where required or paragraphs. [Give the amount space the lines of text.

~ or 4 : 6’—" needs to be reduced, when necessary.]

9

Substitute or insert ellipsis or leader
dots

I

Substitute or insert hyphen

{ through character or
where required

Q)

to give degree of rotation needed.)

/ through character or
| space or £ where required

Tum type or figure. [Use circled number : Circle type or figure to be

| altered





<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


