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Guide for CRC Review Volume Editors and Authors
This advice sheet aims to outline the expected standards for Camera-Ready Copy (CRC) manuscripts, how authors should produce them, and the procedures carried out on the publisher’s side. If anything is unclear or raises further questions, editors should get in touch with your editorial contact at ICP; contributing authors should contact the editor(s) of the book you are contributing to. Most of the guidelines below are for the contributing authors, but editors will find it useful to be aware of the process and their role in it, especially regarding the dissemination of information to authors and the procedures regarding copyedited MSS.
EDITOR(S): 

· Please ensure that all contributing authors receive this information and any style guides and other information required to produce their chapter according to ICP house style including referencing, Bibliography, use of language etc.

· When you receive the chapters, please check them to ensure consistency across the volume (see the Style Guide for further details on referencing, Bibliography, use of language etc).

· When MSS are returned and you disseminate individual chapters, please draw the contributing authors’ attention to the information listed under Publisher’s Procedures including when dealing with copyedited MSS etc.
CRC Requirements and Production

CRC authors must use the templates provided on our website at http://www.icpress.co.uk/authors/stylefiles.shtml unless you have made other arrangements with the editor(s).

Templates are provided in both LaTeX and Word and are available for different page sizes and three different book types. If you are unsure as to which templates you should use please ask the editor(s). The package should be downloaded and the templates installed on your computer as per the included instructions. A readme file with guidelines on editorial standards is included in the package.

The templates will guide you towards producing a fully camera-ready chapter. Camera-ready should as far as possible be ready for production. This means that the author is responsible for the formatting of the chapters, for the language, and for the content. 

Once your CRC is ready, you will need to submit it to the editor(s) of the book in the agreed format. The editor(s) will compile the full manuscript and submit it to the publisher. 
Publisher’s Procedures

Once received, the manuscript will be thoroughly copyedited, which should take between 2 and 4 weeks. If no or very few errors are found it will be sent straight to our production department in Singapore; if there are many and/or recurring errors, and any queries from the copyeditor, these will be marked up and the manuscript will be returned to the editor, who should then send contributing authors their chapters so that corrections and queries can be dealt with. Please note that text is copyedited only for errors of grammar or language, and to conform to house style – the sense of the writing will remain unchanged, as will any equations. 

When dealing with copyedited MSS, please note the following points:

MSS submitted as PDF files:

· Please input the copyeditors marked-up changes into your original files.

· Please note that the copyeditor will have marked up amendments based on ICP house style requirements (including referencing, use of italics, en dashes etc) and these should not be disregarded.  
· Please answer all queries raised by the copyeditor.
MSS submitted as a Word document:
· Please work only on the copyedited files that we return to you. Discard any previous files as these are no longer valid. The copyedited files will have all house style corrections and typesetting instructions included and must override any other version you have.

· Please ignore any typesetting mark-ups on the MS (for example, SP1, SP2 etc) as these are instructions for the typesetter and should not be deleted or altered in any way.

· Please answer all queries raised by the copyeditor.

We usually allow 2 to 3 weeks for this process, but if you require longer please get in touch with your editor(s), who can then discuss the matter with the editorial contact here and arrange a submission date.
This process generally ensures a faster publication time than non-CRC manuscripts, and obviously the fewer errors there are in the submitted manuscript, the faster this process will be.

