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Project Schedule
At ICP, we aim to make the writing and submission process as easy as possible. One way we have found to help our authors is by providing a detailed breakdown of our processes. That way authors can better understand the time constraints and pressures on an editor’s time and therefore help us to make the system as efficient and successful as possible, with few delays. We understand that not every project is the same and that you may encounter obstacles to your progress along the way. We do request therefore that you inform us of any difficulties you may be having as soon as they occur.

The outline below is typical of 90% of the ICP projects commissioned and we would appreciate your cooperation.

1. Commissioning

Your project will have been accepted and processed by one of our Commissioning Editors by the time you get this document. After this process your project will have been passed on to the Editorial team to manage until submission.
2. Contracting
This document will be accompanying your contract, which you will need to sign and return to us for signature by the Singapore office. 

We would be grateful if you could approve and return the contracts to the London office within one month. If you think you might need more time than this, please let us know as soon as possible so that we can schedule this in.  
3. Schedule

As soon as we have received your contract we will send you some template documents that will help you write your manuscript according to our house style. You are encouraged to refer to these even if you are a reformat author, as it could help speed up the production process later on. 
For projects with submission deadlines at least a year after commissioning, you can expect to be contacted approximately every three months after the date of contract receipt, just to check on progress and offer our assistance with any problems you might have. Please do keep in touch, letting us know if you are changing your email address or going away for long periods of time, as this can avoid delays to the submission of the manuscript later on.

In the final year before submission, ICP may contact you monthly as this is when most problems and queries come to light. 

A Promotional Questionnaire will be sent to you nine months before your submission date. This is to enable our Marketing Department to start publicising your book in order to maximise its exposure pre-publication. It is best to return the questionnaire to us as soon as possible, since the Head Office needs them a minimum of six months prior to publication date.  
We expect all our authors to provide us with a sample chapter six months prior to publication. This will be copyedited in-house by our Editorial team, who will return the pages to you with suggestions and corrections. Again, this is to make the final submission more stress-free and may help to avoid delays later.

In the run-up to submission it is easy to forget that authors are responsible for all permissions needed to reproduce figures, tables and illustrations from other titles. Please remember to ask for e-rights as well as traditional print rights when contacting the necessary publications. Your Editor will remind you of this six months prior to publication. Please remember that if you do not have the necessary permissions your book cannot go to print. 

In the case of CRC manuscripts, your submission should already be template to the ICP preferred style. You should already have been made aware of where you can find the templates on our website but just in case, your Editor will supply you with the correct ones again at this stage. Please make sure that you use the size of template which is on your contract. 

In the final month before submission we would like to ask our authors if they would kindly provide ideas or possible images for the jacket of the book. We do not require authors to source images or create illustrations, although if an author feels comfortable doing so then this is encouraged. It is useful for us to have some idea of what the author would like his or her book to look like. 
4. Submission

Please submit your documents as *.doc source files or, if using LaTex, as *.tex with an accompanying *.pdf version. 

Both Reformat and CRC submissions will be sent to a copyeditor in the UK, which could take up to one month. Thereafter if there are errors on more than 10% of the pages, the manuscript will be returned to you for correction. At this late stage in the process it is best to return the corrected manuscript to the London office within one month from the date of receipt. Please be aware that the marketing department will already be aware of the imminent publication of your book at this stage, and it may have been announced in advance information sheets. Once both you and your Editor are happy with the manuscript it will be sent to Singapore for production. We will inform you of the name of your desk editor in Singapore but would remind you that you can also continue to be in touch with your editorial contact in London.
