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Guide for Reformat Review Volume Editors and Authors
This advice sheet aims to outline the expected standards for Reformat review volume 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.
Reformat requirements

Authors should submit their chapter to the editor in the requested format, generally either Word or LaTeX. If you are using LaTeX, please also supply a PDF file. Figures and pictures should be submitted as separate, labelled files. Please ensure that it is indicated in the text exactly where each figure or picture is to be placed. Images must be submitted as JPEG or TIFF.
Figures and pictures should be in the following resolutions: 600dpi for colour or black-and-white, and 300dpi for greyscale. Colour images must be in CYMK format.

The editor of the book will check the chapter and will return it to you if there are any amendments required. If there is to be an Index, the production editor or the editor of the book will collaborate with you after the full manuscript has been submitted.

Should you be reproducing copyright material, please supply written permission from the copyright holder at the same time as submitting the chapter.

Authors should complete a copyright assignment form and submit it along with the finished chapter to the editor of the book.

Publisher’s Procedures
Once a manuscript is received it will be checked by the London office to make sure that all sections of the manuscript are present and that the above requirements have been met. It will then be copyedited in the UK. After this has been done it 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 editorial contact to arrange a submission date.
Obviously the fewer errors there are in the submitted manuscript, the faster this process will be.

