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Reformat Submission Checklist

Once you’re ready to submit your manuscript to us we would be grateful if you could complete this checklist and enclose it in the package with your CD and documents. This will facilitate the submission process and make it easier for us to check whether there is anything missing. If you would like to submit your manuscript via email attachment, please make arrangements with your editorial contact.

Thank you for your cooperation.

	 FORMCHECKBOX 

	PQ completed and submitted

	 FORMCHECKBOX 

	*.pdf version as well as *.doc or *.tex included on the CD 

	 FORMCHECKBOX 

	Chapters are provided as separate files, clearly labelled

	 FORMCHECKBOX 

	Manuscript includes Table of Contents and all appropriate front matter/prelims

	 FORMCHECKBOX 

	Figures are provided separately from the text, clearly labelled

	 FORMCHECKBOX 

	All sections in the manuscript are numbered according to the ICP house style or an alternative consistent system

	 FORMCHECKBOX 

	It is made clear in the text where figures should be placed during reformatting

	 FORMCHECKBOX 

	Figures and illustrations meet with necessary quality standards

	 FORMCHECKBOX 

	Figure numbering is consistent throughout the manuscript

	 FORMCHECKBOX 

	Permissions have been sought and obtained in writing where necessary

	 FORMCHECKBOX 

	Figures are referenced in the text and have captions

	 FORMCHECKBOX 

	Referencing is correct and consistent throughout the manuscript

	 FORMCHECKBOX 

	A list of references is provided, either at the end of each chapter or in one full section


For information on or explanation of the above requirements, please refer to the ICP Style Guide or get in touch with your editorial contact.

Signed________________________
