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10 Basic Things to Remember When Preparing Your Book Manuscript

1.

10.

You are responsible for securing permission for all items for which it is
needed. Any photo, figure, table, or other image you do not create — including
images you adapt — usually requires permission (or some documentation
indicating that it is public domain, etc.). Any text quotation that exceeds “fair use”
requires permission (word count alone does not determine fair use). We require
world print and electronic rights for all permissions, preferably for all
languages.

If your manuscript includes case material, you must include releases from the
subjects of the cases with the names blanked out, or confirmation that the
material is disguised, composite, or fictional.

Your manuscript should be submitted in Microsoft Word, .doc or .docx files.
Each chapter should be in a separate file, labeled as such.

We generally use APA 5™ or 6'" Edition style for references. If you would like to
use a different style, please provide a sample at first draft and discuss it with your
Editor. Note: We generally do not use DOls in reference lists and will delete
them; if you have a strong preference for using DOls, please inform your Editor.
We prefer complex mathematical material to be prepared using MathType but we
can accept well-formatted Microsoft equation content if it is used consistently.

If you are preparing a revised edition of your Guilford book, we will supply a
Word version of the previous edition. If you haven'’t received it, ask your
acquisitions editor. This is the most up-to-date, accurate version of your material.
Please be sure to work from this document rather than any other files you have.
If you are using an item unchanged from the previous edition, please do not
include a file of that figure or table, just mention it in the text (“Insert Figure 1.1
[use figure 1.1 from 1e]’).

Do not copy/paste tables, figures, etc. into Word documents. Instead, use a
“place-holder” in bold where you want the item to appear (“[Insert F1.2 around
here.]”)

Please number “floating” items like tables, figures, and boxes sequentially
and by chapter. The first table in Chapter 2 is Table 2.1, the next is Table 2.2,
etc. The first table in Chapter 3 is Table 3.1. Each item should be submitted in a
separate file labeled as such.

Your artwork should be of reproducible quality. Author-created graphics
should be submitted in the original format in which they were created, and in
formats that we can open and edit. (See reverse side for more details.)

Please be sure to contact your acquisitions team if you have any questions about
preparing your manuscript.

Further information on all this and more can be found in the Manuscript
Preparation Guide posted on our website along with other helpful resources in
the section “For Authors.”

http://www.quilford.com/authors/manuscripts
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Dos and Don’ts for Submitting Images for Guilford

As a final check, please ensure that every figure or illustration conforms to these DOs
and DON'Ts:

DO submit in the original format

If you generated a graph in Excel, send us the complete Excel file (.xIsx), including any linked numerical data.
If you produced a slide in PowerPoint, send us the PowerPoint file (.pptx).

If you used Adobe Photoshop (.ps) or Illustrator (.ai), send us the file in those formats, or as an EPS file.

If you are supplying a photograph you took, send us the JPEG or TIFF file exactly as it came from your camera.
If you created a simple diagram or flowchart using Word’s “Table Tools,” send it to us as a Word file.

If you are copying a figure from another book because the original image file is not available (this is
discouraged), send us a physical copy of the book, a high-resolution scan of the image, or a PDF page
extracted from the source PDF (with the material you wish to reproduce clearly identified).

DON’T submit any other kind of image as a Word or PowerPoint document

DO ensure that any TIFF or JPEG file is high resolution £ logo Properties
Ensure that every “bit map” file (most often a TIFF or a JPEG file, such
as a digital photograph or scan) is at least 300 dots per inch (DPI) at

the size at which it will appear in the print book. You can usually check Fopety ke i
the resolution of a TIFF or JPEG on a PC by right-clicking on the file, Copyright
choosing Properties, and then Details—see example at right. Image
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Do not copy images from other programs (Excel, lllustrator, or photographs) and paste them into Word

or PowerPoint documents, except to show layout if necessary. In the case of composite figures made from
two or more such files, provide all original files.

In the case of text-based composite figures containing some simple line or clip art, you may save and submit
the figure as an editable PDF.
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To use the image at 7 inches wide (roughly the full width of a
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Generally, it’s best to submit the earliest version of the file you have, likely to be the highest resolution.

Note PNG or SVG files are usually accepted, but TIFF and JPEG files are much preferred as they are optimized for print
rather than screen viewing.

DON’T submit figures created in Canva or similar desktop design applications that require a subscription to be edited.
Such files are generally of lower quality when printed, and are not editable by Guilford.

DO check that your figure will work in black and white
Unless your book has a color section (discuss this with your editor if needed), your image will appear in black and
white. Colorful photographs or screenshots might not be suitable at all for b/w reproduction. The easiest way to check
if your image will work in black and white is to print it on a b/w printer.

For example: If your graph uses color to indicate different categories, consider changing it to use different types of
dotted lines; pie charts should use different types of shading (ideally no more than 4 shades of gray). Make sure the
captions of such figures do not refer to colors.

DO ask your editor
If you have any queries about supplying images or preparing your manuscript, get in touch with your editor at
Guilford. We will be happy to advise you.




