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EDITORIAL CHECKLIST

Please enclose this form with the final typescript. An electronic version of this
form is available on our website, under information for authors.

Date

Author(s)/editor(s) [your name in which it is to appear in the publication. In the case of two or more
authors/editors, please advise the order in which the names should appear and which author/editor will
be the key contact during publication.]

Job title(s)

Affiliation

Title of the book

Sub-title

Address of key contact

Post Code

Day tel no Home tel no
Email (work) Email (home)
Fax (work) Fax (home)

1 Preliminary and end matter

Please tick which of the following have been included:

Title page a List of abbreviations a
Dedication a Glossary a
List of contents d Introduction d
List of tables and figures a Appendices a
Notes on contributors a Endnotes a
Foreword d References d
Preface a Bibliography a

a a

Acknowledgements Index suggestions

Other:
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2 Text
Accurate word length for the complete typescript (including end matter):

words

How many pages of the typescript have you delivered? (The text pages should be numbered separately
from the prelims.)

pages

The artwork consists of:

Total number of tables:

Total number of figures: File format
Total number of maps: File format
Total number of photographs: File format

3 Copyright material

Have all the necessary permissions been obtained and the appropriate
acknowledgements inserted in the typescript?

Yes a No a
If not, when do you expect to complete the clearance and send us the acknowledgements?
[Please note that production cannot begin without these.]

Please ensure that all correspondence with copyright holders is enclosed.

4 Libel, plagiarism
Is there a risk that the book or report contains anything libellous or plagiarises another person's work?

Yes a No a

Please expand:
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5 Proofs

Please confirm the delivery address to which proofs and correspondence should be sent if different from
earlier:

Post Code

6 Return of original typescripts, cds and artwork

Unless you tick the box below your typescript and any cds and artwork will be automatically disposed of
once the editorial and production process is complete.

I would like my typescript/cds/artwork returned to me: a

7 Wordprocessing information

Please ensure that the electronic versions sent are the final versions of the files.

8 Special layout requests

Please outline:




