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MANUSCRIPT SUBMISSION CHECKLIST

Prentice Hall Higher Education / Upper Saddle River, NJ  07458

AUTHOR: It is necessary for you to complete this form and return it with your manuscript.

TITLE:      

AUTHOR:      

IF MORE THAN ONE AUTHOR, WHO WILL BE THE CONTACT AUTHOR (THE ONE WHO WILL REVIEW EDITED MANUSCRIPT AND PROOFS?):

     

SHOULD MATERIALS BE SENT TO THE CONTACT AUTHOR’S HOME OR OFFICE? 

     

OFFICE ADDRESS OF CONTACT AUTHOR: 

     
PHONE: 

     

HOME ADDRESS OF CONTACT AUTHOR:

      
PHONE:

     

PLEASE INDICATE WHAT TYPE OF WORD PROCESSOR OR PERSONAL COMPUTER HAS BEEN USED TO KEYBOARD YOUR MANUSCRIPT:       
WHAT SOFTWARE?: 

     

REMINDER OF A FEW BASICS

1. Please reread your Author’s Guide and your Author’s Guide to Electronic Manuscripts.

2. Please send us original manuscript and keep a duplicate for yourself. Make sure any changes made on the original are also marked on your duplicate.

3. Please send sample disk for one chapter (or more) along with corresponding hard copy for immediate testing.

4. All manuscript pages should be 8.5 x 11. If tear sheets (pages removed from other books) are used for revisions, they should be pasted up on 8.5 x 11 paper.

5. Type (do not write) on only one side of the page.

6. Type should be double-spaced.

7. Send a complete manuscript including such things as questions, glossary, and preface.

8. Return this completed form with your manuscript.

CHECK the elements that are included with your manuscript:


TITLE PAGE:
     
QUOTATIONS IN TEXT:
     
ANSWERS:
     



DEDICATION:
     
QUOTATIONS IN CHAPTER OPENINGS:
     
GLOSSARY:
     



TABLE OF CONTENTS:
     
BIBLIOGRAPHY:
     
FORWARD:
     



FOOTNOTES:
     
ILLUSTRATIONS:
     
PREFACE (Written by another):
     



QUESTIONS:
     
FIGURE CAPTIONS:
     
APPENDICES:
     



REFERENCES:
     
ACKNOWLEDGEMENTS:
     




IF ANY ELEMENT THAT YOU’VE CHECKED IS NOT INCLUDED WITH THE SUBMITTED MANUSCRIPT OR IS NOT COMPLETE, PLEASE LIST THE ELEMENT BELOW AND INDICATE WHEN THE MISSING MATERIAL WILL BE SENT:

     

IF ANY PORTION OF THE TEXT—SUCH AS PART OF A CHAPTER—NOT INCLUDED? IF SO, PLEASE INDICATE WHAT IS MISSING:

     

WILL YOUR BOOK INCLUDE AN INDEX?      
IF YES, WILL YOU COMPILE IT?      
OR SHOULD WE ENGAGE A PROFESSIONAL INDEXER AND CHARGE THE FEE AGAINST YOUR ROYALTIES?     

ILLUSTRATIONS

NUMBER OF LINE DRAWINGS:      
NUMBER OF PHOTOGRAPHS:      
POSITION OF ILLUSTRATIONS INDICATED IN THE MANUSCRIPT?      

WILL ANY ILLUSTRATIONS BE REPRODUCED DIRECTLY FROM COPY YOU HAVE PROVIDED?(FOR EXAMPLE, ARE YOU PLANNING TO USE ART FROM PREVIOUS EDITIONS?)      

WILL ANY ILLUSTRATIONS BE REPRODUCED FROM OTHER BOOKS YOU HAVE WRITTEN?      
FROM BOOKS OR ARTICLES BY OTHERS?      

NOTE: IF YOU HAVE A REPRODUCIBLE COPY OF AN ILLUSTRATION, PLEASE SEND US THAT AND NOT A DUPLICATE.

NOTE: FORM IS CONTINUED ON PAGE 2 (PERMISSIONS & COPYRIGHT INFORMATION)
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MANUSCRIPT SUBMISSION CHECKLIST

Prentice Hall Higher Education / Upper Saddle River, NJ  07458

PERMISSIONS

PLEASE CHECK THE AUTHOR’S GUIDE TO DETERMINE WHAT TYPES OF MATERIAL REQUIRE PERMISSION. CHECK IF YOUR MANUSCRIPT IS ACCOMPANIED BY THE FOLLOWING:

COMPLETED PERMISSIONS CHECKLIST:      
COMPLETED PERMISSIONS FILE:      

PLEASE INDICATE IF YOUR MANUSCRIPT CONTAINS THE FOLLOWING ELEMENTS THAT HAVE BEEN TAKEN FROM OTHER SOUCES AND REQUIRE PERMISSION: 


QUOTATIONS: POETRY
     
LETTERS:
     





QUOTATIONS: IN-TEXT:
     
ILLUSTRATIONS:
     





QUOTATIONS IN CHAPTER OPENINGS:
     
BUSINESS AND/OR COURT CASES:
     





MUSIC:
     
READINGS:
     





SONG LYRICS:
     
PHOTOGRAPHS:
     





TABLES/CHARTS/MAPS:
     
OTHER: (PLEASE SPECIFY)
     




IF A PERMISSIONS AGREEMENT IS NOT ON HAND FOR ANY ELEMENTS THAT YOU’VE CHECKED, PLEASE LIST THE ELEMENT BELOW AND INDICATE IF PERMISSION HAS BEEN REQUESTED: 

     

DO ANY OF YOUR PHOTOGRAPHS CONTAIN RECOGNIZABLE FACES?       
IF SO, HAVE YOU OBTAINED RELEASES FROM THE SUBJECTS?      

IN THE INSTANCES THAT YOU OBTAINED PERMISSION TO REPRODUCE MATERIAL, WHAT YPE OF RIGHTS HAVE YOU BEEN GRANTED?

NORTH AMERICAN RIGHTS:       
WORLD IN ENGLISH RIGHTS:       
WORLD IN ALL LANGUAGES:       

NOTE: PERMISSIONS FOR MATERIAL BEING REUSED IN A SECOND OR SUBSEQUENT EDITION MUST BE RENEGOTIATED IF THEY WERE LIMITED TO A SPECIFIC EDITION. PLEASE REFER TO THE AUTHOR’S GUIDE FOR MORE DETAILED INFORMATION.

COPYRIGHT INFORMATION

AUTHOR: IN ORDER TO REGISTER THE COPYRIGHT FOR YOUR BOOK, WE ARE REQUIRED TO FURNISH THE LIBRARY OF CONGRESS WITH THE INFORMATION BEING REQUESTED BELOW. PLEASE COMPLETE AND SIGN.

TITLE OF BOOK:
     

AUTHOR NAME #1:
     

AUTHOR NAME #2:
     



NAME OF AUTHOR #1:       

DATE OF BIRTH:
     
DATE OF DEATH (IF APPLICABLE):
     
DATE OF CITIZENSHIP: (IF APPLICABLE):
     

NAME OF AUTHOR #2:       

DATE OF BIRTH:
     
DATE OF DEATH (IF APPLICABLE):
     
DATE OF CITIZENSHIP: (IF APPLICABLE):
     

YEAR IN WHICH CREATION OF THIS WORK WAS COMPLETED (IF ORIGINAL WORK):       
IF REVISION:       

1. IDENTIFY (BY PROVIDING THE FOLLOWING INFORMATION) ANY PREEXIISTING WORK OR WORKS THAT YOUR BOOK IS BASED ON OR INCORPORATES. (THIS DOES NOT REFER TO SHORT EXCERPTS QUOTED FROM OTHER WORKS FOR WHICH PERMISSION HAS BEEN OR WILL BE OBTAINED.)

TITLE:       
AUTHOR(S):       
PUBLISHER:       
YEAR OF PULBICATION:       

2. DATE OF COPYRIGHT REGISTRATION, CERTIFICATE NUMBER, AND NAME OF COPYRIGHT CLAIM OF ANY AND ALL EARLIER VERSION(S) OF THE WORK (IF NOT PREVIOUSLY COPYRIGHTED BY PRENTICE HALL). PLEASE FURNISH US WITH COPIES OF ANY EARLIER VERSIONS, THE COPYRIGHT CERTIFICATE, ASSIGNMENT OF COPYRIGHT, AND THE TERMINATION AGREEMENT WITH THE PREVIOUS PUBLISHER FOR ALL PRIOR EDITIONS; ALSO SEND US THE PERMISSION FILE FROM THE PREVIOUS PUBLISHER.

3. FOR REVISIONS: GIVE A BRIEF GENERAL STATEMENT OF THE MATERIAL THAT HAS BEEN ADDED AND IN WHICH COPYRIGHT IS CLAIMED:

     


SIGNATURE:        
DATE:        
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