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	Elsevier S&T Books  •  Manuscript preparation guidelines


The basics

· Save each figure as a separate file (in high resolution, I personally prefer PNG files) with a logical file name, e.g. Fig1.2.tif. Submit figures with your chapter files, but do not embed them in the manuscript text. 

· Keep your presentation simple and consistent. Do not attempt to style your manuscript to make it look like a final typeset, printed book. 
· Submit your work as a single Microsoft Word document (.doc or docx) no pdf files
Text guidelines

· Use American spelling and check for consistency of spelling and punctuation throughout prior to submission.

· Use consistent formatting (e.g. bold, font size) across the manuscript to indicate different heading levels, e.g.
First level heading

Second level heading

Third level heading

· Indicate clearly the appropriate position for content provided separately, e.g. figures, code, etc.

· Use double spacing throughout and standard tab indents, not the space bar, for indenting material.

· Use only special characters from the ‘Symbols’ option in Word and if using previous edition files, check any special characters used previously, which may have been affected by the conversion of typesetter files back into Word. 

· List your references—those works cited in the text—at the end of your paper, and ensure your listings are complete in the information they provide and consistent in form. Harvard is our preferred referencing style.
· Generate equations using MathType and import these individually into your text, or create using MS Equation Editor in Word.

· Text boxes can be used to highlight key information and should be numbered sequentially, e.g. Box 1.1, 1.2 etc. Use simple formatting to differentiate text box contents from main text, not the Text Box facility in Word.
· Do not use justification, automatic hyphenation, or double spaces after punctuation.

· Avoid the use of cross-references and footnotes unless absolutely necessary.

Artwork and table guidelines

· Number and refer to each figure sequentially, e.g. the fifth figure in chapter four would be Figure 4.5. Consider any type of photograph, line drawing or small ‘in-text’ image a figure and numbered accordingly. 

· Do not place figures within the manuscript text. Instead, insert a note to indicate figure placement, e.g. [Insert Figure 2.1 here], along with the caption for the figure and any necessary credit or citation.

· All images should have a resolution of at least 300dpi, except for screenshots which can be 72dpi. Acceptable file types are .png, jpg, .tif, and .eps.

· Supply original figures and tables if you can, or else ensure permission for use is sought to as appropriate.

· Provide guidance with a note in the text or artwork list if the arrangement or sizing of figures is particularly important, e.g. [Figures 3.1, 3.2 and 3.3. in a row horizontally, total size together half-page]. 
· Identify figures within the text by figure number as often as possible, e.g. “as you can see in Figure 7.9” rather than “in the next figure” or “as you can see above”. 
· Include the old figure number as well as the new if preparing a new edition and using previous edition figures, e.g. [Fig. 1.25 (old Fig. 1.23) Rolling element bearings].

· Ensure that spellings and abbreviations in figures and tables are consistent with the text. 

· Number tables sequentially in the same manner as figures, e.g. Table 1.1, 1.2, etc.

· If figures need to be redrawn from drafts or examples, provide as much guidance as possible as to redrawing requirements.

· Please submit an artwork list detailing all figures and tables, their files names and any additional information, such as if a figure needs redrawing or permission has been requested.

For detailed instructions on artwork preparation, visit: http://www.elsevier.com/author-schemas/artwork-and-media-instructions 
Additional deliverables

Chapter abstracts and keywords

As an author, editor, or contributor, you are required to prepare a short abstract and key word list for each chapter and appendix in your book, to be delivered along with each completed chapter. 

· Abstracts should be 100-150 words long and provide a brief summary of the chapter theme and content. 

· Keyword lists should comprise 5-10 words or phrases that describe the contents of a chapter, or would likely be used by someone searching for the specific information provided within the chapter.

Abstracts and keywords are included in electronic versions of your book to improve the discovery of chapter-level content through online searches. More detailed information is available from your Elsevier editor if needed.
Additional text elements 

The following additional text elements may be appropriate or desirable for provision with your manuscript:

· Cover page   To confirm the chapter/book title and full author names as they should appear in the book
· Dedication and/or Acknowledgements

· Foreword   Usually written by a prominent outside authority to place the book in the context of its field  
· Preface or Introduction   To provide an overview of the book, its organization and unique appeal
· List of authors or contributors   With affiliation details and short biographies, if desired
· Glossary or Nomenclature list   To list technical words, abbreviations or equations used in the book
· Appendices   Supporting material or material for inclusion that is beyond the scope of the main text
· References   To list works cited in the text; please follow Harvard referencing style and be consistent
· Further reading   To refer the reader to further information sources not directly referenced 
· Bibliography   To list all sources consulted by the author in preparing the material, whether cited or not
Ancillary or website content

If previously agreed with your editor or included in your contract, ancillary or website content to accompany your book should be provided with your final manuscript, or immediately after final manuscript delivery. 

Contributor information

If your book is a contributed work, contributor information must be provided to us as soon as possible after your contract signature order for us to issue contracts to contributors. This should be prepared as an Excel spreadsheet and include full contributor names (first and last names in separate columns), addresses (postal and email), phone number, chapter number(s), and chapter title(s). 

Permissions

We recommend you use original, unpublished artwork, tables and other content in your manuscript as far as possible. 

If you reproduce previously published material, or material from the internet, written permission must be obtained from the copyright holder for re-use in both print and electronic formats, and for all future editions of your work. Unless otherwise stated in your contract, it is your responsibility as the author to obtain permission to use any material for which you do not own the copyright, and to pay any associated permission fees.

More information about permissions at: http://www.elsevier.com/authors/permission-seeking-guidelines-for-elsevier-authors
Submission

· Please submit a sample chapter following these guidelines as early as possible in your writing. We will evaluate the chapter and make any necessary suggestions to assist smooth production of your book.

· At final delivery, be that in batches or as a complete manuscript, your material must be in final form. Further alterations will not be possible once the material has been put into production.

· If your submission does not comply with the number of words and figures outlined in your contract you may be asked to cut the manuscript back to the target length after submission. Discuss any required change to the number of words or figures originally agreed as early as possible with your EPM.

· Submission will likely be by email, FTP site posting, or online via the Elsevier Electronic Manuscript Submission System (EMSS). Your EPM will guide you through the best option for your project.

Please let your EPM know immediately if you are unsure about or envisage any delay in your delivery schedule.  

