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10	Basic	Things	to	Remember	When	Preparing	Your	Book	Manuscript	
	

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

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

3. 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	usually	requires	
permission	(or	some	documentation	indicating	that	it	is	open	source,	etc.).	Any	
text	quotation	that	exceeds	“fair	use”	requires	permission.		We	require	world	
print	and	electronic	rights/all	languages	for	all	permissions.	

4. We	use	APA	style	(with	a	few	exceptions)	for	references.	Note:	we	don’t	use	
DOIs,	so	no	need	to	include	them.	

5. 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.	

6. Your	artwork	should	be	of	reproducible	quality.	Bitmap	images	(photos/scans)	
should	be	a	minimum	of	300	dpi	at	the	size	they	are	to	be	printed.	Author-
created	graphics	should	be	submitted	in	the	original	format	in	which	they	were	
created.	Graphics	you	supply	should	be	in	formats	that	we	can	open	and	edit.	

7. We	prefer	complex	mathematical	material	to	be	prepared	using	MathType.	
8. 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.		

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

10. 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.”	
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