Manuscript Preparation Checklist for contributors

This checklist must be sent to the editors when you submit your complete and final manuscript. If any of the questions cannot be answered in the affirmative do not send your manuscript.

[ ] 1. Is the manuscript complete?

[ ] 2. Has the manuscript been prepared with Times-Roman 12 point, using Word 98, double-spaced (including the notes), with the proper margins?

[ ] 3. Have you labelled your diskette, including your name and software program?

[ ] 4. Are all permissions complete and are copies included with the manuscript?

[ ] 5. Do you have permission for all quoted matter of more than 300 words or 5 percent of any one journal?

[ ] 6. Do you have permission for more than two lines from a poem?

[ ] 7. Do you have permission for tables, charts, graphs, maps?

[ ] 8. Do you have permission for unpublished material written by others, such as letters?

[ ] 9. If you have commissioned artwork, photographs, charts or maps, you must obtain a written release from the person employed, and copies of the release should be included with the manuscript. Have you done so?

[ ] 10. Do titles on the illustrations pages match the titles in the text and on the illustrative materials?

[ ] 11. Are tables, figures, and maps numbered consistently and is their placement in the text indicated by encircled marginal notations?

[ ] 12. Have you verified the accuracy of all entries in the References: titles, dates of publications, volume and page numbers? Do the data in the citations in the text match those given in the References?

[ ] 13. Are all photographs clear and sharply focused?

[ ] 14. Have you used the same form for dates throughout the manuscript (day, month, year) consistently?

