Final Manuscript Checklist

This checklist is used to ensure that you have finished the preparation of your manuscript and have enclosed all the supporting materials the Press needs to begin production. If you have any questions about these items, please refer to the enclosed guidelines or contact your assistant editor. Once completed, please sign and date at the end of the form and enclose with your submitted manuscript.

	Required Material
	Completed
	Not 

applicable
	SUP Use Only

Checked in

	Manuscript conforms to all guidelines (enclosed)
	□
	□
	□

	Two paper copies of the entire manuscript
	□
	□
	□

	All electronic files (Disks must be labeled.) 
	□
	□
	□

	Final Manuscript Checklist
	□
	□
	□

	Contact Information Form*
	□
	□
	□

	List of Contributor Addresses (if applicable)
	□
	□
	□

	Disk Information Form*
	□
	□
	□

	Publication History Questionnaire* (if not returned with contract)
	□
	□
	□

	Marketing Questionnaire*
	□
	□
	□

	Promotional Copy Form*
	□
	□
	□

	Art Log*
	□
	□
	□

	Text Permission Log*
	□
	□
	□

	List of Captions (if applicable)
	□
	□
	□


	Permission acknowledgments for all material under copyright
	□
	□
	□

	Tax forms
	□
	□
	□

	Suggestions for jacket/cover, if any
	□
	□
	□

	Original and 2 photocopies of all art, if applicable
	□
	□
	□


	Formatting Requirements
	
	
	

	Entire manuscript is doubled-spaced
	□
	
	□

	Consistent font type and size used throughout manuscript and notes
	□
	
	□

	All pages are numbered (page # should include chapter #)
	□
	
	□

	Tables and illustrations are provided in separate files
	□
	
	□

	Notes are formatted as endnotes, not footnotes
	□
	
	□

	Manuscript adheres to contract length
	□
	
	□

	Final character count 


Number of tables​​_____ figures_____ halftones_____ maps   

	
	CC___________

T_____  F_____

H_____ M_____

	
	
	MS complete:

Initials ___________

Date_______














(over)
Manuscript elements (mark as many as apply):

Front matter

_____
Title page (final title and author/editor names as they are to appear in the book)*

_____
Table of contents*

_____
List of tables

_____
List of illustrations (maps, figures, photos)

_____
List of abbreviations used in main text
_____
Dedication
_____
Book epigraph

_____
Preface
_____
Acknowledgments 

_____
Contributor biographies
_____
Other (please specify): ______________________

* All manuscripts must include a title page and table of contents.

Back matter

_____
Appendix(es): (how many?: ______)
_____
Endnotes (placed at the end of the chapter, regardless of eventual placement in the book)

_____
List of abbreviations used only in notes or bibliography
_____
Bibliography or list of works cited

_____
Glossary 

_____
Character list

_____
Other (please specify): ______________________
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Date: 






