Guidelines For Preparing Your Manuscript

There are two ways you can present your manuscript:

· Type-written

· Word processed on the computer

Key in your typescript

· 10 point type ( New Times Roman/ Palatino or Bookman Old Style font preferably) Print on A4 size paper (210 x 297 mm)

· Single-sided

The TypeScript

Your typescript will consist of two parts: the text and the artwork.  The text contains all the material to be typeset; the artwork reference contains all the material to be drawn, or photos (halftones) to be included.

Include the following elements (listed in the order in which they will appear in the book)

Half Title

Full Title (title, subtitle of the book, author's name and affiliation) 

Copyright page

Dedication
Forward (usually written by someone other than the author) 

Preface
Contents (including Section information (if applicable) chapter titles and subheadings from the text; and if there is more than one author, the name of each author next to each chapter)

About the Author/List of Contributors
Introduction
Main Text
Appendices
Notes
Glossary
(Alphabetical, with Short Definitions)
Bibliography
Answer Section
All listed elements may not be necessary for your book and what has to be included and what not is decided by you and the editor in-charge.  If your book is one in a series, there will be a series style to follow.
Preparing the text

Whether you are submitting your book matter on disk, or typed on a traditional typewriter, we would like you to follow these guidelines.

The Writing Phase

It is important to be consistent in your writing style and your spellings throughout your typescript.  This avoids a lot of corrections at a later stage.  

Common stylistic errors are:

· British and American standard spellings (we prefer the  use of British spellings)

· Inconsistent spelling of technical terms, especially terms related to new technologies

· inconsistent use of upper and lower case letters in text and headings

· irregular spacing and indenting

· incomplete sentences

· inconsistent use of mathematical notations and symbols

If there is more than one author working on the book, kindly discuss some of the style issues that come up while you are writing.

· Elements of the text

Headings
· Use them generously; they help to break the text into manageable portions for learning and better understanding.  
· All headings should be typed using capital and small letters, capital letters for the first letter of the first word in the heading and proper nouns only.

If you are working on a word processor, use the following style
1 HEADINGS (SUBHEADINGS)
12 point bold all caps

2 headings (below A subheadings)
12 point bold upper/lower case

3 headings (under B headings)
12 point upper/lower case
4 headings (under C)
12 point italics

5 headings (under D)
10 point italics run on with text

Text
10 point, double-spaced

Paragraphs
· Do not add a line space between paragraphs.

· Start the first paragraph under a heading flush left with the margin.  Start subsequent paragraphs indented one tab space from the margin.

Tables

· Key in tables using the 'create table' command of your word processor. Do not decorate the tables with borders.  
· Make your tables consistent in style throughout the manuscript.

· Number your table consecutively within each chapter.  For example: Table 1.1, Table 1.2, or Table 1, Table 2 and so on.

· Include the full reference.

Italics and boldface

Use the inbuilt command in the word processor for digital MSS and alternatively, in the hard copy; underline the item for italics and a wavy line below for bold face.

Em and en dashes

· For an em dash, i.e. a long dash (— ), enter two dashes (--)

· For an en dash as in (1976-77), enter one dash with a space on either side (-). So, you will type it as 1976-77.

Figure captions

Enter the figure caption about the place you wish the figure to appear.  Draw a box around the figure caption in the hard copy to indicate this.  You may also provide the list of figure captions for each chapter in separate files.

Please note: Numbering of figures and tables should be same all through the book i.e. Table 1.1. and Fig. 1.1 or Table 1 and Fig.1 

Footnotes

· Place them at the end of each chapter, double spaced, referenced sequentially through each chapter.

Pagination

· Number your pages in the top right hand corner of each page.

· Use an automatic page numbering system if you are working on a word processor.

Technical symbols
· If there are any technical symbols that your typewriter/word processor cannot make, write it by hand on the hard copy of your manuscript.

· Provide a list of all the unusual symbols which you use, with your manuscript on a separate sheet. 
KEYING IN THE MANUSCRIPT

· Be careful not to confuse the numerals I and 0 with the letters I and O (alphabets caps i and o).

· Use single quotes (‘’). If there is a quote within a quote (“ ‘’ “). only use double quotes (“”)

Bars, special symbols, Greek characters, etc.

For these special characters that are not available on your keyboard, type one blank space and fill in the character by hand in the hard copy.  Again, highlight the filled-in character for easy identification.

Mathematical signs

Overwrite and highlight an 'x' (ex) in the hardcopy for multiplication signs.

Mark separately in the hard copy.
INSTRUCTIONS FOR TECHNICAL MANUSCRIPTS

1. Leave space around all signs of operation (+, -, x, (, etc.)

2. Use a hyphen with space around it for minus sign

3. For a centre multiplication dot (x.5y) allow a single space on each side of the dot.  A centre dot in a chemical formula (CO2) or a compound unit of measure (3N.m) takes no space around it.

4. For a long (em) dash, type two dashes with no space before, after or between.

5. For a small (en) dash, use a dash with space on either side.

6. Two Greek letters can satisfactorily be reproduced using an ordinary typewriter.

· Lower case phi (() can be shown as a zero with a slant bar through it, and a lower case theta (() as a zero with a hyphen through its centre.

· Lower case mu (() can be shown by typing lower case 'u' and adding the first upstroke in ink.

· All other Greek letters should be written by hand in ink unless available on the typewriter.

7. Type superscripts and subscripts by moving the typewriter roller a half turn up or down.  Supercripts may come after the subscripts (P02) or align with them (P20).  Consistency should be maintained throughout the text, whichever style is followed. Primes and asterisks should however be aligned ((P’0 P*0). 

8. Use space between a number and a unit of measure (5 cm)

PREPARAING ILLUSTRATIONS

Line drawings

· Number all illustrations chapterwise, calling all illustrations "figures". The use of separate sequences for "figures", "charts", "exhibits”, and "diagrams" is confusing.

· Link all figures to the chapter, e.g. Fig.3.1, 3.2, or Fig.3., Fig. 4 etc. Tabular matter should be designated separately as "tables," not in the same sequence as "figures".

· Prepare the final artworks on uniform-sized smooth-surface card or on tracing paper, using black India ink.

· The artworks should either be in the size in which they are to be produced or preferably capable of standard reductions by half, two-thirds, three-fourths, or four-fifths.

· Handwritten symbols on illustrations should be clear and legible and consistent with those that are going to be used in the printed text.  Clearly distinguish Greek-English look alikes: p and ( (rho), w and ( (omega), k and (, ( and (alpha).  Draw vectors to be set in boldface in the text in the thicker point pen.  Use the same form of Greek letter phi (( or () (lowercase), or, as that used in the text. 

· Label parts of illustrations, whether line drawings or halftones, as (a), (b), etc., centered below each part.

· If an illustration is to be used as part of a table, give the table number on the illustration: "For Table 3.1." On the manuscript specify where this illustration is to be inserted.

Photographs (Halftones)

· For good reproduction, provide sharp black-and-white glossy prints with clear contrast in tonal values.

· Number them along with the line drawings as "figures" in sequence, writing the figure number on the reverse with a soft pencil or a smooth pen (not a ball point) to avoid making an imprint on the glossy surface of the photograph.

· On some photographs it is helpful to indicate "top", or draw a lightly marked arrow on the back showing the top.
· Please Note: 
Figure captions

· However, the figure number should be clearly marked on the illustration itself, in pencil.

· Include credit to all persons, organizations, or publishers who have given permission for the use of their material.

DIspatch of the typescript

· We request you to dispatch the MSS as in the mode agreed:

·  if in cd/floppy then please send the same along with one print version

· if in print version ; send the same

· Please keep a copy of the entire typescript as a back-up against loss of the TS in transit.  The TS should have the same page numbers as the copies submitted to us.

· New India Publishing Agency is not responsible for loss of any kind during the transit from or to the author.

· Recheck the entire MSS before dispatching it to us and 

· Wrap the bundle in strong paper.

· Send Illustrations along with the MSS with complete marking, where they have to be placed.

· Dispatch under intimation along with medium of dispatch and prefer to send the parcel by registered post or by a reliable courier, so that it can be traced if lost in transit.

The Word Processed Electronic Manuscript

NIPA encourages its authors to produce their typescripts digitally.  The instructions spelt out in this chapter cover certain essential points for data entry only.  To ensure a smooth metamorphosis of your manuscript into the final printed version, the book, it is necessary that you send us the hard copy of the material.

Hardware requirements

Authors can prepare their typescript on any machine.  They should use a 3 1/2" diskette of a good brand.

Software

Please use any popular word processing software like MS Word.
Viruses

Please run your material through a latest version of virus check before sending it to us.  Any virus-infected diskette detected would be sent back to the author with a warning.

Basic documentation

· Save each chapter on a separate file. Do not merge two or more chapters or other information in one file.  Similarly, do not split a chapter into two or more files, unless, the chapter is unusually long (more than 30 pages).  Give a meaningful name to your file and provide a listing of all files.  For instance, on a Windows system, your labels will be

Prelim

Contents

Chapl

Chap2

Chap5

Appen 1

· Preliminary pages like the Preface, Foreword, Acknowledgements, etc. must be provided as a separate file.  Similarly, end matter like the Bibliography, Appendices, etc. must be given in a separate file.

Strictly follow the following instructions

1. Allow the words wrap around automatically at the end of the line in a paragraph. Do not press the (Enter) key to force a line.

2. Do not give any extra line space between paragraphs by typing the (Enter) key one or more times.

3. Do not decorate your manuscript page using the formatting capabilities of your system such as

4. Do not give any design to your page by drawing vertical or horizontal lines, boxes with dashes, full stops, tab keys or any other character. 

5. Do not give any commands to control pagination or running heads.

6. Give only one character space between words and sentences.

7. Start your document at the top of the page without leaving any blank lines, stop or any visible character.

8. Be consistent in the use of codes and provide a list of codes used and their purpose.

Non-keyboard characters

Subscripts and superscripts

Do not take a new line to type a superscript or subscript. Instead type the superscript (or subscript) normally and indicate in the hard copy what it is.  For examples p2 and x3should be entered as p2 and x3. Marked in the hard copy as p2 and x3.  Also highlight these terms with a coloured highlighter so that the typesetter can easily identify them.

Please Note: Please feel free to contact for any further help or clarifications



























