FINAL MANUSCRIPT SUBMISSION CHECKLIST

Use this checklist when you are ready to submit your manuscript to us for production. Check that each appropriate item is included in your electronic submission.

Parts of the Manuscript (Bolded materials are required for all books)
· Title page – with title and subtitle. Title page should also include complete contact information for each author:
· Name – Indicate exactly how you want your name to appear on the final printed book.
· Street address, phone number, and e-mail address
· Dedication (optional)
· Table of Contents
· List of illustrations, figures, and tables, identified with figure number and title (optional)
· Preface
· Acknowledgments (optional)
· A current biography from every author and/or editor and contributor
· Introduction (optional)
· Complete body of manuscript, paginated sequentially throughout
· Glossary (optional)
· Other resources (sometimes called “Appendices.” Corwin prefers “Resources.”)
· References (at the end of the entire manuscript rather than at the end of each chapter)
· All figures, illustrations, tables, etc. each identified with number and the title (e.g., Figure 2.5 Sample Student Schedule). Captions should be included.
· Author photos in high resolution digital form (at least 300 ppi).

Note: The Index will be prepared later, after typesetting and proofreading.

Other items to submit with your manuscript:
· A Permissions log indicating that either
· All the items in the manuscript were created by the author, or
· All necessary permissions have been requested
· A signed Permissions Checklist

These items are to be submitted shortly after you submit your final manuscript:
· All original signed permission grants (identified by chapter and item for which permission is granted; be sure to keep a photocopy of each permission for your own files).
· Final Permissions Log showing the dates of all permissions received and providing detailed information about the permission grants obtained for third-party materials.
· Endorsements of your book from colleagues or reviewers, with their permission for us to use their quotes in our material.

Please submit all materials to your Acquisitions Editor, Associate Editor, and Editorial Assistant.

Important information for authors:
· Royalties are paid once a year. Royalty checks are mailed on April 30.
· Please send us address and telephone changes as soon as possible. This will help us ensure that you receive your published books and royalties without delay.
· We are always interested in your presentation schedule. Please send the schedule to your editorial team on a regular basis.

