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Manuscript Guidelines for Contributors
The basics
· Please submit all files using our Electronic Manuscript Submission System [EMSS]. If you have any difficulties, please contact the Editorial Project Manager, Heather Cain (h.cain@Elsevier.com), or visit the EMSS support page. 

· Save each figure as its own separate file with a logical file name, e.g. Fig1.2.tif. Submit figures with your chapter, but do not embed them in the manuscript text. 

· Keep your presentation simple and consistent. Do not attempt to style your manuscript to make it look like a final typeset, printed book. 
· If you intend to prepare your material using software other than Microsoft Word, Latex, or WordPerfect, please consult us before you start writing. 
Text guidelines
· Use consistent formatting (e.g. bold, font size) across the manuscript to indicate different heading levels, e.g.
First level heading
Second level heading

Third level heading

· Indicate clearly the appropriate position for content provided separately, e.g. figures, code etc.

· Use double spacing throughout and standard tab indents, not the space bar, for indenting material.

· Use only special characters from the ‘Symbols’ option in Word and if using previous edition files, check any special characters which may have been affected by the conversion of typesetter files back into Word. 

· References should always follow a consistent style. Please check very carefully that all references cited in the text appear in the   reference list and vice versa, and that names and dates are the same   in the text and in the list of references. Most manuscript queries  arise from missing or inaccurate information provided in the  references, so please pay careful attention and double-check the  spelling of author names and any other information in a text citation  (for example, the year) against the information shown in the reference list. The information must match exactly. For these volumes, we will be using the Numbered reference style.  ** Please be aware that citing a source does not mean that you have permission to use the content.  See the Permission Guidelines section for more information.

· Generate equations using MathType and import these individually into your text, or else create using MS Equation Editor in Word.

· Text boxes can be used to highlight key information and should be numbered sequentially, e.g. Box 1.1, 1.2 etc. Use simple formatting to differentiate text box contents from main text, not the Text Box facility in Word.
· Do not use justification, automatic hyphenation, or double spaces after punctuation.
· Avoid the use of cross-references and footnotes unless absolutely necessary.
Artwork and table guidelines
· Number and refer to each figure sequentially, e.g. the fifth figure in chapter four would be Figure 4.5. Consider any type of photograph, line drawing or small ‘in-text’ image a figure and numbered accordingly. 

· Do not place figures within the manuscript text. Instead, insert a note to indicate figure placement, e.g. [Insert Figure 2.1 here], along with the caption for the figure and any necessary credit or citation.

· All images should have a resolution of at least 300dpi, except for screenshots which can be 72dpi. Acceptable file types are .jpg, .tif, and .eps.

· Submit black and white images only, unless otherwise agreed by your editor.
· Supply original figures and tables if you can, or else ensure permission for use is sought to as appropriate.

· Provide guidance with a note in the text or artwork list if the arrangement or sizing of figures is particularly important, e.g. [Figures 3.1, 3.2 and 3.3. in a row horizontally, total size together half-page]. 
· Identify figures within the text by figure number as often as possible, e.g. “as you can see in Figure 7.9” rather than “in the next figure” or “as you can see above”. 
· Include the old figure number as well as the new if preparing a new edition and using previous edition figures, e.g. [Fig. 1.25 (old Fig. 1.23) Rolling element bearings].

· Ensure that spellings and abbreviations in figures and tables are consistent with the text. 

· Number tables sequentially in the same manner as figures, e.g. Table 1.1, 1.2, etc.

· If figures need to be redrawn from drafts or examples, provide as much guidance as possible as to redrawing requirements.

· Please submit an artwork list detailing all figures and tables, their files names and any additional information, such as if a figure needs redrawing or permission has been requested.
Full details on artwork preparation at: http://www.elsevier.com/wps/find/authors.authors/authorartworkinstructions
Additional deliverables
Chapter abstracts and keywords

As a contributor, you are required to prepare a short abstract and key word list for each chapter, to be delivered along with each completed chapter. 

· Abstracts should be 100-150 words long and provide a brief summary of the chapter theme and content. 

· Keyword lists should comprise 5-10 words or phrases that describe the contents of a chapter, or would likely be used by someone searching for the specific information provided within the chapter.

Abstracts and keywords are included in electronic versions of your book to improve the discovery of chapter-level content through online searches. More detailed information is available from your Elsevier editor if needed.
Permissions
In the event you do use material from other publications (including  print and nonprint formats, such as books, journals, CDs, online  websites, and the Internet), it is your responsibility as the author to secure all permissions. 

When asking for permissions, please use the forms provided at http://www.elsevier.com/wps/find/authorsview.authors/permissions to ensure that the proper language is used and the appropriate level of permission is requested.  In particular, all requests should include the request to reproduce content in this and all subsequent editions of this Elsevier work, its ancillaries, and other derivative works, in any form or medium, whether now known or hereafter developed, in all languages, for distribution throughout the world. This will save you from having to ask for permissions several years from now when we publish a second or third edition of the book. 

 More informal permission (e.g. an email from the originator without the specific wording) is not sufficient. 

Please begin requesting permissions as soon as possible as it can take a long time for permissions to be granted. Sometimes you will find it difficult to track down the copyright holder so it is important that you start writing for them early on. Keep very clear records of your correspondence.

Please note that any costs involved in obtaining the requested permissions are at your own expense. Many publishers DO NOT charge permission fees. Please see the complete list here:

http://www.stm-assoc.org/about_our_members.php. 

These publishers have agreed to not charge permission fees for:

a) up to 3 figures (including tables) from a journal article or book chapters;

b) up to 5 figures (including tables) from a whole book; and

c) single text extracts of less than 400 words or series of text extracts totaling less than 800 words 
Submission
· At final delivery your material must be in final form. Further alterations will not be possible once the material has been put into production.
· If your submission does not comply with the number of words and figures outlined in your contract you may be asked to cut the manuscript back to the target length after submission. Discuss any required change to the number of words or figures originally agreed as early as possible with your EPM.

· Submission will likely be by email, FTP site posting, or online via the Elsevier’s Electronic Manuscript Submission System (EMSS). Your EPM will guide you through the best option for your project.

Please let your EPM know immediately if you are unsure about or envisage any delay in your delivery schedule.  
