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Quick Guide and Checklist

· Sign and return contributor agreement and personal data form.

· Provide a photocopy of all figures and tables to be reused from a previous edition.

· Include title page with chapter title, chapter number, if known, all chapter author names complete with degrees and affiliations and contact information. Submit chapter in this order: title page, outline, body of text, references, tables, legends, & figures (illustrations).

· Be sure you are using an approved program for art creation and saving it in an approved format.

· Double-space text & number all pages. All electronic figures must be 300 ppi and minimally 3 x 5.  

· Submit electronic copies of art. All electronic art must be TIFF, GIF, EPS or JPEG. No PowerPoints unless they are graphs or line art. Uncompressed (TIFF, GIF, EPS) is better than compressed JPEG.

· Do NOT embed art and tables in manuscript. Figures, tables, legends should each be separate. References at end of chapter.

· Non-digital art must be provided as high-quality, preferably glossy originals.
· Double-number figures and tables separately (10-2 for chapter 10, figure 2). Do not paginate with text. Submit separately from text.

· Using a figure from another McGraw-Hill book requires that McGraw-Hill own the figure (no credit line to a third source).

· Use headings consistently to show proper subordination.

·  Start permission requests early. When in doubt request permission!.

· Note references to figures & tables throughout the text; if modifying a borrowed figure or table, you need permission to modify or adapt.
· Use the specified reference style (usually AMA, 10th Edition).
· Cite all references in text.
· Creating new tables from data should be indicated as “Data From.” Permission is not usually required.

· Prepare legends separately. Double-number to match corresponding figure or table. Include any credit lines.
· Ask for print, electronic rights or e-book rights and if your book will be published in multiple formats, specify in the request.
INTRODUCTION

Please give a copy of these instructions to the person who will prepare your manuscript or edit your content.
Before you begin writing your chapter, please fill out your personal data form – one form per each author on the chapter, and return it to McGraw-Hill along with your signed Contributor’s Agreement as soon as possible. 

When complete, your manuscript should include the following in this order:

1. Title page

2. Outline

3. Main text

4. References

5. Tables

6. Figure legends (captions)

7. Illustrations

Please do not hesitate to contact your McGraw-Hill editor with any question regarding the preparation of your manuscript.  Your editor may, in turn, refer you to a member of the Editorial Production department for further explanation as needed.

TITLE PAGE

The first page of manuscript should include the following:

· Chapter number

· Chapter title

· Authors’ names [in the order you wish them to appear in the book]

· Degrees/affiliations/titles

· Addresses

· Telephone numbers

· Fax

· E-mail

Please provide the above information for each author on the chapter.  If there is more than one author, please indicate which author we should contact regarding the chapter.

BODY

Please submit an e-file.    Label your files, specifying the software used, and include your name, chapter title, and chapter number.

Please follow these guidelines when preparing your chapter:

· Double-space the text, references, and figure legends (captions).

· Keep a 1” margin around and use 11 pt font size.

· Number the pages consecutively, placing page numbers in the upper right-hand corner of each page.

· References should appear at the end of the chapter and be paginated as part of the text. 

· Figure legends (i.e., figure captions) should follow the references (and tables if applicable) and not be paginated.  

· Tables and illustrations are also not paginated and should be placed at the end of your chapter.  

Outline

Please include a traditional outline with your chapter, listing the first three levels of headings.  The outline will be used by the copyeditor to help him/her code the text correctly, ensuring that your chapter reads smoothly and as you intended.

Headings

Chapter titles and headings should be brief but specific.  The levels of headings must be typed as follows.  Headings after the fourth level should be underlined:

FIRST LEVEL


Capitalize all letters. 

Place on a line by itself.

Second Level                     
Capital/lower case letters. 

Place on a line by itself.

Third level                          
Capitalize the first letter only. 

Place on a line by itself.

Fourth Level               
Capital/lower case and underline.

After two spaces, run in with text.

Example:

Level 1: 
DEFECTS OF MUCOSAL FUNCTION
 

Level 2:
Nontropical Sprue


Level 3:





Screening programs 

   


Level 4:
Tay-Sachs Disease:  Text follows here...


References to Tables and Figures

References to tables and figures must be placed in parentheses following the text to which the table or figure refers.  After the text, write (Table 1-1).  Figures and Tables should be double numbered (chapter number-figure/table number).  Separate numbering should be used for both figures and tables.  Please keep figures and tables separate from text and label each with its appropriate number (chapter number-figure/table number).

Cross References to Other Chapters

For Book Editors Only:  It is your responsibility to fill in the blanks for any cross- references while editing your chapters before submission to McGraw-Hill.  

If you need to refer to other chapters or sections in a volume, please use the Table of Contents to find the correct chapter or section number.  In parentheses, write (see Chap. XX) to indicate where the reader can find further or supplemental information.  If chapter numbers are not assigned by the time you are writing your chapter, then cite the chapter title(s) instead.

REFERENCES

Before preparing the references, please check with your editor for the correct format/style to use (Numbered or Alphabetical format).  The numbered format is the style preferred by McGraw-Hill. 

References must be cited in sequence in the text.  The numbers should be either in superscripts or be placed in parentheses on line with the text.  Ideally, references should not go back any further than five years.  We understand that you may need to include seminal papers, but our goal is to limit the overall number of references.

List the first three authors of the work followed by “et al” if more than 6 authors listed for article. 

Examples:

Journal Article
1. Weatherall DJ: Bone marrow transplantation for thalassemia and other inherited disorders of hemoglobin.  

Blood. 1999;61(8):762.
Book
2. Zeman RK, Brink JA, Costello P, et al. Helical/Spiral CT: A Practical Approach.  New York, NY: McGraw-Hill; 1998.

Book Chapter
3. Felig P, Bergman M: The endocrine pancreas: Diabetes Mellitus. In:  Felig P, Baxter JD, Frohman, eds. Endocrinology and Metabolism, 3rd ed.  New York, NY: McGraw-Hill; 1999:57-77.

TABLES

Please prepare tables separately from the text and place them at the end of manuscript after the references.  Do not paginate the tables with the text.  To designate any footnotes, please use alphabetical letters instead of numbers as seen in the example below:

Example:

Table 1-1.  Systemic Phototoxic Agents

Property





Generic Namea 

Antianxiety drugs




Alprazolam (Xanax)








Chlordiazepoxide (Librium)

Anticancer drugs




Dacarbazine (DTIC-Dome)

Antidepressants




Tricyclics: Desipramine

      Imipramine (Tofranil)

Antimalarials 




Chloroquine (Aralen)








Quinine (Quinamm)

Diuretics





Furosemide (Lasix)

Thiazides: Bendroflumethiazide (Naturetin)

(From  Fuentes K, Cox BJ. Prevalence of anxiety disorders in elderly adults: a critical analysis. J Behav Ther Exp Psychiatry. 1997;28:269-279 with permission.)
aU.S. Trade Name

LEGENDS (Captions)

Legends for new figures or pick-up from previous editions should be prepared separately from the text and illustrations themselves.  They should be double-spaced, with extra space between consecutive legends.  Double number each legend with the chapter number-illustration number (for example chapter 1 figure 1 would be 1-1).

Pick-up figures are any illustrations you wish to use from the previous edition of the current revision you’re working on.  Please supply us with a Xerox copy of that figure, which includes the old figure number, and write the new figure number on the same page.  Please include these legends on the chapter legend list as well.  

You must include with the legend any credit necessary to acknowledge the source from which the figure has been borrowed or modified.  Use the specific wording of acknowledgment requested by the publisher who has given the permission to borrow or adapt the figure.

ILLUSTRATIONS

Identify each illustration with double numbers (chapter number-illustration number).

Quality reproduction of illustrations in our books is of utmost concern to us.  Please do not hesitate to contact your editor with any question about your art program.  

Art to be Scanned (Hard Copy Only)
Furnish the highest-quality originals possible. Do not submit art that is damaged, scratched, or torn. Do not place tape over any part of the image(s) to be scanned. Identify all original art (including photographs) by figure number, author, and book title on the back or on the mount on a self-sticking, removable label. (Make sure your writing implement does not smear.) Ship art flat and in protective packaging designed to hold it. If there are deletions, additions, or corrections to be made on any original art, note these on a photocopy, not on the original. Use a photocopy also to indicate, with an arrow, the proper orientation of the figure, if it is not obvious. 

Line Art (Hard Copy Only)
Line art to be scanned, preferably high-resolution laser prints, must be supplied on clean and bright white paper. Do not use textured paper, as this will produce a pattern that will be picked up in scanning. Line weights should be a minimum of 1 point. If line art is to be picked up from a previously published book, submit a single page from the publication or the original book.  

Line drawings are reduced to a final size of approximately 3” (for a single-column in a two-column book) or a maximum of 7” (for full-page width), with an 8 pt type size for labels.  If an illustrator prepares the drawings, he/she should be informed of this reduction.  Consistency in typeface and type size is preferable.  Set all subscripts and superscripts in 8 pt type size.  Use larger type, boldface, or italics as necessary.

Photographs

We urge you to use any of your patients’ record photos (obtain written consent from your patient), rather than using previously published photos.  We will return originals upon request after publication of the book.

· Final size for photographs should be either 3.5 x 5, 4 x 6, or 5 x 7 inches.  
· If photographs are to be cropped, please indicate where they should be cropped.  
The photographs you provide should be uniform in contrast. The scanning process results in an image nearly identical to the original photograph, so do not submit any that are over- or underexposed, out of focus, water-damaged, or bent. If a halftone is to be picked up from a previously published book or periodical, you must provide either printer's film or a duplicate of the original photograph obtained from the publisher or manufacturer. 

Slides, Negatives, Transparencies

Indicate cropping on the slide mount, and the vertical and horizontal orientation if not apparent. Check for dust or fading.           

Set-in-Type Figures

Figures that consist entirely of words, without any kind of illustration, are said to be set-in-type. Examples of such figures are computer program listings of 5 or more lines and bodies of text that are best sequestered from the main text and referenced by figure number, such as sample forms, letters, algorithms, and flow charts. 

Set-in-type figures should be keyed separately from the main text; a copy of such a figure should be placed with the art program at the end of the chapter in which it occurs.  

Electronic Illustrations

If you would like to provide electronic files to accompany the glossy prints, please prepare your files according to the following:

· Standard illustration programs that will produce acceptable electronic files are Adobe Illustrator and Macromedia Freehand.   

· Save the files in these standard formats: TIFF, JPEG, or GIF.  

· Use Adobe Type 1 fonts; nonstandard fonts will not be accepted. 

· Save each figure as a separate file at a minimum resolution of 300 dpi with a distinct name and no less than 3 inches wide.
· Clearly label files with author, book title, software and version, date, and the precise contents of the disk. 

Art created in presentation software such as PowerPoint cannot be converted with integrity into electronic file formats acceptable for book production and cannot be imported into our page make-up programs.                                                                                                                         

When We Draft Art

McGraw-Hill expects its authors to provide all the artwork necessary and specific directions regarding the redrawing of art for our books if necessary. 

PERMISSIONS

Permission is needed for the following:

· Previously published materials such as: quotations, illustrations, graphs, charts and tables.

· Acknowledged sources.

· Photographs of patients that illustrate a medical condition: in this case, the patient’s written consent is needed and a patient release form should be provided to McGraw-Hill with the manuscript.  If it is necessary to disguise the patient’s identity, please indicate this by attaching a note so that we can block out the eyes of the patient.

Please use the attached sample permission forms (one for books and another for journals) and duplicate as needed.  Make sure that you attach a copy of the figure/table with each permission request, and include them with your chapter.  Also be sure to send the publisher’s response to your request upon receipt of it to your editor as well as the appropriate person at McGraw-Hill.

Permission requests should be sent out to publishers and original authors while preparing your manuscript and full credit must be given for such material(s).  If the letter granting permission stipulates wording for the credit, the wording should be edited to conform to the credit styles requested in these instructions.  The words “Used by permission” may be substituted for lengthier statements if this is acceptable to the publisher who has given permission.  Please follow up with a second request if you do not get an answer within 2 months.  Always keep copies of permission letters you send, and make sure to provide your full return address on the request.

When borrowing materials, be sure to use the most recent edition of the source; permission is not required if you merely draw on the work of another investigator, although that source should be credited.  If there is the slightest resemblance in the wording or the illustration to the published source, however, a request for permission is legally required.  

For revised chapters from previous editions, please either re-request permissions for print and electronic use or contact your editor for further directions. When in doubt, request permission!!. 
PERMISSION REQUEST 

Date:

____
To:

____________


From:
 
_______




 
________________________



_______




____________



____________

 
________________________

_____________


__________________
______






Dear _______:

McGraw-Hill, New York, New York is preparing to publish _____(author: title)______ in __(pub month and year)_______.  We would like your permission to include the material described below in this and future print and electronic editions (including other formats), including nonexclusive world rights in all languages.  These rights will in no way restrict republication of the material in any other form.  If you do not control these rights, please let me know to whom I must write for permission.

Book/Journal Article Author(s): 
______________________________


Chapter/Article Title: 










Book/Journal:
  ______________________________________________________

Volume/Page/Date:
___________________________________________


Figure(s)/Table(s):
  ___________________________________________________

See the attached copy of the table(s)/figure(s) for which permission is requested.

McGraw-Hill Table #


McGraw-Hill Fig #

Tables  

Figures 
It is understood, of course, that full credit will be given to the author and publisher, either as a footnote, or as a reference within the text, or both.  A release form is provided below for your convenience. 

Sincerely,

Permission is granted for use of the material as stipulated.

Date:_________________


Signature:___________________________
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                          PERSONAL DATA FORM

Return completed form to:

[Your Editor’s Name Here]







     

McGraw-Hill/Medical 
1221 Avenue of the Americas, 45th Floor

New York, NY  10020
Fax: 212-512-4255
[Your Editor’s Name Here]@McGraw-Hill.com
Please print clearly or type electronically.
Book Editor/Title:                                                                                         
Chapter Title(s):

NAME & AFFILIATION(S) (as you want it to appear in this publication--see sample below)

Name and Degree(s):    

Affiliation (clinical and/or academic): 

City/State: 

CONTACT INFORMATION       □ HOME       □ OFFICE/SCHOOL   
Mailing Address (accepts overnight mail--FedEx):
Phone Number:                        Fax Number:                   E-mail:
Social Security #:
Please attach a business card.
Date: 





Jane M. Smith, MD, MPH, PhD


Professor, Department of Environmental Health, School of Public Health and Community Medicine, University of Washington


Seattle, Washington
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