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Formatting:
· Submit all textual material as separate Microsoft Word documents (chapters, tables, figure captions, forms, etc.) in double-spaced Times New Roman 12pt font.
· If working on a new edition, you will receive a Word version of the previous edition from Guilford and should only work on that file using track changes to allow for a smoother production process.
· Numbering for “floating items” (tables, figures, forms, etc.) is sequential and chapter-specific (i.e. figures in Chapter 1 are Figure 1.1, 1.2, etc. and figures in Chapter 2 are Figure 2.1, 2.2, etc.).
· All items should be mentioned in the body of the text (i.e. “Figure 1.1 shows…”) and callouts should be placed in the manuscript for all floating items, such as “Insert Fig 1.1 here” .
· Figure captions should be submitted as one file per chapter.
· If your manuscript includes complex mathematical material, it should be prepared using MathType; simple mathematical material can be prepared in Word.
· Please label your chapter, figure, and table files according to this example; always “zero-fill” up to 2 digits:
ch01.docx
ch01-t01.docx
ch01-f01.tif
ch01-fig-capts.docx
ch02.docx
ch02-f01.jpg
ch01-form-01.docx or form-01-01.docx
Style:
· Please review Guilford’s style guide before beginning work on your manuscript. 
· References should be formatted according to APA Style Guide 5th or 6th Edition (if using the 7th edition, limit the number of listed authors to six, rather than 20), double-spaced, and submitted as one list for an authored book or per chapter for edited volumes.
· All references should be cited in the body of the text and all references cited in the text must appear in the reference list.
· Do not include DOIs in your references as these will be removed.
· Please confirm with your editor how you have handled gendered pronouns in your text: “He or she” throughout, alternated “He” and “She”, alternated “He,” “She,” and “They”, or “They” throughout.
· If you would like to use a different style or have specific style questions, please discuss it with your Acquisitions Editor.
Art and Figures:
· Figures should be submitted as separate files in their original format and should be editable. For example, .xlsx if created in Excel, .ai if created in Adobe Illustrator, .pptx if created in PowerPoint, etc. All art or graphic material should be logged in the Art and Permissions Log.
· All figures and art must be supplied as suitable for direct reproduction. If anything submitted is not suitable for printing (i.e. low-resolution, too small, etc.), it will need to be replaced with a more suitable image or removed from the book.
· For line art: supply in a vector format (.eps or .ai); if generating as a bitmap file, supply as a .tif with a resolution of 1,200 dpi.
· For photographs and other art: supply in its original format, ensuring it is at least 300 dpi and at least 1,500 pixels wide.
· If you are unable to supply art that meets these criteria, Guilford can have art drawn or redrawn for a nominal cost that would be charged against royalites. If you have questions about art creation, please reach out to your Editorial Contact. 
· For more complete guidance on art and figures, please see the Art Guide you received.
· If you are working with a freelance artist, please share our guidelines for artists.
Permissions:
· If you are reprinting or adapting material from published sources, or using case material, you must submit copies of the obtained permissions and case material releases with the final manuscript. Any material requiring permission must be logged in the Art and Permissions Log, which also contains detailed information on gathering permissions and our required terms for license materials.
· Any material previously published (even if you were the author or Guilford was the publisher), must have permission from the original publisher before we are able to publish it.
· Epigraphs are not permitted because securing permission for them is typically difficult and can be extremely costly.
· Case material used in a book/chapter must be either composited or fictionalized such that it could not be used to identify an individual or accompanied by a signed release addressed to the author that authorizes use of the material. Signed releases should be anonymized and submitted with your manuscript.
Please note that adherence to these guidelines will ensure your book moves through production smoothly and efficiently.
For questions on material covered in these guidelines, please reach out to:
Editorial Contact: xxx
Permissions Coordinator: Samantha Grossman (Samantha.Grossman@guilford.com)
Manager of Preproduction and Development: Jackie Grant (Jackie.Grant@guilford.com)
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