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Introduction

Springer is pleased to accept word processed files as this can have the following benefits:
(
The copy editor can work directly from your files and can finalise them for the typesetter’s immediate use.

(
The typesetter can use your files without the need for re-keying text.

(
Proofreading can be done more quickly as there has been no rekeying.

(
Overall production times and costs are reduced, enabling us to keep your book’s selling price to a minimum.

However, problems can occur owing to the incompatibility of the different systems and software in current use.  This guide provides information to ensure that the files you provide are easier for us to use.

Quick Start

This concise summary gives the most important advice to follow when preparing a book using a word processor. These guidelines maximise software compatibility, thus saving time and money.

(
Do use only standard fonts (preferably Times).

(
Do type text using a minimum of a 12 point font size.

(
Do use standard drawing software to produce illustrations, e.g. Corel Draw, 
Adobe Illustrator.

(
Do supply files in standard file formats using standard disk formats (see Technical Guide).

(
Do print out all files double-spaced.

(
Do consult your Springer Editor as soon as possible if you have any doubts about the compatibility of your hardware or software.

(
Remember the golden rule: whatever you do, do it consistently.
(
Don't attempt to mimic the intended appearance of the book.

(
Don't use any automated formatting features (automatic numbering, 
automatic lists, styles, indexing, references, footnotes).

(
Don't embed figures and tables in the text. Keep them separate.

(
Don't use desktop publishing software to write or format your book unless
you are preparing camera-ready copy, or unless already agreed with your
Springer Editor.

( 
Don't use presentation graphics packages (e.g. PowerPoint) or the word processor's built-in drawing tools.

Preparation

Many problems can be avoided by checking a few things before you start.

(
Do read this guide.

(
Do check that the word processing package you intend to use is acceptable.


Files can be accepted in the following formats:

· Microsoft Word

· WordPerfect

· Rich Text Format

· ASCII

· TEX and LATEX


The Technical Guide gives details about program conversions.

(
Do check that the disk format (e.g. MS-DOS, Macintosh) you intend to use 
is acceptable.

(
Do consult Springer to discuss the nature of any proposed illustrations and 
who will prepare them (see also the Technical Guide).

(
Organise the files on your disk in the following order: preliminary matter 
(preface, contents etc); chapters in the correct sequence; references (if these 
appear in one list rather than at the end of each chapter); tables; figure 
legends; footnotes.

(
Use, as a minimum, a separate file for each chapter and for each category of 
material (e.g. one for references, one for figure legends). There is no 
maximum length, but files should be split if they become unwieldy.

(
Don't prepare mathematical text using any software other than TEX or 
LATEX.  However, text containing small amounts of “in-line” formulae may 
be set using either the normal Word software or the Equation Editor (see 
section on Mathematical Notation).
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The Basics

Springer, like all publishers, has its own house style governing such matters as which spellings to use and the capitalisation of headings. The house style ensures that everyone at Springer, as well as all of our suppliers, works to the same standards and produces consistent work. If you follow the same style, this reduces the amount of work that has to be done on your text and helps to keep costs down.

General Style

The following instructions apply to all of the text in the document:

(
Use unjustified setting and process text in wraparound mode.

(
Automatic hyphenation should be turned off.
(
Use double-line spacing (not 1½) for text, references, figure legends, 
everything.
(
Use standard fonts (preferably Times).

(
Use a minimum of 12 point font size.

(
End each paragraph with two hard returns.

(
Set the page margins (top, bottom, left, right) to no less than 1 inch.

(
Don't indent paragraphs.

(
Don't use the word processor's styles features.

(
Don't use coloured text.
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(
Use the Concise Oxford Dictionary for spelling reference, unless otherwise 
advised.

(
Where alternative spellings exist, use British rather than American.

(
In headings use capital initial letters for all main words.

(
Spell out numbers in text up to and including ten; use numerals for those
over ten and with units (e.g. 3 days).  Spell number in full when it is the first 
word in a sentence.

(
Use 2000s, not 2000's.

(
Use double (not single) quotation marks.  For quotes within quotes, or for 
emphasis, single quotation marks should be used.

(
Always type the correct symbol (e.g. 0 for zero not O).


Distinguish between hyphens, en rules and minus signs:

( “10–15 minutes” or “human–computer interface” use unspaced en rule.

( “it appears – from the evidence – as though” use a spaced en rule.

( “The effects at –23ºC can be dramatic” use a space before en rule.


NB:  It is simple to set up a short-cut key for any frequently-used symbol, 
such as an en-rule.

(
Insert a single space after a full stop, never a double space.

(
Don't punctuate abbreviations — use EU not E.U.

(
Don't insert a space before a comma, semicolon, colon, full stop, question 
mark, exclamation mark or closing quotation marks or after opening 
quotation marks.

Abbreviations and Acronyms

(
Spell out all abbreviations and acronyms in full followed by 
abbreviation in brackets, upon first mention. Subsequent occurrences 
need only the abbreviation or acronym.

(
Provide a comprehensive list of abbreviations and acronyms in a 
glossary.

Text headings

(
Range all headings left.

(
Distinguish the different levels of headings by means of the following codes
in angle brackets in front of each heading:


Chapter title:  <Ch1>


Main subhead:  <h1>


Lower levels:  <h2>  <h3>  etc


To mark the end of the heading, type <t1> in front of the first word of text following the heading,


e.g.
<Ch1>3 Computerised Planning of Orthognathic Surgery



<h1>Introduction



<t1>Orthognathic surgery is the surgical correction of jaw 

deformity ....


NB:  Never insert a space after the closing bracket.

(
If necessary, decimal numbers can be used (e.g. 1.1 (level 2), 1.1.1 (level 3). 
4th level headings should be left un-numbered.

(
Try not to use more than four levels of subheading (including the chapter 
title).

Displayed Quotations

(
Display any quotation of more than 5 lines long.

(
Insert an extra return above and below displayed quotations.

(
Do not indent them or put them in quotation marks.

Figure Legends and Numbering

Follow the example below for style:

Fig. 4.3. Overview of the control system architecture. (From Ricotilli et al. [47].)

Fig. 7.8a–c. Coronal tomograms and base section histology.  a At cochlea level.  b At vestibule level. Note the small middle ear cavity.  c Histology section showing the bare facial nerve. (By courtesy of Dr G. Lloyd).

Type all figure legends in separate files, not where the figure will appear in the text.
Footnotes

Try to avoid using footnotes. If they are absolutely necessary prepare as follows:

(
Insert a superscript number in the text for reference.

(
Use consecutive numbering within each chapter.

(
Type footnotes in a separate file.

(
Check numbering of all footnotes once completed.

(
Don't use an automatic footnote feature.

Tables

(

Use the table editor to create tables and avoid formatting i.e. shading, 
borders, rotated text.  If you use an older word processing program which 
does not have a table function, use tab stops to separate columns, not the 
space bar.  If a table cell is to be left empty, type a hyphen (-) in it.  Do not 
treat simple, single-column lists as tables.

(

Tables should summarize but not duplicate data in text.

(

Use short explanatory titles in tables. Other information including 
explanations of abbreviations should appear as footnotes below the table.

(

Use lower-case superscript letters as note identifiers.

(

Retype tables taken from other publications rather than submitting 
photocopies. Amend spelling, abbreviations etc where necessary to be 
consistent with the manuscript style.

(

Use the minimum number of ruling lines as in sample below:

Table 15.1.  Incidence of immunological subtypes of acute lymphoblastoid leukaemia

Subtype
Incidence



Children
Adults

Common
76
50

Null-cell
11
38

B-cell
1
2

T-cell
12
10

From Priestman (1989).

Note that rulings are used to mark only the table headers and to end a table.

(

Don't place tables within text; place in a separate file.

Lists

(

You may use numbered, lettered, bulleted or unnumbered lists, according to 
your needs.

(

Lay them out using a single tab to indent the text after each number or letter. 
Examples are given below:

1.
The parser that analyses the incoming sentence.

2.
The query generator that converts the output from the parser into query language functions.

3.
The access software that isolates relevant values from the database.

4.
The processing software that


(a) manipulates relevant values.


(b) performs the required tasks.

(

Never insert any extra spaces between the tab and the start of the text that 
follows.

Numbering systems

(
Number all items which need reference (e.g tables, equations, figures).

(
Each type of item should have separate numbering sequence (e.g. figures, 
tables).

(
Use decimal numbering by chapter (e.g. Figure 1.1, Figure 1.2).

(
For equations use Arabic numbers in parentheses at the right hand side of
the page. Only number those equations referred to in the text.

(
Don't use automatic numbering features. Use keyboard numbers.

Cross-references

(
Ensure all figures, tables and numbered equations have a cross-reference in 
the text.

(
Keep cross-references to other pages in the manuscript to a minimum.

· Don't use automatic cross-referencing features.

Indexing

(

Index compilation is expensive and authors are strongly advised to provide 
their own indexes.

(
Please contact your Springer Editor for guidance on index compilation.

(

Unless specifically agreed, do not use the word processor to mark index 
entries. These codes cannot usually be read by the typesetter.

Computer Languages, Instructions and Program Extracts
(
Names of programming languages that are acronyms are given in capitals
(e.g. COBOL) whilst other names have initial capitals only (e.g. Pascal).

(
Use bold for reserved words, comments in italic and other terms in roman
Type in a different non-proportionally-spaced font (e.g. Courier) to 
distinguish from text.

(
Program extracts will be set exactly as they appear in the manuscript. 

For accurate reproduction:

Check all details carefully including vertical alignments.

Use a maximum of 60 characters per line to ensure it fits easily onto line.  If any line is longer than this you will need to break it at a suitable point and type the continuation of the line in correct vertical alignment.

Mathematical Notation

(
For displayed equations use a tab to indent.
(
Keep equations simple by trying to fit on as few lines as possible.

(
In text use ordinary formatting e.g. E = mc2
(
Ensure that italics, subscripts and superscripts are accurately typed.

(
Use the notation “exp ()” rather than “e” for exponentials in text.

(
For large amounts of mathematics it may be best to use TeX or LaTeX.

(
Avoid unnecessarily complex setting i.e. second-order subscripts.

Special Characters
(
Provide a list of any unusual characters used (e.g. from languages other than
English, mathematical).
(
Use the standard methods provided by the word processor to insert these.

(
Leave space for any unusual characters not available on your word processor 
and fill these in by hand on the printout.

(
Don't use any third-party methods.

References

(
Use the Harvard (author/date) system or a numbered system.

(
Text citations:


Harvard system uses the following:

Smith (1988) observed...

Smith and Jones (1988) observed...

Smith et al. (1988) observed...

It has been observed (Smith, 1998; Smith and Jones 1998)...

If necessary, use a, b, c, etc to distinguish references with the same date and
author names.

(
Numbered system: number consecutively from first mention in text.

· References cited only in a table or figure legend should be numbered as 
though they were cited in the first text cross-reference to the relevant table 
or figure. Use the form:

...as has been demonstrated recently [19, 23, 27–29]...

(
Reference lists for the Harvard system should be in alphabetical order by 
surname and initial. The numbered system lists the references in numerical 
order.

(
Check that all references cited in the text are given in the reference list and 
vice versa.

(
Ensure all information is accurate and check against source.

(
All references must contain certain minimum data. Follow the styles given 
below for punctuation and order.  Consistency is important.

Reference Styles

Harvard

Journal Articles

Kazazian HH Jr, Phillips JA III, Boehm CD, Vik TA, Mahoney MJ, Ritchey AK, (1980) Prenatal diagnosis of beta-thalassemia by amniocentesis: linkageanalysis using multiple polymorphic restriction endonuclease sites. Blood 56:926–930

Steensma HY, Jongh FCM de, Linnekamp M (1998) The use of electrophoretic karyotypes in the classification of yeasts: Kluyveromyces marxianus and K. lactis. Curr Genet 14:311–317

Tobias JM, Lipton MA, Le Pinat A (1946) Effect of anaesthetics and convulsants on brain acetylcholine. Proc Soc Exp Biol Med 61:51–54

(Journal titles should be abbreviated according to Index Medicus for medical publications and according to the Bibliographic Guide for Editors and Authors or the list of Serial Sources for the Biosis Data Base for biology and geology publications.)

Monographs

Friede RL (1989) Developmental neuropathology, 2nd edn. Springer, Berlin Heidelberg New York

Reinert J, Bajaj YPS (eds) (1977) Applied and fundamental aspects of plant cell, 
tissue, and organ culture. Springer, Berlin Heidelberg New York

Umezawa H (1971) Enzyme inhibitors of microbiol origin. University of Tokyo 
Press, Tokyo
Edited works, series, handbooks, symposia

Beckmann H (1986) Investigations of the cholinergic-adrenergic balance in affective
disorders. In: Hippius H, Klerman GL, Matussek N (eds) New results in depression research. Springer, Berlin Heidelberg New York, pp 196–204

Böhm W (1979) Methods of studying root systems. (Ecological studies, vol 33) 
Springer, Berlin Heidelberg New York

Goose G, Hoberet H, Schöttle R (1978) Peristaltische Verlaufsuntersuchungen bei 
Schizophrenen. In: Humberland G (ed) 2. Weisenfelser Schizophrenie-Symposium. Scherzinger, Nuremberg

Sjöqvist F (1989) Pharmacogenetics of antidepressants. In: Dahl SG, Gram LF (eds) 
Clinical pharmacology in psychiatry. (Psychopharmacology series, vol 7) Springer, Berlin Heidelberg New York

Works published in abstract form

Semm K (1988) The impact of pelviscopy on a surgical specialty (abstract). Surg 
Endosc 2:119

Vancouver

Journal articles

1.
Riggs BL, Melton IJ III. Evidence of two distinct syndromes of involution osteoporosis. Am J Med 1983;75:899–901.

2.
Chapuy MC, Preziosi P, Maamer M, Arnaud S, Galan P, Hercberg S, et al. Prevalence of vitamin D insufficiency in an adult normal population. Osteoporosis Int 1997;7:439–43.

Book titles

1.
Nordin B, Marshall D. Dietary requirements for calcium. In: Nordin BEB, editor. Calcium in human biology. Berlin Heidelberg New York: Springer, 1988; 447–71.

(NB:  When there are more than 6 authors, set the first 6 names in full, followed by “et al”).
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A.  Illustrations supplied as flat artwork, photographs or transparencies

Different types of illustrations require different treatment. Each is described overleaf.  However, the following instructions apply to all illustrations:

(

As Springer cannot accept responsibility for loss or damage to your 
illustrations it is advised that you take out insurance cover for valuable 
material.

(

Ensure that all artwork reaches Springer in good condition. Illustrations that 
have been dented by writing on the back of them, scratched by the use of 
paperclips or crumpled because of inadequate protection in the post may no 
longer be suitable for reproduction.

(

Identify each illustration with the figure number and your name. Where 
appropriate include an arrow indicating the top of the figure. Using an 
ordinary pencil, write this information on a label and stick it on the back of 
the illustration. For illustrations produced by computer, include the number
in the filename (e.g. F_01_01 for Figure 1.1).

(

Keep the amount of lettering to a minimum by providing extra information 
in the caption rather than on the figure.

(

See the section on Permissions for copyright information.

(

Don’t include your illustrations within your word processor files.
(
Ballpoint or fibre-tip pens should not be used to write on the back of 
artwork or photographs, as the ink doesn’t dry quickly and can transfer 
marks on to the photo underneath.
Photographs

These are usually referred to as 'halftones'.

(

Supply as good quality prints.

(

Unless otherwise agreed, all halftones should be in black and white.

(

You must acquire, in writing from either the photographer, or, in the case of 
photographs taken during the course of employment, the photographer's 
employer the copyright of any photographs you commission. Forms for this 
purpose are available from your Springer Editor.

(

Sharp, well-contrasted, unmounted prints from original negatives are 
required.

(

Mask any parts of the photograph that are redundant on a transparent 
overlay securely attached to the print. Alternatively make a photocopy of the 
print and indicate any parts which can be trimmed off.  This is particularly 
relevant to X-rays, CT scans and ultrasound scans which frequently contain 
material which is irrelevant.

(

Indicate any labelling required on a transparent overlay securely attached to 
the print. 

(

If possible, give an indication of the approximate size you would like to see 
the illustration reproduced. Remember that the quality of reproduction will 
deteriorate if reduced to less than 25% of the original size.

(

Don't label the print itself.

Line Drawings

These are illustrations consisting of black lines, text, hatched areas and tints. These may be supplied as either sketches on paper for redrawing by an illustrator as camera-ready artwork, or as electronic artwork, created by a drawing program (see Technical Guide for instructions on how to prepare for electronic format).

Hand-drawn Illustrations

(

Discuss details of artwork preparation with your Springer Editor before 
commencing and send an early sample of some finished drawings for 
approval.

(

Ask your Springer contact for the final page dimensions so you can prepare 
drawings to the correct size and proportions.

(

Use black ink for drawing and a sans serif typeface (preferably Univers, Arial 
or Helvetica) for labelling. The final size of labels, after any reductions, 
should be 8 points (2mm maximum cap height).

(

Make lines no less than 0.2mm thick.

(

Use an initial capital for the first word only of each label.

(

Ensure consistency between text and illustrations.

(

Avoid complicated shading and hatching within artwork.

(

Do not include part labels such as “a”, “b” on artwork. The typesetter will do this.  Mark the part clearly on the back of the illustration.

B.  Electronic Graphics Files

Graphics can be created in any suitable software packages but must be delivered in one of the following formats:


Graphics Interchange Format (GIF)


Tagged Image File Format (TIFF)


PC Paintbrush (PCX)


Windows Bitmap (BMP)

Photographic images may be supplied in Joint Photographic Experts Group (JPEG) format. However, this format should not be used for images containing large areas of solid colour such as screenshots.

If the bitmap images are in colour, leave them as they are.

Line Drawings (vector images) may be supplied in the following formats:


Corel Draw


Adobe Illustrator


Windows Metafile


Encapsulated PostScript


Computer Graphics Metafile

PC users should note that older versions of Corel Draw are available at very low prices and are entirely suitable for producing illustrations.

(

Illustrations supplied on disk must always be accompanied by a hard copy 
version to check accuracy and clarity of the graphics file.

(

Don't use wordprocessor drawing tools, presentation graphics software (e.g. 
PowerPoint) or charts created by spreadsheets.  These are often difficult to 
translate into our typesetter’s page make-up software.

Preparing Illustrations

Screenshots

(

Capture screenshots using the default colour scheme provided by your 
computer.

(

Ensure that all screenshots are consistent in their resolution.

(

Crop the image so that only the area you want printed shows.

(

Avoid using either very high or low resolution screen displays to capture 
screenshots. The former can lead to fine detail disappearing, the latter gives 
a “blocky” appearance. Resolutions of 800 pixels x 600 pixels or 1024 pixels x 768 pixels work well from Windows-based PCs.

(

Don't use a customised colour scheme.

Scanned Images

(

Obtain the maximum dimensions for the illustrations from your Springer 
Editor and ensure that the scanned image will fit within this area.

(

If scanned images are photographic don't carry out any further work on 
them. If necessary mark out the area that you wish to be printed.

(

Give the scan resolution for all images.

Line Drawings

(

Obtain the allowable maximum dimensions for illustrations from your 
Springer Editor.

(

Draw illustrations to the same size you wish them to be printed without 
exceeding the maximum dimensions.

(

Use consistent line thicknesses and same-sized arrowheads.

(

Size and align individual elements of your drawing carefully.

(

When supplying a graphic image which contains different tints, avoid values 
below 20% and above 60%.  When a diagram (such as a bar-chart) 
necessitates the use of several tints, the steps between each tint should not be 
less than 20%.

(

To add lettering to illustrations, use an 8pt sans-serif font such as Univers, 
Helvetica or Arial.  Avoid shading or outline styles.

(

Don't include a title which is also repeated in the caption.

Bitmap Illustrations

Bitmap illustrations such as computer screenshots or scanned images should be supplied in one of the formats given in the Technical Guide. If the images are in colour, leave them as they are.
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This section concentrates on computer-related issues. 

Hardware Compatibility

Files can be accepted in the following media:

(

Floppy disks (3½") from either PC or Macintosh. Ensure that Macintosh 
disks are 1.44 Mbyte high-density disks not the old 800 kbyte disks. If 
possible Macintosh users should deliver files on an MS-DOS formatted disk 
for maximum compatibility.

(

100 Mbyte Iomega Zip disks. Please specify whether disk comes from a PC or 
Macintosh, as the two are not directly compatible.

(

Older SyQuest cartridges.

(

Other media (5¼" or 3" floppies, tape, Iomega Jaz drives, CD-ROM etc).  If 
your files are large, you may be able to use compression software to fit them 
onto a floppy disk.

(

If you are using a computer other than a PC or Macintosh please contact us 
before you start writing.

Compression Software

(

If files are too large or too numerous to fit on to a reasonable number of 
floppy disks, you may need to use compression software, such as PKZIP or 
WinZip (PC),  or Stuffit (Macintosh). These programs convert your files to a 
more compact form.

(

Whichever program you use, please use the ZIP compression format if at all 
possible. If you use something else, please supply the necessary 
decompression software.

(

Compression software is available as shareware from many sources on the 
Internet as well as from the cover-mounted CD-ROMs that come free with 
computer magazines. Please contact Springer if you have difficulty obtaining 
such software.

File-naming Conventions

(

When choosing names for your files, remember that they pass through 
several computer systems. Some of these may be unable to handle long 
filenames. It is recommended, therefore, that you use the following scheme 
which is based on the lowest common denominator – the MS-DOS filename 
rules.

(

For each file use a name of up to eight characters followed by a full stop, 
followed by an up to three-character extension. Macintosh users should add 
the extension as this is the only way a PC can automatically identify the file 
type.

(

Use only alphanumeric characters and the underscore character in the 
filename, not spaces, hyphens or other punctuation marks.

· Use the following scheme:

For word processor files


Chapter 1
CH_01.DOC


Chapter 10
CH_10.DOC

For illustrations


Figure 1.1
F_01_01.GIF


Figure 1.2
F_01_02.CDR


Note the use of zeros in the filenames to ensure that the files are listed in 
their natural order.

Software Compatibility

In order to ensure that we can use the widest range of potential suppliers, we need to use the most commonly supported word processor and graphics file formats. For this reason, please supply files in one of the formats listed overleaf. Other formats may be acceptable by prior arrangement.

Word Processor Files

WordPerfect (any version from 4.2 upwards)

Microsoft Word (any Windows or Macintosh version)

Rich Text Format (RTF)

ASCII or ANSI text (as a last resort)

Graphics file formats GIF, Tiff, PCB, BMG.

TEX and LATEX 

TEX and LATEX macros are available from the New Technologies department of Springer in Heidelberg by regular or electronic mail. More information is available from your editorial contact at Springer-Verlag (London) Ltd.

Supplying PostScript Files

PostScript files are an alternative to camera-ready copy. They are useful if you are unable to print to a high-resolution printer or if you have illustrations that require better quality output than a laser printer can achieve.

(

To supply PostScript files you will need to have access to a PostScript (or 
PostScript-compatible) printer to produce proofs. If you do not have such a 
printer, it would be inadvisable to attempt to produce PostScript files.

(

Prepare a sample chapter and send a PostScript file (with corresponding print 
out for reference) to Springer for testing early in the project.

(

To make suitable PostScript files you will probably need to make some 
changes to the settings used by your PostScript printer driver. These drivers 
vary depending on which computer and which operating system you use, so 
you will need to consult your printer manual and/or your computer's help 
files for precise details.

(

Create the PostScript files by using the “Print to file” (or similar) option of 
your  software.  Place each chapter in a separate PostScript file and give each 
file the filename extension “.PS”.

(

Ensure that only Level 1 PostScript features are enabled.

(

If an option exists to “Optimize for compatibility” or to use Adobe 
Document Structuring Conventions (ADCs), you should use it.

(

All the fonts used in your book should be embedded in the PostScript file.

(

You can ensure that this is done by altering the “Font Substitution Table” 
settings for your printer.

(

Compress your PostScript files before delivering them – otherwise they can 
be many megabytes in size.

(

If possible, use a text editor to ensure that your printer driver does not add 
spurious information to the start of your PostScript file. The first line of the 
file should start:



%!PS-Adobe

(

Any text that precedes this line can safely be deleted and the file re-saved as 
an ASCII file. Under no circumstances should you edit anything else within 
the PostScript file.

(

Don’t create an encapsulated PostScript file – this can’t be used for printing

(

Don't attempt to produce PostScript files unless you feel confident about 
altering the various settings available for your printer.
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If you include in your work any material that is protected by copyright you must obtain permission to reproduce it from the copyright holder. These notes reflect the English legal position as stated in the Copyright, Designs and Patents Act 1988, but for practical purposes they apply also to material published in the USA and continental Europe. They explain when you need permission and how to get it. If you have any queries, or any problems obtaining permissions, please contact your Springer Editor.

What types of material are protected by copyright?
Anything you might want to use: text, tables, computer programs, line

illustrations and photographs.  For copyright purposes, photographs include images produced by any type of radiation (e.g. ultrasound scans).

When is material protected by copyright?
Any material, whether published or unpublished, has copyright protection until 70 years after the death of its creator.  After this time it passes out of copyright into the public domain, and can be reproduced by anyone.

Who holds copyright?
The first copyright holder of a work is its creator. The copyright of a photograph, for example, belongs initially to the photographer. The exception is any work done in the course of employment, the copyright for which belongs to the employer. Thus the copyright of a radiograph taken by a hospital radiographer belongs to the hospital.

If the material is published, the copyright (or at least the right to grant or withhold permission to reproduce the material) usually passes to the publisher.

Can material ever be used without the copyright holder’s permission?
It can if its use can be classed as ‘fair dealing’. Fair dealing is a legal provision which allows passages of text from a work in copyright to be quoted without the permission of the copyright holder if they are ‘for the purpose of criticism and review’. The interpretation of criticism and review is broad and in practice covers any reason for which material would be quoted in an academic book.

There is no legal definition of how much of a work can be used, but the Society of Authors and the Publishers Association jointly recommend that the numbers of words that can be quoted without permission from the copyright holder are: up to 400 words in one passage or up to 800 words in a series of passages no one of which is longer than 300 words.

Acknowledgement must be given to the author of the quotation, and the title and publisher of the book from which it is taken. No similar fair dealing provisions exist for tables or illustrations. The position of computer programs is unclear, but it would be safer always to ask permission to reproduce extracts from programs.

How is permission to reproduce material obtained?
Complete one of the standard permission letters attached. For unpublished material send it to the creator or the creator’s employer. For published material send it to the permissions department of the publisher.

When should permission be obtained?
It is very much in your interest to send off permission letters as soon as you know you will want to use the material, as leaving it too late may delay publication. Publishers often take many weeks to reply to permissions requests, and we cannot send a typescript to the printer until all the necessary permissions have been obtained.

What should happen to the completed permissions letters?
Send them all to Springer when you submit your typescript (or to your volume editor if you are a contributor). Please write clearly on each permissions letter the figure number, table number or typescript page number in your book or paper to which it refers.

How should the copyright holder be acknowledged?
The copyright holder may specify a form of words for the acknowledgement when granting permission, in which case this should be used. Otherwise, give a reference citation in the text (author/date or number according to the system you are using) and the full details of the work in the reference list. For example:


Quotations: “[1]” at the end of the quote


Tables: From Author [1] below the table


Illustrations : From Author [1] at the end of the legend

[image: image7.wmf]   Finally...

(

When you have finished typing all the material, print out a draft copy

(

Carefully check the draft copy printout. Then get someone else to read it 
through for typographical errors. The fewer errors the disk contains, the 
easier and quicker it is for us to process. Use the spellchecker for a final 
check.

(

Format disks before saving the final corrected files to them, so as to remove 
any old versions.

(

Save text files on floppy disks using one of the word processor formats given 
in the Technical Guide.

(

Save your artwork files on a separate set of disks.

(

Label each disk clearly with your name and date, name and version number 
of software used (e.g. Word 6.0) and the material on the disk (e.g. Chapter 1-
6, References).

(

Print a list of all the filenames together with a description of their contents

(

Make a copy of the final disks and keep them safely yourself.

(

Produce a good-quality printout of the final version that corresponds to the 
files on disk.  The text must be printed double spaced. Tables should be 
single-spaced.  Ensure that the minimum font size of all text is 12 points.

(

Scan all disks for viruses. If this is not followed, warn the Springer Editor.
(

Complete the checklist at the end of this guide.

( 
Pack disks carefully and send with the printout, a list of special characters, 
hard copy, illustrations and typewritten tables.
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At Springer we always try to ensure that our authors receive as much help as possible with the preparation of electronic manuscripts or camera-ready copy.  Any suggestions arising from this manual will be gratefully received.

Permission Form

To:  ...........................................................................................................................................................

...................................................................................................................................................................

I am preparing a book entitled:  ...........................................................................................................

to be published by Springer-Verlag London Limited.

I am requesting permission to use the material described below, in the original and subsequent editions and/or translations.

1.
Author(s)/Editors:  ....................................................................................................................

2.
Book title:  ..................................................................................................................................

3.
Edition:  ........................................


or


Journal title:  ..........................................................................................   Volume:  ................


Article title:  ...............................................................................................................................

3.
Material to be used:  ..................................................................................................................

4.
Page(s):  ......................................................................................................................................

5.
Publisher:  ..................................................................................................................................

6.
Year of Publication:  .................................................................................................................

Unless we hear otherwise from you, our credit line will show the author(s)' name(s)  and the reference as indicated above.

If you will kindly grant permission please sign below and return one form. The duplicate is for your files. Thank you.

Requested by:  .................................................................................................   Date:  ..........................

Address:  ..................................................................................................................................................

...................................................................................................................................................................

____________________________________________________________________________

Permission granted:  ...................................................................................   Date:  .............................




Check-list for manuscript submitted on disk

Author(s): .............................................................................................................................

................................................................................................................................................

Contact telephone number:  .....................................  Fax:  ...............................................

Email:  .........................................................................

Title of book:  .......................................................................................................................

................................................................................................................................................

System:
(  Mac

(  PC


(  Other

Type of computer:  ..............................................................................................................

Word-processing package used:  ......................................................(name and version)
Are all elements of the book saved in separate files?
(  Yes

(  No

(e.g. Intro.doc;  ch1.doc;  refs.doc;  append.doc)

Are the resolutions of all scanned images clearly 

indicated?






(  Yes

(  No

Are all figures individually saved in separate files?

(  Yes

(  No

Are all disks fully labelled?




(  Yes

(  No

Name and version of compression software used (if any):

................................................................................................................................................

Number of disks supplied:  .................................................................................................

Further notes for publisher:  ..............................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................
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