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AUTHOR/EDITOR GUIDELINES FOR MANUSCRIPT 

PREPARATION 

 

 

Please read the following information carefully. These guidelines will answer many questions 

you will have about the preparation of your manuscript. If, after reading, you have questions or 

concerns, please contact your Springer editorial contact. Please feel free to reach out whenever 

you feel it is necessary.  

Introductory Notes 

 

 Springer’s preference is that all citations, works cited, or bibliographies be prepared 

using the Publication Manual of the American Psychological Association, 6th Edition. 

If another reference style is more common to your academic discipline or is preferred, 

please discuss with your Springer editor in advance. 

 All files (except figures) should be in Microsoft Word, double-spaced, Times New 

Roman, size 12. Do not justify or apply specialized formatting. 

 Submission of your manuscript: DO NOT submit your manuscript as a single 

document. Create a master folder containing a sub-folder for each chapter. Each chapter 

folder should include all necessary chapter elements such as text, figures, tables, etc. 

 

 Manuscript text: Submit each chapter as a separate Word file in labeled chapter folders 

(detailed above). Each chapter file should contain page numbers that start with the 

number 1. Include all references or a bibliography within this chapter file. See below for 

information on how to submit appendices, tables, figures, etc. 

 

 Figures/Tables/Boxes/etc.: Save each chapter element as its own separate file and place 

them within the appropriate chapter folder. Identify each in the following way: 

Element type, e.g., Figure, Table, Exhibit, etc. 

http://www.springerpub.com/
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Double Number, e.g., (chapter number and item number) 1.1, 4.2, etc. 

Title 

Example: Table 3.2, New Procedures Introduced in 2015 

  

Note within the text of the manuscript where each item should be placed, e.g., PLACE 

FIGURE 4.13 HERE. All necessary titles, captions, and citations for each figure, table, 

etc. should be saved within the manuscript and/or the separate file. 

Be sure to complete the Manuscript Features Log (enclosed with your author/editor 

packet).  

 If your work is multicontribubted, you must submit: 

o A List of Contributors page for the front matter of 

your book (see more information below in Front 

Matter).  

o Submit a completed and signed Contributor Release 

Form for each contributor of each chapter. If one 

contributor works on multiple chapters, a separate 

release form must be completed for each chapter OR 

all chapters to which he or she has contributed must 

be indicated on a single form. 

o Submit a separate Excel or Word file that lists every 

contributor, his/her contact information (email 

address, mailing address, phone number), degree, 

affiliation, and which  

chapter(s) he/she worked on. 

 

FRONT MATTER 

 

 

Along with the chapter files, supply the following material saved in a folder named “Front 

Matter.” Please submit each element as its own separate Word file. 

 

REQUIRED ELEMENTS 

 Title Page: This includes the names, degrees, and affiliations of the contracted book 

authors or editors exactly as you would like them to appear on the cover and in all 

promotional material. (See below if yours is a multicontributed work.) 

 Table of Contents: This should include full and final chapter titles in final sequence.  

A contributor is a 

person who was 

not contracted by 

the Publishing 

Agreement but 

who is creating 

original work to be 

included within 

the book. 
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If yours is a multicontributed work, please pair the names of all contributors with 

each chapter title to which they contributed. Please ensure that the lead contributor 

is listed first. 

 Preface: The preface should not only describe your book—it should also sell it! 

Address such questions as: For whom is this book written? Why is this book 

important? What does this book provide that is different or unique in the 

marketplace?  

If there will be ancillary materials to go along with your book (PowerPoints, 

Instructor’s Manuals, Student Guides, Test Banks, etc.) you must mention them here.   

 About the Author(s)/Editor(s): A brief (2-3 paragraph) biography for each 

contracted author/editor. 

 List of Contributors (required only for multicontributed works): If your book will 

include material from contributors, you must create a list containing each 

contributor’s professional information. Please format this information as follows: 

Full name, degrees  

Official work title 

Affiliation(s) 

City, State 

 

OPTIONAL ELEMENTS 

    Foreword: The foreword is authored by a prominent individual in your field and not 

an author, editor, or contributor to the book. In advance of completing your 

manuscript, solicit the interest of a foreword writer. Send your manuscript for 

his/her use in authoring the foreword. If you the foreword has yet to be submitted 

when you submit your manuscript to Springer, create a Word file that states 

FOREWORD TO COME [due date] and save it within the Front Matter folder.  

    Dedication 

    Acknowledgments 
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SPECIAL TEXT FORMATTING INSTRUCTIONS 

 

Headings  

Type your chapter headings in a consistent style to ensure correct interpretation by the 

copyeditor and typesetter. All headings should be on a separate line and not run into the text. 

 

TYPE LEVEL 1 HEADERS IN BOLD/ALL CAPS 

Type Level 2 Headers in Bold/Title Case 

Type level 3 headers in bold, italics/sentence style 

Type level 4 headers in italics/sentence style 

 

Italics and Boldface 

New or special terms are often highlighted by italics, boldface, or boldface italics. Whichever 

you choose, please be consistent throughout your manuscript. 

 

Units and Abbreviations 

Always leave a space between a number and a unit, e.g., 5 mm. Use abbreviations that are 

accepted nomenclature and use them consistently. Define all abbreviations and acronyms at the 

first point of use in each chapter, e.g., cyclic adenosine monophosphate (cAMP). 
 

Quotations 

 A direct quotation of not more than 4 or 5 lines should be enclosed in quotation marks and 

run into the text. 

 Longer quotations, called extracts, should be indented at least 5 spaces from the rest of the 

text from the left margin, double spaced, and without quotation marks. 

 Use ellipses (. . .) to indicate any point in a quote in which you have omitted any material. If 

the omission occurs at the end of a sentence, use 4 dots, the last being the period. 

 If you add italics for emphasis to material within the quote, indicate it with a footnote: 

“Italics mine.” 

 If you add material to a quotation, place your own words within brackets, not parentheses. 

Parentheses should appear only as used by the original author. 

 Check each quotation to ensure that it is verbatim. 

 Include a reference citation (author name, year, and page number[s]) and be sure to include 

the complete source of original publication in the references for that chapter. 

 Please be sure to include permissions if necessary for any outside material exceeding 50 

words. PLEASE SEE PERMISSIONS GUIDELINES FOR MORE DETAILS.  

 

Cross-References 

 Do not use page cross-references. Instead, refer to the chapter and the heading under which 

the material appears, e.g., “(see Chapter 5, Health Behavior).” 
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 If you refer to information found elsewhere in your chapter, parenthetically refer to the 

heading under which the material appears and note “above” or “below” as appropriate, e.g., 

“(see Clinical Implications below).” Please use the appropriate call-out when referring to 

these items. 

 

Tables 

 Use tables when content can be more effectively presented in a column format, especially 

when comparisons are intended. 

 Presentation of tables should be as simple as possible. A table that is long but has few 

columns is preferred to a wider table with many columns. 

 Use horizontal and vertical rules to clarify alignment for our copyeditors and type-setters. 

(These rules will not necessarily appear in the printed book.) 

 A summary of the findings in a table should be discussed in the text. Always cite tables 

formally in text using the double-number system (chapter and table number; e.g., see Table 

12.1) and not “see table below.” Double-number tables consecutively within each chapter 

(e.g., the fourth table in chapter two would be numbered “Table 2.4”). 

 Always double-check your tables for accuracy, recalculate any totals, and proofread them 

carefully. Include all/any source information as a footnote to the table. 

 Please include any sources for your tables if necessary. 

 Please be sure to include permissions if necessary for any outside material exceeding 50 

words. PLEASE SEE PERMISSIONS GUIDELINES FOR MORE DETAILS.  

 

Exhibits/Boxes/Cases/etc. 

 Like tables, these should be numbered consecutively within each chapter using the double-

number format (chapter number/exhibit number).  

 For example, the fourth exhibit in chapter two would be numbered “Exhibit 2.4.”  

 Cite the exhibit in text (as with figures and tables) either parenthetically or in text. 

 Please include any sources for your tables if necessary. 

 Please be sure to include permissions if necessary for any outside material exceeding 50 

words. PLEASE SEE PERMISSIONS GUIDELINES FOR MORE DETAILS. 

 

Figures and Illustrations 

   Keep your illustrations as simple as possible. Avoid large black areas and/or very dense 

patterns. 

   Make sure all figures and illustrations serve an academic or pedagogical purpose. 

Illustrations that are purely decorative or unnecessary should not be used. 

   All figures and illustrations will be converted to and printed in black and white. If color 

illustrations are required, discuss this in advance with your editor. 

   Like tables and exhibits, figures should be numbered consecutively (in order of appearance) 

within each chapter using the double-number format (chapter number/figure number). For 

example, the fourth figure in chapter two would be numbered “Figure 2.4.” All figures must 

be cited, either parenthetically or in the text. 
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   Please be sure to include any permissions documents for images, photos, figures. 

   PLEASE SEE PERMISSIONS GUIDELINES FOR MORE DETAILS. 

 

Include any/all source information as part of the figure caption. 

 
 Limit use of gray tones in charts or graphs. An acceptable selection of gray tones 

is 20%, 50%, 80%. 

 Line art should be submitted or scanned at 600 to 1200 dots per inch (dpi). 

 Halftones (photos) should be submitted at 300 dpi and must be saved as or JPEG 

file. 

 

Note: An easy way to check resolution of line and halftone figures is to use Microsoft Office 

Picture Manager. (Open the file in MS Picture Manager; right click on the image itself, select 

PROPERTIES, then MORE under Picture Properties. The dpi will display.) 

 

Manuscript Features Log 

A completed Manuscript Features Log (instructions and an Excel template is enclosed with 

your author/editor packet) must be completed and submitted with your final manuscript. The 

Log serves three purposes: 

 

 As a way for you to track all elements of your manuscript. 

 As a final check point for you to evaluate your artwork/tables/exhibits/etc. for 

permissions issues while making sure that all features are named correctly and 

numbered in sequential order. 

 As a much-needed reference for Springer’s Editorial and Production teams. 

 

Note: Your manuscript will NOT be accepted without a completed Manuscript Features Log. 

 

References 

 Again, Springer uses the Publication Manual of the American Psychological Association, 6th 

Edition as our standard. If another reference style is more common to your academic 

discipline or is preferred, please discuss with your Springer editor in advance. 

 A reference is a source that is actually cited in the text. If the source is not cited in the text, it 

should be placed in a section of Additional Reading or a Bibliography. Sources in these 

sections should be unnumbered and typed in alphabetical order by author. 

 NOTE: Do not use the automatic reference feature in Word or reference tools like 

EndNotes®; these are not compatible with our typesetting systems. 
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PERMISSIONS GUIDELINES 

 

 

IMPORTANT: It is the author/editor’s responsibility to obtain any permissions 

required for copyrighted material used in the book prior to delivery of the 

manuscript. This process can take upwards of 6 weeks, so be sure to address this 

requirement early in your writing process.  

 

When working with contributors, be sure to share permission information and 

requirements with them so they will obtain permission for borrowed material. If your 

contributors fail to obtain permissions YOU will ultimately be responsible for 

completing their work. Feel free to distribute the following information to your 

contributors and advise them to contact Springer with any questions they may have 

about permissions. 

 

WHAT NEEDS PERMISSION? 

 Quotations or excerpts from other books, journal or news articles (any published 

outlet) that are over 50 words long. 

 Photos, figures, or drawings that appear in other books, journal articles, websites, 

or magazines. 

 Tables, exhibits, or models pulled from other publications 

 Your own work, if it has been published in other outlets. EXAMPLE: Your theory 

of nursing care was published in a journal in 1992 and you want to include a 

table from that article in your upcoming book. You will need to secure 

permission from the original publisher for that piece. 

 Using a photo that you took that features someone’s face: 

o If you took a picture of your coworker administering a shot to a patient to 

illustrate a technique, we will need clearance from that coworker 

indicating that it is ok to use his/her face in our publication. Exceptions to 

this rule include old photos for which you have copyright permission 

(taken before 1965) or photos in which the face is more than partially 

obscured or otherwise completely unrecognizable.  

 Poems and song lyrics  

 

WHAT DOESN’T NEED PERMISSION? 

 Your own original writing that has never been published. 

 Photographs you have taken personally (however if they feature a person, we 

will need clearance from that person stating they know and approve of their 
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picture in the book. See above.) 

 Drawings, tables, or figures you have created personally 

 MOST material found on government websites and publications.  

NOTE ABOUT GOVERNMENT PUBLICATIONS: 

Please read more about this in the Third Party Permissions document under Helpful 

Hints.  

 

Please review the Third Party Permissions document for information on how 

to obtain permissions from other publishers, individuals, and institutions.  
 
The book editor(s)/author(s) are responsible for payment of all permissions fees. If a contract 

stipulates an advance against royalties, this should help the editor(s)/author(s) pay permissions 

fees. 

 

 

         SUBMITTING YOUR COMPLETED MANUSCRIPT 

 

 

A print copy of your manuscript is not required. Manuscripts should be submitted 

electronically via the most convenient method: email, ftp, Google Drive, or Dropbox (a guide of 

how to use Dropbox is included in your Author/Editor packet). A CD or flash drive can be 

mailed as a last resort. 

 

Be  sure  to  keep  a  complete  back-up  copy  of  your  manuscript  and  art  in  hard  and 

electronic formats! Submit all material to Springer via a traceable method. 

 

Please see the next page for a Final Checklist. 
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FINAL CHECKLIST 

Manuscript 

 Broken down into folders by chapter 

 Text saved in Word format, each chapter in appropriate folder 

 All references are included at the end of each chapter 

Front Matter (required components) 

 Title page 

 About the Author(s)/Editor(s) 

 Table of Contents  

 Preface 

 

Front Matter (optional components) 

 Dedication 

 Acknowledgments 

 Foreword 

Chapter Elements (Figures, Tables, Etc.) 

 Each is titled properly (example: Figure 4.8, Going Green) 

 Each has a placement note at the appropriate location within the manuscript 

 Each has been saved as a separate file 

 Each file has been placed in the appropriate chapter folder 

 Each is linked with the appropriate citation 

 A full reference is included in the appropriate chapter’s reference section for each 

Permissions 

 All secured permissions paperwork has been collected into a single folder 

 Each permissions file is labeled properly (example: Table 2.2 Permission) 

 All unresolved permissions have been discussed with Springer 

Additional Materials 

 Completed Manuscript Features Log 

 Completed Marketing Questionnaire 

For Multicontributed Works Only 

 A List of Contributors has been included with the Front Matter 

 All Contributor Release Forms have been collected  

 A spreadsheet of the contact information for all contributors has been compiled 


