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[bookmark: _dt9tryiv5tcl]Cambridge Scholars Publishing – 
2.2 Manuscript Preparation Guidelines
This document provides guidance for editors preparing conference papers for publication as an edited collection. It combines formatting requirements, manuscript preparation instructions, and examples of how chapters should be structured. Where further clarification is required, please consult the Chicago Manual of Style (https://www.chicagomanualofstyle.org/home.html).
Final submissions must be made via email. For edited volumes, it is the responsibility of the editor to collect and organise all material into a single file or a set of clearly labelled files in the correct order. Individual contributors should not submit chapters directly to Cambridge Scholars Publishing.

[bookmark: _qkxf5x1amevm]1. General Formatting Requirements
A. Submit files in Microsoft Word format (.doc or .docx).
B. Refer to the Sample Format (Section 6) for guidance on font sizes, spacing and layout.
C. Each chapter and each front matter or end matter section must begin on a new page.
D. Use double quotation marks for all cases (including single words), except for quotes within quotes.
E. Remove all double spaces by using the Find and Replace function until none remain.
F. Use m-dashes (—) without spaces before or after. Do not mix m-dashes with other dash types.
G. Use a referencing style compliant with the Chicago Manual of Style.


[bookmark: _vz8naccol6jd]2. Order of the Book
A. [bookmark: _a2q5vkhbuf0r]Front Matter
a. Table of Contents
i. List of Tables/Figures, if applicable
ii. Foreword/Preface/Introduction/Acknowledgements (if applicable)
iii. List these in the Table of Contents. 
b. A dedication (if applicable) can be included before the Table of Contents

B. [bookmark: _7p2konaw0q0n]Main Text
a. Each part or section heading should start on a new page, followed by the relevant chapter.

C. [bookmark: _748rzcryntgr]End Matter
a. Appendices (A, B, C, etc.)
b. Notes
c. Glossary (if applicable)
d. Bibliography/references 
e. Contributors (for edited volumes, listed alphabetically by last name, not inverted; e.g. John Smith not Smith, John). Include academic positions and key publications where possible.
f. Index (if applicable)


[bookmark: _w52gg7u1lctd]3. Images
A. Use TIFF files for photographs and EPS files for vector graphics.

B. Ensure images are appropriately sized for publication.

C. Label illustrations as Fig. 4-3 or Ex. 2-3 (first number = chapter, second = figure number within chapter).

D. All images should also be embedded in the manuscript for reference.
E. all images will be printed in black and white, you can submit in colour, but we will convert to greyscale when we prepare your final pdf file.


[bookmark: _arf7exkem2zf]4. Tables
A. Use consistent formatting for tables.
B. Title tables as Table 3-2 (second table in Chapter 3).
C. Differentiate headings from body text if needed.
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[bookmark: _41x4vtks5sn4]5. Sample Format
Chapter Number:
Chapter Title:
Author’s Name:
Title: 16pt, title case, centered
Secondary headings: 12pt bold, centered
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