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HANDBOOK OF LATINOS AND EDUCATION: 

THEORY, RESEARCH & PRACTICE

Manuscript Submittal Checklist

To assist you with the preparation of your manuscript, we have developed this checklist.  Manuscripts should be prepared in accordance with the 5th Edition of the APA Publication Manual; if in doubt about the style for your work, please contact your Principal Editor prior to submitting your manuscript.   

To make the production process proceed as smoothly as possible, please ensure that all applicable elements of the guidelines are addressed prior to submitting your final manuscript for production.  

You must return a completed copy of this checklist with the final manuscript to your principal editor. This is essential to an efficient, smooth production process.
1) Who will be the primary contact for your chapter, through the production process? 

_________________________________________________________________________________________
2) Format
Note: Prepare manuscripts according to the Publication Manual of the American Psychological Association (APA), 5th edition.  

( 8 ( x 11-inch non-smear paper of good quality

( Times typeface 

( 12-point font size

( Double-spaced (all components of the manuscript ( including quotations, references, etc…)
( 1and ½ -inch margin on all sides

( Pages numbered in sequence (starting with the title page)
( Spell Check / Proofread

( Clean of all irrelevant codes
3) Copies of Permission Obtained for Any Previously Published Material  

( Note: You are responsible for obtaining written permission for reprinted or adapted figures and tables, and previously published 
single-source quotes of 500 words or more. Check the website for the “Guide to Obtaining Permissions.”
4) Special Elements
( Are any foreign languages used in the manuscript?  ________   please specify: _______________________
( Are any special symbols, equations, or other formatted material included in the manuscript?  __________
( Does the manuscript have any special features or elements that require special design attention? __________
5) Copyedit
( Do you have any special copyediting concerns or anything else you would like to note? Have you included anything in the 
manuscript that should not be copyedited?   (Attach a separate sheet if more space is needed.)
____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

6) Two Hard Copies of Final Version of the Chapter
( Make sure the content of the printed, finalized manuscript exactly matches that of the electronic file.
7) Authors( Data Form (must include data for each and every contributing author, form available on the website)
( a hard copy,  and   ( an electronic, up-to-date contributor list with street mailing addresses, phone numbers, fax numbers, and e-mail addresses? This information is critical for production of the book. Any address changes or updates during the production process should be sent to us promptly.

8) PC Diskette or CD Containing Matching Electronic Files
( One file of your Chapter saved as Word, formatted for IBM computer

( One file of your Authors’ Data Form saved as Word, formatted for IBM computer

( The same files “saved as” Rich Text (RTF), as a back-up if we are unable to read the native file produced by your word processor

( Make sure the content of the files exactly matches that of the printed, finalized manuscript
( Let us know computer type, word processor, version number, and file names

_________________________________________________________________________________________
9) Contributor Agreement (make sure each co-author signs a “publication agreement,” available on the website)

( Are all original signed Letters of Agreement for your chapter included with the manuscript?  

If not, please specify: _____________________________________________________________________
10) Return entire package to HLE Principal Editor at:
Enrique G. Murillo, Jr., Principal Editor
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