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Please take the time to read these instructions.

At IWA Publishing, we feel it is important that our authors are able to concentrate on the content of their book. So we provide a set of guidelines that will help you to produce your manuscript.  Once your manuscript is submitted, it will be converted in to the correct layout and format.  However to ensure a smooth publication process, it is important that you submit a final and complete manuscript and then we can start the production process. 
General
· Books must be in good, grammatically correct English, and should be consistent throughout.  If English is not your native language, you should seek the help of a colleague who is a native English speaker or professional translator. If you have problems with this, please advise the Editor immediately. 
· Please note that books are usually printed in Black and White. It is possible for us to print in colour but this will affect the list price and it may require funding.  Please contact the Editor for further information
· Copyright and Artwork permissions - It is the authors responsibility to obtain permission to use other peoples’ material in your work, whether artwork, tables or text. In particular, material found on the internet is not necessarily in the public domain.  You must acknowledge all content, which has been previously published. A standard Permission Request Form will be supplied by IWA Publishing. All completed permissions correspondence should be included on delivery of your manuscript. 
· Cover design - The design of the cover of your book is our responsibility but we welcome your suggestions. If you wish to provide images for the cover, then please send high resolution original artwork to the Editor as soon as possible.  
· Spelling - We publish in both UK and US English however please ensure that the spelling is consistently UK or US throughout the book (if an authored book), or throughout each chapter (where the book is a contributed work). 
· Length - Please inform us urgently if you think you are writing over length. 
· Print-ready files – If you are providing print-ready files  - please see page 5
Files 
· Create a separate word (.doc) file per chapter and item.
· Filenames must be short. Please name files with the corresponding Authors name and then the content of the file.  For example smith_chapter1.doc, smith_figure1.1.tiff, smith_contents.doc.
· All manuscript files must be submitted together. 
· Please complete and submit the manuscript checklist when delivering your manuscript (page 6) 
· If the final manuscript files are too large to e-mail please contact us prior to the submission of your manuscript for an alternative method of delivery.

Front matter

The manuscript requires front matter and this must be supplied as part of your final manuscript (note these pages do count toward the number of pages in the book). 
· The table of contents (please note that a detailed table of contents can be used instead of an index).
· About the Authors – a brief biography of the Editors or Authors of the work. For contributors, the names and affiliations are sufficient.  This section should be as short as possible.
· Preface – a personal note from the Authors about the purpose, scope and audience for the book.
It often includes detail about the organization of the book as well as any particularly notable features.

· Foreword –is written by someone other than the Authors and provides an endorsement and approval for content in the book.
· Acknowledgments – a brief section where Authors can thank those that have aided or inspired the writing of the book.

Text 

It is most important to be consistent and to make the structure of the book clear, so that the typesetter can interpret the text correctly in the production process. Here is some guidance for the general preparation of the text.

· Chapter Number – please remember to place the word ‘Chapter’ before each chapter number. 

· Chapter Title – follows the Chapter number. 

· Authors – Names should be placed after the chapter title if this is a contributed work. However please be consistent in how the names are displayed throughout the book. Either names in full or first initial and family/surname.
· A new paragraph should be indented, except for the first paragraph of a chapter/section which remains in line with the paragraph heading.

· Text should be single spaced. 
· Main body text should be produced using Times New Roman 10pt
· Section numbers should be applied in a consistent and systematic manner relating to the chapter number. For example 2.1, 2.1.1 etc.
· Heading 1 – This is the top level of section headings for the text. As a guide, use Arial Font at 12pt in size. The text should be in capital letters.
· Heading 2 – This is the 2nd level of section heading. Please use the Arial font, 11pt, Initial capitals not full capitals. 

· Heading 3 – This is the 3rd level of section heading. Use Arial font 10pt, Italic.
· Heading 4 – This is the 4th level of section heading. Use Times New Roman 10pt, bold.
· Table numbering – The numbering for the figures should be chapter number followed by the number of the figures in the chapter e.g. Table 5.1, 5.2 and so on. 
· Table title – The table title needs to be placed above the table. Please keep the titles short.
· Figure numbering – The numbering for the figures should be chapter number followed by the number of the figures in the chapter e.g. Figure 5.1, 5.2 and so on.
· Figure Caption – Figure captions should be placed under the figure itself. Please keep the captions short.
· If you are unable to place the figures, tables or equations in the right place leave the required space and insert the figure/table/equation number and caption.  You will need to ensure that these elements are supplied separately.
· Permissions – All permissions must be granted and referred to in the figure/table caption as per the copyright holder’s request.
· References – Please ensure that the References are complete and in the correct order. Each Reference should have a citation in the text.  Please see the section on References and Text Citations for more detail.
Figures and Images
Please remember that the reproduction of a figure is only as good as the original source file.  A blurred illustration submitted to us will appear to be worse in the printed version. 
Your figures will be reproduced in black and white.  If colour illustrations are essential, please contact the Editor immediately. 
High resolution files need to be produced at the beginning of the writing process and then processed as high resolution throughout.  Please keep your source files in case they are needed in the production process.  
General rules 

· Images – if the figure is comprised of only images then they should be at least 300dpi and saved as .tiff files.  If you are using an image from a digital camera then the resolution of the file will more than likely be 72dpi as the file will be a jpg or jpeg. So the image needs to be captured on the high resolution setting on the camera (i.e for A4 output or above).  As a guide the size of the image should be 2276 pixels by 1704 pixels (at 72 dpi)

· Scanned figures – Scanned figures/images should be saved as .tiff files and should be scanned at 300dpi. The image should be captured at the size required for the book or larger. However it is not acceptable to supply previously scanned in material, photocopied and then scanned material as well as hand drawn items.
· Composite figures – where you are compiling figures from different sources remember that you need to ensure that all the elements (image, text and so on) are of a high quality, before putting them together.  

· Any lettering or type in Figures should be in Arial font, 9 point, and be consistent throughout the book.
· If you are unable to place the figures, tables or equations in the right place leave the required space and insert the figure number and caption
· Colour figures - Colour figures will be converted to Greyscale unless there is prior agreement for the publication of colour with the Editor. Please be aware that in the conversion to greyscale, some colours will look the same.  It is best to convert the illustration and change tones where necessary prior to submitting the manuscript. Any reference to colour in the caption will need to be amended to reflect the relevant grey tone instead.
· Permissions – All permissions must have been granted and referred to in the caption as per the copyright holder’s request.
Tables
Tables should be within the word doc as an editable table.  Tables that appear as images are not acceptable.

· The heading line(s) only should have a ¾ point rule  (horizontal line) above and a rule below. 
· All tables should have a heading line

· Do not use vertical rules in a table.

· Do not use grey shading.
· If you are unable to place the tables in the right place leave the required space and insert the table caption.  Supply these tables separately.
References and Text Citations 
References are important and should be listed alphabetically at the end of the book (if an authored book).  If the book has contributors, the references should be at the end of each chapter.  The purpose of the reference is to allow the reader to find a source easily. 
1 Citation of references in the text
This should be name and date, e.g. ‘Smith and Jones (1998) examine….’or ‘It was found (Smith and Jones, 1998) that….’
2 Use of "et al." 
Although "et al." is preferable in the text, in the list of references all authors should be listed. 

3 Journal Reference style
Zeng R. J., Lemaire R., Yuan Z. and Keller J. (2004). A novel wastewater treatment process: simultaneous nitrification, denitrification and phosphorus removal. Water Science and Technology, 50(10), 163-170. 

4 Book reference styles
(i) article in compilation

McInerney M. J. (1999). Anaerobic metabolism and its regulation. In: Biotechnology, J. Winter (ed.), 2nd edn, Wiley-VCH Verlag, Weinheim, Germany, pp. 455-478.

(ii) multi-author work 

Henze M., Harremos P., LaCour Jansen J. and Arvin E. (1995). Wastewater Treatment: Biological and Chemical Processes. Springer, Heidelberg.

(iii) standard reference 

Standard Methods for the Examination of Water and Wastewater (1998). 20th edn, American Public Health Association/American Water Works Association/Water Environment Federation, Washington DC, USA.

(iv) report 

Sobsey M. D. and Pfaender F. K. (2002). Evaluation of the H2S method for Detection of Fecal Contamination of Drinking Water, Report WHO/SDE/WSH/02.08, Water Sanitation and Health Programme, WHO, Geneva, Switzerland. 

(v) thesis

Bell J. (2002). Treatment of Dye Wastewaters in the Anaerobic Baffled Reactor and Characterisation of the Associated Microbial Populations. PhD thesis, Pollution Research Group, University of Natal, Durban, South Africa. 

5 Online references
These should specify the full URL for the reference and give the date on which it was consulted. Please check before submitting the files, to confirm that the work you are citing is still accessible: 

Alcock S. J. and Branston L. (2000) SENSPOL: Sensors for Monitoring Water Pollution from Contaminated Land, Landfills and Sediment. http://www.cranfield.ac.uk/biotech/senspol/ (accessed 22 July 2005) 

6 References in languages other than English
These should be accompanied by an English translation of the article title 

Barjenbruch M., Erler C and Steinke M. (2003) Untersuchungen an Abwasserteichanlagen in Sachsen-Anhalt im Jahr 2003 (Investigation on wastewater lagoons in Saxony-Anhalt in 2003), Report for the Environment Ministry of Saxony-Anhalt, Magdeburg, Germany.

Index
If you wish to include an index in your book, then you need to provide keywords for this purpose when you submit your manuscript. Please include the page numbers as they stand on the manuscript that you submit. An alternative to having an index is to include a detailed table of contents that includes the titles of all the sections with heading levels 1, 2 and 3.
Some guidance on producing an index.
· Be consistent in the way you present the index entries
· Start each entry with a capital letter

· Contract page ranges e.g. 123-5 but not 123-125

· Page numbers representing figures should be in bold; page numbers representing tables should be in italics.
· To refer to other entries, please use  “see” and “see also which should be in italics
Finally…..

Please contact us if you have any concerns or questions. We will be happy to help.
Mark Hammond
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Production Manager

mhammond@iwap.co.uk
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IWA Publishing
Alliance House
12, Caxton Street
London SW1H 0QS, UK

Tel: +44 (0)20 7654 5500
Fax: +44 (0)20 7654 5555
Website: www.iwapublishing.com
Further information for Print-ready files
•
LPI (lines per inch) 106

•
File format - PDF (.pdf) centred on 8.268”x 11.693” / 297 x 210 (A4)

•
PDF producer - Acrobat Distiller–PDF/X-1a:2001 recommended or the Press Quality Setting.

•
Fonts - ALL FONTS must be embedded in all PDF files. 

•
Margins - It is recommended that you provide a minimum of 20 mm margin on all sides of your text block. Allowance is given for 2 mm variance in printing. If text/images are too close to trim edges, they could be cut in the printing and binding process. 

•
Bleed - We do not guarantee bleed off any edge of the text page for black & white printing. The printing process works from the centre of the document outward and only utilizes the actual trim size of the book, so text in the margin area could be trimmed off.

•
Crop Marks - Please do not include crop / printer / registration marks in a file. Marks included in a file could show up in printed copies. 

•
Graphics/Images - Ensure that all graphics are flattened (if layers have been used in Photoshop, illustrator etc) and then imported in to the book creation software.  Unflattened images etc. can cause problems and very large files once a PDF is made.

•
Spreads/Format - Files should be sent as one, single-page PDF file. 

•
Spot Colours/ ICC Profiles  - Please do not include Spot colours or ICC profiles in your file.

•
Hyperlinks - These cannot be supported so please ensure that they are not included.
Book Submission Checklist for Authors
General

· Ensure that you have everything!
· Cover suggestions and images submitted 

· All permissions are granted 

Book Content
· Front Matter is included
· Table of contents is provided 

· All authors and contributors to the work are acknowledged 

· Chapters are consistent in structure 

· All permissions are correctly sourced in the text.

· All Figures cited in the text.

· All Figures captions included.

· All Tables cited in the text.

· All Table captions included.

· All References cited in text.

· References complete and to the style
Files

· Filenames should be clear and short

· Each item and  chapter has a separate file

· List of filenames provided
· All Figures files are supplied separately in high resolution
· Index Keywords supplied (if applicable)

· All files must be submitted together.

· File sizes – if too large have IWAP been contacted for an alternative method?
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