CAMERA-READY MANUSCRIPT

At Ad Astra Publishing we ask that you send your final manuscript to us “camera-ready.”  Camera-ready manuscripts mean just that: The manuscript is received ready to be printed. Camera-ready materials appear in published form exactly as they were submitted. In other words, "what you see is what you get." The preparation of camera-ready materials places a great deal of responsibility on the author; on the positive side, however, this procedure provides the maximum amount of author control, reduces expenses, and speeds the production process.

DEVELOPING YOUR CAMERA-READY MANUSCRIPT
When creating a camera-ready manuscript, there are many different elements that you will need to keep in mind. Following is a guide which will assist you in producing your final manuscript:

FRONT MATTER

All books contain a title page, copyright page, and a table of contents. Some books also include preliminary pages which can consist of a preface, acknowledgments, list of figures and/or tables, etc. The front matter pages are numbered with small Roman numerals and each new part starts on a right-hand (odd-numbered) page. Ad Astra Publishing will design a customized title page for your textbook and we will also create the copyright page. However, the remaining front matter you will have to provide.

TABLE OF CONTENTS

Once you have completed the manuscript, the final table of contents should be prepared. The table of contents will start on the third page and should be numbered with the Roman numeral iii. The table of contents should provide a complete anatomy of the book, including front matter, part titles, chapter titles, primary and secondary heads, special feature heads, and end matter.

PREFACE

The preface is meant to set the tone of the book. Generally, the opening is meant to establish rapport with the reader. It is your chance to tell readers the purpose of the book and the needs it is designed to meet. The preface can be used to describe the books special features and organization and to show how to use the book. This is also your opportunity to write acknowledgments to people who have given you help or inspiration for your book. The acknowledgments should appear in the paragraphs at the end of the preface.

ILLUSTRATIONS

If you would like us to place your illustrations (this can include diagrams, drawings, maps, etc.) please indicate clearly where we should place them in the text. Also, identify the visual being used with a figure number (i.e., Figure 6.8).  

PHOTOGRAPHS

If you are including photographs as figures in your text you can submit the photo in two ways. Either send in a high quality black and white print (not color) or you can scan your photograph and save it on a disk. Please be sure to save your file in either a jpeg format or a gif format and that it is scanned in at 600 dpi (dots per inch). When submitting photographs please be sure not to write on the back of the photo. Again, please be sure to identify each figure with a figure number. If you are submitting your own photographs that have people included in them, you must also submit a release form signed by the people included in the photograph.  For any photographs submitted that you do not own, you must secure written permission. 

TABLES

Try to use tables sparingly as they interrupt the reader and may date your book.  If you do use them, number the tables consecutively throughout each chapter using double Arabic figures (i.e., Table 4.1, Table 4.2). Please title or caption the table above or below the table. In the text, refer to the tables by their numbers only.

DESIGN

With a camera-ready manuscript you are in charge of deciding the style and format of your textbook.  Following are some tips to help you in this process. 

· If you are unsure what design you would like to use for your book, try following the style of a book you like. 

· Begin page numbers with the first chapter divider (if used) or with the start of the actual text. This allows for additional material to be inserted in the front matter if necessary. 

· When numbering pages, odd numbers should be placed on the upper right or lower right side of the page. Even numbers should be placed on the upper left or lower left side of the page. The starting page of the actual text should be an odd number. If your chapter ends on an odd number page your next chapter would be forced to start on an even number page. Since starting a chapter on the left side of an open book is optimal, you can do this by inserting a blank page at the end of the previous chapter. Your next chapter can then begin on an odd numbered page. 

· You may choose to align page numbers either at the top or the bottom of the page. Remember that the number should appear in the outside corner of each page. Even page numbers should be placed on the left corners and odd page numbers should be placed on the right corners. 

· Front matter pages (pages prior to the first chapter) should be numbered with small Roman numerals. 

· Be consistent in typing heading lists and other format elements. Stay with the same font and size throughout your textbook. 

· Regardless of the style choices you make, it is important to remain consistent. Style changes within the text detract from the books overall quality.

COPY

· Margins should be at least 1 inch all around. 

· Font sizes between 10 and 12 points are usually the most legible. A good way to determine which point size is best is by sizing the text lines to about 65 characters. You can adjust your margins to accommodate this if necessary. 

· Avoid using many different styles of fonts. Keep the text and heading fonts consistent. When emphasizing a point or a word within your text use italics, bold, or underline, rather than a different font. Do not use more than one of these features to highlight a single word. 

· Serif fonts are easier to read and should be used for the text copy. Sans-serif fonts are best with titles, chapter headings, and chapter dividers. 

· Use single spaces after periods. 

· Do not double space between paragraphs. 

· Adjust your computer resolution to print at 1200 dpi (dots per inch) and 120 lpi (lines per inch) to produce the cleanest copy. Keep in mind that the lower the dpi or lpi the less clear the output. Please note that certain pictures print better with a lower lpi. 

· Be careful when using screens or tinting areas behind text. Screens do not always reproduce consistently and may appear blotchy and overshadow the text.

SUBMISSION

Remember to always give your text a final read before submitting it. You should also use the spell checker once your manuscript is complete. Please be sure to submit a high resolution manuscript using only one side of the paper. Please print on solid white paper. Avoid cream or colored paper. Remember, your textbook will appear exactly as you have submitted it to Ad Astra Publishing, with the addition of a customized cover, title page, and copyright page. Your editor is always available if you have any additional questions. We prefer an electronic copy in MS Word Version 10 (2002) or earlier, or in pdf format as well as a hard copy.

