IGI GLOBAL CHAPTER FORMATTING REQUIREMENTS
Chapters are due by February 28, 2009
IGI Global is unable to accept for publication any work which has been previously published elsewhere and/or which has a copyright held by a third party. The chapters for this book can be based on the ideas, points, research, data, etc. which are presented in a previous article; however, the material must be extensively rewritten from these original documents so much so that it would be considered new, original material which was written for this current publication. Large amounts of borrowed paraphrased or verbatim text cannot be accepted for publication. These limitations are due to our contracts with our e-book distributors such as NetLibrary, ebooks, Books24x7, among others, by which we are mandated to have complete control over our publications.  Please do not hesitate to contact me if you or your potential contributors have any questions or concerns regarding this matter.
Chapter Organizational Guidelines
For consistency of publication, it is best that you adhere as much as possible to the following guidelines when preparing your chapter:

Abstract

As a contribution to a scholarly publication, your chapter will need to include an abstract, consisting of approximately 100-150 words, which will provide your readers with an overview of the content of your chapter.  It is important that your abstract clearly states the purpose of your chapter and summarizes the content.  
Introduction

In this section, you will want to describe the general perspective of your chapter. Toward the end of the introduction, you should specifically state your chapter’s objectives. 

Background

In the background section, you’ll want to provide broad definitions and discussions of the topic and incorporate views of others (literature review) into the discussion to support, refute, or demonstrate your position on the topic.

Main Thrust of the Chapter
(Please note that the title of this section should NOT be “Main Thrust of the Chapter.”)
1. Issues, Controversies, Problems

Here, you’ll want to present your perspective on the issues, controversies, problems, and so forth, as they relate to the theme and arguments supporting your position. Compare and contrast with what has been, or is currently being done, as it relates to your specific topic and the main theme of the book.

2. Solutions and Recommendations

Here, you should discuss solutions and recommendations in dealing with the issues, controversies, or problems presented in the preceding section.

Future Trends

In this section, you’ll want to discuss future and emerging trends. You should provide insight about the future of the book’s theme from the perspective of your topic. Viability of a paradigm, model, implementation issues of proposed programs, and so forth, may be included in this section. If appropriate, you may want to suggest future research opportunities within the domain of the topic.

Conclusion

Here, you should provide a discussion on the overall coverage of the chapter and include your concluding remarks.

References

It is your responsibility to ensure that all information in your chapter that is taken from another source is substantiated with an in-text reference citation.  Please also note that your references must strictly follow APA (American Psychological Association) style (The publisher may return your chapter to you for correction if you do not properly format your references. Note that this will delay the production process, and ultimately, the release of the book. ). References should relate only to the material you actually cited within your chapter (this is not a bibliography), and they should be listed in alphabetical order. Please do not include any abbreviations. As far as the number of references is concerned, although there is no “magic” adequate number of references, your paper should be supported by at least 15-20 fully documented references.
Properly formatting sources in your reference list
Book with one author:

Author, A. A. (2005). Title of work. Location/City, State: Publisher.

Book with two authors:

Author, A. A., & Author, B. B. (2005). Title of work. Location/City, State: Publisher.

Book with more than two authors:

Author, A. A., Author, B. B., & Author, C. C. (2005). Title of work. Location/City, State: Publisher.

Journal article:

Sawyer, S., & Tapia, A. (2005). The sociotechnical nature of mobile computing work: Evidence from a study of policing in the United States. International Journal of Technology and Human Interaction, 1(3), 1-14.

A publication in press:

Junho, S. (in press). Roadmap for e-commerce standardization in Korea. International Journal of IT Standards and Standardization Research.

Edited book:

Zhao, F. (Ed.). (2006). Maximize business profits through e-partnerships. Hershey, PA: IRM Press.

Chapter in an edited book:

Jaques, P. A., & Viccari, R. M. (2006). Considering students’ emotions in computer-mediated learning environments. In Z. Ma (Ed.), Web-based intelligent e-learning systems: Technologies and applications (pp. 122-138). Hershey, PA: Information Science Publishing.

Report from a university:

Broadhurst, R. G., & Maller, R. A. (1991). Sex offending and recidivism (Tech. Rep. No. 3). Nedlands, Western Australia: University of Western Australia, Crime Research Centre.

Published proceedings:

Deci, E. L., & Ryan, R. M. (1991). A motivational approach to self: Integration in personality. In R. Dienstbier (Ed.), Nebraska Symposium on Motivation: Vol. 38. Perspectives on motivation (pp. 237-288). Lincoln: University of Nebraska Press.

Unpublished doctoral dissertation or master’s thesis:

Wilfley, D. (1989). Interpersonal analyses of bulimia: Normal-weight and obese. Unpublished doctoral dissertation, University of Missouri, Columbia.

A presented paper:

Lanktree, C., & Briere, J. (1991, January). Early data on the Trauma Symptom Checklist for Children (TSC-C). Paper presented at the meeting of the American Professional Society on the Abuse of Children, San Diego, CA. 

Web site:

VandenBos, G., Knapp, S., & Doe, J. (2001). Role of reference elements in the selection of resources by psychology undergraduates. Journal of Bibliographic Research, 5, 117-123. Retrieved October 13, 2001, from http://jbr.org/articles.html 

Properly formatting in-text citations
When citing a source in your text, you will need to state the authors’ surnames along with the year of publication.  Please note the following:

· If you have several references cited within the same parenthesis, the citations should be listed in alphabetical order. You’ll note that 1) each citation is separated by a semicolon, and 2) ampersands (&) are used instead of the word “and.”

Example: In most organizations, data resources are considered to be a major resource (Brown, 2002; Krall & Johnson, 2005; Smith, 2001). 
· If an author’s name is mentioned directly within the text of your chapter as part of a sentence, please note that only the year is placed within parenthesis.
Example: Brown (2002) states that the value of data is recognized by most organizations.
· If you directly quote another individual’s work, you must also provide the page of the source from which the quote was taken.
Example: “In most organizations, data resources are considered to be a major organization asset” (Smith, 2001, pp. 35-36) and must be carefully monitored by the senior management.

Example: Brown (2002) states that “the value of data is realized by most organizations” (p. 45).
· Under NO circumstances should in-text citations be numbered. 

Incorrect: In most organizations, data resources are considered to be a major resource [15; 30; 84].

Correct: In most organizations, data resources are considered to be a major resource (Brown, 2002; Krall & Johnson, 2005; Smith, 2001). 
· If a direct quote that you wish to include in your chapter is more than 40 words long, please be sure to format your quote as a block quote (a block quote uses no quotation marks, and its margins are indented from the left; also, you’ll notice that the period at the end of the sentence comes before the parenthetical in-text citation):
Example: As an ever-growing number of people around the world have gained access to e-mail and Internet facilities, it has become clear that the communicative environment provided by these tools can foster language learning. E-mail facilitates access to speakers of one's target language. (Vinagre & Lera, 2007, p. 35)
NOTE: If you plan on including more than 2 paragraphs of quoted text, you must acquire permission from the copyright holder for use of the quote before IGI Global will agree to publish your chapter. 

Key Terms and Definitions
You are required to provide 7-10 key terms related to the topic of your chapter and provide clear and concise definitions (in your own words) for each term.  Place your terms and definitions after the references section of your chapter.

IMPORTANT Details to Keep in Mind

Copyright Issues

1. Originality of chapters. Only ORIGINAL chapters will be accepted for publication. Upon acceptance of your chapter, you will be required to sign a warranty that your chapter is original and has NOT been submitted for publication or published elsewhere.
2. Revised chapters. IGI Global will not publish a chapter that is a “revised” version of a chapter that you published elsewhere. While your chapter may certainly be based on the same data and research as another chapter published by you, the chapter you submit to IGI Global must be a completely new and original work—in other words, it must NOT have the same wording or formatting as another chapter previously published by you. 

3. Acquiring permission for copyrighted images. It is YOUR responsibility to obtain written permission to include any copyrighted images (whether they be screenshots [e.g., a screenshot of a page from a company’s Web site, a screenshot of a scene from a video game, etc.], figures, tables, graphics, etc.) in your chapter. The copyright holder MUST agree to and sign IGI Global’s permission form before IGI Global will agree to include the image in your chapter.  To obtain a copy of this permission form, please contact the book editor or IGI Global (development@igi-global.com).

After you obtain permission, you are then responsible to indicate in the caption of the image the original source of the image and that it is being used in your chapter with permission.  Your caption should look something like this:

Figure 1. [insert caption here]. (© [insert copyright year here], [insert copyright holder’s name here]. Used with permission.).

Please note that, should you create an image that is loosely based on another copyrighted image, you must indicate in the image caption that your image is adapted from another copyrighted image and then provide the original source: 

Figure 1. [insert caption here]. (Adapted from [insert source of copyrighted image here]).  

As some publishers require that you obtain permission for use of even an image that you may have adapted from one of their images, it is YOUR responsibility to investigate as to whether or not permission is needed for your adapted image. 

IMPORTANT NOTE: Since acquiring permission may take a significant amount of time, it is very important that you begin the process as soon as possible. 

4. Permission fees. Subsequent to the previous point, IGI Global will NOT agree to publish any copyrighted image for which a permission fee is required (even if you offer to pay the fee), OR for which permission is required for each subsequent publication of the image.

5. Trademark use. All trademark use within your chapter MUST be credited to its owner, or written permission to use the name must be granted.

6. Interviews. Please note that if any full interviews are included in your chapter, you must have the interviewee sign IGI Global’s “Interview Release and Assignment Agreement” with which you will be provided by the book editor or IGI Global (development@igi-global.com) upon request.  

Editorial Issues

When preparing your manuscript, it is important that you use the chapter template located at http://www.igi-global.com/development/author_info/index.asp.  You will find the appropriate template under the heading “Handbooks of Research.”

1. Chapter basics. Chapters must
· be submitted in Microsoft® Word or rtf format.
· be typewritten in English
· be on white paper, double sided
· be single spaced
· have a one-inch (2.5 cm) margin on all sides
· have text left-justified
· insert a blank line to indicate the start of a new paragraph
· have text set as 11-pt. Times New Roman font
· include the title on the top of the first page
· list the authors and their affiliations and countries directly under the title
2. Copy editing and proofreading. It is crucial that complete copy editing and proofreading of your chapter be conducted PRIOR to submission to ensure proper use of the English language, proper grammatical structure, and correct spelling and punctuation. Attention to these details is imperative. IMPORTANT: Chapters that are submitted to the publisher are considered to be in their FINAL FORM and ready for publication as is. Please also keep in mind that the material you submit for production is final. Other than minor grammatical, typographical, spelling, and reference list corrections, major changes such as moving and/or deleting paragraphs, sections, etc., will NOT be permitted. 
3. LaTex. Unfortunately, LaTex files are currently NOT accepted by the publisher because these types of files are not compatible with IGI Global’s current typesetting program.  As an alternative, it is recommended that you use MathType.
4. Metafiles. If you include equations in your chapter, it is important that you do NOT use metafiles for any mathematical symbols or letters unless absolutely necessary.  For example, take into consideration the following equation: (a + b) – (c + d) = e.  There is absolutely no need for the use of metafiles here since each of the symbols and letters in this equation appear on your keyboard.  

Additionally, it is extremely important that all symbols and letters are consistent in their formatting (i.e., if you italicize “x” in equation number one, please be sure to italicize “x” throughout the rest of your chapter if it is used to represent the same item).  Please note that the unnecessary use of metafiles and the inconsistent formatting of symbols and letters will have an adverse effect on the quality of your chapter, as well as significantly slow down the production of the entire book. 

5. Subhead divisions. Please note that, as per IGI Global’s house style, the subhead divisions in your chapter should NOT be numbered.  All subheadings should be designated simply by title, and the level of each heading should be clearly indicated by font size and the use of italicized, bolded, or underlined words. For examples of subheading style, please see the “IGI Example of Chapter Styling in Microsoft Word” under the “Handbooks of Research” section at http://www.igi-global.com/development/author_info/.   

6. Images. IGI Global requests that, if possible, your chapter not contain more than five to eight images (as mentioned, images include screenshots, figures, tables, graphics, etc.).  Images should be submitted BOTH as:

· Separate tif, jpeg, eps, gif, or bitmap files. (It is important that you CLEARLY indicate in the text where the images should be placed.)

· As a camera-ready paper copy, even though the images already appear in the electronic version of your paper, for the simple reason that, sometimes, when being converted to IGI Global’s page layout program, images become distorted; thus, a camera-ready copy of your images for use by IGI Global’s Production Department is important.  
Please note that, currently, images published by IGI Global are black and white only; thus, for images of the best quality, it is important that you submit your images in black and white or gray scale.

Also, please ensure that your images are a conservative size. The members of IGI Global’s Production Department will use their discretion in resizing your images to fit the layout of the book. If your images are too large, re-sizing may cause them to become illegible and unclear.  Please be advised that if your images look blurred or unreadable in the Word copy of your chapter, this is how they will look in the final typeset version of the book. Therefore, please be sure to send high-quality images saved between a 180-360 dpi setting. If the images are embedded in the Word document, please also include them as separate tif, jpeg, eps, or gif files.

7. Endnotes. Please use only endnotes, if needed. If you include endnotes, they will be placed after the references at the end of your chapter. Footnotes at the bottom of a page are not acceptable.
8. APA and IGI Global House Style. Please be advised that due to APA and IGI Global house style rules, changes in regard to, among other things, capitalization, the appearance of block quotes and bulleted and numbered lists, as well as the placement of images on your pages may be adjusted accordingly during the typesetting phase.  


1. Final Submission Requirements for Authors

Please carefully adhere to the following instructions provided by IGI Global for the preparation of your final submission for publication.  Note that your attention to EACH DETAIL is absolutely essential, as your failure to follow these instructions may delay the timely release of this book.  

Required Materials

The following items must be sent directly to the book editor assigned to your chapter (NOT IGI Global) by no later than the deadline specified by the editor:
1. Electronic copy of your chapter. This should be submitted in Microsoft Word or rtf format.  Images should be submitted as separate tif, jpeg, eps, or gif files.  All requirements outlined in the “Chapter Organizational Guidelines” and the “Important Details to Keep in Mind” documents that you were sent previously MUST be carefully adhered to.  Please contact the editor or IGI Global (development@igi-global.com) if you need these documents to be sent to you once more.

2. Paper copy of your chapter. 
3. Index template with at least 8-10 index words listed. Please follow the index guidelines found in the attached “Guide to Choosing Index Words.” In addition to this index template, you should be sure to highlight in your chapter each relevant usage of words you wish to be included in the index of the book.  Please do not highlight every arbitrary instance of the words you wish to include—only highlight the instances where the words are used relevantly.

4. Biographical sketch (100-150 words) of EACH contributing author.

5. Author’s Warranty and Transfer of Copyright Agreement. Your original, signed copy may be sent via fax, e-mail, or postal mail.  If you have several co-authors, please know that ALL of them must sign a copyright form (as is implied here, if your co-authors are in different locations, they may each sign their own copy of the agreement and send it to the editor separately—all signatures do not have to be on the same form). 

6. Signed permission forms for copyrighted images (if necessary). If you have included in your chapter any images for which the copyright is held by a third party (this includes screenshots [whether they be of a page from a company’s Web site, a screenshot of a scene from a video game, etc.], figures, tables, graphics, etc.), it is YOUR responsibility to ensure that you obtain permission for their inclusion in your chapter. The copyright holder MUST agree to and sign IGI Global’s permission form before IGI Global will agree to include the image in your chapter.  To obtain a copy of this permission form, please contact the book editor or IGI Global (development@igi-global.com).

7. Completed Acquisition Librarian Information Form. This document should be completed and submitted with your materials.  

8. Postal AND e-mail addresses. It is important that you provide a postal and e-mail address for EACH contributing author.  Please note that postal addresses should be complete.  Please see the following examples of what is an acceptable complete postal address, and what isn’t:

· NOT complete:



Professor John Smith



Department of English



Noname University



USA

· Complete:


Professor John Smith



Department of English



Noname University



123 Generic Street



Anytown, Yourstate, 12345

USA

Note that the example of the complete address has a street address (123 Generic Street), as well as a city (Anytown) and postal code (12345).  Should your address change by the time the book is published, it is important that you notify IGI Global immediately (development@igi-global.com). 
9. Chapter author checklist.  This document must be completed, signed, and submitted with your materials.  

10. Please note that, PRIOR to submission, your chapter must be copy edited and proofread to ensure proper use of the English language, proper grammatical structure, and correct spelling and punctuation. Attention to this detail is imperative. IMPORTANT: Chapters that are submitted to the publisher are considered to be in their FINAL FORM and ready for publication as is. 
11. Please be advised that due to APA and IGI Global house style rules, changes in regard to, among other things, capitalization, the appearance of block quotes and bulleted and numbered lists, as well as the placement of images on your pages may be adjusted accordingly during the typesetting phase.  
2. Guidelines for Choosing Index Words

The index is a key component to any research publication. It helps a reader identify and locate important information within a publication by displaying key terms and concepts in a systematic order for quick reference. In order to provide your readers with the most comprehensive and useful index possible, IGI Global would like to request your assistance in choosing between 8-15 appropriate index words from your chapter. As not all indexers are familiar with the field of information science and technology, we appreciate your assistance (as the expert on your particular submission) to complete an Indexing Template that provides key words for the indexers to begin with.

Step 1: Highlighting

Please go through your chapter and highlight (either electronically or with a highlighter pen) words you believe are important to the main topic and scope of your material, and should, therefore, be included in the book’s index. You should only highlight the word each time you believe it is used relevantly. If an index word is arbitrarily used in passing, it should not be highlighted. 

Step 2: Reference List

Once the words are highlighted, you should complete the “Index Reference List Template” found in the following pages. This completed template should list other possible synonyms or variations for the index words you have chosen. It should also note what pages the chosen words fall on, with the context in which they are used. An example of this step is provided in the following pages.

What Is Indexable? 

Words should only be included in the index when they are directly relevant to the subject matter, scope, and audience of the book. Again, if a word is arbitrarily used in passing, it should not be indexed. 

Vocabulary

Where possible, you should try to use the same terms consistently throughout your chapter. Any terms that have commonly-used synonyms should be listed in the “Index Reference List Template” for the indexer. 
Example: The term “electronic commerce” may also be known as “e-commerce.” Both terms should be listed in the template for the indexer, with the one used in your chapter listed first. This will help the indexer keep all similar terms under one general term.
If the term you choose is a specific type of a more generic term, this should also be noted in the template.

Example: If you choose the term “object-oriented,” you should also note the word “database” in the template, so the indexer knows what main heading to place it under.
For cross-referencing purposes, it would also be helpful to the indexer if you note any similar terms, or terms that can be associated with the terms you chose. With this information, they can send readers to other terms of interest.

Names of people

When citing an individual in the index, the index must cite the most complete name used in the text. The individual’s complete name should be provided when the person is first mentioned in the text.

Example: Abraham Lincoln may appear on page 1 and then appear as Abe Lincoln or “Honest Abe” on page 4.
All variations that appear in your text should appear in the template for the indexer. 

Names of organizations

Names of organizations should be cited in full in the index. When the organization’s name is first mentioned in your chapter, the complete name should be provided, along with any acronyms and/or abbreviations associated with it. All variations should appear in the template for the indexer. 

What Is NOT Indexable?

Footnotes and endnotes: Unless the information contained in these sections is vital to your chapter and does not appear anywhere else, it should not be indexed.

Supplementary material: Any extra information at the beginning or end of your chapter should not be indexed. For example, abstracts and keyword lists should not be indexed.

Tables/figures: Information from any tables and figures you may have included in your chapter should not be included in the index.

Back material: No material from the end of your chapter (i.e., references, appendices, etc.) should be indexed. 

3. Sample Index Reference List Template
Term 1: Write highlighted index word here
· Also known as: List other synonyms for your word here, including all terms that your word may be known as. This allows the indexer to place your term appropriately and cross-reference where necessary.
· Similar to: List other terms that your word is similar to, but NOT also known as. This is where you would list a generic term if your term is specific. For example, if your term is Microsoft Excel, you would list “database” or “spreadsheet” here, so the indexer knows where to place it in the index.

· Associated in the manuscript with: List terms here with which your word is often associated. This allows the indexer to cross-reference your term to other terms. 
· Notable appearances of this term can be found on:


Page #: Write the page number the term can be found on, as well as how it is used.

Page #: Write the page number the term can be found on, as well as how it is used.

Page #: Write the page number the term can be found on, as well as how it is used.
Term 2: Distance Learning 
· Also known as: “e-learning”, “distance learning”, “virtual learning” and “online learning”

· Similar to: “distance education” 

· Associated in the manuscript with: “virtual schools” and “collaborative learning”

· Notable appearances of this term can be found on:


Page 1: distance learning definition


Page 2: refers to collaborative learning in distance education


Page 3: refers to the challenges of distance learning

Term 3: Data Mining 
· Also known as: n/a

· Similar to: “data warehousing” and “information modeling”

· Associated in the manuscript with: “intelligent agents” and “object-oriented databases”

· Notable appearances of this term can be found on:


Page 1: what is data mining? 


Page 2: object-oriented databases for data mining


Page 3: intelligent agents in data mining

Term 4: Abraham Lincoln 
· Also appears in text as: Abe Lincoln

· Notable appearances of this name can be found on:


Page 1: Abraham Lincoln


Page 4: Abe

4. Index Reference List Template

Index Reference List for (book title):

Editor(s): 

Chapter Title: 
Author: 
Term 1:
· Also known as: 

· Similar to: 

· Associated in the manuscript with: 

· Notable appearances of this term can be found on:

Page - 

Page - 

Page - 

Term 2:
· Also known as: 

· Similar to: 

· Associated in the manuscript with: 

· Notable appearances of this term can be found on:


Page -


Page -


Page -

Term 3: 

· Also known as: 

· Similar to: 

· Associated in the manuscript with: 

· Notable appearances of this term can be found on:


Page -


Page -


Page -

Term 4: 

· Also known as: 

· Similar to: 

· Associated in the manuscript with: 

· Notable appearances of this term can be found on:


Page -


Page -


Page -

Term 5: 

· Also known as: 

· Similar to: 

· Associated in the manuscript with: 

· Notable appearances of this term can be found on:


Page -


Page -


Page -

Term 6: 

· Also known as: 

· Similar to: 

· Associated in the manuscript with: 

· Notable appearances of this term can be found on:


Page -


Page -


Page -

Term 7: 

· Also known as: 

· Similar to: 

· Associated in the manuscript with: 

· Notable appearances of this term can be found on:


Page -


Page -


Page -

Term 8: 

· Also known as: 

· Similar to: 

· Associated in the manuscript with: 

· Notable appearances of this term can be found on:


Page -


Page -


Page -

Term 9: 

· Also known as: 

· Similar to: 

· Associated in the manuscript with: 

· Notable appearances of this term can be found on:


Page -


Page -


Page -

Term 10: 

· Also known as: 

· Similar to: 

· Associated in the manuscript with: 

· Notable appearances of this term can be found on:


Page -


Page -


Page -

Term 11: 

· Also known as: 

· Similar to: 

· Associated in the manuscript with: 

· Notable appearances of this term can be found on:


Page -


Page -


Page -

Term 12: 

· Also known as: 

· Similar to: 

· Associated in the manuscript with: 

· Notable appearances of this term can be found on:


Page -


Page -


Page -

Term 13: 

· Also known as: 

· Similar to: 

· Associated in the manuscript with: 

· Notable appearances of this term can be found on:


Page -


Page -


Page -

Term 14: 

· Also known as: 

· Similar to: 

· Associated in the manuscript with: 

· Notable appearances of this term can be found on:


Page -


Page -


Page –

Term 15: 

· Also known as: 

· Similar to: 

· Associated in the manuscript with: 

· Notable appearances of this term can be found on:


Page -


Page -


Page -

5. Author’s Warranty and Transfer of Copyright Agreement
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DISSEMINATOR o KNOWLEDGE





701 E. Chocolate Avenue, Suite 200  (  Hershey PA 17033-1240, USA

Tel: 717.533.8845

Author's Warranty and Transfer of Copyright Agreement

The author(s) hereby warrants that the manuscript, titled [insert chapter title] _______________ ____________________________________________________________________________________, that has been submitted to IGI Global for publication in the book, [insert handbook title] ______________________________________________________________________________________________, or any other IGI Global publication, is original and has not been submitted for publication or published elsewhere, and that all trademark use within the manuscript has been credited to its owner or written permission to use the name has been granted.  In addition, the author(s) acknowledges that all images such as tables, screenshots, graphics, etc., do not have a copyright that is held by a third party.  IGI Global will not accept a manuscript for which the copyright is held by a third party. 

The author(s) in consideration of the publication of the above named manuscript also understands:

1. Author(s) agrees to, and does hereby assign all rights, title and interest, including copyrights, in and to the manuscript to Publisher.  The author retains the rights to any intellectual property developed by the author and included in the manuscript including, without limitation, any models, theories, or conclusions formulated by the author. While the author may use any and all thoughts and research results developed or accumulated while working on a manuscript, and may rewrite, update, and re-title them for use in other publications, the author CANNOT use the verbatim text of the manuscript or any part thereof that has been copyrighted by IGI Global without first obtaining the written permission of IGI Global.

When the manuscript is ready for publication, it will be published at Publisher's own expense, under the Publisher's imprint or any other imprint the Publisher in its sole discretion elects.

2.  Author(s) understand that no royalties or remuneration will be paid by the Publisher to the author for the above named submitted manuscript.  Further, Author(s) acknowledge the manuscript is being provided on a volunteer basis for the professional recognition obtained by the publication.

3.  The Author(s) will indemnify and defend Publisher against any claim, demand or recovery against Publisher by reason of any violation of any proprietary right or copyright, or because of any libelous or scandalous matter contained in the Manuscript.

4.  The Author(s) agrees that until the publication of the manuscript Author(s) will not agree to publish, or furnish to any other publisher, any work on the same subject that will infringe upon or adversely affect the sale of the manuscript. Furthermore, author(s) cannot post the contents of the article on any personal website or other sites, or distribute the work to others in either electronic or print forms.

5.  The Publisher will have the right to edit the work for the original edition and for any revision, provided that the meaning of the text is not materially altered.  

6.  Contributing authors will not receive complimentary copies of the handbook; however, publisher will provide contributors to the handbook with a copy of their published manuscript along with a copy of the cover page of the publication. In addition, Publisher will provide each contributor to the handbook a 40% discount offer if they decide to purchase the handbook.

7.  When the Publisher decides that the public demand for this work no longer warrants its continued manufacture, the Publisher may discontinue manufacture and destroy any or all plates, books, and sheets without liability to the Author.

8.  The Publisher may permit others to publish, broadcast, make recordings or mechanical renditions, publish book club and micro-film editions, make translations, and other electronic versions, show by motion pictures or television, syndicate, quote, and otherwise utilize this work, and material based on this work.  

9. This Agreement, whenever called upon to be construed, shall be governed by the laws of the Commonwealth of Pennsylvania.

10.  The parties to this Agreement consent and agree that all legal proceedings relating to the subject matter of this Agreement shall be maintained in the Court of Common Pleas of Dauphin County, Pennsylvania, or, if applicable, the United States District Court for the Middle District of Pennsylvania, and all parties hereto consent and agree that jurisdiction and venue for such proceedings shall lie exclusively within said Courts.

11.  This Agreement represents the entire understanding between the parties hereto with respect to the subject matter hereof and this Agreement supersedes all previous representations, understandings of agreements, oral or written, between the parties with respect to subject matter hereof and cannot be modified except by a written instrument signed by the parties hereto.

12.  This Agreement shall be binding upon the parties hereto, their heirs, successors, assigns and personal representatives.
Name of Author (Please print): _______________________________________
Signature of Author: _________________________________________________
Postal Address: _____________________________________________________
___________________________________________________________________
E-mail Address: ____________________________________________________
Date: ______________________________________________________________
Signature of Witness:  ________________________________________________
Date: ______________________________________________________________
Name of Author (Please print): _______________________________________
Signature of Author: _________________________________________________
Postal Address: _____________________________________________________
___________________________________________________________________
E-mail Address: ____________________________________________________
Date: ______________________________________________________________
Signature of Witness:  ________________________________________________
Date: ______________________________________________________________
Name of Author (Please print): _______________________________________
Signature of Author: _________________________________________________
Postal Address: _____________________________________________________
___________________________________________________________________
E-mail Address: ____________________________________________________
Date: ______________________________________________________________
Signature of Witness:  ________________________________________________
Date: ______________________________________________________________
IMPORTANT NOTE:
This original agreement must be signed and dated in blue or black ink and submitted with your completed manuscript before IGI Global will agree to publish your manuscript. Please return this original agreement, signed by all contributing authors, to your book editor.

6. Acquisition Librarian Information Form

***Insert book title***
Author Name(s):  
____________________________________________




____________________________________________

Librarian Name(s):
___________________________________________




____________________________________________

Librarian Mailing Address(es): ______________________________________




____________________________________________




____________________________________________

Librarian E-Mail(s):   _____________________________________________

Please include contact information below for additional colleagues that may also be interested in the ***Insert book title*** or other IGI Global publications.

________________________________________________________________

________________________________________________________________

________________________________________________________________

_________________________________________________________________

Please mail or fax this form to:

***Editor, insert your name and contact information***
7. Chapter Author Checklist
It is important that you complete and sign the following checklist and forward it to your editor with your final materials by no later than the date indicated.

Handbook title:
Editor(s):
Chapter title:

Author(s) and affiliation(s):

(Please specify the following totals:)

(1) Final Word Count of Chapter (including title page, references, and terms):

(2) Total Number of:

References:

Terms with definitions:

Figures:



Tables:

Before sending your chapter, please be sure that you have done the following:

___ Included an electronic copy of your chapter in Microsoft Word or rtf format (no LaTex or pdf files will be accepted).
___ Included a paper copy of your chapter with the index words highlighted for the book index.

___ Included a completed “Index Reference List Template” (paper or e-copy). 

___ Provided at least 15-20 references following the style of the American Psychological Association (APA).

___ Provided 7-10 key terms with concise definitions in your own words (these should be placed after the reference section of your chapter). 

___ Ensured that your chapter has been copy edited and proofread to guarantee proper use of the English language, proper grammatical structure, and correct spelling and punctuation. Attention to this detail is imperative. IMPORTANT: Your chapter submission will be considered FINAL and ready for publication as is. 
___ Included a paper copy of all images in black and white, camera-ready format.

___ Included a biography of approximately 100-150 words for each author (and interviewees, if applicable).

___ Included a signed copy of the “Author’s Warranty and Transfer of Copyright Agreement” (ALL contributing authors must sign the agreement; however, each author does not have to sign the same form).
___ Included a completed copy of the “Acquisition Librarian Information Form.” 

___ Included a signed copy of the “Interview Release and Assignment Agreement” (if applicable).

___ Provided complete contact information for each author (full name, telephone numbers, e-mail and complete postal mail addresses). 

___ Where necessary, you have acquired permission for any copyrighted images (this includes screenshots [whether they be of a page from a company’s Web site, a screenshot of a scene from a video game, etc.], figures, tables, graphics, etc.) included in your chapter and have included the corresponding signed permission forms. You have, subsequently, indicated in the caption of any copyrighted images the original source of the images and that they are being used in your chapter with permission from the copyright holder.  Please keep in mind that it is ultimately YOUR responsibility to obtain written permission to include any copyrighted images in your chapter.

NOTE: Please keep in mind that the material you submit for production is final. Other than minor grammatical, typographical, spelling, and reference list corrections, major changes such as moving and/or deleting paragraphs, sections, etc., will NOT be permitted. 
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