Manuscript preparation and submission guidelines

Thank you for considering ESI Press for publication of your manuscript. This guide should be

used to help you prepare your full manuscript once your proposal has been approved. If you

have not yet submitted your book proposal, please visit https://upmonographs.up.ac.za to

access the guidelines for submitting your book proposal.

Preparing your manuscript should be done using this guideline together with the style sheet.
Once your manuscript is ready for submission, please submit it to your institution’s ethics
board for approval. Manuscripts and the notice of ethics approval should then be submitted to

the ESI Press portal accessible on https://upmonographs.up.ac.za.

Typescript
The typescript comprises the written elements of your book.

We prefer to receive Microsoft Word files for all our books. Please make sure that all chapters

are in one document, clearly indicating headings and subheadings.

All figures and tables must be appropriately labelled. For example, Figure 1. Tables must be

supplied in an editable format. Tables from other sources must be retyped.

Bibliographies and reference lists should be provided at the end of each chapter for edited
books, and at the end of the book for all other books. Full details should be included in the

references.

Please see the style sheet for more information on typesetting.

Preliminary front and end matter

Please submit front and end matter on a separate document and include the following elements:

e Title page
* Include all authors/editors names and ORCIDs
e Dedication (optional)

e Table of contents


https://upmonographs.up.ac.za/
https://upmonographs.up.ac.za/

* Include all chapter titles and chapter subheadings. Please do not include page
numbers or formatting- this will be done during the copyediting.
e List of contributors
» Alphabetical order by surname.
* Do not include titles as part of the name.
* Ensure names match both the contents and the chapters exactly.
* To include:
= Name
= Affiliation
= Country
* Brief (50 words) professional biography (optional)
e Forewords (optional)
e Preface (optional)

o List of acronyms and abbreviations (optional)
End matter

e Appendices (optional)
e Glossary (optional)

Abstracts and keywords

To aid discovery of your work we will also ask you to supply abstracts of up to 150 words and
a list of up to 6 keywords/terms for the manuscript. This information is included in your book’s
metadata and has an important impact on the visibility of individual chapters in online searches

and on the discoverability of your book as a whole.
Copyright and permissions

It is the author’s responsibility to seek written permission for any work in copyright and settle
any fees which may arise as a result of this. Copyright of material published in the US and UK
lasts for the author’s lifetime plus 70 years. Copyright acknowledgements should appear next
to the item reproduced. Copyright holders often make the position and wording of the
acknowledgement a condition of granting permission, so please follow their requirements

carefully.

You need to be able to demonstrate that you have made a reasonable attempt to seek permission
and so, if you do not receive a reply to your initial letter, you cannot presume that you may
proceed with using the material. You should ensure you have contacted the copyright holder
and author by email or letter at least three times and keep a record of all attempts made to gain
permission. If you still do not receive a response, please approach your managing editor and

our legal department may be able to advise you. We cannot, however, apply for permission on



your behalf. If permission is refused or the fee charged is unreasonably high, you may wish to
appeal against the decision by writing again to the copyright holder. However, if your
application is ultimately unsuccessful you have no alternative but to remove the material from

your manuscript.
Quotes from academic books

Permission to reproduce from academic copyrighted material is required if a quoted extract
exceeds 400 words or a collection of extracts exceeding 800 words where that quote is used to
critique or comment on the original publication and provided that the new chapter does not
become a substitute for, or make the purchase of the original copyrighted work unnecessary.
This is sometimes known as the ‘fair-dealing’ or ‘fair-use’ rule. This is only a rough estimate
and permission should be sought from the original publisher as well as the author(s) of any

published material if in doubt.
This also applies to poetry and song lyrics.
Hllustrations

Acknowledgement of source, author and publisher must be made. Original tables and figures
with information drawn from other sources do not need permissions but sources must be

acknowledged.
Photographs

Permission may be required from the original photographer, the owner of the photograph,
anyone who is in the image and the owner of any private building, object or artwork in the
photograph before including it. An acknowledgement must be made in the text below the
photograph. In some cases, separate payments must be made for both artistic rights and the use

of the image from a reputable source.
Plagiarism policy

Plagiarism is the unethical and punishable act of presenting another person's intellectual
property either published or not, without duly acknowledging the original source and author.
ESI Press follows COPE guidelines on plagiarism. Please note that ESI Press has access to
Turnitin software to screen all submitted manuscripts for originality and similarity. By
submitting your manuscript to ESI Press, you are agreeing to originality checks during the
peer-review and production processes. Redundancy/self-plagiarism without proper citation is
also not acceptable. Any manuscript found to be plagiarised is automatically rejected and

disallowed from publication.



Submissions

Should you have any questions or queries, please contact Dr Heather Thuynsma on

heather.thuynsma@up.ac.za, and she will refer you to one of our editors. All submissions

should be made through our portal on https://upmonographs.up.ac.za.
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