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MANUSCRIPT INFORMATION FORM

This information form and the Manuscript Submittal Checklist will help you finalize the preparation of your manuscript. Please fill in the requested information on this form and check off all items as you complete them on the Manuscript Submittal Checklist. Submit both forms with your final manuscript, along with [these documents].

1. Your Legal Name and Date of Birth:  
Click or tap here to enter text.                    

2. Your Name, exactly as it/they should appear on the jacket/cover of your book:
Click or tap here to enter text.                    

3. Current Title of Your Manuscript:
Click or tap here to enter text.                   

(Note that the title will not be finalized until your book goes into production and the marketing department has weighed in. Please feel free to suggest alternate titles that we can discuss with them.)

4. Contact information:
A. Home address: 
Click or tap here to enter text.                   

B. Office address: 
Click or tap here to enter text.                   
(Please note which address is preferred for shipping.)

C. Phone numbers (work/home/cell): 
Click or tap here to enter text.                   

D. E-mail address(es): 
Click or tap here to enter text.                   










4. Do you have an ORCID iD? Click or tap here to enter text.
(An ORCID iD is a persistent digital identifier that you own and control that distinguishes you from other researchers/writers/creators. You can learn more about and register (for free) for an ORCID iD here: https://orcid.org/. Cornell University Press considers ORCID iDs optional but helpful.) 

5. Was your manuscript originally your dissertation? ☐ Yes  ☐ No 
If yes, please provide the title of your dissertation and the certificate number under which the copyright was registered:
Click or tap here to enter text.                                  

6. If you have any comments or concerns about the submittal and formatting of your manuscript, please explain them here. If your manuscript includes symbols or other non-standard characters, please fill out a Special Characters Checklist.
Click or tap here to enter text.                                  

7. Does your home institution make publication subventions available to faculty? If so, are there deadlines for applications? What information does your institution require for determining whether to award subventions (e.g. budget estimates, a letter from the publisher, etc.)
Click or tap here to enter text.                                   

MANUSCRIPT SUBMITTAL CHECKLIST


	Required material:
	Complete
	N/A

	Electronic files of your final manuscript (files labeled appropriately)
	☐	☐
	All original art (and save a copy for yourself)
	☐	☐
	All electronic art 
	☐	☐
	Completed Permissions Log(s)
	☐	☐


	Completed Permissions Questionnaire
	☐	☐
	Copies of all permissions and related correspondence
	☐	☐
	Your contact information (on page 1 of this form)
	☐	☐
	A list of special characters in your manuscript (fill out Special Characters Checklist, available on our website)
	☐	☐
	A complete list of contributor addresses, phone numbers, and e-mail addresses
	☐	☐
	
	
	

	Preparing your manuscript:
	
	

	Save each chapter or text element separately
	☐	☐
	Name each file by chapter number or descriptive title
	☐	☐
	Put tables in a separate file (not embedded in text)
	☐	☐
	Create a front matter file (see Author Guidelines)
	☐	☐
	Apply Press style guidelines to the text
	☐	☐
	Create a captions file for illustrations
	☐	☐
	Prepare a “Notes on Contributors” file
	☐	☐
	
	
	

	Formatting:

	
	

	Double space all text and notes
	☐	☐
	Use only 12 pt. Times, Times New Roman, or other Unicode font throughout
	☐	☐
	Number all pages consecutively
	☐	☐
	Embed notes and place at the end of each chapter
	☐	☐
	Mark the level of each subhead with <A>, <B>, etc.
	☐	☐
	Mark the location of all tables and illustrations in the manuscript
	☐	☐
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