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Art Manuscript Preparation
Prepare a separate art manuscript containing all the art (see Organizing the Art
Manuscript on page 61).

Points to Remember

� If a figure number changes, renumber the figures throughout the chap-
ter and change any references in the text.

� You need to prepare a caption list for all figures, even if the art is being
picked up from the current edition and the caption is not being
changed.

� Delete the old caption on the tearsheet art page.

� Tables do not need to be included in the caption list, unless otherwise
directed by your Developmental Editor. Tables are treated as part of the
text manuscript.

Permissions
� If the original permissions from the previous edition were restricted,

you are responsible for acquiring updated permissions. Use the standard
permission form provided by your Developmental Editor.

� You are responsible for obtaining permissions for any new figures, tables,
and content that is copyrighted. Use the standard permission form pro-
vided by your Developmental Editor.

Note: Also review the section on Permissions located in this Author’s Guide.

Important Reminders
� Revise the Front Matter to reflect any changes to the new edition

(author information—name, affiliation, credentials, content, changes to
the preface, and so on).

� Update the Title page and Table of Contents.

� Update the Preface, calling attention to significant revision changes.

Note: Refer to the Preface Guidelines located in this Author’s Guide.

� Look for dated references in the text.

� Verify current public figures, names, places, phrases, Web site addresses,
references to events, dates, prices, and so on.

� Your writing style and method of treatment should be consistent
with the previous edition(s), unless you and your Developmental Editor
have agreed otherwise.



Supplements

In today’s competitive market, high-quality supplements are a
requirement for the successful launch of any textbook. You and your Acqui-
sitions Editor will decide which supplements are required for your book.
Supplements appear in print, disk, or CD-ROM format or may reside on the
Internet. Supplements include instructor’s manuals/guides, solutions manuals,
study guides, workbooks, lab manuals, test banks, computer software, trans-
parencies, videotapes, audiotapes, Power Point slides, lesson plans, on-line
components, and other special aids. Some of these are detailed in this section.

INSTRUCTOR’S MANUAL/GUIDE

Most Cengage Learning textbooks have an Instructor’s Manual or Guide. An
Instructor’s Manual/Guide contains answers or solutions to questions or exercis-
es presented in the text. An Instructor’s Manual/Guide may also contain the
following features:

� teaching suggestions

� course or lecture outlines

� additional questions, problems, or case studies

� sample student projects or assignments

� answers to a workbook or study guide

In some cases an Instructor’s Manual/Guide may be incorporated into an
Instructor’s Resource Kit or Classroom Manager, which may contain resources/
ideas for the instructor. An Instructor’s Resource Kit may be delivered via print
or electronically.

SOLUTIONS MANUAL

Solutions Manuals are offered as supplements in such courses as mathematics
where the text contains numerous problems. A Solutions Manual consists of
completed, worked-out solutions to examples or problems included in the
text. The accuracy of solutions, and simultaneous publication of Solutions
Manuals with the text, are critical to a new product’s success or failure.
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STUDENT STUDY GUIDE/WORKBOOK/LABORATORY MANUALS

A Student Study Guide may include the following:

� a chapter-by-chapter, detailed review of objectives, key terms, and
summaries

� study questions, self-tests, or exercises with answer keys

� exercises that allow for applied solutions

Student Study Guides and Workbooks are treated as a textbook with respect to
writing, development, and production. Many times these are negotiated
separately from the text.

TEST BANK

A Test Bank includes an entire set of questions and problems of all types such as
short answer, essay, true/false, and multiple choice. The answers may be listed at
the end of each chapter or as a complete section at the end of the Test Bank. The
Test Bank may be part of the Instructor’s Manual, Instructor’s Resource Kit, or
exist as a stand-alone item. Test Banks may be in print or electronic format.
When working with Computerized Test Banks, you may receive authoring soft-
ware from your Acquisitions or Developmental Editor along with guidelines on
writing, organizing, and saving your test questions.

DATA DISK

A Data Disk that contains data files might be useful to the student to illustrate
certain points from the book. A Data Disk might include sample documents in
Word, Adobe Acrobat (PDF file), Power Point (PPTs), AutoCAD files, circuit files,
image libraries, video clips, graphics, or courseware that have been built using a
tool referenced in the book.

COMPUTER SOFTWARE

Computer Software supplements are an important addition to our products.

Drill and Practice
The student receives immediate feedback and can review extensive material in a
condensed form.

Problem Solving/Critical Thinking
The student is allowed to have a simulated, real-life experience where the correct
answers lead to a solution.

Direct Linkage
Certain disciplines have disks/CD-ROMs as supplements to demonstrate certain
procedures/applications.
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TRANSPARENCIES, AUDIOTAPES, VIDEOTAPES, ETC.

Transparencies, audiotapes, videotapes, and other types of materials may be
needed to successfully launch projects in some markets. Transparencies may be
needed for delivery in both off-line and on-line formats. Transparencies may
be produced as stand-alone items or printed in the back of an Instructor’s
Guide or produced electronically as an Image Library.

POWER POINT™ PRESENTATION SLIDES

Power Point Presentation slides are created to accompany each chapter in the
textbook and are usually contained on a CD. Slides may include objectives,
summary, art, and key points from each chapter. Your Developmental Editor
can provide you with a set of detailed instructions on preparing content for
your PPTs.

INSTRUCTOR’S RESOURCE KIT(IRK)/E.RESOURCES/
CLASSMASTERS

An Instructor’s Resource Kit and e.resources can be a combination of various
print/electronic supplements. Instructor’s Resource Kits (IRKs) are typically in
print format; e.resources are an electronic version of an IRK and are available
on CD-ROM. Your Developmental Editor will work with you on what should
be included in an IRK/e.resource and will give you specific guidelines for each
component.

ONLINE WORKBOOKS

An Online Workbook™ is a student study guide containing the same types of
information and exercises as defined previously for print versions. If you are
creating a separate section for a Web site, discuss this with your Acquisitions
Editor or Developmental Editor and obtain the current guidelines for the Web
site you are working on, including style and file structure.

ONLINE COMPANIONS™

Some projects/disciplines benefit from frequent updates or additional resources
that can be supplied on Web site pages. You may be responsible for supplying
content, and Cengage Learning will input the material into the Web site for
you. Your Acquisitions Editor or Developmental Editor will outline what sup-
plements are needed, how to go about preparing them, and give you a time-
frame within which to work. Some products will have their own Web site page
or Online Companion™. Online Companions™ may include a broad range of
resources, such as text updates, online quizzes, tutorials, sample chapters, Web
links, and more. Depending on the information that will be placed in the
Online Companions™, you may need to save it in a variety of formats such as
HTML, PDF, and the like, so be sure to verify file naming formats with your
editor.
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Manuscript Submission Checklist

It is very important that your manuscript be totally complete when you
submit it to Cengage Learning. Please take the time to review the following list
to ensure that nothing has been forgotten. Please submit this form with your
manuscript.

Title: _________________________________________________

Author(s): _____________________________________________

� If more than one author, who will be the contact author (the one who will
review the edited manuscript and page proofs)?

Please complete the following checklist:

Text
� Sequentially numbered pages, start to finish. Front matter pages are num-

bered using single, lower-case Roman numerals; text and back matter pages
are numbered with Arabic numerals.

� Manuscript has been read/spellchecked to eliminate typographical errors.

� Manuscript is double-spaced.

� Inserts of more than one line are clearly marked on appropriate manuscript
pages.

� Inserts are labeled, double-spaced, and on a separate page.

� Separate caption list is included (courtesies noted).

� Art placement marked and referenced in text manuscript. All figures (except
typeset figures) are separate from the text manuscript; photocopies of fig-
ures are placed in the text manuscript in their appropriate place.

� Table of contents matches the chapter titles.

� Headings are easy to find and consistent. For example, all H1 headings
(largest heading) are capitalized and H2 headings (secondary heading) are
upper and lower case.

� Tables and typeset figures are included in text.

� Front matter with preface and acknowledgments, glossary, and other back
matter is included.
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Separate Caption List
� Double-spaced

� Includes figure numbers

� Courtesy lines included

� Correctly numbered

Art Manuscript
� One drawing per page.

� Figures are sequentially numbered by chapter (1-1, 1-2, 2-1, etc.).

� Sources are identified if the art is picked up from another title; including
title in which the art appears, author, edition, ISBN, page number, and old
figure number.

� Art is carefully drawn.

� Clear instructions are given to the artist where needed.

� Figure Control Sheets are complete.

� Permission file is included. Permissions should be labeled with the correct
figure number.

� If your photographs contain recognizable faces, model releases are includ-
ed.

Disks
� Files on disk(s) contain the most up-to-date version of the files.

� Hard copy manuscript matches the disks exactly.

� Disks are clearly labeled with your name, project title, software versions,
and filenames.

� Disks are free of viruses.

� Computer Information Sheet is included.

Contributed Books
� A list of author and contributor mailing addresses is included.

� Punctuation and spelling are consistent.

� Contributors followed the chapter template.

� References and special elements are consistent and identical.
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Computer Information Sheet
Name: _____________________________________________________________________

Project Title: _________________________________________________________________

Address: ____________________________________________________________________

City, State, Zip: ________________________________________________________________

E-mail Address: ________________________________________________________________

Phone: home ____________________ work ___________________ fax ___________________

Editor: _____________________________________________________________________
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TEXT MANUSCRIPT
1. Specify the name and model of your computer.

Name/Model ________________________

2. What operating system and version did you use?

� Windows __________ � DOS __________

� Mac _____________ � Other _________

3. What word processing software and version did
you use?

Microsoft Word, version ___________

WordPerfect, version ___________

Other _____________________________

Note: Please list any special fonts or characters
used in your files.

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

4. Type and format of media you will supply:
� ZIP
� CD-ROM Note: When creating a CD-ROM

make sure you are creating a Data CD.
� 3.5 Floppy
� Please stay away from SyQuest and Jazz drives.

5. Do you have the ability to transfer files electroni-
cally? Yes � No �
a. Modem only �
b. Internet �
c. CompuServe �
d. AOL �
e. Do you know how to use an FTP site?

Yes � No �
f. Other ___________________________

ART MANUSCRIPT
6. Will you be supplying electronic art? Yes � No �

Will you be supplying line art: Yes � No �

Photographs/Halftones: Yes � No �

Digital photographs: Yes � No �

Screen captures: Yes � No �

Other: ____________________________

If yes to any of the items listed above, in what file
format will the art be saved? (See Electronic Art
Guidelines and consult your Developmental Editor
and Art & Design Coordinator/Specialist about
Cengage Learning Standards and preferences.)

a. _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

b. _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

c. _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

d. _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

It is extremely important that we “preflight” all
electronic art submissions as early as possible in
the manuscript stage. This will help avoid costly
rework on art in the production process.

7. Specify the name and model of your computer (if
different than for text manuscript.)

Name/Model ________________________

FOR CAMERA-/PLATE-READY TEXT OR ART
Please refer to your contract for submission details.



Glossary

A

AA (Author’s Alteration)—Changes and additions the author makes to
copy after it has been set in type/pages.

align—To line up letters or words on the same horizontal or vertical line.

application software—Computer programs that perform tasks directly for
or by the end users. Examples are spreadsheets, database managers, art pro-
grams, and desktop publishing.

artwork—Any material, such as drawings or photographs, used for illustra-
tive purposes.

B

Back Matter—Material such as an appendix, glossary, or index that follows
the text at the end of the book.

bleed—Printed image, either photo or screen, that extends to the trim/gutter
edge of the page.

boldface type—Type that is heavier and thicker (darker) than other text type
with which it appears.

box—See vignette.

bullet—A dot or other prominent figure placed at the beginning of a line of
type to create attention.

C

CAD (Computer-Aided Design)—Artwork drawn and prepared using CAD
software.

camera ready—Copy and/or art that is complete, digital, and in place, repro-
ducible as is, and ready for the printer to produce plates.
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caption—Copy accompanying and describing a photo, illustration, table, and
so on. Can also include source/courtesy line.

caption list—List of all the captions by chapter for the text.

case binding—Binding for hardcover texts.

castoff—A method used to determine the number of finished pages a manu-
script will occupy when set in type.

CMYK—Abbreviation used by printers for cyan (C), magenta (M), yellow (Y),
and black (K), the four colors used to print color materials.

courtesy line—Credit given to the source of the figure, table, and so on.
Example: Courtesy of NASA.

crop—A method used to cut parts of a photograph or drawing for the purpose
of reducing it to appropriate size or eliminating unwanted portions. Indicate
crop on a photocopy of the original.

crop marks—Lines printed showing the dimensions of the final printed
page. These marks are used for final trimming.

D

dummy—Also called page proof or galley. Copy of actual made up pages.

E

EA (Editor’s Alteration)—Changes to copy made by the editor after it has
been set in type, usually found by the proofreader.

electronic art—Art rendered in a desktop environment.

EM—The square of a type body, so named because the letter “M” in early
fonts was usually cast on a square body; a unit of measure in typeface.

EN—One-half the width of an em.

end sheet—Stock paper (white or color) used inside case (hardcover) sides. It
is adhered to the inside of the cover and attached to the first signature giving
the book a finished appearance.

F

F & Gs—Folded and gathered signatures, prior to binding.

Figure Control Sheets (FCS)—Tracking and identifying form for all art and
photos in a given chapter/text.

file—A designated collection of information (for example, a chapter) stored as
an apparent unit on a disk.
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final draft—Complete manuscript to be used for copyediting and typesetting.

first draft—Author’s first version of manuscript submitted to the publisher,
usually rough and may be incomplete. First draft is sent to market peers for
review.

folio—The page number.

font—A particular typeface.

Front Matter—Also referred to as preliminary pages. The first pages of a man-
uscript/finished text consisting of half-title page, title page, copyright page,
table of contents, dedication, foreword, preface, acknowledgments, and intro-
duction. Pages are numbered with lowercase Roman numerals rather than
Arabic numbers.

funding—A financial document that shows specifications and costs for pro-
ducing a text and its ancillaries; also includes sales estimates and competitive
information.

G

GIF—Graphics Interchange Format. Graphics file format originally developed
by Compuserve; widely used format for graphics on the Internet.

GIF89a—Type of GIF required for animated GIFs on the World Wide Web.

gutter—The blank space or inner margin extending from the printing area to
binding, also the space between columns in a two-column text.

H

halftone—The reproduction of continuous tone artwork, such as a photo-
graph, through a crossline or contact screen, which converts the image area
into dots of various sizes.

hard copy—Typewritten copy or copy produced on a computer for use as
manuscript; must accompany all manuscripts submitted on disks.

heads—Descriptive titles that help break and manage flow of copy within a
chapter.

I

icon—A graphic element in a printed piece displaying or depicting a special
element.

Instructor’s Guide (IG)/Instructor’s Manual (IM)—Supplemental text
(usually paperback and less than 100 pages) to help the instructor prepare for a
course. Contains answers to questions in the text, additional questions, course
outlines, transparency masters, and so on.
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insert—A printed piece, usually full color, inserted into a text for visual
appeal or additional pedagogical material; this should be prepared in 4-, 8-, 16-
, or 32-page increments.

ISBN (International Standard Book Number)—A means by which
books are distinguished from one another. The first portion of the number is
assigned by the Library of Congress to the publisher: Thomson Delmar
Learning 0-7668, 14018, Milady 1-562-53, and so on. The remainder of the
number is assigned by the publisher for each title.

J

JPG—JPEG graphic (Joint Photographic Experts Group graphic). File format
primarily used for photographs on the World Wide Web.

justify—To space out a line or block of copy to fill a uniform line length.

L

layout—The process of arranging text and other elements into a finished
book page.

leaders—In composition, rows of dashes or dots used to guide the eye across
the page, used in tabular programs, contents, and so on.

leading—Spacing between lines of type, measured in points from top of cap
height to bottom of descenders.

line art/illustration—Any artwork that can be photographed and repro-
duced without using a halftone screen. See also halftone.

link—Link to World Wide Web site URL.

logo—A trademark or signature of a company or product.

M

manuscript (MS)—A written or typewritten (keyed) work, which the type-
setter follows as a guide in setting copy.

margins—The white space around the printed matter on a page.

mechanical binding—Individual pages fastened by means of an indepen-
dent binding device such as plastic comb, wire-o, or spiral.

Model Release Form—Permission form for use of photos signed by
person(s) in photos or their guardians.
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N

NASTA (National Association of State Textbook Administrators)
Specifications—Manufacturing standards of quality required for books that
will be adopted for sale in certain states; includes paper, binding, cover ma-
terials, and so on.

O

Online Companion™—The designation for online content to accompany a
text or software product.

P

pages/page proofs—Photo or laser copies of actual made up pages. Used for
proofreading type and layout.

PE (Printer’s Error)—Errors introduced during typesetting or layout that
were indicated otherwise on the manuscript; usually refers to the typesetter
rather than the printer.

perfect binding—Another term for paperback (adhesive) binding. Covers are
glued to pages.

perforation—Scoring of pages of text (usually done on press) enabling pages
to be torn from the book without destroying binding.

permissions—Written authorization from a company, publisher, or individual
to use copyrighted materials, which must include figure number, company or
individual name, and authorization signature for indicated editions.

Photo Specification Sheet—Form for identifying people, props, situations,
and so on, to be shot for a project.

pica—Unit of measure used principally in measuring lines; 6 picas equal 1
inch.

pickup—Previously published (by Thomson Delmar Learning) material that
will be used for a new publication.

points—Unit of measure, used principally for designating type sizes. There are
12 points in a pica, and 72 points in an inch.

postscript—A sophisticated software language from high-end printing devices.
PostScript allows a page in which text and graphics have been combined to be
output into printer’s plates for printing. Developed by Adobe Systems, Inc.

Preface—Part of the front matter. It defines for whom the product is written,
why it was written, and how it is better/different than the competition.
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Q

query—A marginal note in copy or on the proof to the author or editor, from
the typesetter or copy editor, to call attention to a matter in question. Queries
must be answered or addressed before the job can proceed.

R

recto—Right-hand page; always carries an odd-numbered folio (page num-
ber).

registration—The fitting, in exact alignment, of two or more printed images
on the same surface or page; usually applies to 2- or 4-color works.

reverse—Print white on black (or color).

reviews—To solicit technical opinions of the quality and content of a text-
book from instructors and/or market experts in a given field.

revised pages—Proofs (photocopy or laser) of files after proofreader/author
corrections have been incorporated by the typesetter; used to verify changes
have been made.

running head—Text at the top of each page of a book, usually the chapter
title or number. It is accompanied by the page number (folio). If this appears
at the bottom of the page, it is referred to as running foot.

S

saddle stitch—Also called saddle wire bind. Type of binding where signa-
tures are gathered within one another and staples are punched through the
middle. Saddle stitch can accommodate only 100 to 120 pages depending on
paper used.

sample pages—Typeset pages that include all elements of design, subject to
review and approval prior to complete typesetting and layout of the text.

sans serif—A typeface without serifs.

schedule—Pre-established key events and dates within the allotted time
frame from beginning to completion of a project that serve as checkpoints for
quality and time management issues.

screen—Tint background, usually of 5 to 20 percent, used to highlight certain
portions of text or artwork; may be color or black.

self cover—Book cover of the same paper grade and weight as the inside
pages. Usually the first page of the signature is designated as the cover.

106



serif—Short cross lines at the ends of the main strokes of letters in some typeface
designs; for example, Roman type (what you see here).

signature—A group of pages printed on one sheet of paper and folded for bind-
ing. Printers usually print in 16-, 32-, or 48-page signatures.

stet—Let it stand; a mark, written in the margin, signifying that copy marked for
change should remain as is; indicated in copy by dotted line under the material
concerned.

Strategic Business Unit (SBU)—The minimum number of people needed to
complete the functions of the publishing process within a work group. SBUs con-
sist of a Vice President, Director of Editorial, Director of Marketing, Director of
Production, Technology Director, Technology Project Manager, Acquisitions
Editors, Editorial Assistants, Developmental Editors, Project Editors, Production
Editors/Coordinators, Art & Design Coordinators/Specialists, Channel Managers,
Marketing Coordinators, and others.

style sheet—Listing of specific ways to treat words, elements, and so on in a par-
ticular text or discipline. Style sheets are usually compiled by the copy editor and
used for consistency checking throughout a manuscript; for example, use gauge
versus gage. The editor would note this and each time it is used in manuscript
refer to the style sheet to ensure it is consistently used one way.

supplement package—Supplements, such as instructor’s guides/manuals, lab
manuals, student workbooks, audiotapes, and videotapes, CD-ROM, and so on,
that accompany the text.

T

table—Tabular typeset material with or without additional line art, usually made
up of two or more columns with headings.

tearsheet—A printed page from a text to be used as manuscript. Two to four
complete books are used to prepare a tearsheet manuscript because only one side
of each page is used for text and for art.

template—Outline of elements that the author(s) follows for each chapter of a
text to ensure that all necessary elements are included and treated or prepared
consistently.

text—The body of a page or book, separate from heads, artwork, or other special
design elements.

transparency—Photographic positive on continuous tone film, i.e., 35mm
slide.

transpose—To exchange the position of a letter, word, line, or block of copy or
art with another.

trim size—The finished size of a book.

typeset figure—A figure that consists of one column of type or form with no
drawings included. If more than one column of type, it is considered a table.
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U

URL—The Universal Resource Locator is the address for a Web site—for exam-
ple, <http://www.delmarlearning.com>.

V

verso—Left-hand page; always carries an even-numbered folio (page number).

vignette—In textbooks, a block of copy and some art or photos that relate to
the text copy and that can also stand alone; usually set off by special design
treatment such as a box or screen; also called boxed articles.

W

widow—A single word that ends a paragraph on a line by itself.
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