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® The guidelines
presented within
this manual will
help you prepare
each issue so that
the production
process can flow
smoothly.

hank you for taking time to read
the 2002-2003 edition of the
Journal Editor’s Guide!

The staff at Sage wants to work
with you to produce your journal on
time and efficiently, while maintain-
ing the highest level of quality. The
guidelines presented within this
manual will help you prepare each
issue so that the production process
can flow smoothly.

As technology continues to
improve, the gains in efficiency and
quality have been significant. Our
Art Department is now heavily
involved in the production of elec-
tronic versions of artwork, and we
encourage you to read the updated
guidelines for artwork submission.
(See pages 8 and 9 for more informa-
tion on electronic submission of art.)

The Perfect Journal Issue

Sage is also taking further advan-
tage of the speed and convenience of
digital workflow. We are now sub-
mitting all of our journals to printers
via digital methods that will ensure
the highest possible quality in the
printed product. In addition, transfer
of copyright agreement forms are
now available electronically.

As always, we've included several
forms you can use to make putting
an issue together easier. Forms in this
edition include style guides for
authors highlighting common ques-
tions and concerns with APA and
Chicago styles. We encourage you to
make photocopies or adapt electron-
ic copies of appropriate sections and
forms for contributors and special
issue editors, as well as any other staff
members working on your journal.

. Arrives on or before the due date.

. Includes one hard copy and one disk
copy with identical versions for each
manuscript. The disk copy of each
article contains all elements in one file
(text, figures, tables, biographies, ref-
erences, €etc.).

. Includes a hard copy and electronic
file of the final table of contents.

. Includes a complete list of authors
and coauthors: names, current
addresses, phone numbers, fax num-
bers, e-mail addresses, and alternate
addresses.

. Arrives complete, with all necessary
transfer of copyright agreements,
biographies, abstracts, tables, figures,
keywords, and references.

6.

10.

Includes all artwork in camera-ready
and electronic form, conforming to
speciﬁcations on pages 8 and 9.

Is formatted so that everything is
double-spaced, including notes, refer-
ences, extracts, tables, figure legends,
quotations, and appendixes.

Contains the appropriate number of
manuscript pages to translate into the
contracted number of printed pages.

Conforms to the appropriate style
throughout.

Includes permissions for all copyright-
ed material.
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Manuscript preparation and submission

he editor’s careful preparation of

manuscripts is an essential step
in the production process. By prepar-
ing each manuscript correctly and
mailing it to Sage on time, you enable
us to focus on quality and produce
journal issues in a timely manner as
well.

DUE DATES

Your journal’s due dates are set by
your contract with Sage, and our pro-
duction schedules are determined in
advance on that basis. Although we
are able to accommodate a journal
that arrives a few days late, it is very
difficult to adjust schedules for a
journal that arrives more than a week
after its due date.

A complete issue is one that is
submitted with a table of contents, a
complete address list, all of the arti-
cles, biographies, abstracts, camera-
ready and electronic artwork, and
keywords included. We do not con-
sider an issue as having arrived until
all of these items have been received.
However, we may be able to start
work on an issue that is missing only
a few minor pieces, such as a biogra-
phy or an abstract. If it is impossible
to meet the issue due date because of
missing material, please call your
production editor to discuss alterna-
tives.

Disks

We can accept

* IBM-compatible disks

¢ Macintosh disks

e Arttached e-mail files

* Files placed in our ftp site (con-
tact your production editor for
more information)

Each article should comprise a sin-
gle electronic file (that is, it should
not be broken into separate files for
the abstract, text, references, etc.).
The electronic file should be in the
simplest form, with no embedded
codes or footnotes and no special
fonts or special formatting.

Please label the disk with the lead
author’s name, journal title, file
name, and name and version of the
software used.

Sample disk label:

0

O’Shaughnessy

Journal of Family History
file name: history.doc

file format: Word 7.0 for
Windows

KEYWORDS

To facilitate electronic access of
journal articles, Sage is currently
requesting 4 to 5 keywords for each
article published in an issue. Please
provide keywords on the title page of
each manuscript.

TABLE OF CONTENTS

Always include both hard copy
and electronic versions of a table of
contents with the manuscript. The
article titles and authors names on
the table of contents should be iden-
tical to those on the individual arti-
cles and should be listed in the order
you wish them to appear.

®Each article
should be
submitted as a
single electronic
file. It should
not be broken
into separate
files for the
abstract, text,
references, fig-
ures, tables, etc.

*If you are
unable to meet
an issue’s due
date, please let
your production
editor know as
soon as possible
and provide

an estimated
date of arrival.

®Please provide 4
to 5 keywords on
the title page of

each manuscript.
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*Each and every
author and coauthor
must sign a transfer
of copyright agree-
ment. Sage cannot
publish an article
without a signed
agreement for each
author.

*Transfer of copy-
right agreements are
available electroni-
cally and may be
distributed via
e-mail.

*Because Sage is
committed to
publishing cutting-
edge research in
its journals, it is
Sage’s policy to
publish only
original articles
that have not
been previously
published (online

or in print).

HArD Cory

Manuscripts should be submitted
in both hard copy and electronic
(disk) format, and the manuscript
and disk must be identical to one
another. So if you make changes to
the hard copy, please also make them
on the disk, and vice versa.

CORRECT
Double-spaced. The manuscript should be
double-spaced. This includes not only the text
but also the notes, references, block quota-
tions, tables, and all other material.
INCORRECT

Single-spaced. The manuscript should not
be single-spaced. This includes not only the
text but also the notes, references, block quo-
tations, tables, and all other material.

Double-spaced. The manuscript
should be double-spaced. This
includes not only the text but also
the notes, references, block quota-
tions, tables, and all other material.

TRANSFER OF COPYRIGHT
AGREEMENTS

All articles, regardless of their
length—including editorials, book

reviews, commentaries, responses,
rebuttals, and poetry—must have
transfer of copyright agreements
signed by all authors. These agree-
ments are available electronically and
may be distributed via e-mail.
Contact your production editor for
more information.

The lead author may not sign for
any other author; each and every
author must sign the agreement. If
any transfer of copyright agreements
or signatures are missing, Sage will
not publish the article.

A faxed copy is acceptable for
publication; please mail the original
thereafter. If you issue the contributor
transfer of copyright agreements,
please send all signed originals with
the issue.

If Sage administers the transfer of
copyright agreements for your jour-
nal, we will send them to the authors
soon after the receipt of your manu-
script, and we will monitor their
return. If we see potential problems in
obtaining an agreement, we will make
every attempt, with your assistance,
to relay to the author the importance
of our receiving the signed agreement.

At the proof correction stage, if
we do not have all of the signed
transfer of copyright agreements, we
may halt production of your jour-

Important to Remember!

e If you have made changes to a manuscript, please make sure you send a copy to the
author. This informs the author that the changes were not made by Sage and will save
everyone the time of added revisions at the proofs stage. Again, make sure all changes
are reflected on both the disk version and the hard copy submitted to Sage.

e We do not consider an issue as having arrived until a table of contents, a com-
plete address list, all of the articles, biographies, abstracts, camera-ready and elec-
tronic artwork, and keywords have been received.
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nal. If we have not received an agree-
ment a week before the to-press
deadline date, we will notify you,
pull the article, hold it for a later
issue, and continue final production
on the journal.

JOURNAL STYLE

The ideal time to ensure that the
manuscript conforms to the appro-
priate style is before the article is
accepted for publication. At that
time, you can instruct the author to
format the article in the correct style
as one prerequisite for acceptance.

Does style really matter? We
believe that it does and so do most
readers. In fact, most of the work
done by our copy editors involves
amending articles to conform to each
journal’s chosen style.

Each style—whether APA, Chi-
cago, ASA, or one of the accepted sci-
entific or technical styles—has its
own nuances, subtleties, and peculi-
arities for even the seemingly smallest
of treatments: hyphenation, numer-
als, the ordering of a series of refer-
ences, statistical terms, the use of
abbreviations, and so on. We do not
expect an author to be thoroughly
versed in a particular style, but we do
expect the treatment of references,
both in the citations in the text and
within the reference section, to follow
the journal’s style.

Our copy editors will also edit for
grammar and punctuation and will
try to edit out any sexist language.
They will query authors about miss-
ing material, inconsistencies, and
material that appears unclear.

EDITORIAL BOARDS

Please send to your production
editor, in writing or by e-mail, any
revisions to your editorial board. Your
production editor is responsible for
disseminating editorial board changes
throughout Sage.

Please include complete addresses,
not just affiliations, so that we can
ensure that complimentary copies are
sent to the designated board members.

SPECIAL ISSUES

As soon as you know of plans for a
special or theme-oriented issue,
please inform us. Sage’s marketing
department can plan special market-
ing and promotions for this issue. It
is also very important to send a copy
of this guide to the guest editor and
to make clear which functions (e.g.,
sending contributor transfer of copy-
right agreements) you expect the
guest editor to handle.

It is better to schedule a special
issue at the beginning of a volume
(issue 1 or 2). That way, if the special
issue is long, the page count can be
adjusted in the later issues.

We do not do “double” issues.
Instead, consider making the issue a
two-part special issue.

*Editorial board
changes should
be sent to your

production editor.
Please include
complete addresses,
not just affiliations,
when submitting an
editorial board

change.

*APA and Chicago
style guides are
included in

this edition of

the guide.

(see pages 16-17)

S R G

Nasiiluf
Style

=1

Eallinmum
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Submitting a complete contact list

*Create one new,
typed address list
for the issue that
includes all
authors’ contact

information.

®Please do not use
the information
provided on article
cover sheets as the
address list. These
are often incom-
plete and out of
date.

®A current e-mail
address is the most
important piece of
information you
can provide us for

each author.

*A sample author
information form
that you may use to
obtain the
necessary contact
information
appears on page 13
of this guide.

t is essential that Sage be able to

I easily contact authors once the

issue has gone into production.

When you submit an issue, include a
complete list of

e quthors’ and coauthors’ names,

e current addresses,

* phone numbers (office and
home),

e fax numbers,

¢ e-mail addresses, and

e alternate/vacation addresses and
dates.

This list allows us to contact
authors about copyediting queries,
proof sets, and contributor transfer
of copyright agreements, and it
makes it possible for us to send con-
tributors’ copies and tearsheets after
publication. It is thus essential that
all addresses are correct and current.

Please do not use the article cover
sheets as the address list. These are
often incomplete and out of date.

Please stress to authors that their
articles will be in production from
the time you send the issue to us
through the end of the month that is
two months before the cover date of
the journal issue. For example, a May
journal is due to Sage in late Dec-
ember and will go to press by the end
of March. Authors should expect to
be contacted by Sage from December

through the end of March.

Please ask authors to alert the pro-
duction editor if they will be away,
even for a few days, during the time
their proofs may be sent.

If we cannot reach an author and
encounter extensive problems with
his or her article, we will be forced to
hold the article until a later issue.

Also, if we do not receive proof
corrections from an author by the
deadline given, we assume he or she
does not have any changes. If he or
she was on vacation and thus did not
see the proofs until after the deadline,
no further changes can be made.

E-mail addresses. With copy edi-
tor queries and PDFed proofs, a cur-
rent e-mail address
important piece of address informa-
tion you can provide us for each con-
tributing author.

Fax numbers. Fax numbers are
imperative for authors in case they
are unable to read their PDFed
proofs. Advise authors to alert the
production editor of any changes to
this information (including short
vacations) during the months that
their articles are in production.

Holiday addresses. Keep in mind
that we will be working on journals
during holiday seasons such as sum-
mer break, Thanksgiving, and
Christmas. Make sure you obtain
vacation or alternate addresses for
authors during these times.

is the most



2002-2003 Edition / 7

Issue length and castofts

ournals are printed in groups of 4
] pages called signatures. Your jour-
nal contract calls for a specific number
of pages per volume. The average num-
ber of pages per issue is the pages per
year divided by the number of issues.

For example, if a quarterly journal
is allotted 448 pages per year, each
issue should be 112 pages. It’s fine if
one issue is 108 pages and the next
116, provided the total for the year
does not exceed 448. However, it is
important that subscribers feel there
is consistency from issue to issue.

If the last page of an issue does not
fill a signature, Sage will fill those
blank pages with ads. The ads do not
count against your page allotment;
however, the copyright page and table
of contents in each issue, the annual
statement of circulation, and the index
that appears in the last issue of the vol-
ume do count. If a paid ad makes it
necessary to add a new signature,
those pages are not counted against
the page allotment.

CASTOFFS
When necessary, the production edi-
tor will do a castoft (length estimate) of

the manuscript. If the castoff projects a
printed page total that either exceeds or
is substantially less than your contracted
pages per issue, the production editor
will inform you.

To avoid unpleasant surprises, it is
a good idea to do your own castoff
before sending the manuscripts to
Sage so you know in advance whether
an issue is too long or too short.

If the page estimate substantially
exceeds the contracted pages per issue,
we will work with you to determine
whether to run the issue as is (e.g., if it
is a special issue) and deduct a corre-
sponding number of pages from sub-
sequent issues in the volume. More
often, however, we will request that
you deduct the appropriate number of
manuscript pages so that the issue
remains within its page allotment.

If you find your page count is con-
sistently short, there are different ways
Sage may be able to help you increase
your submission rate. A list of sugges-
tions appears at the end of this guide.

As a very general rule of thumb,
for a 5 1/2 x 8 1/2 journal, you can
expect 100 manuscript pages to con-
vert to 70 to 80 printed pages.

*Ads do not count
against your page
allotment; howev-
er, the copyright
page and table of
contents in each
issue, the annual
statement of
circulation, and
the index that
appears in the
last issue of the
volume do count.

The following is a brief explanation of the castoff procedure that your production editor does for an issue when
necessary. If you would like more detailed information, contact your production editor.

* Make sure you have a complete issue, with all biographies, abstracts, tables, figures, and so on. Treat each man-

uscript as a separate entity, accommodating the different type sizes, margins, and spacing used by individual authors.

Be aware of equations, tables, figures, photographs, dialogue, lists, and other unusual elements that will add to the

page count.

e Multiply text pages (minus items in smaller type) by the average number of lines per page by the number of

characters in an average line. Divide by the average number of characters on a page for your journal (ask your pro-

duction editor for the number).

* Count notes/references, abstracts, extracts, and so on. Two pages of references = about 1 printed page (for an

81/2 x 11 journal, 4 pages of references = about 1 printed page).

¢ Eyeball tables and figures (look at past issues for reference) to estimate how much space they will take up on a

printed page. Wide tables and figures will be set broadside, which means each will take up a whole page.

e Add all these numbers together, then round up to the nearest multiple of 4. That is your estimated number

of pages for the issue.
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Guidelines for submitting artwork

Guidelines

for Artwork

*(Clean, black-and-
white artwork

*No photocopies

*No very fine lines,
dark grayscale

shading, or reversed

type

*One figure per
page

*If you send art-
work on disk,
please also always
send camera-ready
hard copies.

rework includes not only charts
Aand graphs, maps, photo-
graphs, and line art, but also tables
with 17 or more columns.

All camera-ready artwork should
be clean black-and-white originals,
never photocopies. Laser-printed art
is ideal. Artwork should be protect-
ed from marks and should not be
folded or stapled. Each figure
should appear on a separate sheet of
white paper. It is the responsibility
of the author to provide correct,
final copies of the figures by the
time the article is sent to Sage.

Photographs. Photographs should
be glossies or halftone prints (velox
prints), rather than snapshots, and
the contrast should be sharp for best
reproduction.

Grayscale shading. Whenever pos-
sible, cross-hatching should be used
in lieu of grayscale shading. If shad-
ing must be used, it should not
exceed a 20% screen, and bold type
must be used. When grayscale shad-
ing is used in adjacent areas of a fig-
ure, there must be sufficient varia-
tion in value. Dark shades will dark-
en and light shades may drop out.

10% 20%
bold bold
type: type:

ok ok

ELECTRONIC COPIES OF FIGURES

We encourage submission of fig-
ures created in the following elec-
tronic formats:

 TIFF (identified *TIF) Tagged
Image File Format,

e EPS (identified *.EPS) Encap-
sulated Postscript File,

* JPEG (identified *.JPG) Joint
Photographic Experts Group, and

e PNG (identified *.PNG) Port-
able Network Graphic Format.

Sage also supports the following
graphic application file formats:

- Adobe Illustrator for PC,

- Adobe PageMaker for PC,

- Adobe PhotoShop for PC,

- Adobe Indesign for PC,

- Microsoft Excel,

- Microsoft PowerPoint,

- Microsoft Word,

- Macromedia Freehand for PC,
- QuarkXpress for PC, and

- CorelDraw for PC.

30%: 20%
roman
not
ok type:
not ok
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Naming and saving files. If you are submitting
scanned art, please follow these guidelines:

* Line art (black and white) should be scanned at
1200 ppi and 1 bit bitmap.

* Grayscale images should be scanned at 300 ppi
and 8 bit bitmap.

Please save figures at the end of the article as
part of the same file.

There are four requirements in file identifica-
tion:

* platform (Mac or PC),

* application and version the file was created
in (i.e., Illustrator 8.0.1),

* type of file it was saved or exported as (i.e.,
TIE .EPS), and

* identification of figure by number (i.e., file
names should include the figure number;
Figurel).

When saving the file, be sure to embed the
fonts into the file. This will ensure that the text

Sizing of Figures

in your art will remain as you intend.

Sizing. Please save the image to the size of the
final printed version with an allowance of not
more than 10% larger. The camera-ready images
that are submitted with your manuscript should be
printed at the same size as the file is saved. For col-
umn widths of journals, please see the chart below.

OTHER MATTERS

If you are submitting a color figure, please keep
in mind that it may be difficult to discern between
colors when they are turned into grayscales. Except
for certain Sage Science, Technical, Medical
(STM) journals, the reproduction of color figures
requires an extra charge. The paper used in all but
a few STM journals will not support color.

For color instructions and pricing, please con-
tact the production editor for your journal.

For sizing of figures, please refer to the chart
below. Not all figures will fill the full column
width. However, this will serve as a guide to
check that all text is legible, etc.

5 1/2 X 8 1/2 journals

Figures should fit into a space 4 1/4 inches or 25 picas wide
and no more than 7 inches or 42 picas tall.

5 1/2 x 8 1/2 journals
(broadside figures)

Figures should fit into a space 7 inches or 42 picas wide and
no more than 4 1/4 inches or 25 picas tall.

6 x 9 journals

Figures should fit into a space 4 1/2 inches or 27 picas wide
and no more than 7 inches or 42 picas tall.

6 x 9 journals

(broadside figures)

Figures should fit into a space 7 1/2 inches or 46 picas wide
and no more than 4 1/2 inches or 27 picas tall.

7 x 10 journals

Figures should fit into a space 8 inches or 49 picas wide and
no more than 7 1/2 inches or 46 picas tall.

7 x 10 journals
(broadside figures)

Figures should fit into a space 8 inches or 49 picas wide and
no more than 5 1/2 inches or 33 picas tall.

8 1/2x 11 journals

Figures should fit into a space 3 1/4 inches or 20 picas wide.

8 1/2x 11 journals
(2-column figures)

Figures should fit into a space 7 inches or 41 picas wide.
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Reviewing author/editor proof sets

age will e-mail proofs to authors
S and/or editors via portable doc-
ument format (PDF). A Sage proof-
reader will read your journal; howev-
er, authors and editors are strongly
encouraged to review their proofs
carefully paying close attention to all
equations, figures, and tables, in
addition to the text.

The turnaround time for author/
editor corrections is short, ranging
from 24 hours to 7 days depending on
the journal’s schedule. A memo with a
due date accompanies the proofs; if we
do not receive proof corrections by
that due date, we assume the author
or editor has no corrections.

Once an author receives e-mailed
proofs, he or she should print the
pages; Acrobat Reader will not allow
you to make changes on the electron-
ic copy. The author can then make
changes on the printed copy.

We accept proof corrections by
fax, e-mail, or overnight delivery. It is
not necessary to return pages that
have no corrections; we only need the

pages that have corrections on them.

You can help us maintain sched-
ules by reminding authors (via e-mail
or phone, perhaps) that it is necessary
to return proof corrections by the
due date or to let us know that they
have no corrections.

PDFING

Directions for downloading
Acrobat Reader (free off the Internet
at htep://www.adobe.com), which is
all you need to read a PDF file, will
be provided to each author on receipt
of the proofs. Most newer computer
systems come with Acrobat already
loaded.

If any author has difficulty reading
the PDFed article, we will be happy to
fax a copy of the proofs. We encourage
you to prepare your authors for receiv-
ing proofs electronically.

For your convenience, we will con-
tinue to send each journal editor a hard
copy of the entire issue proofs via mail,
unless we are instructed otherwise.

Instructions Sent to Authors on Proofs

*REMEMBER:
If we do not
receive proof

corrections by
the due date, we
assume the
author or

editor has no
corrections.

*We cannot make
further changes
once an issue has
gone to press,
which is normally a
couple days after
proof corrections
are due to Sage.

* If you make extensive changes to the text, you will be charged $2 per line. The proof review stage is not
the time for rewriting.

* Deadline: If we do not receive proof corrections by the due date, we assume the author or editor has no
corrections. Corrections arriving after this deadline may be too late to incorporate into your article.

* You need send only the pages with corrections, but in any correspondence, please mention the name of
the journal.

* Boldfaced type. If we have unanswered queries regarding your article, these will be noted in boldfaced
type within the article. Please attend to these queries. Disregard any “QQ” notations; they will be removed.

* This is a draft. You may not distribute or post this file on the Web.

* Figures. Sage does not redesign figures, so no changes can be made by us. If there is a crucial error in a
figure, we can accept a new clean copy by the deadline listed above. Any shadow lines that appear in the
proofs above or below your figure will not be reproduced in your printed article.

* Photographs. Photographs are represented on the proofs by photocopies of the original. A halftone of
each photograph will be made by the printer.

* Math. You are responsible for the accuracy of all equations and math terms. Please check them carefully.
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Permission guidelines for Sage journals

B ecause obtaining permissions
can be time consuming, it is
important for authors to begin the
process before the article is submit-
ted to Sage. If permission is not
obtained before submitting to Sage,
it may be necessary for the author to
delete the material and rewrite por-
tions of the manuscript, or the article
may have to be held for a future issue
so that permission can be obtained.

The author is responsible for
obtaining all necessary permissions
and for paying any associated fees.
(Authors are encouraged to negotiate
lower fees.) Permission must be
granted in writing by the copyright
holder and must accompany the
manuscript or be forwarded to Sage
within 30 days of our receipt of the
manuscript. Both print and electron-
ic rights must be obtained. You may
use the form on page 19 to secure
permission.

SAGE’S PERMISSION PoLICcY

Permission is required to reprint,
paraphrase, or adapt the following in
a work of scholarship or research:

1. any piece of writing or other work
that is used in its entirety (e.g., poems,
tables, figures, charts, graphs, photo-
graphs, drawings, illustrations, book
chapters, journal articles, newspaper arti-
cles, magazine articles, radio/television
broadcasts);

2. portions of articles or chapters of
books, if the portion used is a sizable
amount in relation to the article or chap-
ter as a whole, or regardless of size, if it
captures the “essence” or the “heart” of
the work;

3. any portion of a fictional, creative,
or other nonfactual work (e.g., opinion,

editorial, essay, commentary, lyrics,
plays, novels, short stories); and
4. any portion of an unpublished work.
Written, signed permission will be
required in any circumstance previ-
ously addressed, unless Sage specifi-
cally advises otherwise.

SUMMARY OF “FAIR USE”

The U.S. Copyright Act does not
define what constitutes “fair use” and
there is no established number of
words or mathematical formula that
determines how much of a work may
be used fairly.

The “fair use” doctrine, as codi-
fied in the U.S. Copyright Act, pro-
vides a limited exception to the
exclusive rights owned by a copyright
owner in his or her work and creates
a privilege for others to use the copy-
righted material in a reasonable man-
ner, without the copyright owner’s
consent and without an obligation to
pay royalties for such use.

The Copyright Act provides four
factors that the courts must evaluate
and balance in making a “fair use”
determination:

1. the purpose and character of the
use, including whether such use is of a
commercial nature, monetary gain,
and/or professional advancement, or for
nonprofit educational purposes;

2. the nature of the copyrighted work
(i.e., fact or fiction);

3. the amount and importance of the
portion used in relation to the copyright-
ed work as a whole (i.e., both quantity
and quality are considered);

4. the effect of the use upon the
potential market for, or value of, the
copyrighted work (i.e., does it compete
in the same market or for the same
audience?).

* Sage requires
written, signed
permission for
anything used in its
entirety, sizable
portions of a work,
any portion of a
creative work, and/or
any portion of an

unpublished work.

* Authors are
encouraged to take
a cautious position

in determining
whether to obtain
permissions.

* Due to the
complex and
evolving nature

of the law, Sage’s
permissions policy
is subject to
change.

e A form that
authors can

use to request
permission
appears on page
19 of this guide.
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AN OVERVIEW OF THE PRODUCTION PROCESS

After an issue arrives at Sage, it goes through a number of processes to prepare it for printing. Following is a brief outline

of the production process as it is handled by Sage.

Production Terms

Who Does It

‘What Happens and What This Means

Manuscript arrival
and “breakdown”

Production Editor (PE)
Editorial Assistant

The arrival date is logged.

The main elements are checked for completeness.
Missing or problem elements are identified.

Disks are translated.

If administered by Sage, contributor transfer of copyright
agreements are sent soon after receipt of manuscript.

Castoff PE A printed-page estimate is calculated when necessary.
Keyboarding Freelance Keyboarder For an article not on disk, an electronic file, complete
with typesetting codes, is created.
Copyediting Copy Editor (CE) CE works directly on disk.
Grammar, punctuation, and spelling are corrected.
References are styled to conform to journal’s
style (APA, Chicago, etc.)
Typesetting codes are entered.
CE contacts authors for answers to any
copyediting queries.
Transmittal PE PE reviews copyediting and typesetting codes, and
provides information for typesetters.
Typesetting Typesetter Text is revised to conform with the journal’s type and layout
specifications.
Page proofs or galleys are produced.
Proofreading Proofreader Proof sets are distributed to a Sage proofreader and to the author
Editor and/or editor for proofreading and final corrections.
Author Sage’s proofreader compares the manuscript against the page proofs
and ensures that the manuscript conforms to the journal’s style.
Proof corrections PE PE analyzes all corrections—the authors’, editor’s, and

and collation

proofreader’s—and collates them onto one set of proofs.

Contributor transfer of
copyright agreements

checked

Editorial Assistant
PE

All signed transfer of copyright agreements from contributors
must be in hand at this point, or production is halted until
all agreements are in or the article is withdrawn.

Proof corrections Typesetter Errors are corrected and a new set of pages, called “repro,” is produced.
Repro Typesetter Pages are checked and rechecked to ensure that all
PE necessary corrections have been made.
A final check of all pages, called “final repro check,” is done.
A set of final camera-ready pages is produced and transferred to
the Manufacturing Department for delivery to the printer.
PDF to Printer Typesetter For journals sent to the printer digitally, the PDF file is put
Proofreader through a “pre-flight” check for errors and a set of proof pages is
PE produced directly for comparison to the camera-ready copy.

Once all corrections have been made to the digital file, the issue
is submitted to the printer electronically.
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JOURNALS PRODUCTION FLOWCHART
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How TO ENCOURAGE MANUSCRIPT SUBMISSIONS

Submission Requirements. If authors have stopped considering your journal because your require-
ments are “too restrictive,” consider revising them. Do other journals in your field allow manuscripts
to be 30 pages long? If so, increase your page limits to 20 or even 25 pages per article. In short, rethink
your requirements, and ask yourself if yox would want to submit to this journal.

New Sections. Consider a “Practice” section. For example, begin publishing book reviews or per-
haps add a pedagogy section.

Attend Conferences. When you attend conferences, make sure you are very visible. Put the name
of your journal on your name tag and wear it at all times. Carry several copies of your journal with
you; show the journal to colleagues. Carry Calls for Papers with you and distribute them. Many con-
ferences have a “meet the editor” session, for which you will likely want to sign up.

Conference Papers. You may want to publish conference proceedings or papers from symposia. If
using the entire proceedings does not appeal to you, ask selected individuals to submit their confer-
ence papers to you.

Editorial Board. Have your editorial board members contributed lately? Or, whom among their
colleagues can they approach for papers? What are their perceptions about why the journal is receiv-
ing so few manuscripts, and what can be done about it?

Internet. Set up a chat room or forum on the Internet where authors can talk to you informally.
Design a Web site for your journal. If you build a Web site, let us know so we can link it to Sage’s.

Association Sponsorship. If your journal is sponsored by an association, work with them. Have
them run a Call for Papers announcement/ad in their newsletter. Or, add your own editorial informa-
tion to their website. Also, have them include a Call for Papers in their regular mailings to members.

Special Issues. Consider publishing thematic Special Issues once a year. Many editors arrange for
a guest editor to handle the entire issue on their behalf.

Best Paper Awards. Consider running a Best Paper contest, either for regular papers or student
papers. Identify the “winner” once a year in the journal. These competitions will likely increase the flow
of manuscripts. You will probably receive many other papers you want to publish that did not “win.”

HOW SAGE CAN HELP

Calls for Papers. We can mail Calls for Papers in addition to our regular promotional mailings. We
can also send flyers to your sponsoring association for them to distribute.

Advertisements. We can place Call for Papers ads in related Sage journals.

Conference Support. We can have a Call for Papers available at the Sage booth. Or, if Sage is not
attending, we can print some for you to take.

Internet. If you have established a chat room on the Internet, or if you or a sponsoring association
has a website, let Sage know. We can publicize this information on our own website, as well as in our
brochures.

Experience. Use our years of experience and expertise. If you feel the submissions flow problem
may be insurmountable, discuss it with us. We will likely be able to offer suggestions specifically tai-
lored to you and your journal.
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Forms and checklists

On the following pages, we have included a
number of forms and checklists to assist editors
and authors in preparation of manuscripts.
Please feel free to copy, modify, and distribute
these forms as you see fit.

Forms
. APA Style Guidelines
- Chicago Notes Style Guidelines
- Chicago Reference Style Guidelines
- Author/Coauthor Information Form
- Request for Permission to Reprint
- Editorial Board Changes

Checklists

. Author Checklist

- Journal Issue Checklist
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APA STYLE GUIDELINES

With your manuscript, please include
- 4 or 5 keywords to facilitate electronic access to your article.
- an abstract of 150 or fewer words, if your journal requires abstracts.
- a biographical sketch of 40 or fewer words, if your journal requires one.

In the article, please be sure that
- acronyms, abbreviations, and jargon are defined unless they are well-known (such as FBI) or they can
be found in the dictionary or APA manual (e.g., pp. 85, 115).
- quotes of 10 or more words include page number(s) from the original source.
- every citation has a reference and every reference is cited.

In the references

Journal article
Smith, J. R. (2001). Reference style guidelines. journal of Guidelines, 4, 2-7.
Book
Smith, J. R. (2001). Reference style guidelines. Thousand Oaks, CA: Sage.
Chapter in a book
Smith, J. R. (2001). Be sure your disk matches the hard copy. In R. Brown (Ed.),
Reference style guidelines (pp. 55-62). Thousand Oaks, CA: Sage.
Editor of a book
Smith, J. R. (Ed.). (2001). Reference style guidelines. Thousand Oaks, CA: Sage.
Dissertation (unpublished)
Smith, J. R. (2001). Reference style guidelines. Unpublished doctoral dissertation, University
of California, Los Angeles.
Paper presented at a symposium or annual meeting
Smith, J. R. (2001, January). A citation for every reference, and a reference for every citation.
Paper presented at the annual meeting of the Reference Guidelines Association, St. Louis, MO.
Online
Smith, J. R. (2001, January). Quotes of 40 or more words will be block quotes. Reference
style guidelines [Online]. Available: http://www.sagepub.com

More
- Please provide translations for non-English titles in references.
- Provide page ranges for articles and for book chapters.
- Provide all authors’/editors’ names (not “et al.,” unless it appears that way in the publication).

For tables and figures
- Please be sure captions are included.
- Indicate in text where tables and figures should appear.
- Be sure to send final camera-ready, black-and-white versions and electronic files of figures.

For permissions
- Please be aware that you may need to obtain permission from the copyright holder to quote, reprint,
or adapt works or portions of works from other sources (e.g., poetry, song lyrics, quotations from
unpublished works, and tables and figures).
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CHICAGO REFERENCE STYLE GUIDELINES

With your manuscript, please include
-4 or 5 keywords to facilitate electronic access to your article.
- an abstract of 150 or fewer words, if your journal requires abstracts.
- a biographical sketch of 40 or fewer words, if your journal requires one.

In the article, please be sure that
- acronyms, abbreviations, and jargon are defined, unless they are well-known (such as FBI) or in the dic-
tionary or Chicago manual (e.g., Table 13.1 and sec. 14.50).
- quotes of 10 or more words include page number(s) from the original source.
- every citation has a reference, and every reference is cited.

In the references, please include
- all authors’/editors’ names (not “et al.,” unless it appears that way in the publication).

Journal article
Smith, J. R. 2001. Reference style guidelines. Journal of Guidelines 4 (2): 2-7 [or 4:2-7].
Book
Smith, J. R. 2001. Reference style guidelines. Thousand Oaks, CA: Sage.
Chapter in a book
Smith, J. R. 2001. Be sure your disk matches the hard copy. In Reference style guidelines, edited by R.
Brown, 155-62. Thousand Oaks, CA: Sage.
Editor of a book
Smith, J. R., ed. 2001. Reference style guidelines. Thousand Oaks, CA: Sage.
Dissertation (unpublished)
Smith, J. R. 2001. Reference style guidelines. Ph.D. diss., University of California, Los Angeles.
Paper presented at a symposium or annual meeting
Smith, J. R. 2001. A citation for every reference, and a reference for every citation. Paper presented at the
annual meeting of the Reference Guidelines Association, St. Louis, MO, January.
Online
Smith, J. R. 2001. Reference style guidelines. In MESH vocabulary file [database online]. Bethesda, MD:
National Library of Medicine. [cited 3 October 2001]. Available from www.sagepub.com.

For tables and figures
- Please be sure captions are included.
- Indicate in text where tables and figures should appear.
- Be sure to send final camera-ready, black-and-white versions and electronic files of figures.

For permissions
- Please be aware that you may need to obtain permission from the copyright holder to quote, reprint, or
adapt works or portions of works from other sources (e.g., poetry, song lyrics, quotations from unpub-
lished works, and tables and figures).
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AUTHOR/COAUTHOR INFORMATION FORM

AUTHOR, PLEASE NOTE: Your article will be in production from the time the editor sends the issue ro
Sage until the end of the month that is two months before the cover date of the issue. If any of the infor-
mation below changes during that time, or if you are away from these locations even for a few days, you
must contact your production editor at Sage with alternate contact information.

(Editor, please complete): Production Editor 805-499-0721 X
Title of article Journal
Author’s name [ Please check if the corresponding author

Proofs and transfer of copyright agreements are sent via e-mail. It is crucial that we have this infor-
mation for a// authors, not only the corresponding author.

Work phone Work fax

Work e-mail

Complimentary copies are sent via U.S. Mail. For university addresses, please include a
building and room number.

(J Work Address (please provide a street address; UPS will not deliver to a box number)

Home phone Home fax

Home e-mail

(J Home address (crucial during the winter and spring holidays and during the summer)

(J Vacation address and phone numbers from to
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REQUEST FOR PERMISSION TO

REPRINT MATERIAL FOR SCHOLARLY PURPOSES

To copyright holder:
Address

From author:

Address

I hearby request your permission to reprint from the following:

by
Title of Work Author(s)

that appeared in

Complete Journal or Book Title, Broadcast, Newspaper, or Periodical Edition

excerpted as follows:

This material is to appear in my article titled
in the forthcoming scholarly journal:

, Vol. No.
published by Sage Publications. I request nonexclusive distribution rights to include this material in
the text and in future revisions and editions thereof in any format throughout the world in all lan-

guages. These rights in no way restrict republication of your material in any form by you or others
authorized by you. If you do not control these rights in their entirety, please inform me of others to
whom I should write.

At your specific request, Sage Publications will include a credit line to read (please specify):

With appreciation for your cooperation,

Author’s signature Date

I (we) hereby grant permission for use of the material requested above.

Signature Date Signature Date
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EDITORIAL BOARD CHANGES

Please send editorial board changes to your production editor.

Journal Title Change Effective Date
ADDITION:

Name Affiliation

Address

City/State/Zip E-mail

Phone Fax

CHANGE (Please check what has been changed):

[ Name (1 Affiliation
[ Address

1 City/State/Zip J E-mail

(d Phone (J Fax
DELETIONS:

Name Affiliation
Name Affiliation
Name Affiliation
Name Affiliation
Name Affiliation

Name Affiliation
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AUTHOR’S CHECKLIST

HARD COPY

(J Everything is double-spaced: text, abstract, biographical paragraph, endnotes, author’s
note/acknowledgments, references, block quotations, appendixes, tables.

[ Everything is left justified, with a ragged right-hand margin (no full justification).

(J Each section begins on a separate page: title page, abstract, text, appendix(es), notes,
references, biographical paragraph, each table, each figure.

[ Title page includes all authors’ names, addresses, phone numbers (work and home), fax
numbers, e-mail addresses, vacations or other dates when authors might be unavailable
and addresses and phone numbers for those dates, and any other pertinent contact
information.

(J Abstract is 150 words or less (may vary for some journals).

[ Biographical information is included when applicable (length varies from journal to journal).

(J Endnotes are grouped on a separate page. There are no footnotes.

[ All in-text citations are included in the reference list; all references have in-text citations.

(J Reference list follows the journal’s style (APA, Chicago, ASA, etc.).

[ Figures are camera ready and an electronic version is provided; they appear exactly as they
should in the journal, including being close to the trim size of the journal.

(J Written, signed permission for copyrighted material has been obtained where necessary.

DISK COPY

1 Disk is clearly labeled with
a. name of lead author,
b. name of journal,
c. file name, and
d. software and version used, and whether Macintosh or IBM.
(d The disk version is exactly the same as the hard copy version.
(J With the exception of electronic artwork, everything is in one file (no separate files for
biographical paragraph, abstract, references, tables, etc.).
[ Figures are in separate files, not embedded in the article. (Even if figures are included on
disk, remember that you must still provide a camera-ready hard copy.)
(J Tables do not have cells or lines dividing the different elements. Preferably, each element

is separated by tabs.
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JOURNAL ISSUE CHECKLIST

Please use this checklist for each issue and include it with the manuscript itself.

One hard copy of each article, identical to the disk version

One copy of each final article on a clearly labeled disk

Table of contents in both hard copy and electronic versions (separate from the address list)
For each article, each author’s biographical statement (where applicable)

For each article, an abstract of 150 words or less

Electronic files and camera-ready artwork for each figure

Keywords for each article

A copy of all necessary permissions to reprint or adapt copyrighted material

oo doodo

A complete list of all authors’ and coauthors’ names, addresses, affiliations, telephone

numbers, e-mail addresses, fax numbers, and alternate addresses

(W

Transfer of Copyright Agreement for each contributor (including all coauthors)

Is this a special issue? If so, please supply the following for marketing purposes:

Issue title:

Name and affiliation of guest editor(s):
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SAGE DIRECTORY

In matters relating to your journal, you may need to deal with many different people at Sage.

To route your questions, comments, suggestions, or needs to the appropriate person, please use

this guide.
For questions regarding... Contact
Acquisitions: Acquisitions Editor

* Journal contracts and terms

e Page length allotments

* Financial concerns

* Editorial board complimentary copies
* Journal letterhead/stationary

Journals Production: Production Editor
* Major or routine production concerns
e Covers and interior type specifications
* Production schedules
* Manuscript due dates
* Corrections, additions, or deletions to
manuscripts or proofs
Editorial board revisions

Transfer of copyright agreements

Journals Marketing: Marketing Manager
e All marketing and promotions concerns:
* Special issues
e Mailing lists
* Brochures
* Conventions
* Bulk sales

Circulation: Circulation Manager
* Bulk shipping
* Journal quantity mailed
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I[SSUE DUE DATES FOR 2003

January

20 weeks = August 12, 2002
18 weeks = August 26, 2002
16 weeks = September 9, 2002
12 weeks = October 7, 2002

July

20 weeks = February 10, 2003
18 weeks = February 24, 2003
16 weeks = March 10, 2003
12 weeks = April 7, 2003

February

20 weeks = September 9, 2002
18 weeks = September 23, 2002
16 weeks = October 7, 2002

12 weeks = November 4, 2002

August

20 weeks = March 10, 2003
18 weeks = March 24, 2003
16 weeks = April 7, 2003
12 weeks = May 5, 2003

March

20 weeks = October 7, 2002
18 weeks = October 21, 2002
16 weeks = November 4, 2002
12 weeks = December 2, 2002

September

20 weeks = April 7, 2003
18 weeks = April 21, 2003
16 weeks = May 5, 2003
12 weeks = June 2, 2003

April

20 weeks = November 11, 2002
18 weeks = November 25, 2002
16 weeks = December 9, 2002
12 weeks = January 6, 2003

October

20 weeks = May 12, 2003
18 weeks = May 23, 2003
16 weeks = June 9, 2003
12 weeks = July 7, 2003

May

20 weeks = December 9, 2002
18 weeks = December 23, 2002
16 weeks = January 6, 2003

12 weeks = February 3, 2003

November

20 weeks = June 9, 2003
18 weeks = June 23, 2003
16 weeks = July 7, 2003

12 weeks = August 4, 2003

June

20 weeks = January 6, 2003
18 weeks = January 20, 2003
16 weeks = February 3, 2003
12 weeks = March 3, 2003

December

20 weeks = July 7, 2003

18 weeks = July 21, 2003

16 weeks = August 4, 2003

12 weeks = September 1, 2003

20-Week 18-Week 16-Week 12-Week
CJB AFFILIA HHCMP  JHN PFR TPJ A&S JCA PSQ
EAQ ANNALS  HJBS JHP PoSS TVNM ABS jCCP CBR
JBTC ARPA HPP JHTR PPMR UAR ADHR  JCR CJA
MCQ BAS HS v PPN AEQ JHHE
TVA BCNR ICL JLSP PQ VAW APM JPER

BSTS 1C JME PSPB wWC APR JPH

C&D JOTCC  JME(D) PT WJNR ASMNT  JPL

CCR IRSR TMI PWMP YV BMOD  JSR

CCS JAG MM QHR cCJ JTED

CJPR JAH IMMEK) QI CPS JTR

CM JBP JRCD ROA CR JUH

CNR BS JSE ROPPA EHP LAP

CSCM JCE JSGW RSWP EPM MC

E&B CI JSIE S&G ER MCRR

EDQ JEA JSSI SGR EUS O&E

EP JED JTE SSCR GOM S&C

FCR JEngL LEW ST&HV HIJPP  SC

FCSR] JFH NSQ TAC HRDR  SMR

M JFI NVSQ TN JCEH  TCP

G&S JEN ORM JABS UE

HEB JHCPU PAS TE] JAMS WO

JAR Y&S




