ROWMAN & LITTLEFIELD
REPRINTS FROM HARDCOPY
For books or chapters consisting of previously published material for which you have only photocopies, proofs, or
tear sheets rather than manuscript files. The most important thing is that the manuscript you submit be
complete and as clear as possible. The typesetter will be reading your handwriting, so any errors or illegibility will
be reflected on the proofs.
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Make sure photocopied text is legible and not faded, broken, or cut off at the sides (especially toward the
binding). Don’t reduce the print size.
Photocopy one page of text per photocopy page—not two side-by-side on the same page—and don’t make
double-sided photocopies; use only one side of the paper.
Make sure chapters include all necessary notes or references. If you’re using a chapter from a book in which
all the notes are in a single section at the back, don’t forget to photocopy the relevant notes from that section.
If the notes themselves aren’t complete—they’re just short citations for works listed in the reference
section—you must provide the full references, too. It is sufficient to photocopy the bibliography and then
highlight the references that belong to the chapter you’re using.
If notes or other bibliographic references are to be deleted, make sure you indicate this clearly and remove
every reference to these sources from the text.
Clearly mark any text to be deleted by crossing it out, or for larger blocks of text, drawing a box around it and
marking an X through it.
If you wish to add a small amount of text to photocopied material, and there’s room on the page, you may
write it neatly there; otherwise, type it out on a separate sheet of paper, insert it behind the page where the
text will be added, and mark clearly where the new text goes. Number the new page with the original page
number, so it’s clear where the insert goes.
When you delete or add material, you may create gaps or duplicates in numbering sequences (e.g., in
chapters, notes, art, tables, boxes). Make sure numbering is consecutive throughout.
Paginate the entire manuscript consecutively.
Make sure we have complete source citation for reprinted chapters—original title, journal and volume/issue
number, or book title and editor, etc. This is often part of the permission the previous publisher sends you.
Type them out into a list. We’ll set the source information in the book, either at the foot of the first page of
each chapter or all together as a separate permissions section.
Don’t forget to make a table of contents containing the chapter number, title, and author of each chapter.
Make sure the authors’ names appear on the table of contents just the way you want them to appear in the
book—including middle initials.

Reprinted material isn’t copyedited before it’s typeset, so when you get the proofs, take extra care to make sure
all problems are caught. Read carefully to make sure all cuts have been made correctly, all necessary updates have
been made (such as changing “forthcoming” in references to the correct year), and all references are present.
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