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Please fill out this form as completely as possible and submit it to your Acquisitions Editor at the time of final manu-
script delivery. We want to ensure that your expectations regarding the copyediting of your manuscript are clearly com-
municated to our production team, and that our typesetters are aware of any requirements for your book’s art program. 

If you have any questions about the following, you will have an opportunity to raise them with your production con-
tact once the production process is underway.

Also, please make sure that you’ve checked your manuscript carefully against the requirements for manuscript 
submission in the author handbook, available for download here: http://global.oup.com/academic/authors/
author-handbook/?cc=us&lang=en

art preferences

Cropping, sizing, and placement

Is there anything we should know about cropping, sizing, or placement of your book’s art? 

If the copyright holder has placed conditions on the reproduction of art (e.g., that a certain image must be a certain size, 
or remain uncropped), please let us know.

Redrawing

Do you have any artwork that needs to be redrawn? If so, please indicate what is needed here.  

copyediting preferences 

General style

Do you have any specific style preferences that you’ve followed throughout your manuscript (e.g., any unique treatment 
of spelling, punctuation, capitalization, etc.)?
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Special characters

Have you used any special character fonts in your manuscript that we should be aware of? These might include diacriti-
cal marks, foreign language characters (Chinese/Greek/Hebrew, etc.), or specialist mathematical symbols. If so,  please 
supply a PDF of the final manuscript showing how the characters need to appear when they are published.

Reference style

Did you follow a particular reference style for your manuscript (e.g., Chicago numbered note, Chicago author-date, 
MLA, APA)? If so, please specify.

Contributed volumes

If yours is a contributed volume, have you accepted varying bibliographic styles from your contributors? If so, we prefer 
to standardize styles within each individual chapter rather than across the book.

Copyediting level

Our standard practice is to have the copy editor correct basic language errors, apply style, and query any missing mate-
rial or unclear text. If requested, copy editors can also offer suggestions to improve the language even if there is no gram-
matical error present. 

☐ I’d prefer a light edit (copy editor to fix errors and apply style only)
☐ I’d prefer a more substantive edit (copy editor will suggest rephrasing to improve language)

Alignment

Please indicate whether any special line breaks or indentations should be preserved in your manuscript, as in poetry, lin-
guistics examples or transcripts, or other display material. (It is helpful if these are indicated in the manuscript as well.)
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Notes

Do you prefer that your notes be typeset as endnotes or footnotes (subject to discussion with your Acquisitions Editor)?

Special instructions

Please list any special instructions you’d like us to pass on to the copy editor or the production team.

indexing preferences

Unless informed otherwise by your Acquisitions Editor, you are responsible for providing your book’s index. If 
you do not wish to create the index yourself, you may secure your own indexer, or request that OUP hire one of 
our approved freelance indexers. For general indexing information, please refer to OUP’s “Preparing an Index”  
document, and the Chicago Manual of Style (chapter 16, 16th edition). 

If you would like OUP to find an indexer for you, please respond to the questions below.  The freelancer will use this 
information to produce an index that is appropriate for your book and discipline, and which meets both the expecta-
tions of your readers and yourself. 

Please note: If you are certain that you will be creating your own index, you do not need to provide this information.

Main readership

What subject background and level of expertise will your intended readers likely have?

Key terms

Are there any important terms that you would expect to be indexed more thoroughly than others (e.g., people, events, 
important cases, etc.)? 
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Are there any synonyms or terms that might easily be confused, or that non-specialists might not be able to identify?

Coverage and level of detail

The indexer will be instructed to create an index with two levels of entries (main entries and subentries). Terms men-
tioned only in passing may not be included in the index. The index will run 3-5% the length of the book, and include the 
following areas:

• Introduction and main text
• Important names
• Content of discursive notes
• Content of substantive figure captions/legends
• Ideas/themes

Beyond the abovementioned areas, are there any additional parts of your book that you feel need to be included in the 
index as well?

☐ Footnotes/endnotes
☐ Glossary
☐ Definitions
☐ Named authors outside of the main text
☐ Appendices
☐ Front matter
☐ Drugs (Medicine titles only)
☐ Other (specify): 

Most OUP titles have a combined subject/name index.  Please let us know if you also require the following: 

☐ Separate index of names
☐ Index locorum 
☐ Index of first lines 
☐ Other (specify): 

Sample index (optional)

Do you have an example of an OUP index in your subject area that might serve as a model for the indexer? If so, please feel 
free to provide the author/title here. 
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