Guide for authors preparing electronic documents

Do

Enter text in the style and order of the journal.
Insert figure captions and tables at the end of the file.

Save any tables, diagrams, figures, graphs or illustrations,
generated electronically as separate files and not embedded
into the text file.

Type references in the correct order and style of the journal.

Type unjustified, without hyphenation, except for compound
words.

Type headings in the style of the journal.
Use the TAB key once for paragraph indents.

Where possible use Times for the text font and Symbol for
the Greek and special characters.

Use the word processing formatting features to indicate Bold,
Ialic, Greek, Maths, SPsenPt and g o characters.

Indicate clearly any special characters that you have drawn
by hand.

Check the final copy of your paper carefully, as any spelling
mistakes and errors will be faithfully translated into the
typeset version. In the case of a mismatch between disk and
hard copy, the hard copy will be taken as the definitive
version.

Indicate on the form overleaf the contents of each file.

Supply three hard copy printouts of the paper.

For further information contact:
Journals Department

Do not

Enter carriage returns to obtain spacing_between lines,
paragraphs, references etc. The space required is generated
automatically by the typesetters.

Use double spaces after each sentence within a paragraph.

Use the automatic page numbering, running titles and
footnote features of your word processing programme.
Number the hard copies by hand at the bottom of the page.

Include any copyright material (e.g. word processor software
or operating system files) on the disk.

Disk submittal

After the manuscript has gone through all the review and
editing stages, copy the data on to a clean newly formatted
disk. To avoid confusion do not copy any irrelevant files and/
or back up files onto the disk.

Apple Mac users should ensure that the disk wastebasket is
empty before submitting the disk.

Use the first-named author’s name or manuscript number for
the disk label and the file name.

To avoid loss or damage in transit ensure that the disk is
adequately protected and always keep a copy of the data on
your computer and/or back-up disk.

OUP does not intend to return the disk to the originator.
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