SISP NEW SUBMISSION FORM

Instructions

To check shaded boxes, double click on the appropriate box and a window will appear. Select the “Checked” button in the “Default value” section then click “OK”. 
Required  Materials
FOR MANUSCRIPT SUBMISSION: 

· Completed New Submission Form
· CD containing: (1) all manuscript text – e.g., front matter, main text, tables, figure captions – and 
(2) all art files in the correct file format and named appropriately (see Manuscript Preparation and Style Guide for Authors for SISP file naming convention) 
Note: A print out of the text is not required. 

· PDFs or hard copy print outs of each table and figure/map/illustration 
· Permissions documentation, if applicable
FOR PROPOSAL SUBMISSION:

· Completed New Submission Form

· CD containing (1) sample section or chapter, up to 50 pages, and (2) an outline or table of contents, including subheadings and an estimated page count for each section/chapter 
(You may attach a formal book proposal if already prepared.)
· Any other relevant materials 

Title Information

1) Manuscript to be considered for: 

 FORMCHECKBOX 

Smithsonian Contributions to Anthropology

 FORMCHECKBOX 

Smithsonian Contributions to Botany

 FORMCHECKBOX 
 
Smithsonian Contributions to History and Technology
 FORMCHECKBOX 

Smithsonian Contributions to the Marine Sciences
 FORMCHECKBOX 

Smithsonian Contributions to Paleobiology
 FORMCHECKBOX 

Smithsonian Contributions to Visual and Material Culture
 FORMCHECKBOX 

Smithsonian Contributions to Zoology
 FORMCHECKBOX 

Publication as a scholarly book or proceedings 
 FORMCHECKBOX 

Proposal only; no manuscript prepared to date. 

2) Title: 

3) Author(s): 
4) Abstract/Description (up to 250 words): 

	


5) Manuscript is:   
  FORMCHECKBOX 

complete
 FORMCHECKBOX 

incomplete*
* Estimated completion date: 

6) Word count (in MS Word):

7) Page count (in MS Word, double spaced, 1-inch margins):

8) Number of figures (include all line art, graphs, maps, and photos):

9) Do any figures/images require color printing?
 FORMCHECKBOX 

yes*
 FORMCHECKBOX 

no

* Explain (and provide number of images that require color): 

10) Number of tables: 

11) Will you be preparing an index? 
 FORMCHECKBOX 

yes*
 FORMCHECKBOX 

no
12) Will the manuscript include appendixes or a glossary? 
 FORMCHECKBOX 

yes*
 FORMCHECKBOX 

no
* Describe significance of the section(s): 

13) Does the manuscript require foreign fonts or mathematical characters/symbols? 
 FORMCHECKBOX 

yes*
 FORMCHECKBOX 

no
* Explain:
14) Choose your preferred format for review of copyediting. 
 FORMCHECKBOX 

MS Word file via email 
 FORMCHECKBOX 

hard copy
15) Does the text include styling (e.g., bold, italics) that is critical to content comprehension and, therefore, must be retained during copyediting? 
 FORMCHECKBOX 

yes*
 FORMCHECKBOX 

no
* Explain:

16) Have all permissions been granted by the rights holder(s) for using quotes or illustrations previously published by or attributed to others?
 FORMCHECKBOX 

yes
 FORMCHECKBOX 

no* 
* Permissions must be obtained prior to acceptance of any manuscript, and documentation must be provided to SISP.
17) For proceedings only: Provide conference information and list all contributors to the manuscript. 

	Conference name:
	

	Date(s):
	

	Location:
	

	Sponsor/Organizer:
	

	Contributors: 
	


Peer Review Information
Manuscripts that are submitted for peer review will be reviewed by at least one internal (SI) and one external (non-Smithsonian) reviewer. 
Has the manuscript already been peer reviewed?
 FORMCHECKBOX 

yes
 FORMCHECKBOX 

no

— If yes, provide the reviewers’ information below. 
— If no, authors may recommend reviewers below. (Selection of reviewers is at CRBs’ discretion.)
Reviewer 1

	Name:
	

	Title:
	

	Affiliation:
	

	Phone:
	

	Fax :
	

	Email:
	


Reviewer 2
	Name:
	

	Title:
	

	Affiliation:
	

	Phone:
	

	Fax :
	

	Email:
	


Author Contact Information
If more than three authors, copy and paste grid as needed. Research associates should include that designation and the sponsoring department/unit under “SI Unit/Affiliation.”
Author 1
	Name:
	

	Title:
	

	SI Unit/Affiliation:
	

	Mailing address :
	

	Phone / Fax:
	

	Email:
	

	Previous/recent publications:
	


Author 2

	Name:
	

	Title:
	

	SI Unit/Affiliation:
	

	Mailing address :
	

	Phone / Fax:
	

	Email:
	

	Previous/recent publications:
	


Author 3

	Name:
	

	Title:
	

	SI Unit/Affiliation:
	

	Mailing address :
	

	Phone / Fax:
	

	Email:
	

	Previous/recent publications:
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