MANUSCRIPT CHECKLIST

Please complete this form as fully as possible and submit it to:

Chiron Publications &

innerQuest, a Division of Chiron Publications
P.O. Box 19690

Asheville, NC 28815-1690
generalmanager@chironpublications.com

Title:

Subtitle (if any)

Author(s) (in the order that they will appear on the title page). PLEASE provide Full Name and
Date of Birth.

If more than one author, who will be handling editing and proofs?

Please provide a brief description of the book

Why is this book needed?

Who will read this book?

Author contact info for review of edited manuscript and proofs

office address, e-mail, and phone @ :
Address Phone: «c )y -
Alternate Phone: (C ) -
Social Security #: - -
Country
Email: home address, e-mail, and phone




Address @ :
Phone: ( -

Alternate Phone: ( -

Country
Email:

Please check all the elements that occur in your manuscript. If any elements are not completed,
please write in the date you plan to submit them.

Front Matter

o Title page o Foreword by

o Dedication

o Contents o Preface

o List of illustrations o Acknowledgments
o Author biography(ies) o Introduction

Text

o Part titles and numbers
o Chapter titles and numbers
o First-level subheads
o Second-level subheads
o Third-level subheads
o Fourth-level subheads
o Extracts
o Notes
o Case examples (set off from the text)
o Tables  number of tables
Please make sure each table is numbered and has a title
o Figures  number of figures
Please make sure each figure is numbered and has a title
o Ilustrations
_____ photographs o black & white o color
_____drawingso black & white o color
other

You will need to provide reproduction quality artwork for each illustration. If permission
is required, you will be responsible for obtaining it and providing the necessary credit
language (see below).



Back Matter

o Appendix(es)

o Bibliography or reference list
o Glossary

o Other elements

o Index o Author to prepare

PERMISSIONS

Your contract stipulates that responsibility for obtaining permissions falls upon you.
Chiron/innerQuest must have a letter or form granting permission to reprint any material for
which permission is required. Although Chiron/innerQuest’s house style is in transition from the
Chicago Manual of Style to the APA Style, we recommend you consult the Chicago Manual of
Style 16" edition, chapter 4, for an overview of permissions and fair use. As a general rule,
material that exceeds 300 words from any one copyrighted source (including newspapers), poetry
or music (notes or lyrics) of any length, and copyrighted illustrations (including cartoons) require
permission. It is important that all agreements accompany the manuscript; if the permissions are
not complete, it may delay the publication of your book.

COPYRIGHT INFORMATION
We will need the following information to complete the copyright page for your book.

Citizenship of author(s)

Has the work, or any part of it, appeared in other printed form?
oyes 0no

Was it copyrighted?

If so, when and by whom?
(If previous copyright exists, certificate of registration, and assignment, if any, should
accompany this checklist or be sent as soon as possible. Chiron/innerQuest will arrange
for assignment if no assignment has been made.)

If the work was first published in English outside the United States, has an interim copyright been
obtained?

If so, when and by whom?

Has all or part of the Work been posted on the Internet? oyes o no
If yes, please provide details of where the Work has appeared and when it was removed from the
Internet?




MARKETING & PROMOTION

Blurbs & Endorsements

Many authors seek endorsements and blurbs from other authors or individuals whose support may
help promote the Work. The most common reason for declining such requests are that others are
too busy, have already committed to offering endorsements, or that there is simply insufficient
time to read and endorse a book. Therefore, authors who reach out early (once a finished
manuscript has been accepted) are more successful in securing meaningful endorsements. It is
the responsibility of the author to make these requests and to keep Chiron/innerQuest informed
about endorsements or blurbs that are being sought or that have been received. From time to time
Chiron/innerQuest may be able to assist through its network of contacts with other authors or
within the industry. While blurbs and endorsements remains the author’s responsibility,
Chiron/innerQuest is interested in helping authors and wishes to be kept informed.

Who do you plan to contact regarding an endorsement or blurb?
Name Contact Information

Do you currently maintain a website? o Yes o No
If yes, the address

Do you maintain a blog(S)? o Yes o No
If yes, the address is

Do you maintain and active Facebook, Twitter, LinkedIn, or other Social Media sites?
If yes, the address(es) for these sites:

Please describe in detail your plans for publicizing/marketing your book both before and after its
release. Please be advised that if you plan to use a publicist, they should be engaged 3-6 months
prior to your book's release date. Please contact Chiron if you would like a list of publicists we
have used in the past.




Do you anticipate engaging the services of a publicist? No Yes

If you intend to hire a publicist, please provide their contact information:

Name

Address

City State Zip




