CABI Publishing: Guide for Contributors to CA CABI Book Series
The CA is publishing a book series with CABI is the main publishers.  These guidelines pertain to that series, not to the Assessment document.

Please note that this short document is only a brief descriptive guide: should you require any further information, please contact the editor of the book to which you are contributing.

Please provide your contribution on both disk and hard copy. The latter should be printed out with lines double spaced and on one side of the paper only.

•
Organization: arrange material for each chapter as follows:


Chapter title/authors/addresses/text/references/tables/figures (as appropriate)

•
Headings: use no more than four levels of heading and ensure that they are clearly identified

•
Spellings: use Oxford English spellings. Please use -ize endings rather than -ise (but note analyse). A list of house spellings (and styles) can be found at the end of this document

•
Always use figures where a unit is given (e.g. 7 ml)

•
Units: use SI and metric units throughout. Leave a space between the numbers and units


- e.g. 56 ha, 56-78 ml. Use kg/m rather than kg m-1
References Style:

•
Cite references using the Harvard system, namely;


Author (1990) or (Author, 1990), and (Author, 1989a,b; 1990) and (Smith and Jones, 1985; Abbott, 1990)


Where there are three or more authors, use Author et al. (1990) or (Author et al., 1990)

•
Personal communications should not be included in the reference list: in text they should be cited thus: (P.R. Smith, Oregon, 1990, personal communication)   (i.e., who, where and when)

•
Use 1990a,b  etc., where there is more than one reference to a publication by the same author(s), same date, and also where there is more than one publication with three or more authors and the same date but the same first author
•
Order the references alphabetically by the first author. Where there are a number of references with three or more authors but the same first author, place in date order

Please follow our house style as here - it is extremely important that references are cited in a consistent manner.


Franklin, T.L. and Smith, K.L. (1989) Title of article in full. Journal Name in Full  20, 67-69.


Franklin, T.L., Jones, J.A. and Smith, K.L (2000) Title of article in full. Journal Name in Full  32, 8-14.


Franklin, T.L. and Smith, K.L. (1990) Title of chapter in full. In: Smith, O. (ed.) Title of Book in Full. Publisher, Place, pp. 34-45.


Franklin, T.L. and Smith, K.L. (1991) Title of Book in Full, 4th edn. Publisher, Place.


Franks, T.L. and Smith, K.L. (1989) Title of chapter in full. In: Smith, O.P. (ed.) Proceedings of Some Conference. Publisher, Place, pp. 34-45.


Smith, K.P. (1998) Title of unpublished thesis in full. MSc thesis, University of Oxford, UK.


Smith, K.P. (2004) Title of article in full. Journal Name in Full (in press).

NB:
•
Both book and journal titles should be italic (or underlined if you do not have italic type)

•
Names of all authors should be given (not just the first three)

•
Please ensure that all references cited in the text are listed in the References, and vice versa 

•
Do not use a numbered system of references
Line illustrations 

•
Please supply original artwork - the quality of photocopies is not good enough for reproduction

•
Create artwork to fit approximately A5 dimensions (210x148 mm), lettered in a sans serif typeface (Helvetica, Arial, Univers, Swiss, etc.). Avoid computer grey tints where possible as they do not reproduce well: definite stippling or crosshatching is far better. Do not use colour on graphs which will be printed in black and white.

•
Always supply top copy figures, even if you are also supplying disks with the artwork. (We may be unable to use your disks, so a top copy print out is vital.) If you have electronic files created with figures on them, please supply a separate disk with this material saved in the original drawing program or as postscript (EPS), JPG or TIFF files.

Photographs:

· Supply original black-and-white prints (copies from other books or journals are of insufficient quality)

· Label every print clearly - but take care not to use ink that rubs off onto another photograph

· Scanned photographs should be provided electronically at 300 dpi resolution

· Photographs will only be printed in colour if specifically agreed

Disks
•
Please use high density disks wherever possible. Floppy disks preferred, but CDs acceptable.

•
Use a common word-processing program not a desk-top package. Any formatting that you impose will have to be removed, and is more of a hindrance than a help.

•
Do not fill disks beyond two-thirds of their maximum capacity

•
Label every disk with the author name, software used, date created and list of file names

•
Package the disks securely for postage, but do not wrap in foil, or damage by using paper-clips

•
It is essential that the disks are NOT corrected after the hard copy has been printed out - the hard copy and the disks must match exactly - please note that if there is any difference between the hard copy and the disks we will always follow what is on the hard copy.

•
Use the same keystrokes to create special characters throughout, and provide us with a print-out of all special characters used (for example é ü SYMBOL 109 \f "Symbol")

House Style - Spellings, etc.
	z spellings: for example fertilization, organization - but note analyse, catalyse, hydrolyse
	5 min (not min. or mins), 33 seconds or 33 s (not sec), 12 hours or 12 h (not hr)

	Use SI (Système International) units, and metric units (e.g. litres not gallons: l not L for litre: k not K for kilo)
	1920s, mid-1970s, 18 January 1967, on the 18th, on 18 January, 1967-1969 (not 1967-69), 1991/2 and 1989/90 (for financial year, growing season, etc.), nineteenth century

	10 mg, 5.67 kg, 98 km, 34 mm, - space between number and unit
	one to ten, but 11, 12, etc. (in text only), 5 mg (always use number when followed by a unit)

	10C (close up), 45% (close up)
	, e.g. / , i.e. / etc.

	 25-28 (not 25-8),  6000 but 20,000
	Mr, Dr, edn, eds (but ed.), Ltd, PhD (no points in contraction)

	5 mg/ha (not mg ha-1 ) or 5 mg per 100 kg crop
	15-fold (but threefold)

	0.45 not .45
	Ca2+ not Ca++

	P for probability
	HindIII, EcoRI, BamHI, HaeIII, etc.

	Single quotation marks
	in vitro, in vivo, in utero, etc.

	USA, UK  (no points), former USSR (not CIS as it does not cover the same area)
	Acronyms: spell name out in full the first time it is used, followed by acronym in parentheses

	et al.   (Smith et al., 1990)   (Smith and Jones et al., 1990; Aberly, 1994) - i.e. date order
	NB: all plant taxonomy (including family name, phylum, etc.) in italic  (International Code of Botanical Nomenclature ruling 1994)


General spellings:

adenomas,  aetiology,  ageing,  agroeconomic,  agroforestry,  agroecosystems,  analyse,  by-product,  carcinomas,  colour  (but note coloration, discoloration),  cooperate,  co-workers,  decision making,  dieback,  ecosystems,  et al.,  focusing,  fetus,  landrace,  life cycle,  mealybugs,  microorganism,  mycorrhizas,  postharvest,  programme (but computer program),  re-emphasize,  runoff,  semiarid,  setaside,  soyabean,  sugarbeet,  sugarcane,  sulphur,  worldwide,  Zea mays

Please follow the Oxford English Dictionary when in doubt, and please note that it is more important to be consistent than to follow the above only in a few instances

