
 
 
 
 

 

Guidelines for Editors of Contributed Volumes 
 
The editor of a contributed volume is responsible for many tasks usually handled by authors of 
monographs, with the additional responsibility for reviewing articles submitted by contributors 
and working with authors on revisions. 
 
When a manuscript is accepted for publication and a contract is sent to the editor, the Press will 
also send the editor a copy of the Truman State University Press style sheet and the Copyright 
Assignment Form, which needs to be completed by each contributor. 
 
Submitting a Final Manuscript 
The editor should complete the following steps before submitting a final manuscript: 

• Distribute to each contributor a copy of the Truman State University Press style sheet and a 
Copyright Assignment Form.  

• Make sure that issues raised by readers have been adequately addressed. If authors have 
not adequately revised chapters or have omitted necessary information, the editor should 
work with the contributor to make the necessary changes.  

• Ensure that all elements (figures, illustrations, etc.) are included for each chapter. See 
Specifications for Submitting Images for additional information. 

• Confirm that accents and special characters have printed out correctly in the hard copy. 
Files may lose characters when being transferred from one system to another. The Press can 
recreate characters providing we have a printout showing the characters.  

• Work with authors as needed to obtain permissions to use any images not the property of 
the author or the editor. 

• Collect Copyright Assignment Forms prior to submitting final manuscript to the Press. 
• Make sure that electronic files are in an acceptable format and properly named. 
• Provide short biographical sketches of contributors for inclusion in the volume.  

 
When submitting the complete manuscript to the Press, the following items should be included: 

• One single-sided printout of all elements (chapters, contents, front matter, author bios, 
figures, images, etc.) 

• Disk(s) containing all files, properly named and labeled 
• Copyright Assignment Forms from all authors 
• Permissions, as needed, for images 

Please submit all elements to the Press together at one time. If you have questions about any 
elements required from authors, please contact Barbara Smith-Mandell at the Press. Editors should 
retain copies of electronic files and printouts. 
 
Proofing the Mansucript 
After the manuscript has been copyedited and laid out, the Press will send the volume editor 
proofs (also called galleys) of the entire manuscript for distribution to contributors. The volume 
editor is responsible for coordinating the proofreading process with the contributors and assisting 
with resolving any issues that arise. 
 


