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DIACRITICS AND
SPECIAL CHARACTERS

SUBMITTING THE
ELECTRONIC
MANUSCRIPT

TEXT CHECKLIST

Format your bibliography with hanging indents (the first line of an
entry flush left and subsequent lines indented). Use the “hanging indent”
feature of your software, not your tab key. For example:

NOTES:

8. In addition to “Stagnation” and Zhu Xiang’s “Lotus-picking Song,”
other poems Shen mentions in this context include Wen’s “The Old Cherry
Vendor” (Mai yingtao laotouzi), “Mr. Wen Yiduo’s Desk” (Wen Yiduo xi
ansheng de shuzhuo), Liu Mengwei’s “Railway Ballad” (Guidao xing), and a
number of unspecified poems by Xu Zhimo.

BIBLIOGRAPHY:

Pukui, Mary Kawena, Samuel H. Elbert, and Esther T. Mookini, Place Names Names
of Hawaii, revised and enlarged ed., Honolulu: University of Hawai‘i Press.
1981.

The acceptable font to use is the newer version of Times New Roman.
If your version of Windows is Vista or higher and for Mac is 10.5 or
higher, the font is installed. If you do not have this font, contact your
editor and it will be supplied to you. This font contains all the diacritics
you may need. Do not substitute or code any characters.

Number the manuscript pages sequentially, starting with the title page.
Keep one copy of the disk files for your reference and submit two

copies to the Press, plus a printed list of the files on each disk. The disk
ID should have the author’s name, software and version.

Submit one hard-copy printout, double-spaced throughout, printed on
one side only. The printout must exactly match the disk being submitted;
it must represent your final version of the electronic text.

DO NOT mark by hand anything on your printout that is not also inserted
in the disk file.

Follow this checklist when submitting your project.
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One copy of the printout, double-spaced throughout, with pages
numbered sequentially, starting with the title page.

Two copies of each disk properly labeled, plus a file directory.

Tables in separate files, with printouts placed at the beginning of
the manuscript.

Captions in a separate file and with a printout.
Printouts of all figures.
Callouts in manuscripts for all tables and figures.

No duplicate, old, or extraneous files on disk.



