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Please follow these guidelines when preparing your paper for publication.

Submission of copy
Please submit as instructed by the Editor(s)

Text








The main text should be supplied as a Microsoft Word document.
The chapter should be between 3000-4000 words in length, excluding references
The text document should contain the legends to any figures
The text should contain complete address(es) of your affiliated institution(s) and an
email address for the corresponding author(s).
Tables should be prepared and formatted using the Microsoft Word table editor
Each Table and Figure should have a title (and caption if required)
Number any Figures and Tables in the order in which they are cited in the text

References
 References in the text should be cited according to the numbering system, using
sequential numbers in square brackets, e.g. [1], [2–3], [4,5,7–10] or “Williams et al. [29]
have shown…”.
 At the end of the article references should be listed in order of appearance, one of the
following style (depending on the type of publication):
Journal
1. Perna, F., Lemer, B.S. and Yura, M.T. (1995) Mentoring
and career development among university faculty. Journal of
Education 177, 31–45
Book
2. Farnham, D. (1999) Managing Universities and Regulating
Academic Labour Markets, SRHE and Open University
Press, Buckingham
Chapter in edited
3. Altbach, P.G. (1991) The Academic Profession. In
book
International Higher Education. An Encyclopedia Vol. 1
(Altbach, P.G., ed.), pp. 23–45, Garland Publishing, New
York
Other reference types can be included, e,g, conference proceedings, websites
 List all authors (and editors if appropriate)
 Do not include references to unpublished work, manuscripts in preparation or submitted
for publication. Such material should be incorporated at the appropriate place in the
text.
 Reference to a personal communication should be made only in the text; provide the
written permission of the person cited.

Artwork
 File format
- Our preferred file formats for artwork are TIFF and EPS
- These should be supplied at a minimum resolution of 300 dpi
- Alterative formats are JPEG, GIF, PDF, PowerPoint and Corel Draw


Artwork size
The maximum width for figures in portrait orientation in the published book will be 10.5
cm. Please take this into account when preparing your figures



Artwork quality
Ensure that the visual quality of artwork, especially labelling and lettering is suitable for
publication. Please label using the Arial font.
Artwork supplied at a low resolution may not reproduce well in print. If lowquality/resolution artwork is supplied we may have to request improved versions to
ensure the good quality reproduction in the published article.



Colour artwork
Figures should be prepared as monochrome (black-and-white) where possible. Owing
to the higher cost of printing colour, the use of cosmetic colour should be avoided; only
include colour if it is necessary for the interpretation of the artwork by the reader.
If you have any queries about preparing or supplying electronic figures (e.g.
about file format, resolution etc.), please contact editorial@portlandpress.com

Copyright and permissions
 Licence to Publish: A form to be signed by the senior or corresponding author of the
chapter to grant Portland Press an exclusive licence to publish the chapter is enclosed.
Please send this to Portland Press’ London office at the same time that you submit
your manuscript to the Editor(s).


Permission to reproduce: If you wish to reproduce copyrighted material, you must obtain
permission from copyright holder to do so. This material can include, but is not limited to,
previously published artwork or significant passages of text, and corporate or institutional
logos and branding:
- Copies of all documentation indicating that permission has been granted must be
supplied to Portland Press’ London office, ideally at manuscript submission.

Please note that we cannot proceed with publication until all licences to publish
have been completed and all permission requests have been granted.
Index
In order to help us compile the book’s index, please supply a list of terms/words from your
chapter that you feel would makes suitable index entries (they should be entries that you feel a
reader might look up).
Proofs
You will receive a PDF proof of your article; ideally this should be used to correct minor errors
only and are not an opportunity for major revision of the text.
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