
INTRODUCTION 

This Guide has been pre pared to aid au thors of books which are com -
posed of con tri bu tions of many au thors. The aims of the guide are as
fol lows:

• clarity of presentation
• uniformity of style of the presentation
• limiting errors in preparation of the final copy
• uniform chapter numbering, abbreviations and nomenclature
• minimization of effort of authors, editors, and technical staff in

a book preparation
• minimization of corrections

Con sidering these goals, please care fully re view the fol low ing pages and 
closely fol low the ex am ples of manu script prep a ra tion.

CHAPTER
ELEMENTS 

The list be low serves as the check point list of es sen tial com po nents of
chap ters. These com po nents are dis cussed un der sep a rate head lines.

• chapter numbering
• chapter title
• author(s)
• text
• mathematical equations
• chemical formulas
• tables
• figures and other illustrations
• figure captions
• references
• other components

The chap ter num ber, ti tle, au thor(s) name and ad dress, text, fig ure cap -
tions, math e mat i cal equa tions, ref er ences, and other el e ments such as
ap pen di ces, list of sym bols are the parts of the text file. 
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Ta bles and il lus tra tions should be pro vided sep a rate from the text each
on a sin gle sheet of qual ity pa per. Fur ther guide lines are given be low.

The text should be sub mit ted in two forms: 

• Microsoft Word or WordPerfect file 
• and printed copy 

Fur ther guide lines are given be low.

 1  C h a p t e r  N u m b e r i n g  

Please use the fol low ing sys tem of num ber ing with the num ber of chap -
ter given in the pub lish ing agree ment.

chap ter 3
sub-chapter 3.1
sub-sub-chapter 3.1.1
etc.

Il lus tra tions (fig ures, charts, pho to graphs, schemes, chem i cal for mu las) 
should be all num bered se quen tially (with out dis tin guish ing their type
(e.g., fig ure or scheme)) by giv ing chap ter num ber fol lowed by fig ure
num ber and clearly in di cated in text and the same in fig ure cap tion
(e.g. Fig ure 3.1 fol lowed by Fig ure 3.2, etc.).

Fig ure num ber ing Fig ure 3.1
Ta ble num ber ing Ta ble 3.1
Equa tion num ber ing [3.1]

2  C h a p t e r  T i t l e  a n d  A u t h o r ( s )  

Short but in for ma tive ti tles are pre ferred. The fol low ing is the ex am ple:

3.1 Sol u bil ity pa ram e ters
Tony Carter, Emory Inc., 345 Epson Drive, Burnaby, BC, 
Can ada M1E 1C6

3  T e x t  

All the el e ments of the text file should be typed us ing the same font
(pre ferred font Times New Ro man 11 points). 

Please do not use any type set ting com mands (italic, bold, tab, ad di -
tional space) un less ab so lutely nec es sary. The text file will be even tu ally
for mat ted us ing the desk top pub lish ing pro gram which gets con fused
by wordprocessor tags. To keep the book con sis tent in style, all chap -
ters will be for mat ted ac cord ing to the same type set ting style. 

Please use only one space af ter the punc tu a tion (comma, point,
semi-colon, etc.).



4  M a t h e m a t i c a l  E q u a t i o n s  

The pre ferred for mat of math e mat i cal equa tion is given be low:

∆W d d= −
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00

σ ε σ ε
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[4.1]

where:
∆W loss of de for ma tion en ergy
σ stress value of the sec ond cy cle (de for ma tion)
ε max i mum strain
σ0 stress value of the first cy cle

Please note that equa tion in the sub mit ted manu script will be type set in 
dif fer ent (more pre cise) pro gram there fore the equa tion in the manu -
script should help in elim i na tion of ty po graphic er rors. The sym bols
should be listed and ex plained un der equa tion rather then in the text
for mat which is more dif fi cult for reader to fol low. Sym bol is sep a rated 
from ex pla na tion by two tabs.

5  F i g u r e  C a p t i o n s  a n d  T a b l e  T i t l e s  

Each fig ure and ta ble should be clearly ref er enced in the text of the
chap ter. The fig ure cap tion or ta ble ti tle should be given fol low ing the
end of the para graph in which the first ref er ence to this fig ure or ta ble
was given. Spe cial char ac ters (such as mark ers or line type) should be
avoided in the fig ure cap tions but rather ex plained in the body of fig -
ure. The ta ble ti tles and the fig ure cap tions should be as con cise as pos -
si ble. If ex am ples of sym bols or ab bre vi a tions are nec es sary to ex plain
the ta ble con tent, please give them be low the ta ble.

Ex am ples:

Fig ure 3.1. Vis cos ity of so lu tion of polymethylmethacrylate in ethyl ac -
e tate vs. con cen tra tion. [Adapted, by per mis sion, from A. H. Stern,
Poly mer, 24, 2334 (1998)]

Fig ure 3.2. Sche matic di a gram of chem i cal changes in poly sty rene dur -
ing its ther mal deg ra da tion at 200oC. [Af ter ref er ences 17,33,34]

Ta ble 3.1. Vis cos ity of so lu tions of polymethylmethacrylate in dif fer ent 
sol vents. (Ref er ences to pub lished data can be given in the ta ble)
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6  C h e m i c a l  E q u a t i o n s  

The chem i cal equa tions should be drawn with a black ink (less de sir -
able) or la ser printed on sep a rate sheets of high qual ity white pa per.
The size of for mu las and even tual text should be se lected hav ing in
mind that for mu las are re duced to 70% of their orig i nal size.

Ex am ple:

7  T a b l e s  

Con sidering that ta bles are in most cases type set dur ing book prep a ra -
tion, the ta ble de sign and its graph i cal qual i ties are of less im por tance.
It is es sen tial that the con tent is easy to read and understand. 

Wide ta bles (usu ally hav ing more than 8 col umns) should be split to
two or more. The length of a ta ble does not need to be lim ited by any
other fac tor than the amount of data presented. 

The use of spe cial char ac ters should be lim ited to the ex tended char ac -
ter set con sid er ing that most pro grams do not sup port other char ac ters
in the ta ble for mat. The ta ble num ber should be in cluded in the head -
line. The ta ble ti tle is not nec es sary since it was in cluded in the text.
The ex pla na tions of ab bre vi a tions and sym bols are op tional and should
be in cluded be low the ta ble.

Ex am ple:

8  F i g u r e s  a n d  I l l u s t r a t i o n s  

Fig ures should be pro vided on the sep a rate sheets in cam era ready
form. Only la ser qual ity is ac cept able. Cam era ready fig ures will be re -
duced to the re quired size. The most de sir able size of fig ure as it ap -
pears in the book is 3 x 3" (76 x 76 mm). There fore the size of fig ure
and the point size of the text char ac ters should be cho sen ad e quately to
give read able im age. Fig ures should be num bered on the op po site side
of the sheet. 

Filler
Con cen tra tion, % HALS ab sorp tion, %
filler HALS sec ond ary ter tiary

Talc 20 0.6 25 6
TiO2 4 0.6 17 7
CaCO3 4 0.6 75 40
Car bon black 8 0.6 20 7



It is sug gested that in ad di tion to the drawn fig ures the nu mer i cal val -
ues are given for each fig ure which will al low type set ter to re draw the
fig ures to main tain uni for mity of the en tire book by us ing the same
style and the same draw ing pro gram. As men tioned in the point 2.5,
mark ers and line types should be ex plained on the draw ing (not in the
fig ure cap tions).

Ex am ple:

The pho to graphic ma te rial re quires qual ity pho to graphs which should
be num bered on the op po site side.

9  R e f e r e n c e s  

It is very es sen tial that ref er ences are al ways given in the same style as
shown in the ex am ples given be low; oth er wise sub stan tial amount of
work is required to pre pare book for pub li ca tion. The ti tles of the jour -
nals should al ways be ab bre vi ated ac cord ing to the sys tem adopted by
Chem i cal Ab stracts. The ref er ences should be num bered in the list and
in the text. No brack ets, pa ren the ses nor space should be used but num -
bers in the text should be given in su per script im me di ately af ter the
word, point or comma (e.g. sol vent7 sol vent,7 sol vent.7) The ref er ence
num bers in the text should be sep a rated by comma or dash with out a
space (e.g. sol vent7,12-15,18).
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Jour nal ar ti cle:

1 A. Stern, J. Doe, and A. First, J. Appl. Polym. Sci., 45, 2996 (1999).

Con fer ence pa per:

1 A. Stern, Int. Symp. Sol vents, To ronto, June 14-17, 1989, ChemTec
Pub lishing, To ronto, 1989, pp. 14-17.

Book:

1 A. Stern, Sol vents, ChemTec Pub lishing, To ronto, 1999.
or
1 A. Stern in Sol vents, J. Doe, Ed., ChemTec Pub lishing, To ronto,
1998, pp. 14-18.

Pat ent:

1 A. Stern, US Pat ent 3,345,444.

1 0  O t h e r  C o m p o n e n t s  o f  C h a p t e r  

No men cla ture and ap pen di ces are usual com po nents of the chap ter.
Ap pen dices can be writ ten in a free form be cause of their na ture but
guide lines in cluded for other com po nents of the chap ter should be re -
spected (see text, math e mat i cal equa tions, etc.)

No men cla ture should be pre sented with re spect ing the guid ance of
IUPAC, ISO, and ISU as well as Chem i cal Ab stracts. Sym bols ar ranged 
al pha bet i cally should be pre sented as in the ex am ple given for math e -
mat i cal equations where sym bol is di vided from its ex pla na tion by 1-2
tabs (please do not use space bar).

PERMISSIONS

Re spon si bil ity to ob tain per mis sions to re pro duce pre vi ously copy -
righted ma te ri als rests with the au thor. ChemTec Pub lishing as sumes
that au thor has all re quired let ters of per mis sion in files. For our in for -
ma tion, please at tach the cop ies of per mis sions and in clude the re quired 
ci ta tions of the orig i nal source of data in the manu script.

Per mis sion is needed for:

1. Il lus tra tions, fig ures, charts, schemes, pho to graphs, mi cro graphs,
and ta bles that have been pub lished by the au thor of this book or any
other per son in the same form and copy righted else where.

2. Quo ta tions of more than 250 words from any pre vi ous pub li ca tions
(in clud ing own pub li ca tion).



Per mis sion is not needed for:

1. Ma te rials in the pub lic do main

2. Ta bles and fig ures which have been com piled or re writ ten by the au -
thor (ci ta tion of sources is still re quired).

3. Quoted ma te rial that have been ex pressed in au thor’s own words.

The above in for ma tion may not ap ply to some spe cific cases there fore it 
is sug gested that the au thors will use help of Reg is ter of Copy rights,
Li brary of Con gress, Wash ing ton, DC 20559, USA. Sev eral cir cu lars
can be ob tained free of charge as well as the re quired ad vice.

If ma te rial re quired per mis sion, please in clude the fol low ing in for ma -
tion in the fig ure cap tion or the ta ble head: [Adapted, by per mis sion,
from full ci ta tion of the source in the same for mat as given in ref er ences] 

If per mis sion was not re quired, please in clude the source of ci ta tion in
the fol low ing for mat: [Data from ref er ence(s) num ber(s) ac cord ing to
the list of ref er ences]
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