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State University of New York Press 
Electronic Media Questionnaire 

 
 

Please follow the guidelines for preparing your manuscript and then send in this 
completed form with your electronic media. 
 
Author _________________________________________________________________ 
 
Title ___________________________________________________________________ 
 
REMINDERS 
 

 Save the entire manuscript as one large file.  This one file will include ALL 
front matter (Table of Contents, Preface, etc.), text, and back matter (Notes, 
bibliographic material, etc.). 

 
 Use the automatic paragraph indent feature instead of the spacebar or tabs for 

all paragraph indents in the text. 
 

 Label each disk or CD with the version number of the software and the type of 
software used. 

 
CHECKLIST 
 
Media:  ⁫ CD __________        ⁫ Disk __________  ⁫ Other __________ 
                    # of CD’s                                           # of Disks                                  (specify kind and #) 
 
Platform: ⁫ Mac          ⁫ PC    ⁫ Other __________ 
 
Software: _____________________ Version: __________________________________ 
 
Printer: _______________________ 
 
File saved: ⁫ Word processing format ⁫ ASCII 
 
List any special characters/symbols used (e.g. Greek, Hebrew, Asian, Sanskrit, or math).  
You must provide such fonts in a separate file. __________________________________ 
 
________________________________________________________________________ 
 
The author guarantees that information on the media is identical to the hard copy 
submitted for production: 
 
____________________________________________ ________________________ 
Signature       Date 
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	text: Drag your cursor to the blank lines and checkboxes to complete this form electronically.  
When completed select print.  (This box will not appear when you print.)  
Please note: If you are using the free Adobe Acrobat Reader and do not have the full version of Adobe Acrobat, you will NOT be able to save information you enter into this interactive PDF.  Please print your form BEFORE closing the window or your information will be lost.  Please sign and return this form along with your final, revised manuscript.


