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Guidelines for Authors
Dear Author,

These Guidelines for Authors have been compiled to help you prepare your contribution to
the volume University Development and Administration: Developing and Administering the
University Library. Please take some time to read them while preparing to submit your chapter.

The title is conceived as a comprehensive reference with broad topical coverage, including
extensive pointers to the existing literature. It also has the important extra dynamic dimension of
being continually updated. This would allow easy updates to the content and seamless access
to it for users/ readers (with hyperlinked cross-references).

Springer reference works are organized with well-defined and simple structures (see below) that
allow users to search and find information easily. Following these guidelines will help improve
accessibility and enhance the search facilities improving access to your contribution.

Kindly note that all chapters must follow the standard specifications in order to ensure
consistency of presentation. However, please do not be concerned with final layout, as
typesetting will be performed by Springer.

We also invite you to visit the project’s dedicated website:

https://meteor.springer.com/uda-daul

Detailed information on the title is available here.

During the preparation of your contribution, please consult via e-mail your Volume Editor or the
Series Editor, Fernando F. Padro, for queries regarding the content of your contributions.

For all questions relating to the formal needs such as the structure of your contribution or the
submission procedure, please contact me by email, at:

Salmanul Faris Nedum Palli
E: salmanulfaris.nedumpalli@springernature.com
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1. Scientific Level of Your Contribution

Our aim is to provide an accessible and exciting handbook for academicians, researchers, advanced
students, and readers who are familiar with the field as well as those from other related disciplines.
Springer reference handbooks are organized in a well-defined and simple structure that the
University Development and Administration Series will follow.

2, Structure

Each volume in the Series is organized into parts and chapters. Author contributions as chapters
should follow the prescribed structure beginning with chapter title and author affiliations. This
initial information should be followed by an Abstract of the chapter content of no more than 250
words. The full text should be organized under coherent subheadings, concluding with a list of
references. The use of tabular material and figures is encouraged. Contributions (including any
supplementary material) should be in 10,000-12,000 words, including up to 50 references. Authors
needing more than 50 citations must receive agreement from editor(s) in advance. Editor(s) may ask
for articles as short as 3,000 words plus references or as long as 15,000 words from prospective
authors based on the level of detail required and/or complexity of the topic. Shorter chapters
reflect a need to provide a basic description of a particular program or unit while longer chapters
are required to provide a more detailed exploration of a complex issue or set of issues.

Please use the following internal structure while writing your chapter:
e Chapter Title

e Affiliation
» Author’s (and co-author’s) name(s)
> Institution
» City, State
» E-mail address(es)
e Abstract
> A 250-word brief about the chapter which will be featured in the online as well as print
versions
e Keywords (5-10)
¢ Introduction
e Main text (organized under various headings and sub-headings)
» Heading 1
% Subheading 1
% Subheading 2

» Heading n
e References (up to 50 unless otherwise agreed to by editor(s))
e Index terms (to be marked out in green by the author in the manuscript)

NOTE:
Please bear in mind these additional points while preparing your contribution:
e Contributions should not be written as a research paper. Chapters should offer a balance
between theory and practice as appropriate. Sharing of research data should be treated as
an illustration (or evidence) of key points brought up in the chapter.

e Contributions should not contain first- and second-person usage such as “we have,” “our
graph shows,” “l found,” or “you have.” It should be written in third person (e.g. “It is now
known that”).

e Define all acronyms and abbreviations used in your chapter at first mention.

e Contributions should not contain any form of brand promotion or advertising.

e The final formatting and layout will be performed by Springer.
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. Figures and Tables

e You are welcome to submit color figures. All figures and illustrations will appear in color
online. However, there may be restrictions for color use in the print version; therefore, we
advise that you create art that can be readily understood in both settings, such as using
different line types (broken dashes and solid lines) as well as different colors to plot lines. In
addition, please refrain from making specific reference to color elements in the text and check
for clarity by printing out your figures in black-and-white.

e All figures should be named and numbered as follows: “(chapter)_fig1.TIF” (chapter title_figure
number)

e Please indicate clearly in your chapter the placement of image files, and include an explanatory
legend.

e Please do not use figures from the Internet or photocopies. Please submit figures as JPEG/ JPG,
GIF, PNG, EPS or TIF files (minimum resolution: 300 dpi for photographs, 1,200 dpi for
drawings).

4. Permissions

While using figures/tables or any other material from other sources, please request permission from
the copyright holder (usually the publisher or author) to use them. You may find the permission
request form available on https://meteor.springer.com/uda-daul useful for this purpose.
Please be aware that permissions and any associated fees are the contributor’s responsibility.
Also, do remember to indicate the relevant copyright credit information in the legend/ caption, or
some other suitable part of the text, as instructed by the copyright holders.

5. References List

References should support the material in your manuscript AND are key literature that the
interested reader could use to further his or her research. Please format them according to Chicago
Style as follows:

e Journal article: Alber, John, Daniel C. O’Connell, and Sabine Kowal. 2002. Personal
perspective in TV interviews. Pragmatics 12: 257-271.

e Book chapter: Cameron, Deborah. 1997. Theoretical debates in feminist linguistics:
Questions of sex and gender. In Gender and discourse, ed. Ruth Wodak, 99-119.
London: Sage Publications.

e Online document: Frisch, Mathias. 2007. Does a low-entropy constraint prevent us from
influencing the past? PhilSci archive. http://philsci-archive.pitt.edu/archive/00003390.
Accessed 26 June 2007.

In preparing the reference list, please be sure to include bibliographic information to the extent
indicated above. Please do not use numbered references, footnotes or endnotes.

6. Citations
In-text citations should follow the author-date system, and may be made directly (or
parenthetically) as follows:

One author: (Dubois, 1999).
Two authors: (Miller and Smith, 2001).
More than two authors: (Miller et al., 1999).

Multiple citations are separated by semicolons and listed first alphabetically, then
chronologically: (Vallejo, 1990; Vallejo and Smith, 1995).

5. When two or more works by the same author have the same publication date, distinguish
them in the order in which they appear in the text, with letters following the date: (Kruger,
1997a, 1997b, 1996).
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7. Submission of Manuscript

The project will be run on Springer’s editorial and publishing platform, Meteor. For more
information on access, please refer to the Guidelines for Meteor, also shared as part of your
invitation package. Authors have four (4) months from date of invitation to submit their chapters.

On behalf of the Editorial Board and Springer, we thank you for your contribution!



