Manuscript Preparation Guidelines for the Pitt Poetry Series
The University of Pittsburgh Press and the Pitt Poetry Series is honored to be publishing your work. We ask that you take the time to review thoroughly all of the following guidelines and to make sure that the final manuscript you submit for copyediting and production adheres to them. 
General Preparation Guidelines

When you submit your final manuscript for copyediting and production, your contract stipulates that you deliver both a paper copy and an electronic copy (on a CD, DVD, or flash drive). 
We require that our authors submit the final electronic version as Microsoft Word files (either .doc or .docx).
There should be no discrepancies between the hard copy and the electronic files submitted. 
Be sure to include all parts of the manuscript when you submit your final version, including all acknowledgments and permissions, a dedication (if you have one), a table of contents, and so on. 
You can submit ONE file of your final manuscript—that is, there is no need to divide it into separate files for individual elements. 

The University of Pittsburgh Press uses The Chicago Manual of Style, 16th edition, as the arbiter of manuscript style issues and for our preferred citation and documentation system (this rarely concerns authors in our poetry series, but sometimes it does come up in the back matter notes section). In instances where Chicago defers to a dictionary and for spelling, we use Merriam-Webster’s Unabridged Dictionary. 
Do not embed any art within the final, electronic version of your manuscript. Please provide a separate image file. If you have questions regarding how to submit art with your manuscript, please consult the art guidelines. Please note that we cannot begin the copyediting and production process until you have acquired the necessary permissions for any art.
Permissions to reuse your own previously published material or to use work created by others must be submitted with your manuscript. Please consult the guidelines on copyright and permissions and remember to request necessary permissions early. We cannot begin editing and production of your book until all necessary permissions have been received.

Formatting
The final version of your manuscript should be as unadorned and typographically plain as you can make it: this means use one font and font size throughout (we prefer Times New Roman, 12 point) for poem titles, poem text, section numbers or numerals, part numbers and titles, dedications, epigraphs, and so on. 
Please set the margins to “normal” or 1" all around. 

Hard returns should be used at the ends of lines and a hard return should be used to separate stanzas.
Use the tab key, not the space bar, to indent lines or stanzas. Do not “line up” text manually by using the space bar.

Use one space after colons and one space after periods and question marks. 
Please do not use any Word “styles” for formatting any text elements. The default, or normal, style should be the only style in your manuscript. 
It is also very important that you do not use any form of field codes, bookmarks, links, or hyperlinks within the final version of your manuscript that you submit. 

You may use Word’s font features for making text italic and superscript. 
Please do not use underlining to indicate italic. Use underlining to indicate actual underlining only (this should be very rare, often dealing with archival materials or specific stylistic choices). 

Number the pages consecutively throughout the manuscript, but do not use any other automatic headings or footers. 

Special Characters

You may use special characters using your word-processing program’s built-in character set, but do not make a character by combining more than one character or using graphics. If a special character is unavailable in your program, you may insert a code in angle brackets (such as <c> to stand for ç) and then, in your cover letter or a separate list, show the code and the character it represents. 

For Further Information or Guidance
Please feel free to get in touch with the press if you have any need for clarification or when problems come up. All editorial questions, whether they be about style, formatting, citations, or other specifics, can be directed to the Editorial and Production Manager, Alex Wolfe, at awolfe@upress.pitt.edu.
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