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CONTRIBUTOR SPREADSHEET HOW-TO GUIDE
The contributing author list for chapters is designed for you to supply contact information and contract specifications for each contributor to your book. Our contracts department will use this information to issue contributing author agreements, which secure our rights to publish the contributed material. They will send all agreements via e-mail, so please ensure this information is up-to-date and complete. 
Please fill out the information in the required fields for each contributing author. If you click the “Open Form” button on the top left of the spreadsheet, a window will open enabling you to fill in the fields in the window without having to scroll back and forth on the spreadsheet. See below for tips and any clarification of what is needed in each field.

The file should be saved using your last name and title of your book. Please return the completed file, via e-mail, in accordance with the delivery schedule stipulated in your contract.
If you need to update the document after you have already returned the file to SAGE, please add the new information to a blank version of the spreadsheet. 

HOW TO COMPLETE THE CONTRIBUTOR SPREADSHEET
· Chapter Title – This can be tentative. Chapter/entry names often change by the time the final manuscript is complete.

· Contributing Author Order – Select 1st for chapters authored by only one individual. For chapters with multiple authors, please list the correct order in which the authors will appear.  (For example, 1st author is the lead author, 2nd author, and so forth)

· Prefix – (Dr., Ms., Mr., etc.) whichever is applicable

· First Name – Please fill in with complete first name (not just an initial)

· Middle Name – Fill in name or initial where applicable

· Last Name – Fill in complete formal last name

· Suffix – (Jr., Sr., etc) if applicable

· Send Contracts to Work, Home – Indicate whether the contributor prefers correspondences to be sent to their work or to their home. 
· Send Comps to Work, Home – Unless specified, this is the same as the previous location. 
· Addresses – There must be at least one complete mailing address for each contributor and it can be either home or affiliation, or both.

· Affiliation – The author’s place of employment. If a University, the name should be listed as it will appear in the book.

· School or College – If the affiliation is a University, this must be filled in.

· Department – Indicate what department the contributing author is in.

· Hall & Room # - if applicable

· Street Address 
· City 
· State or Province 
· Zip or Postal Code  

· Country – Fill in name of country

· Affiliation Phone # - Please format with dashes as follows: 213-555-1212

· Affiliation Phone # ext. 
· Affiliation Fax# - Please format with dashes as follows: 213-555-1212

· Affiliation E-mail – Fill in current e-mail address (please make sure this up to date). All agreements will be sent via email. 
· Minimum Word Count – Fill in the minimum word count (multiply the number of pages by 250). Please do not use a comma.

· Maximum Word Count - Fill in the maximum word count (multiply the number of pages by 300). Please do not use a comma. 

· 1st Draft Due to Editor – This is the date that you need to receive the draft manuscript from the contributor. Please format with slashes as follows: 2/13/2013
· Final Draft Due to Editor - This is the date that you need to receive the final manuscript from the contributor. Allow yourself at least a couple of months, so you may have a sufficient amount of time to edit the final manuscript and return it in to Sage by your deadline. Please format with slashes as follows: 2/13/2013
· Home Street Address 
· Home City 

· Home State or Province 

· Home Zip or Postal Code 
· Home Country 

· Home Phone# - Please format with dashes as follows: 213-555-1212

· Home Fax# - Please format with dashes as follows: 213-555-1212

· Home E-mail 

· GRADUATE STUDENTS MUST USE THEIR PERMANENT HOME ADDRESS & PHONE NUMBERS.

