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Editor pack - checklist
If you are a book editor you will be our main contact for the book project. 
Once you have signed a contract with us to publish your book you will need to:
· [bookmark: _GoBack]Read the IET Style guide and ensure that your authors/contributors are following its guidance. Please also be aware of our Policy on Plagiarism. Both files are included in this pack.
· Choose the chapter topics and structure so that they complement one another to form a coherent coverage of the topic, with the audience in mind.
· Invite your author team, ensuring that they are international, representing the leading groups in the respective areas; ideally they should reflect a mix of academic and industrial backgrounds.
· Collect contact data (name, affiliation, postal address, daytime phone number, email) of the authors, fill in the contributor spreadsheet and send it to us to arrange the contributor contracts.
· Develop and communicate a timeline to your authors that is both realistic and takes account of relevant events the book is wished to be presented at; the production time of a completed manuscript is about 6 months.
While you and the authors are writing your chapters, you need to:
· Keep in touch with your authors to ensure all chapters are delivered according to this timeline, and that any delays are known manageable, informing us of any delays.
· Chase (or, if necessary, cancel) any late chapters so that the project is delivered on time.
· Write any chapters that you are responsible for as well as, if required, an introductory chapter and/or preface providing context.

When all of the chapters are finished your job is to:
· Review all chapters and ensure they are written to an acceptable standard. 
· Contact us to find out the best way to send us your final manuscript
· Send us the final set of chapters and permissions ready for us to put the book into production. For more information on permissions, please see the Permissions section of our website.
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About the Institution of Engineering and Technology (IET)
The IET is Europe’s largest professional body of engineers with almost 160,000 members in 127 countries. It offers a range of services and resources to the engineering community including an extensive publishing programme. 
The Institution of Engineering and Technology is registered as a Charity in England & Wales (no. 211014) and Scotland (no. SC038698). IET, Michael Faraday House, Six Hills Way, Stevenage, Hertfordshire, SG1 2AY. UK.
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