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Some manuscripts may consist in part, or in whole, of chapters that have already been 
published. However, not all manuscripts may contain such materials, depending on the 
project, so please discuss this with your Acquisitions Editor in advance before taking 
any of the following steps. 

permissions

If your manuscript contains an essay or article that was previously published in a 
journal, magazine, review, or book, you will need to follow these directions before 
submitting your manuscript to OUP for publication. 

1. First, make sure that you have obtained permission to reprint the material in ques-
tion in accordance with the Permissions section of the author’s handbook (“Copy-
right and Permissions,” page 33). 
a. Contributor agreements for contributed volumes, or journal publishers’ poli-

cies, will often give authors the right to republish their own essays in collec-
tions of their own work. If this is the case, please submit to your Acquisitions 
Editor whatever official statement of this policy you received from the original 
publisher of your piece. 

b. Some publishers state their republication policies on their website, in which 
case we ask you to print out this policy and include it in the file of permissions 
information you submit to us. 

c. If the publisher’s policy is not clear and you do not have a contributor agree-
ment to refer to, please write to the Rights and Permissions department of the 
publisher or, if available, fill out an online application for permission to reprint 
the material. 

2. Whatever permission you secure, please ensure that it covers all of the uses de-
scribed in the Permissions section of the OUP author’s handbook. If any content in 
the essay was borrowed from a third party and required permissions clearance when 
you first published it, you will need to go back to the same rights holder in order to 
obtain permission to use that content again. This includes—but is not limited to—
figures, tables, or extracts borrowed from other sources.

3. In applying for the permissions described above, you may be asked for detailed 
information about your forthcoming OUP book. Feel free to contact your Acquisi-
tions Editor or the Editorial Assistant working with you to request this information. 
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4. When you have gathered documentation on the permissions for each chapter, 
please print it out and label each permissions document by OUP chapter number. 
All permissions must be in hand by the time you submit your manuscript to your 
Acquisitions Editor. 

accompanying documents 

▶ If you are adding an updated critical introduction, an entirely new introduction, 
and/or a preface to your previously published material, please write these docu-
ments in Microsoft Word and format them as indicated in the manuscript guide-
lines contained in the OUP author’s handbook (see pages 12-15). Make sure that 
the table of contents in your submission indicates the intended placement of 
this and any other new material. This also applies to other elements of the front 
matter, such as a dedication page, acknowledgments, and epigraphs. 

▶ As with other manuscript submissions, you will need to complete the Manuscript 
Submission Form that was sent to you by your editorial contact at OUP (see 
“Manuscript Submission Form” on page 55). Please make sure to go through the 
checklist included in this handbook (“Checklist for Manuscript Submission,” 
page 6) for further information. 

preparing the previously published material

The next step is to prepare the chapters themselves. 

1. Please submit one PdF file or scan of the printed version of each chapter, which 
will be rekeyed by the OUP compositor working on your book. Please do not 
submit drafts, even final ones, that you submitted to the original publisher, as these 
do not reflect the final copyedited and corrected version of such articles. 

2. If you would like to correct any errors or add notes, please write these by hand as 
clearly as possible on printouts or photocopies of the original chapters before you 
scan them.

3. If you do not already have the material in PdF form and cannot obtain it from the 
original publisher, you can scan a hard copy and save the scanned file as a PdF. If 
you do this:
•	 Please create a separate file for each chapter and make sure that any extraneous 

text (e.g., headers, footers, abstracts) is crossed out on the copies. 
•	 It is imperative that the copies are of the highest quality, printed in dark ink, 

and not cut off at the margins, so that the compositor can extract all of the text. 
•	 If you are photocopying a chapter from a book, please be sure that the ratio of 

book pages to copies is one to one. 
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4. When you have all of your PdFs together, please assign each PdF a number corre-
sponding to the chapter number within the OUP publication. you can save them to 
a disc or a thumb drive and send this to your Acquisitions Editor. 

5. In some cases, if there are problems with the legibility of the digital material, it is 
helpful for us to have a hard copy of your previously published material. We ask you 
to use your discretion in deciding whether this is necessary, but please be advised 
that we might request photocopies of your originals to aid the typesetters.

6. be sure to keep a copy of all documents you submit to OUP, especially the chap-
ter PdFs, so that you can refer to them if queries arise during copyediting or 
typesetting. 
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