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Many lecturers are under quite intense pressure to balance research and teaching, and the main indicator of research effort is taken to be successful publication. It is beyond the scope of this book to provide suggestions on designing and executing research, as the strategies for successful research vary significantly from one discipline to another, and there exists good literature coverage of appropriate research methodologies in most disciplines. The common factor, however, is getting your research findings into print. Therefore, in this Chapter we hope that we have included some suggestions which will help you to be successful in achieving the publications profile which you need. Our suggestions here may also help you to train your own students towards their own publication futures.

Why do you want to publish?
Love, fame, fortune . . . what is it that will drive you to put hours, weeks, months or even years of time and energy into your publishing effort? Knowing this can help you remain motivated, and will also help you shape your work for the right purpose and audience. Most authors find it hard to articulate just what their reasons are - but maybe the following ideas will prompt you, especially if you’re an academic doing research. 

1 Take time to allow yourself to dream up as many motives as possible. There is no right or wrong motive, only the one that appeals to you the most. Set yourself a little time to spend alone testing your motive against some of those below. 

2 Is it a driving ambition to be widely-recognised for your research? Nothing wrong with that - ego and the desire for recognition drives most human beings much of the time. If this is your prime motive, you may have to set yourself a long-term goal. Publishing is a slow process, but can eventually bring acclaim and notoriety. 

3 You believe that you really have something new to say? Or perhaps you’ve finally taken the hint from your department head or supervisor? That’s fine, too. These are the very people paid to promote the careers of other academics besides themselves. But, having appreciated the not-so-subtle nudge towards action, you’ll need strong personal reasons to embark on this process. 

4 To publish or to perish? A good publishing record enhances your value as a researcher and academic. It demonstrates two important attributes of your role: your ability to conduct worthwhile research and your ability to focus your effort sufficiently to turn that research into a published paper. 

5 Your institution’s recognition (and funding!) increases with the number of its staff who publish. Your published works therefore benefits your university or research centre and, in turn, that benefits you. It fuels the funds for further research and the likelihood of increased international collaboration amongst academics world-wide. 

6 Trying to publish for the first time invites rejection. That’s an excellent reason to do it. Rejection by a good journal is usually accompanied by clear guidance about why your paper wasn’t suitable, and often includes direction about how to do it better next time. Where else can you receive such eminent free advice? 

7 Offers to present conference papers usually go to those who are already published. Just getting yourself on the conference circuit will not only enhance your reputation but will bring you into contact with peers interested in your work. Many life-long professional associations are formed at these events. 

8 People may actually read what you have written! Understandably, you may feel that the published paper is the end of the process, but more often it is only a beginning, People interested in your work will sometimes contact you just to offer feedback, make a suggestion or ask a question. 

9 You may even read what you’ve written! Most prolific authors say that the writing process is helpful primarily to force their own thinking and clarity of expression. The very act of summarising and explaining your work makes it clearer in your own mind.

10 Self-confidence. You wouldn’t be reading this section unless you had a need to publish - for any or more than the above reasons. Having done it, you’ll feel that you have fulfilled an ambition. And that feeling will make the next paper that much easier. 

Deciding what to write
Once your momentum as a writer is going, this just isn’t a problem. The problem becomes deciding what to get on writing, and what to leave on the back burner. Here are some suggestions that have helped some people who wanted to write or needed to write, but had no idea what topic to start writing about.

1 Don’t make ‘not knowing what to write’ become your writing-avoidance strategy. Thousands of people have already done this, but they aren’t too well known as a result of this! Many people are perfectly capable of writing, and who have a lot to tell the world, but who have never got down to choosing a topic to write about and actually making a start on it as suggested below. Left to themselves, they probably never will start - at least until someone confronts them with their work-avoidance strategy. 

2 Have something to help you not to forget your ideas. Once the ideas start flowing, they can occur to you at any time and in any place. Have some way of getting them down on paper, where you won’t lose them. A small notebook that will fit into a pocket, briefcase or handbag is useful. Loose bits of paper too easily get lost or mis-filed, but are better than nothing if an idea strikes when you haven’t got your book with you. 

3 Brainstorm a range of draft working titles. Review your reasons for wanting to get published, and for each of these jot down a few draft working titles which could become the start of some writing. Don’t worry at this stage about whether you feel able to actually write on these titles. Build up a collection of things you may some day want to write, or need to write, or simply be in a position to write. Don’t ever feel that there is anything you won’t some day be able to write about if you want to. Add to your list anything you’re writing anyway, such as a project proposal or a report, which may turn out later to be a good start towards something publishable for a wider audience.

4 Think creatively. All of your draft working titles don’t have to be sensible! In fact, it’s often the rather way-out ideas that turn out to be most interesting to write up, and there’s more chance that you may have something original if it’s rather unusual. Include topic ideas that you know quite a lot about, but also topics that you may simply want to find out about.

5 Do an importance-rating for each of your ideas. It is worth doing this regularly from time to time. For example, rate each idea on a scale ‘H’, ‘M’ and ‘L’ for ‘high, medium and low’ against a range of factors, such as importance in the context of your job, importance to your boss or manager, fun, relevance to solving a problem or need, having something you really want to share, being already well-set-up with relevant data or information, and so on. You could then award an ‘H’ three points, an ‘M’ two points, and an ‘L’ one points, and work out which of your draft ideas has the highest score at that moment in time. This may be a reason for starting with that idea, or equally a reason for exercising your right to start with exactly which idea you feel like starting with!

6 Shortlist no more than half-a-dozen possibilities. You can still go back and re-visit other ideas on your back-up list. With each of your shortlisted ideas, write the draft working title in an oval in the middle of a blank page in your little notebook. Maybe then add a few further ideas about how to make the titles more interesting or punchy. You don’t have to choose the actual title for a long time yet.

7 Start fleshing out your working titles with ideas. Draw spokes radiating from the titles, and add at the end of each spoke questions, keywords, and other very brief reminders of your thoughts (no more than a few words to remind you of each thought). These questions could be the things you would need to research as a basis for your writing. The keywords could remind you of things you already know which you could include in your writing. 

8 Regard all of your fleshing out as changeable. You don’t have to stick with any of your original ideas about detail when better or more-interesting ones come along. You can change the questions that your writing will address when more-important ones occur to you, or when you find that you don’t want to, or can’t, address some of your first thoughts.

9 Review your identified possibilities. They will by now give you quite a lot of help regarding where to make a start. The draft working title with most detail may well be the best place to start writing. On the other hand, sometimes you will have found that for some working titles, you now know enough about it to make an informed decision that you don’t really want to get started on it, or at least not yet. Don’t throw away any ideas, their time may come later, even years hence.

10 Start getting feedback on your draft ideas. Talk to anyone you can who may be able to help you find out more about your own working titles, and about things you haven’t yet thought of about them. Get a friend or colleague to interview you about your ideas. Jot down questions that they ask you that would be worth including the answers to in your writing. Jot down any of their ideas that you may want to use. Keep a careful note of whose ideas you may use, so that you can acknowledge them in your final writing.

Collecting your source material
Some people seem to manage to collect source material all of their lives, yet never get round to getting their material published. Since you are now reading this section, you are not likely to be one of these people! The following suggestions will include things of value to you in your own quest to get your act together ready for the process of getting your work published.

1 Polish your information retrieval skills. Using on-line library catalogues, consulting the catalogues of publishers with a strong list in your subject, and checking recent issues of key journals, all help to ensure that you minimise the chance of missing a key publication that you need to refer to. You can do a lot of similar research by making effective use of the World Wide Web.
2 Work outwards from the centre of the web. It’s usually productive to work out who are the key authors in the field in which you are going to publish, and see whose work they most commonly cite. This is often more efficient than just relying on database keyword searches.
3 Make good use of citation indexes. These allow you to start from a key paper or source, and to work forwards in time to find articles that have cited it. The chances are that these more-recent papers will also be relevant to your search.
4 Aim for a ‘read once’ approach for each item of material. Try to make a decision whether or not you’re going to collect or discard an item, rather than put it aside to consider again later. You can have a ‘perhaps’ file for those pieces that really do need further consideration, but your aim should be to avoid wasting time over re-reading the same things.
5 Keep good records of who wrote what. Card indexes or computerised databases of relevant books, papers and articles are invaluable to an author. It saves a great deal of time when you can get the exact bibliographic details you need to be able to refer to any of your sources. Collect these details in the format that is used in journals that you may intend to publish in yourself, so that when you are making a list of references, your task is made easy.
6 Annotate your list of source materials. It’s easy to forget just who said exactly what about what! As you read others’ writing, make your own notes of particularly important ideas that you may wish to refer to in your own work. It can be particularly useful to select phrases or sentences you may wish to use as direct (acknowledged, of course) quotations.
7 Be meticulous in your attributions. All important ideas and arguments that are not your own must be acknowledged and referenced.
8 Make your own ‘importance ratings’. Work out your own code along the lines **** for a source which is really relevant, authoritative and important, down to * for a source which may deserve a passing mention.
9 Don’t throw anything useful away. The key word here is ‘useful’ of course. In turn, this means that you need to have an idea about what you may want to publish, so that you can start to collect and store relevant nuggets. Don’t, however, just accumulate heaps of potential material. It is really important to be focused and systematic about your data right from the outset.
10 Start to organise your collection of source materials. It can be useful to collect together materials in labelled folders or wallets, so that you have all the bits and pieces that you’ll need for writing a particular chapter or section in one place. Writing a short list of the contents on the front of the folder, and keeping it up to date, can save time when you’re looking for exactly where you’ve stored a particular source.
11 Work within the copyright laws. Be especially careful not to exceed ‘fair use’ limitations on the amount of material that you can quote from another source without permission. It is almost invariably the author’s responsibility to obtain such permission, but your publisher may have ideas on how you should ask for this when necessary.
12 Criticise carefully. If you need to comment negatively on another’s work, do it sensitively. Avoid anything that could be interpreted as libellous, or that could give rise to a possible lawsuit. 
13 It’s never too early to write draft paragraphs. When working through your source materials, whenever you have an idea of the gist of something you may want to write yourself about the source or its content, sketch out your key thoughts in a sentence or two, which may later be turned into a paragraph somewhere in your own writing.

14 Don’t plan to start at the beginning! Starting-off your masterpiece is a crucial task, but one which is best done when you know what you have actually written! It’s best to stitch together ideas in the middle of your proposed writing, and gradually work both backwards to where you will begin, and forwards to your endings.

Improve your word processing
Almost everybody can benefit from some knowledge and experience of word processing. Word processing is a very useful skill to have as it makes the production of high quality documents a possibility for anyone. Improving your word processing can help speed up the tasks of preparing and revising handouts for students, as well as in getting yourself published. You may already know most of what follows - but if there’s one time-saving suggestion below, it could be worthwhile.

1 Practise with the different options for selecting text. The mouse is very useful for selecting text; for example to move, copy or delete it. Other techniques, such as double clicking, clicking in margins and dragging are very useful and less well known. They can make selecting and modifying text much faster.
2 See for yourself how text can be deleted accidentally. A common problem that beginners have is that they select some text, then type something. The selected text is then replaced by what they have typed. This can be useful, but beginners often have trouble with work ‘disappearing’ because of this. Remind yourself how this works and how to ‘undo’ it to reclaim your work.
3 Try showing the non-printing characters. Most word processors allow you to show characters such as spaces and carriage returns that aren’t printed and don’t normally show on the screen. Making these visible can help you understand why the computer is behaving the way that it is. When something strange is happening to your document, looking at these characters often helps you to find out why.
4 Develop familiarity with Cut, Copy and Paste. By selecting text and then cutting it, copying it or pasting it into another place, documents can be modified easily. These techniques are also useful for entering text repeatedly. It is often possible to use keyboard commands for these functions and this can be faster than using the mouse to access menus.
5 Learn how to define and use styles. If you are producing a long, report-type document, it is hard to be consistent about the style (font, size, alignment) of all the different headings, subheadings and the body of the text. Most word processors allow you to define ‘styles’ which you can apply to these so that they will automatically be consistent. This is also very useful for producing documents that conform to a ‘house’ style.
6 Make use of your word processor’s outliner. Many word processors allow you to see your text in an ‘outline’ view. This makes it easy to set up headings and subheadings which are automatically formatted. You can promote and demote headings or change the order of headings and the relevant text will move with the headings.
7 Practise the use of headers and footers. These add information automatically to all the pages in documents. The information can include page numbers and the date as well as any text of the user’s choice.
8 Show how numbering and bulleting can help clarify some documents. It is easy to add numbers or bullets to lists. Paragraphs can even be numbered or bulleted automatically as they are typed and it is even possible to automatically label sub-sections.
9 Make sure the tab key is used for indenting text. Most fonts used on word processors are proportional. This means that if spaces are used to indent text, correct alignment may be impossible. Even if indenting looks correct on the screen, it may print out incorrectly. Find out how to use tabs and how to set them to the spacing that you want.
10 Explore how to use borders around paragraphs. Borders are very good for separating sections of text. Show how they are created and how the lines can be modified and turned on and off.
11 Discover the benefits and dangers of spell checkers. Spell checkers are very useful for finding errors, but they have major limitations. They only check that words are in their dictionary: they can’t check for missing or wrong words. 
12 Try some safe global editing. Take a floppy disk with a copy of one of your word-processed document files on it, and global edit selected words, such as ‘was’ to ‘is’, ‘were’ to ‘are’, “double-quotes” to ‘single-quotes’, and so on. Also play with the layout of the document, for example by changing all multiple-spaces to single spaces between words and sentences. It can also be very useful to global-edit changing each ‘manual line-break’ to a space, for example when inserting some scanned-in text into an existing document.
13 Make good use of the ‘Find… Replace’ command. This can be useful when you remember making a mistake, but have forgotten where it was in the document. It is also useful to dump something unusual (xxx, &&, ppp, and so on) at points in a long document that you may want to return to quickly, and just use the ‘Find’ command to return immediately to such points. It is best that such anomalous oddities are such that they would be picked up by the spell-checker facilities later, if they happened to be forgotten!
14 Try the ‘AutoCorrect’ function to enter repeated terms quickly. AutoCorrect is designed to correct frequent typing errors (such as ‘teh’ instead of ‘the’). You can enter your own corrections and this can be used to enter long words quickly. As an example, imagine that you are typing the word ‘substantiate’ frequently in a document. If you tell AutoCorrect to replace s with substantiate, every time you type s, the full word will appear. You can even do this for complete phrases, such as ‘ict’ becoming ‘information and communications technologies’. It is important, of course, to make sure that you don’t end up with a nonsense phrase creeping into ordinary language. The ‘Undo’ facility can be used to undo single instances of an AutoCorrect modification, such as if you really want say ‘ict’.
15 Try inserting pictures, diagrams and charts. Most word processors allow you to insert objects into the text. You can then place text around them. Some packages include simple drawing facilities and it is easy to find ‘clip art’ to use for simple illustrations.

16 Check options for using symbols and ‘foreign’ characters. If you regularly use a foreign language, or scientific symbols, it is worth investigating how to do this. Most word processors can produce a much wider range of characters than are available directly from the keyboard. There are fonts available designed to allow you to put symbols into your text. You can view a table showing you the symbols available in any font. You may be able to access more by using an extra key (such as the alt key). Some machines allow you to use a menu at any time to check what symbols are available with each key.

17 Use tables effectively. Defining a table can be much easier than using the tab key to arrange text in tabular format. Don’t forget that you may need to allow a row or column for headings (you can usually add them later anyway). Adding borders to a table can make it look very tidy.

18 It is often easy to use a word processor to produce Web pages. Many word processors allow you to produce documents in a suitable form for publishing on the World Wide Web. This means that you won’t have to learn a new package to develop your Web materials.

19 Take care when you exchange word processor files with other people. If you send a file on disk (or by email attachment) to somebody who uses different word processing software, they may not be able to open it. Check with them before you send it to make sure. Your word processor probably allows you to save documents in several different formats, so this problem can usually be overcome. Rich Text Format is widely used and saves most of the layout of a document. As a last resort, Plain Text format is virtually universal, but almost all of the document’s layout will be lost.

20 Don’t go into unnecessary complications. For example, most word processing packages can perform ‘Mail Merge’ operations, suitable for adding names and address details to letters to a list of different people. However, the number of word processor users who actually use this facility tends to be much lower than the people who have met it on a training programme!

Ordering and structuring material 

There’s an old saying people quote about making presentations: tell them what you’re going to say, then tell them, and finally tell them what you told them. Written work follows the same format, with a beginning, a middle and an end. Here are some suggestions which we hope will help you plan what goes at the beginning, in the middle, and at the end. 

1 Wrap it all up into 20 words or less. Before plotting the detail of your structure, make sure you are clear about the purpose of your work. You may assume you know this, but unless you can write it in a clear, simple, statement, you do not yet have the clarity so essential to guide you. 

2 Begin with what interests the reader. Pieces which begin with your name or the name of your college or company are not reader-oriented. For example, it won’t interest the reader to hear that “Company X is completing research on a new drug to help people with migraine headaches” as much as it will to read “People who suffer with migraine headaches may soon be helped by a new drug being researched by Company X”. 

3 Tell them where they’re going. The introduction is designed to let your reader know your purpose, why it’s important and to whom, and what they will gain by reading your material. For longer articles or books, the introduction should contain an overview of how the material is structured. 

4 Establish credibility. Before developing the main body of the work, tell the reader why it has any validity. If it’s a research paper, who did it? If you’re quoting other sources, who are they and why should anyone care? 

5 Create your case. As you approach the main argument, theory, proposal or findings, tell the readers how or why you, or your sources, arrived at it. Readers need to be reassured that the methods used were sufficiently robust or generally acceptable to support the case being presented. 

6 Summarise regularly. At frequent intervals, tell the reader where you’ve got to. This will reinforce the points you are making and help readers maintain concentration. A confused reader who needs to ask “what on earth are they saying now?” is not going to appreciate your work, or even finish reading it. 

7 Follow AIDA. A tool used by many professional authors reminds us of this simple order: A for Attention (get the readers’); I for Interest (pique the readers’), D for Desire (make the reader want to know more); A for Action (tell them what they can do about it). 

8 Don’t neglect the implications. Following the main body of your book or paper, you must do more than summarise what you’ve told your readers. You need to spell out exactly what it means to them, answering the ‘so what?’ question that lurks in their minds. So, how will all this affect a scientist/manager/teacher/researcher? And what can they do about it? 

9 Always check for the six key questions. Who, what, where, when, why and sometimes how. If your work covers these questions, you’ve probably said just about everything important. Work out what is the best order in which to cover these questions in the context of your own writing.

10 When in doubt, leave it out. Writing with economy means you must be prepared to edit your work and have it edited for you. Ensure that your salient points are just those, and you don’t bore or confuse your reader with tangential or supplementary information. It’s really worth having that 20-word summary that we mentioned at the beginning of this set of suggestions, to help you decide what to leave out.

Tackling the blank page 

Writers are often pictured at their desks in a state of feverish activity, sweat dripping from the brow, seized by inspiration and guided by an almost supernatural energy. Yes, writers have flashes of inspiration, just as do teachers, bank managers and checkout operators. But most of the time they do their work professionally and with discipline. Here are some suggestions about how to handle that moment when the blank page or grey screen taunts you. 

1 Remember, there’s no such thing as writers’ block. There is only planner’s block. No one, not even the most practised writer, can feel comfortable looking at a blank page if he or she doesn’t know what to say. Our tips on ‘Preparing to get started’ should make sure you have something definite in mind for that blank page.

2 Writing is not an out-of-body experience. No one will get those words onto paper except you. There is no muse sitting on your shoulder whispering your lines. Accept that it is your professionalism which will get the job done, not an other-world gift of inspiration or creativity. 

3 Review your plan. Before you begin to write, you need to have a clear sense of what you want to say and how you will say it. Those thoughts should all be noted against your outline or overview. Refresh your memory. 

4 Don’t start writing until you know what you want to say right then. You will be disappointed and frustrated if you think that at any moment you can simply switch on your computer or pick up your notepad and watch the writing flow. Choose one part of your plans, and get going just on that bit, at least to start with.

5 Create an objective for each session. Before turning on the computer decide which section you are going to write. You should have already planned the time available, so decide now how you are going to use it best. 

6 Expand your notes for your selected section. Before starting to write, detail key points that you want to cover and the order in which you intend to cover them. Don’t worry about getting every word right, but make sure you have your ideas sorted out. 

7 Take one line at a time. Even if you have created a well-structured outline, the task of writing for an hour might still seem onerous. The journey of a thousand words starts with a single sentence! Allow yourself to gain a sense of achievement; however much you write in a single session, it is still progress. 

8 Take one page at a time. Try to concentrate only on the specific section you are writing in the time you have allotted yourself. It’s confusing to race ahead to further chapters or sections when you haven’t finished the few paragraphs which face you. 

9 Make notes for further sections, but don’t write them in full. As you try to concentrate on the page in hand, jot down notes on a separate piece of paper if they come to you and leave them for later. It’s easier to get the ideas off your mind and onto a different page to review later.

10 Remind yourself why they invented wordprocessors. Part of the supposed ‘writer’s block’ is the anxiety we feel about not getting it right. Don’t worry about it. Whatever you write first is only your first draft. No one will see it but you. What have you got to lose?

Conference proceedings 

Presenting a conference paper is an ideal way to ensure that your research will be written up and offered to the right target audience. The conference may be refereed or not, but either way the definition of an end-point, the need to focus on the audience , and the feedback you will receive on the spot will help your paper’s route to successful publication. .

1 Understand the ‘Call for Papers’. These notices are well-considered, finely-tuned communications to be closely read and analysed. Conference organisers are specialists in their field, knowing exactly who should come and what they want to find out. If they want papers about new teamwork practices in hospitals, don’t bother them with your research about new financial management techniques for hospital accountants. .

2 Set your objectives. Why do you want to write the paper and present it in person? Apart from the attraction of travel, most people agree that a conference allows them a unique opportunity to meet colleagues and peers. The questions you will be asked and subsequent discussions about your research will enrich it considerably. .

3 Respond with your abstract. Preliminary notices give clear outlines about what they want at an early stage - usually an abstract of the paper and some information about yourself . Pay attention to: the purpose, the argument and the implications. .

4 Negotiate the terms. You will never part with the intellectual ownership of your work, but you need to make sure who will assume responsibility for the paper’s publication. Most conferences will insist that the paper be included in the conference proceedings and others will offer inclusion in a special issue of a journal. You may want to reserve the right to amend your paper and publish it elsewhere after the conference. .

5 Imagine who will be listening. Conference papers are presented in person in front of a group of other people. This may seem obvious, but it eludes many presenters who think it’s sufficient to stand at a podium and monotonously read their five thousand words to a weary audience. Picture your people as you write your paper. .

6 Stick to the structure. Every successful presentation follows the same simple adage: tell them what you’re going to tell them; tell them; tell them what you told them. .

7 Choose only a few key points. Looking back at your abstract, construct your paper to cover clear and chronologically the purpose of your paper, the salient points of the argument and the implications. You will never be able to do justice to all of your material on one conference paper and presentation, so ensure you focus on only the key points of most relevance to your audience. .

8 Use your key points as slides. Rather than show a slide filled with words, create only a few slides of only a few key points at a time. This will help your audience focus and help you remain on track during your presentation. .

9 Use strong visual aids. The paper may include detailed tables and diagrams, but rarely will these be suitable for projection at a conference. Tables can be broken down into separate tables and diagrams should be presented with as few graphic embellishments as possible. .

10 Leave time for questions. If you find yourself running short of time, end your presentation early rather than risk not having time for questions or feedback. This is the most useful benefit you’ll receive from the conference, so don’t sell yourself short. .

11 Apply what you’ve learned. Although your conference paper may already be published in the proceedings, the questions and insights you’ll take home with you should help you take your thinking one stage further. Revise your paper accordingly and consider submitting it to a journal. 

Journal articles
Journals are the right publication to target for specific purposes of dissemination to an academic or professional audience. Their standards are specific and rigorous, and the benefits are not commercial but prestigious. Deciding to follow a journals route requires a thorough evaluation of the process and pitfalls. Here are some points which may help you establish your criteria. 

1 Think quality not quantity. A journal has a lower circulation than a magazine or newspaper. Your article might indeed be read by the ‘right’ people, but don’t expect widespread popularity. You can, of course, decide to write your research up for a further, wider target audience as well.

2 Speed is not of the essence. Full-length papers may take anywhere from three months to two years to be published. Cultivate patience rather than expect early results. If it is important that your work gets published quickly, for example if you know of some competing research that is hot on your tail, you may wish to re-think whether a top journal is your target.

3 Impact values count. Depending on your speciality, you may be restricted in your choice of the ‘top journals’. While we encourage you to widen your potential sources, there may be pressure from your institution or sponsors to only appear in the most notable publications. And that’s a crowded space! 

4 Personal creativity is discouraged. Journals exist to disseminate knowledge to a learned audience and are therefore obliged to set and maintain standards. Your personal preference for style or approach will not be as important as your ability to adhere to guidelines. 

5 Academics are inefficient publishers. Get used to experiencing delays in communication and longer lead times than you would have thought possible. Many authors despair at the bureaucracy and inefficient nature of academic publishing - but that tends to be its nature. See 2 above! 

6 Yes, there is an ‘old-boy network’. While you would be incorrect in assuming that papers get published because authors are friends of the editor, academe is a tightly-knit and well-established community of researchers and reviewers. Relationships won’t determine success or failure, but they count. 

7 Change happens slowly. If your work challenges the established thinking of the journal, you must be prepared to have every detail and phrase examined microscopically. Some journals go out of their way to develop counter-intuitive perspectives, but others may tend to reinforce the status quo. 

8 Feedback is patchy. It’s encouraging for an author to receive constructive feedback, even if a paper is rejected, but many journal editors and reviewers simply don’t have the time. It can be disheartening to receive a curt ‘no’ after waiting for months for a response. 

9 Publication means recognition. Despite the sometimes irksome nature of academic publishing, having your paper published will lend great weight to your work and to your institution. Although the community may be fairly closed, publication can open many new doors. 

10 Practice makes perfect. By the time you have endured the difficult and sometimes frustrating process of paper preparation, review and publication you will find it much easier to do it all again next time. The experience will help you to perfect some very useful disciplines. 
How editors select papers for publication 

An editor’s role is to ensure that all papers published in his or her publication reflects the editorial objectives of the publication and therefore the needs of its readers. We’re assuming that the publication’s objectives are clear and available to prospective authors. The editor must also take responsibility for the final version of the paper, and will often work with authors on revisions. Here are the stages in the selection process most editors go through: 

1 Can this paper survive the five-minute test? Editors may receive hundreds of papers each week. It wouldn’t be possible to read and fully understand each paper just to make a judgement about its suitability for the publication. A fast, fool-proof method is required. A quick five-minute scan should reveal whether the paper meets the necessary criteria. 

2 Is the purpose clear? Has the author clearly stated the purpose within the first few paragraphs? Can you be sure what the purpose is in less than a minute of reading time? If not, it is unlikely the author has the clarity of thinking necessary to carry the paper along. 

3 Does the author’s purpose match the purpose of the publication? Someone may submit a fascinating theoretical paper on quantum physics, but if your publication exists to show young people how to conduct useful experiments at home, you won’t be interested. 

4 Can you identify key points quickly? You should be able to tell in just a few moments what the paper is about. A well-structured paper has sub-headings which help the reader follow the flow, and summarises at key intervals to help reinforce understanding. 

5 Do the key points support the purpose? Can the author retain focus, or does the paper drift off onto interesting but irrelevant tangents? Some authors may be trying to pare down a weighty work into just a few pages - do they demonstrate the skill of being able to work within those limitations? 

6 Do you know why the paper is important? The author shouldn’t be leaving you guessing about the paper’s significance. The implications, or ‘so what’ values of the paper should strike you clearly. If an author hasn’t done this, chances are he or she hasn’t really thought it through - or maybe the paper isn’t important. 

7 Is it readable? Has it been difficult for you to understand what the author means? If you, who are accustomed to reading hundreds of papers, can’t understand it, how will your readers? You may choose to confer with the author about his or her literacy, but it would be easier to wait for a better writer to come along and tackle the same subject. 

8 Does it follow your housestyle? Authors who present papers in a style which doesn’t match your publication’s are not serious about publishing with you. They are the kinds of authors who send their papers to different publications at random - and you may be the last on their list. Unless you’re desperate, work with authors who show they are keen to work with you. 

9 Will it make a lot of work for you? If you feel you may need to do a great deal of editorial work on a paper, you may need to question whether it is worth your time and effort. Is the proposed contribution so unique, so authoritative and so relevant that you must take it seriously?

10 Will the authors deliver? It’s more dependable to work with experienced authors, but newcomers deserve a chance, too. Before pinning all your hopes on a revised paper coming back to you in the right shape and on time, ask the author to respond much earlier than you really need. Most experienced editors will tell you - 10 promises equals one paper. 
Targeting the right journal 

Editors reject papers mostly because they are not suited to the journal. As many as half of all papers submitted to a journal never enter the review process. The journal may be fundamentally theoretical, yet an author submits a paper based on practice - or, vice versa. The paper may be overtly international in scope, yet a proposed paper pays no attention to anything outside the home country. The following suggestions will help you target the right journal. .

1 Broaden your scope. Everyone in their respective fields wants to get published in the most highly-rated journal. That’s why those journals have rejection rates in the high nineties. Inexperienced authors may break through immediately, but it’s unlikely. Commit to widening your prospects from the one or two most famous journals to the ten which are highly respectable. .

2 Ask respected colleagues. You’ll find out more about publishing possibilities by talking with those who are already widely-published. Talk to them - to your supervisor, department head, counterparts in other institutions. Find out where they first became published and what journals they read apart from the most obvious. .

3 Conduct a citation search. Trace the publication records of those authors whom you respect. You may have read them most recently in the top journal, but where did they publish five or ten years ago? .

4 Check directories. Every university library will have at least one major directory listing journals, their editors, their objectives and their addresses. You will be surprised at the number of possibilities which exist in your field. .

5 Study copies of your prospective journals. Again, this may seem obvious, yet many editors report that papers they receive have been written without regard to the journal’s objectives and style. If your own library doesn’t have the journals you want to review, source them by inter-library loan or ask the publisher to send you samples. Many paper-based journals now have web-sites with editorial direction and selected articles. .

6 Study key issues of each journal. Journal editors and advisors often comment importantly on the direction of their journals at strategic times of the year. In the last issue of the journal, editors will often summarise the high points of the year and describe what they found to be the most useful or insightful papers. In the first issue of a new year or volume, the editor may describe the kinds of papers being sought in the future. .

7 Obtain Notes for Authors. The editorial team has painstakingly devised clear instructions for authors to follow. Their advisory notes detail everything from the editorial objectives to the preferred style of referencing. These are usually found in each issue of the journal, or at least in the first of each volume. .

8 Get into the minds of your audience. Who exactly is the editor and what does he or she like? Read the editorials and anything the editor has written recently. Editors are not in the business of keeping secrets from prospective authors. Seek to understand what excites, annoys and bores the editor.

9 Trace the evolution of thinking. Many authors publish frequently in the same journal and refer to their earlier work and the work of fellow authors. How will your work fit in? Can you see how you can contribute to a particular’s journal’s progress in becoming or maintaining a leading edge position? 

10 Solicit early advice. While most journal editors say they prefer to receive a manuscript rather than a query, few can resist a carefully-targeted letter designed to assess their interest. Something like “Your encouraging comment in No. 1 Vol. 8 about the value of a multi-disciplinary approach prompted me to send you the attached abstract of my forthcoming paper” will often capture an editor’s attention. 

Making your research publishable 

What is your paper about? Why should anyone read it? You may think the answers to those questions are implicit in your work, and you may be right. But if you don’t make them explicit, your paper will never be published in a respectable journal. In this chapter we will explore the key variables which make your research publishable.

1 What is the purpose of your paper? Many papers are rejected simply because the editor and review board can’t figure out what they’re supposed to be saying. We suspect that’s because the research is still seen by the author as an end in itself. Now is the time to consider the outcome rather than the process. 

2 Write it in 20 words or less. Draw yourself out of the role of researcher into the role of communicator. Take your years of effort and summarise all of it in 20 words or less. “The purpose of this paper is to . . . . . . .” Demonstrate a new technique? Refute an old theory? Answer a puzzling question? 

3 Don’t lose your nerve. The reason many papers lack a clearly stated purpose is not so much because the author doesn’t know what it is, but because the author doesn’t want to say it so boldly. It can be a salutary moment: “am I really going to nail my ideas down and tell the world exactly what I’ve done and why they should listen?” 

4 Purpose leads to practice. Once you are clear and confident about your purpose, review your research to develop its real implications. These could be for immediate application or for further research - but sometime soon you will have to say - “so what?” 

5 Write why it matters. Our research into acceptance criteria revealed that, all other criteria being met, the most common reason for rejection was that the implications of the paper were not clear. “So what?” reviewers would ask. Take your research and write two clear sentences (20 words or less!) explaining exactly why your research is important and what the reader should do about it. 

6 Define your scope. A barrier to focus sometimes arises when we fear that readers’ will challenge us on why we centred on some aspects of our research and not of others. You may by now have taken your scope for granted. Try to summarise it in one short paragraph to help clarify your thinking. 

7 Articulate its limitations. Time, money, resources, challenges of data gathering - all of these have imposed constraints upon your research. Again, we sometimes fear that others will challenge us about these. Now is the time to review and summarise the limitations that affected your work. 

8 Accept your imperfections. As one doctoral supervisor notably said: “There are only two types of articles; those that are perfect and never get published, and those that are good enough and do”. There will always be another question, always another, better way to have approached your research. Recognise that and carry on. Accepting your imperfections isn’t called failure, it’s called learning. 

9 Draft your structure. This will not define your final treatment, but now that you know what you are saying and why, review your research under the following headings: purpose, implications, methodology, analysis, conclusion. 

10 Give it a rest. The above process is lengthy and time-consuming, but it will quite probably be the determining factor in whether or not your paper ever gets written, let alone published,. Allow the effort to settle down and resist the temptation to think it’s an end in itself. Next, you will take your draft structure and begin to relate it to the needs of different groups of readers. 

Using the literature search effectively 

Few sections of a research paper are more enervating than a mundane literature review. That’s because many researchers don’t so much review the literature as they summarise and faithfully report on it. It’s time to go well beyond an undergraduate description of who said what when, and on to an analytical exposition of who said what when and why it was important (or not) and what you think should be done about it. .

1 Plan to reveal, not just review. You have amassed hundreds of papers and read scores of books. All of your reading impacted on your research - but not all of it is directly relevant to a single paper about your research. Decide at the outset that you will use only what is necessary to inform your reader. .

2 We’ve seen it all before. Remember, the editor and review board knows the broad field better than you do. They won’t be impressed by three pages of irrelevant references, all of which could have simply been lifted from another book or database. .

3 Review your scope. The effort you spent describing your scope will be of real benefit here. The literature you describe and analyse will be that which reflects your chosen scope, not necessarily all aspects of the field. .

4 Review your beginning and end. The literature needs to follow the purpose and support or be refuted by your implications. Now that you have articulated your purpose and implications, selecting the emphasis for your literature section will follow naturally. .

5 Summarise the relevant literature. As a first step, draw together the key contributors who impact on your field and, in particular, on your specific research and its scope. Of all whom you have read, you will want to describe most fully the work of those with the most impact on your implications. .

6 Synthesise the work of key contributors. Summarising the relevant literature is where many people stop, but you need to go further. This is where you will make sense of your predecessors’ work. You can synthesise along chronological lines, showing how our understanding has arisen systematically from one person’s idea to the next, or according to key themes or questions. .

7 Analyse the work so far. Now that you have summarised and made sense of your predecessors, here’s your opportunity to comment upon it, revealing their strengths and weaknesses, brilliance and failings. This is a most useful and interesting part of any literature and shows your ability to critically evaluate the work of others. .

8 Put your stamp on it - authorise. This is where authors make the vital connection between what the body of knowledge has offered so far, and what their contribution now is. This is where you ask the burning question foremost in your reviewers’ minds: “so what”? How is your research going to support or challenge the existing thinking? What will other people learn from what you’ve done? .

9 Edit without mercy. Having done all of the above, your literature review will still be too long and unwieldy. It’s terribly difficult to resist the opportunity to show off our erudition, and name-dropping is the most convenient way to do it. Go back over your review and cut away all but what is essential, forcing yourself to be concise, analytical and conclusive.

10 Don’t over-refer to your own publications. Too many references to your own work (however relevant you feel it may be) can make you seem boastful.. It is easy to be tempted to include all of your own references whether they are relevant or not, especially as you are likely to have accurate details to hand!

Finding the right voice 

How we hear an author speak is known as a ‘voice’. Authors speak through writing, of course, not the spoken word, but the tone of voice in an article can be as clear as if we were hearing human speech. Just as we interpret someone’s meaning partly through their tone of voice when they speak, so we interpret meaning through the voice of the written word. Here we present some suggestions about finding and articulating the right voice. 

1 Read, read, read. Have you ever wondered why you sometimes know that a sentence doesn’t ‘sound right’ - or that it does? Your mind and inner hearing are attuned to certain rhythms and resonances embedded in grammatical convention. You nurtured that sense through reading. Read selected journals regularly and you will begin to condition yourself to their tone. 

2 Any voice might do. There isn’t an absolute right or wrong about voice. Some journals like articles which begin with snappy sentences in journalistic style, while others prefer a more formal academic tone. Find out what your selected journals want by studying their editorial guidelines and reading them regularly. 

3 Prefer the positive to the negative. A pompous tone evolves as we use certain structures. One of the most obvious is expressing something in a negative tone. “This research is not unlike that which” is a negative expression of “This research is similar to”. 

4 Prefer the active to the passive. Even academic formal writing is brightened by reducing the number of passive sentences. Rather than saying “authors have frequently been troubled by rejection” try “rejection frequently troubles authors”. Check your word-processing package for the grammar-check function and use it to highlight your passive sentences. 

5 Seek to express, not impress. Using long, obscure words shrouds your writing with an aura of mystery which you may mistake for erudition. It is neither clever nor interesting to force your reader to check a dictionary every few paragraphs, and only increases your tone of pomposity. 

6 Invite your reader into your world. Dispensing with jargon altogether will improve the inviting tone of your voice. The more often your reader must pause to work out what you mean by a curious phrase or abbreviation (and shame on the editor who let these pass!), the less inviting your voice sounds. 

7 Vary your sentence length. Long sentences are more difficult to follow, even if they are grammatically pristine. Now and then they can be useful and even engaging, but strung together they add a sombre note to your work which makes your voice sound heavy. Intersperse them with short sentences to vary the pace and brighten the tone. 

8 Eliminate personal asides. The tone of most academic journals is formal, to greater or lesser degrees, but strikingly different from a short magazine piece. One of the distinctions is that of familiarity. Academic researchers should be distancing themselves from the reader sufficiently to allow a more objective review of the work. 

9 Pass your paper around. This is one occasion where no previous experience is necessary. Ask your friends, family, colleagues and acquaintances to read portions of your writing and tell you how they hear your voice. Amend where you must until it matches the voice of the journal you aspire to. (Oh, yes, not ending a sentence with a preposition is a rule made to be broken if it matches your voice!)

10 Develop your own range of voices. The more you write, the more comfortable you are likely to be writing in different voices for different audiences. Aim to write as naturally as you can in whatever voice you’ve chosen for each particular purpose, and you will soon develop the knack of making your work come across well to quite different audiences.

Style points 
Style is that sometimes indefinable quality which gives a certain personality or character to someone or something. But style doesn’t happen by accident. Components of style are often not unique; a black hat and a pair of black gloves will not alone create a stylish outfit, but the combination will. Creating personal style requires paying attention to the components of your writing and the way you put them all together. We review here some common characteristics of stylish writing. 

1 Whose style is it? Every publication has its own ‘housestyle’ to govern such variations as headings, footnotes, reference systems and so on. These are the mechanics which will help make your paper easy for the publisher to process. Whatever variations on the themes of style you may choose, housestyle is not an option. 

2 Take care of the basics. Papers which are ugly to look at and hard to read may not receive the attention they deserve. Your adherence to points of commonly accepted style plus the journal’s housestyle demonstrates that you have a good grasp of the language. Make sure you get these right before attempting to impose your own personal idiosyncrasies. 

3 Economy is the best value. Always err on the side of brevity. If you can’t summarise your research and implications in a few short sentences, you may not have the clear focus so necessary for clear writing. Once you start writing, continue to edit and shorten rather than expand and lengthen. 

4 Throw away your thesaurus. A short word is always better than a longer substitute. Most of the time we know the right word but try to find a longer one because we think it’s more impressive. It’s not. What impresses reviewers and readers is your ability to communicate simply and clearly. 

5 Double-check for meaning. It’s sometimes surprising how often academics will choose the wrong words to express an idea - confusing their infers and implies, illusions and allusions, effects and affects. The number one rule of writing figures here: when in doubt, check it out. Don’t let the bad habits you may developed take over when a quick glance at a dictionary would set you right. 

6 Check spelling. No points here for trying to position yourself as a world-leading academic when you haven’t bothered to check your spelling. No one is a perfect speller, which is why software includes the spell-check function. Of course, it’s not infallible and won’t correct your its and theirs, but activating it should be an automatic gesture before saving any file. 

7 Punctuation should enhance understanding. The reason we have commas, full stops (periods), semi-colons and parentheses is because they help the reader grasp our meaning. If you don’t know the difference between a colon and semi-colon, either find out or don’t use them. The punctuation check deserves the time of an experienced copy-editor. 

8 Metaphors are a slippery slope to hoe. Most of the time, we use metaphors because we can’t be bothered to say what we really mean. We choose, instead, to allude to a picture. Pictures can be vibrant, but most aren’t. Moat metaphors are so hackneyed that the reader glosses over them without gaining anything new, Think carefully before using metaphors, and when you do, make sure you don’t mix them up. 

9 Ask other people specifically about your style. This is actually rather harder to do than to ask people for feedback on your content, as style is somewhat more personal, and you may find it harder to view critical comments objectively. Check your style out with a friend. A second opinion often helps you to see your work anew.

10 Work on it. Writing is a craft, and like any craft it needs to be mastered through understanding and practice. Your library and bookshop have shelves of books devoted to the finer points of style. Now that you’ve decided to be a writer as well as an academic, you should take the time to develop the skill just as you took the time to develop your knowledge of your speciality. 

Manuscript appeal

When you’re submitting your writing for publication it is well worth trying to make the best of first impressions, particularly those on editors and reviewers. The following suggestions may serve as a checklist.

1 Make it look professional. This is easy to ask, and much harder to pin down. Professional-looking writing is about the right tone and style for the target audience, and also about avoiding obvious things like mis-spellings, typographical errors, and punctuation anomalies.
2 Make it look really relevant to the readership of the journal. This is a key criterion in the minds of journal editors. It is easy for them to reject anything which could be argued to be tangential to the areas covered by the journal, or remote from the interests of the majority of its readers.
3 Highlight the timeliness of your contribution. “Why should this be published now?” is a good question to bear in mind when choosing how you introduce your writing. While taking care not to write in a way which will cause your article to become dated quickly, draw out the relevance of your writing to ongoing trends and any important new developments in your field.
4 Make it look new and important. Something which obviously seems to be a new treatment of a subject, or a novel approach to an old problem, is more likely to appeal to publishers and editors. A unique contribution is always of more interest than a piece which goes back over well-trodden territory. An article which can be seen as a clear advancement of knowledge or understanding in a field is more likely to be looked on favourably.
5 Make it appear thorough. It is important that your writing is taken as credible, even if you’re not yet an established writer in the field. Check that your work refers to well-known and respected authorities in the field, and that such references appear quite early.
6 Make your illustrations good. Where you use tables, diagrams, charts, and other visual illustrations, make sure that they look good, and that they are well-checked, accurate, and relevant. 
7 Be up-front about seminal research. If your article reflects something that could be followed up readily by others working in the field, make it clear that there are still many issues to be explored. In such cases include in your writing the unanswered questions and the challenges, rather than trying to make your work look finished and rounded.
8 Make any controversy overt. If your article is arguing against accepted views on a topic, let this be seen to be the case from the outset, rather than saving the controversy for your conclusions. Editors will want to be able to decide whether the controversy is a strong reason for publishing your work.
9 Follow the author guidelines to the letter. If you’re asked to supply three copies, double-spaced and with a wide right-hand margin, do so. When most of the submissions that editors consider are correctly ‘in-format’, any that are not stand out at once.
10 Make it readable. Clarity is probably the most important attribute of tone and style of writing. For your work to be accepted for publication, it is not enough that the editor or referee can understand what you’re saying. They probably can understand it, as they’re likely to be well versed in the field, but they are working on behalf of readers who may not know the field backwards.
11 Make it relevant. Writing that goes off on tangents (however interesting) appeals less to most editors than writing which sticks closely to the agenda spelled out by the title and abstract at the beginning. Those looking at manuscripts can become irritated quite quickly if they feel they are being led on a wild goose chase.
12 Make the title self-explanatory and interesting. A good title should whet the appetite of prospective readers. It should indicate not just what the piece is about, but should also hint at why it will be worth reading. The combination of title and sub-title can be an effective way of invoking interest, and adding that first bit of rationale.
13 Get the abstract perfect! When your work is in the final stages of being considered for publication, your abstract will be read much more deeply than anything else. Make sure that your article lives up to the promise of its abstract. It is worth rewriting the abstract as many times as may be needed to make sure that it really does summarise the main thrust of your writing and your findings.
Diagrams, drawings and tables
Whether you use visual components such as these will depend on your discipline and on the sort of book or article you are writing. If words alone are all you need, count yourself fortunate to have one less area to worry about, and skip this section! However, if diagrams, charts, tables, drawings, graphs, pictures, or any other visual means of communicating data or ideas are relevant to your writing, it’s best to set out to use them well from the outset of your writing. The following suggestions will help you avoid the most frustrating pitfalls.

1 Think about the value of making your writing visual, and not just textual. For readers, a double-page spread of unbroken text tends to be less attractive than something which is broken up by headings, subheadings, and (above all) figures. Not numbers of course, but graphs, diagrams, pictures, tables, charts, flowcharts, sketches, even cartoons. Adding this kind of visual variety to your work can keep your readers engaged.

2 Read your publishers guidelines carefully. Most publishers offer detailed suggestions to authors regarding how best to incorporate visual material into their writing. 

3 Make the quality of your figures suitable for reproduction by your publisher. The perceived quality of a book is often linked to the clarity and relevance of its illustrations. Many publishers prefer to have masters of figures supplied separately from the text, and in a format which they can reduce (such as an A4 diagram to be reduced to A5, or further, in the actual book). Most publishers insist on original photographs, printouts or drawings, rather than photocopies.

4 Don’t number your figures from 1 to 97. It is best to code your numbering by chapter. It is easier to alter the number of the figures from Fig. 3.4 onwards, when you decide to insert a new Fig. 3.4 into Chapter 3, than to have to go right through all the following chapters as well.

5 Check that your figures are correctly referred to in your text. This is particularly important when you’ve inserted a new one or deleted one, changing the numbers. It’s one of the hardest things for an author to spot, as we all tend to read what we meant to say, rather than what we actually said, and it’s even worse with numbers than with words!

6 Take particular care with figures you may be using from other people’s work. It is not just a matter of acknowledging them, and seeking and getting permission to use them (and probably paying for this). It may well be necessary for you to re-draw a figure to bring it up to the standard that your publisher needs from you to be able to produce it from your manuscript. 

7 Make your captions full and self-explanatory. It should be possible for readers to get a fairly full impression of what any figure is about even before looking in the text for what you actually say about it.

8 Try to ensure that your figures will be visible when readers are reading about them. Few things are more irritating to readers than to have to flip backwards or forwards to look at a figure while reading your description or discussion of it. Publishers usually ask authors to indicate approximately where in the text a figure should appear, such as by inserting:

------------------------------------------------------------

Figure 3 about here

------------------------------------------------------------

9 Decide whether you need to include a list of figures. If your illustrations are particularly important, readers may find it useful to be able to return to a specific figure easily, and such a list helps them do so.

10 Triple check your figures at proof stage. Some of the most common errors in proofs relate to the wrong caption being placed with a figure, figures themselves being transposed, figures occasionally being missed out altogether, and figures being wrongly referenced in the text. Then there are all the possibilities of there being something wrong with the figures themselves. It is worth doing a completely separate check through all of your figures, captions and numbers at proof stage. Once you find one mistake, look even more carefully for others. All this is worth the trouble, compared to the possibility of incorrect figures being on your public record. 
Making a good finish
Making a good last impression is almost as crucial as making a good first one. This applies not only to many of your readers, but also to most reviewers, who tend to take a close look at how you conclude your writing. This is not least so that they can find out what your main conclusions are, and whether they really want to find out all about it by going through your work in detail. The following suggestions may help you reach your conclusions in a robust way.

1 Decide quite early on what your main conclusions are going to be. This is best done at the planning stage of your writing. You may feel that you have a wide range of things that are important enough to qualify as main conclusions, but any book, paper or article has its last 100 words.

2 Work out what you wish your conclusions to achieve. There are many possibilities, including summarising a case you have made, or pointing your readers further to possible future developments in the field, or summing up the questions which further research may follow up.

3 Decide which one impression you would like your readers to go away with. Ask yourself “If there’s only one thing they will remember, what do I want it to be?”. This is likely to be the most suitable basis for your final words.

4 Take particular care with the wording of your conclusions. These are the parts of your work which may be most likely to be quoted by others, and you need to protect yourself from the position of having to live with words which you would prefer to have been different.

5 Keep your conclusions quite short. Whether you plan your ending as a final climax, or a twist in the tail, or a drawing together of related elements, don’t take too long over it, or too many readers may miss the significance you are trying to communicate.

6 Don’t just conclude your piece as a whole. With books, it is worth reaching a robust concluding section at the end of every chapter, and even in an academic paper or article it’s often worth making summaries at the end of each major section.

7 Don’t repeat yourself too obviously. Readers normally don’t like to feel that they are reading something that they have already read. It is possible to reiterate main points in ways that are different. For example, the gist of several conclusions can be gathered together as a bullet-point list.

8 Don’t introduce new material into your conclusions. The conclusions should be the punch-lines that review for your readers where your book has taken them, and summarises the main arguments as a finale.

9 Flag your conclusions well. The heading ‘Conclusions’ is probably over-used. It does no harm to use a heading which reminds your readers exactly what your conclusions are about. Question-headings are useful here, such as ‘What causes destabilisation? A Summary’.

10 Pilot your conclusions. Ask as many people as you can to look over your last page or two, and to give you their feedback. Check whether the messages you’re trying to deliver are getting across. Ask whether the wording is clear enough. Ask whether it reads interestingly. Also ask particularly for feedback on anything that is not correct, or badly phrased, or ambiguous.

11 Check that your conclusions are visible in the contents pages. This helps readers who have not much time to see at least some of the context leading up to your conclusions, and also allows them to locate and read intermediate conclusions or summing-up sections in your work.

Get your references right!
This can seem boring! It is hard work. Sooner or later, however, you will need to develop your skills to refer to other people’s work in the ways that publishers require. A poorly referenced piece of work has every chance of being rejected altogether by a publisher. The suggestions below should help you to do so before you’re told to put your references right by your publisher!

1 Check the format that your publisher normally uses for references. The main two types are books, and papers in journals. Guidance is normally provided in ‘Guidelines for Authors’, and such guidelines are particularly crucial for chapters in edited collections, and for articles in journals. A common format for referencing books is as follows:

 Brown, S and Race, P (1995) Assess your own Teaching Quality Kogan Page, London.

2 Get the punctuation right! You may think that this is unimportant, but it is important that in books, edited collections, and particularly in journals, all authors provide references in an agreed format. Major publishers normally prefer this to be as simple a format as possible, without quotation marks for titles, and without colons, semi-colons or anything other than a comma between author’s family names and forenames or initials.

3 Find out which system is used for including references in the text. The most common system is the Harvard one, such as ‘Jones (1998) suggests that….’. If there is more than one work published in one year by an author, you may need to use ‘Jones (1998a) suggests that…..’. 

4 Keep all the necessary details of your sources as you write your book. Whether you use a card indexing system, or create a database on your computer, you will need such details as author’s family name, author(s)’ initials or forenames, the exact title of your source, the date of publication, the publisher’s name and location(s). For edited collections, you will also need details of the editor(s), and the title of the collection. For journal articles, you will need the volume number, and page numbers of the articles.

5 Remember that your list of references may be the first part of your book or article that referees or reviewers look at. The quality with which you refer to the available relevant literature is often taken as a measure of the quality of your own work. A good bibliography shows that your work is up-to-date, and well-researched.

6 Don’t miss out references to important work that you happen not to like! Some authors seem to wish to pretend that other views on their pet subjects don’t exist. It is better to be seen to be taking such work into account (even critically) than to ignore it.

7 Hesitate to cite anything that is not generally available. However crucial or relevant the reference may seem to be, few readers take delight in seeing you refer to ‘Jones (1997) Unpublished Report: Factors to Consider in Quality Assessment’. Even less liked are ‘unpublished correspondence’, ‘conference handout’, or even ‘PhD Thesis, University of Poppleton’! It is best if readers of your work, wherever they are in the world, have a reasonable chance of being able to track down your sources should they wish to do so.

8 Prepare yourself to make accurate quotations. When you quote verbatim any extract from a source, it is important that it is clearly seen as a quotation, and is fully acknowledged. It is preferable to quote exactly which page(s) the material comes from, taking care to mention which edition of a book the material may have been drawn from in your reference.

9 Check your references really carefully at proof stage. If you have supplied your work on disk, and if you got your references right in the first place, this should be a straightforward task. If, however, someone else has keyed in your references, there will be far more mistakes here than in any other part of your work, not least because the names of your sources will not be familiar to the typist. Also, it is particularly easy to mis-key numbers, dates, or to miss out volume numbers.

10 If you fall short on any of the suggestions made above, watch out for your author queries! Publisher’s readers and copy editors are hot on referencing, and will normally list your deficiencies in this aspect at length. Sooner or later, you’ll be required to make a good job of it by any reputable publisher, so you may as well learn to do it all correctly at the outset.

Getting feedback on your drafts
When you’re writing something, the most important way to improve it is to get feedback from people. It’s not just that authors are the last people to spot their own typographical or grammar errors, though this level of feedback is invaluable in its own right. What you also want is feedback on how the piece of writing serves the purpose for which you are writing it, and that’s where your pilot reviewers come in. The following suggestions can help you to make a useful pilot version of your work, and use it to make the final product much better.

1 Don’t wait till it’s perfect. It never will be! It’s far better to get your book, article or chapter 80% or so right and then print it out several times, so that you’re able to pass drafts on to other people who will give you feedback.
2 Decide who to ask for feedback. There are three main things to think about here: punctuality, quality of feedback, and authoritativeness. The best people to ask for feedback are those who’ve already given you really useful feedback on your past writings! However, if you’re starting from scratch, cast your net quite widely, and regard it as research into whom you’re going to ask for feedback on your next effort. Excellent feedback is no good if it comes too late, and similar comments from more than one person usually means good quality feedback.
3 Don’t just drop it on them! It’s well worth ringing up the people from whom you would like feedback, and asking them if they will be so kind. Promise them something reasonable, such as a copy of your final submission, or even a copy of the finished product if you can afford this. Be wary of people who expect to be paid for the time they may spend giving feedback; they’re not usually as good as those who are willing to read your writing out of interest, collegiality or friendship.
4 Give a firm date by which you want your feedback. Don’t make the timescale too long. If you give people months, they will put it on the shelf for later, and probably forget about it. Make your firm date about two weeks before you really want to start adjusting your material using all the feedback you receive.
5 Encourage robust feedback. It’s much better to get critical feedback before your work is published, than in adverse reviews. Ask your chosen people direct questions about your draft. These can be along the lines of ‘what have I missed out?’, ‘what have I said too much about?’, ‘what’s the most interesting bit?’, ‘what’s the most opaque bit?’, ‘who else should I have referred to in the references?’ and so on.
6 Check up that your feedback is on its way. Drop a note, send an email, ring up, anything just to gently remind your pilot reviewers that you’re looking forward to receiving their feedback. Sometimes they’ll hedge somewhat (having not yet started) then get down quickly to the task having been reminded.
7 Thank people immediately. As soon as you get your marked-up drafts, pass on your thanks by phone, note or email. It’s worth doing this even before you’re in a position to weigh up exactly how valuable the feedback turns out to be. When it’s really useful, don’t hesitate to thank people again, this time explaining what you really appreciate in their feedback, and how you’re going to take heed of it.
8 Don’t argue with your pilot reviewers. Tempting as it is to defend yourself whenever someone criticises your masterpiece, you don’t have to act on every piece of feedback you receive. If only one or two pilot reviewers find a particular fault or weakness, and if everyone else really likes the section concerned, make your own decision about whether it needs adjusting or not. Hold your judgement about what is good feedback and what isn’t until you know the whole picture. 
9 Remember to acknowledge the people who give you feedback. Create your acknowledgements paragraph at the same time as editing your material with their ideas. Don’t risk the embarrassment of forgetting who gave you feedback about what, or missing out the name of someone whose feedback was really useful. Thank particular people for particular things as you write your acknowledgements, so that you don’t end up thanking the wrong person for a particular idea. Don’t forget to acknowledge the people who gave you feedback that you didn’t like, or that you decided to ignore; they too have tried to help you.
10 Remember to keep your promises. Send your pilot reviewers that finished version you said you would send. If you promised free copies of the published product, make sure that you honour your promise. Being good to your pilot reviewers is not just professional, but it also helps these people to be more willing to give you useful feedback on a future occasion.

Improving your ‘hit rate’ 

The previous sections in this chapter have outlined the most important steps to help you achieve your publishing goals. If you take them slowly, step-by-step, you will greatly improve your chances of becoming published. Here’s our summary of how you will get there. 

1 Clear your mind before you clear your desk. Don’t distract yourself with the thousand seemingly important tasks - like organising your papers clips or buying new pencils - that will blur your focus. Start by concentrating on summarising the value of your research until you can say it in a simple sentence in your sleep. 

2 Decide who will be interested. Your research now is sharply focused. That being so, you will limit your potential audience. That improves your chances of becoming published. Make a list of the two or three target groups with whom you want to communicate. 

3 Confer with trusted colleagues. Take the time now to share your focus and ideas about your audience with others in your field. Solicit and accept their constructive feedback. The more often you open your work to those who represent your particular reference group, the more likely it is they will help you refine your approach. 

4 Choose your potential journals carefully. Properly-focused research and its eventual publication will only interest a handful of journals. Read them, understand them, and make sure you have their notes of guidance to potential authors. Most papers are rejected simply because they do not match the editorial objectives of the journal. 

5 Quality is what the customer says it is. The quality of your research and paper is judged by those who intend to benefit by it. They are the ones - the editors, reviewers and readers - who will determine the quality criteria upon which your paper is assessed. Find out what those criteria are. 

6 Make it interesting. Most published papers are never read in their entirety. This is partly because the research findings need only be glanced at to determine their value for the reader, but it’s also because many academic papers are tedious and boring. Improve your hit rate by making your work vivid and exciting. 

7 Make sure you know why it matters. Another common reason for rejection is the “so what?” clause. Reviewers often can’t figure out why your paper is supposedly important - mainly because you’re not telling them! Draw out implications throughout - of your research question, of your methodology, of the literature, of your findings. 

8 Make it readable. Turgid, vague, verbose papers are no fun to read. The reviewer may be forced through professional duty to read it, but if it’s a struggle then the likelihood is it will be rejected or returned for revision. 

9 Follow your instructions. If an editor or review makes a condition or even a strong suggestion, follow it. These are the people who exist to help you transform your research into a masterful piece of fascinating prose. Work with them, not against them. 

10 Remain above reproach. By adhering to housestyle guidelines, reviewers’ comments and deadlines you will make everyone’s life easier. People prefer to work with those who make their lives easier, not more difficult. 

11 Only submit to one journal at a time. Editors’ schedules are ruined by authors who submit to more than one journal. Journals want to have original, new material. Although this means you must wait until you hear from each editor in turn, it certainly prevents you from being blacklisted by weary editors. 

12 And just keep doing it! The more you write, the better a writer you become. The more often you submit papers, the more likely you are to be accepted. The more often your papers are accepted, the more likely it is future papers will be accepted. And so on! 

Responding to referees’ feedback 

Let’s say you have reached the stage in the publication process when you receive feedback from the review panel. What do you do? When do you do it? How do you do it? We wouldn’t be posing these questions unless we assumed that many authors don’t manage this stage well. And they don’t. Some ignore the feedback entirely, while others respond in a way which endears them to the reviewers’ and the editor. Let’s see how they do it. 

1 Choose to respond. There are two black holes in the publishing process. This is when the editor feels he or she has lost control and is at the mercy of outside forces. The first occurs when a reviewer doesn’t send back comments in time, and the second occurs when the author doesn’t respond. Decide now that if you are entering the process you will honour the implicit assumption of participation. 

2 Acknowledge the editor. Comments are normally sent to an author via the editor or the editorial staff. You are invited to consider the reviewers’ remarks and make the suggested alterations, usually by a given date. Immediately, acknowledge that you have received the letter and will be complying by the deadline. This makes it possible for your paper to be tentatively scheduled in a future issue. 

3 Accept the feedback with good grace. As you have by now committed to the process, part of the deal is that you will accept that peer review is the benchmark by which you will be judged. Given that you have, we hope, targeted the journal carefully, you should now assume that the review panel has made the correct judgement. Some of their comments may grate a little, but such is the pain that comes with learning . . . 

4 Confer with colleagues. The reviewers’ feedback may only amount to a few paragraphs or sentences. While most reviewers take time to ensure that their meaning is clear, it is wise at this stage to ask other people to help you interpret the suggestions. Your co-authors supervisor and other close associates should be sent copies of the comments and asked to discuss them with you. 

5 Re-read the journal. Remember that the people reviewing your paper are busy reviewing other papers for the same journal. If the reviewer seems particularly interested in certain aspects, say, your description of your instruments or your lack of guidance for further researchers, read other articles which attend to those points. This will help you deepen your understanding of what the reviewer is exploring. 

6 What if you can’t? Perhaps a review comment concerns you because it attacks something you feel reveals a basic flaw in your original research or its design. You can’t go back and do that piece all over again, although in the future you might decide to do it differently. We recommend that you don’t arrive at any conclusion before discussing the comments with respected colleagues. It might be that the reviewer is asking for more explanation rather than suggesting your method or design was wrong. 

7 What if you still can’t? If you finally conclude that the reviewer has illuminated something which can’t be fixed, admit it. Don’t ignore it or try to write something other than what you’ve been asked to do. You might instead choose to suggest to the editor that the paper be revised taking that very problem as its starting point: “How not to do research by this method” and might therefore contribute to the work of other researchers about to make the same mistake. 

8 Revise as requested. All being well, you will be able to make the amendments according to the suggestions and the deadline. Keep in mind that when you submit your revised paper, your amendments will be checked against the reviewers’ original comments. This is no time for lip service. 

9 Return your paper on time. Whatever other commitments you have at the moment, this one takes priority. The editor and reviewers have all invested their time and wisdom in your paper - don’t insult them now by saying you had something better to do. 

10 Say ‘thank you’. It won’t ensure that your paper is published, but it will reinforce in your own mind and heart that this is one of the best exercises in receiving free advice and support that you’ve ever been given. 

Dealing with rejections
Even for well-published authors, there is a feeling of suspense when opening that letter from a publisher or editor which contains the verdict on a piece of your work. When this letter (or fax or phone call) is a bringer of bad news, the following suggestions may provide both comfort and support.

1 Don’t be surprised. Whether it was a book proposal or an article submitted to a journal, there are many more letters of rejection written to authors than letters of unconditional acceptance. If you get a rejection, remind yourself that you’re now in really distinguished company. We know of no significant author who has not had such letters.

2 Don’t be surprised even if you’re a well-published author. If your writing is already respected, it can come as a bit of a shock if your latest piece is being rejected. However, there can be many sensible reasons for rejecting it, including that it may not be the most wonderful piece that you’ve ever written!

3 Watch out for your ego. It’s all too easy to become defensive, and to become hostile to the people who have dared not to accept your masterpiece. Resist the temptation to put pen to paper to defend the validity and importance of your work. It’s worth putting the piece and letter away for a week or more, and returning to it later when emotions have subsided.

4 If rejection hurts, question your motives. Are you more interested in being vindicated than in getting your work published? It helps to regard getting your work accepted as a game with many variables, where you’re constantly trying to make adjustments to your strategy on the basis of experience, and where there is still a considerable element of chance involved.

5 Don’t stop writing. When one piece of your work has been rejected by one target publisher or journal, this does not mean that all of your work will be rejected by the whole world. It can be very healthy to redirect your energies, for a while at least, into something else that you’re already working on.

6 Check out whether your piece has really been rejected. Some rejections are definite and without any statement of reasons or suggestions. However, many rejections are accompanied by explanations, which could be very useful to you in your next piece of writing. Furthermore, rejections are often conditional, and give suggestions regarding ways you could recompose your writing to make it more acceptable to the targeted publisher or journal.

7 If it’s just a matter of ‘length’, change it. Publishers and editors normally work to tight page limits, particularly regarding journal articles or book chapters. If your submission is too long, swallow that pride and get cutting! Decide which are the most important parts of the ideas you wish to communicate, and prune out some of the rest. Most articles are all the better for being two-thirds of the original length!

8 Remember that there are many good reasons for rejecting a good article or proposal. If your publisher just does not want another book in an area that is well represented in their catalogue, or if your article is just not tuned in to the needs and interests of the readership of a particular journal, it does not mean that there’s anything wrong with your writing. One of the factors leading to successful publication is getting the material to the right place at the right time, and there is no shame in not managing to do this very often.

9 If your referees or reviewers have made suggestions, take heed of them. It takes no longer to follow up most of these suggestions than it would to write an eloquent exposition regarding how the suggestions are not at all appropriate in the context of your work. Even if you find yourself including discussions that you would rather not have brought into your work, the fact that you have had such topics suggested to you indicates that some readers at least will wish to see such discussions.

10 If you’re going to make changes and have another go, move fast. Publishers and editors have tight windows, and if you miss your time slot they will not be able to consider your work further. In any case, it often takes no longer to get started on the business of making some changes, than to sit putting off the actual moment of starting.

11 If there’s nothing you can do with your rejected piece, don’t throw it away in disgust. You may never be able to publish it in the form which it is in at present, but future circumstances may turn it into a good starting point from which to write something else. Also, it’s worth keeping your mistakes to remind you not to make the same ones again.

12 Rejection of your writing is not rejection of you as a worthwhile person! Be bold and talk about the rejection, positively, with your friends. They will still be friends.
Checking your proofs
Most authors hate proof-checking. It is much more fun to be creative than to do the tidying-up and housekeeping. However, think ahead to the day of publication. Imagine reading your work, full of pride and satisfaction, then getting that sinking feeling as you see in print errors, missed words, unfinished sentences, wrong captions on diagrams, and such like. These will now be on public record at least until your next edition! The following suggestions may help you to prevent such nightmares becoming a reality for you.

1 Find out when your proofs are expected to be ready. It is worth liaising with your editor in the weeks leading up to this stage, so that you can make available enough time to check them thoroughly. Turn-round times for proofs are frequently measured in days, or two weeks at best.

2 Set aside some time to check your proofs. Once you know when your proofs will be delivered, confirm with your editor that you will have a specific time window when you will give them your attention.

3 Make sure you know how, when and where your proofs will be delivered. If they are to be left at your work address, make sure that the people who handle incoming mail are expecting them. We know of some proofs that were sent by air mail right round the world, only to be returned with ‘not known at this address!’ from the institution where the author was waiting for them!

4 Read your publisher’s instructions carefully. Check exactly how you are to mark up your proofs. Normally there are strict guidelines, such as ‘correct errors in red’, ‘indicate corrections in the margin as well as in the text’, or ‘make minor changes and additions that are not corrections in blue (and remember you may have to pay for these out of your royalties!)’. Some publishers will send you a sheet of terminology and codes to use in marking up proofs; these can be somewhat daunting at first sight, but in practice you will probably only need to use a small cross-section of the mark-up language.

5 Don’t just read your proofs! The biggest danger with reading what you’ve written is that you see what you meant, and don’t always see what is actually printed there. Reading proofs is an activity that has to be done much more slowly and deliberately than normal reading. It can be worth getting someone to read out aloud your manuscript version, and check up that everything is there. Having said this, expect to find all sorts of minor adjustments to your language and style, which may have been done by your publisher’s copy editors. With such adjustments, always check that the points you were intending to make are still coming through.

6 Resist the temptation of second thoughts. When it is really important to make changes other than corrections at proof stage, it can still be done. However, it can be an expensive business, especially if it may alter the page numbers (and therefore the index, glossary, contents list, and so on). Only make changes if they are absolutely necessary (such as when a major development has happened since the book was written, and needs to be mentioned in the body of the text rather than in a ‘postscript’ added on at the end of the book.

7 Take particular care with corrections that could affect subsequent pagination. If, for example, a paragraph has been missed out accidentally, inserting it could alter all the pages that follow, and have knock-on effects on the index, contents pages, and so on. In such circumstances, it may be advisable to try to make the correction without affecting the page structure. This could mean editing down some other parts of the page concerned.

8 Check danger areas particularly well. The places where errors are most likely include parts that may have not have been transcribed directly from your manuscript (or disk), such as contents pages, alterations that you made on the basis of Author Queries, and any other changes made since the first submission of your manuscript. Double-check photographs, figures and captions: are they in the right place? Does the caption match the figure? Are the figures correctly referenced in the text? It is all too easy just to read through the proofs without ever noticing serious errors that can happen in these areas.

9 Watch out for ‘Friday afternoon sections’! When you find two or more mistakes close together, it could be that the copy editor or type setter was having an off moment, so look even harder for other mistakes. They tend to come in clusters.

10 Meet or exceed the publisher’s deadline. It is probable that the publication window for your book will be critically dependent on the proofs being received by the due date. If your book misses this window, it could be some time before it will be processed.

11 Make copies of pages containing important alterations. It is not often that a set of marked-up proofs goes missing in the post, but we know of occasions when it has happened. It takes far longer to do all the alterations again than to make some copies. Also, it is an indescribably frustrating experience going again through proofs trying to remember where the corrections and adjustments were needed.

12 Parcel the marked-up proofs securely. Address the package clearly, for example ‘for the attention of Ms Jones at…….’. Also mark the package ‘marked up proofs’; publishers know how important these particular packages are.

13 Check that your proofs have actually been received. It’s worth telling your editor that you have sent them off, and which delivery service you have used. Telephoning to confirm that they have arrived is well worth the trouble for the peace of mind that it brings.

Thinking of writing a book?
If you are ever to get the chance to get your book published, then it is essential that you write a really good proposal. Even if you have completed the entire manuscript, a publisher will usually request that only a proposal be sent initially. View the proposal as a sales vehicle for your masterpiece and try to include a mention of all its key features.

1 Follow the publishers guidelines. If you received any notes from your chosen publisher on the proposed proposal format, then stick to them. Provide information on each of the areas listed in the guidelines and don’t leave any out.

2 Give information on all the areas listed in the Guidelines on Proposals Contents section. If you are not following specific guidelines, make sure you cover everything that is needed fully and use the broad areas indicated as sub-headings for your proposal.

3 Use the proposal as a sales tool for your book. This is the vehicle that will help you to secure a contract for your book, so you need to really polish it. Emphasise its unique and key selling points strongly and make sure that the proposal sounds interesting enough to make the editor feel it will make a good book.

4 Research your targeted publisher’s lists. Get catalogues from the publishers you plan to target and research which series, if any, your book might fit into. Publishers tend to group the books they publish into lists or series that they can market together. There’s no point trying to publish with a publisher who doesn’t normally market books in your area of work.

5 Indicate where your book would fit on your publisher’s list. State in your synopsis which list (or specific series) you see accommodating your book. Explain why you see it sitting alongside other books in the series and how your book would complement them.

6 Keep the proposal brief. A proposal should normally be fairly concise, running to up to four sheets of A4 paper or so typed in single spacing. of course it will take more pages if it is attractively laid out using headings and sub-headings for emphasis.

7 Get feedback on your proposal. Once your proposal is drafted, ask one or two people to read it over. These need not be experts in your discipline as their function is to give comments on the overall shape of the proposal. They may also spot typographical and other errors that you have missed, that would otherwise give a poor impression of your work. They can also confirm that it is crystal clear to someone reading it with a fresh eye. If they identify queries or problems, these can be reviewed and resolved before your actual submission.

8 Submit a clear, clean document. Make sure that the proposal is printed out freshly, is well laid out and is a clean copy. Leave generous margins around the edges so it doesn’t look cramped. If you spot an error or make a last minute amendment, correct it on the disc and make another copy. Remember that a scruffy, badly-presented proposal bodes ill for a good working relationship with a publisher.

9 Put the title and your name as a footer or header clearly on each sheet. Number pages clearly and make sure that each sheet is identifiable in case of a mix-up when your publisher photocopies it.

10 Write a letter to accompany the proposal. A good letter is important. It is worth finding out the name of the commissioning editor and writing a personalised to a named person explaining why you have sent it there. Use the letter to sell your proposal and to outline the general subject area on which your proposal focuses. Also, let the publisher know if you have sent out copies of the proposal simultaneously to other publishing houses. In any case, limit the mail-out to only a handful of the most likely publishers.

Electronic publishing
Electronic publishing, or e-publishing, is not just replicating the forms of traditional publishing - it is creating new ones too. Many thousands of e-journals exist, on every imaginable subject. Some are published by individuals, while others are backed by commercial or institutional publishers. Many are only available on the Internet, while others are electronic versions of paper-based publications. Sometimes you are published electronically by default - sometimes you have a choice. Here we offer some tips on why and how you might expand from traditional models of publishing into something virtually different. 

1 Review your objectives. E-publishing isn’t for everyone. As we explore in a later section, there are distinct advantages and disadvantages involved. Make sure you know why the electronic medium interests you. You will be targeting this channel just as you would any other publisher, so make sure it’s right for you. 

2 Create your own homepage. Many Internet providers offer advice and good financial deals to help you set up your own site. This will help people find you by entering the appropriate key words when they access a search engine. 

3 Create virtual communities. Your interest area can be represented by a conference, a site, a journal, a discussion group, a list of email addresses - the possibilities are only confined by your imagination. 

4 Invent ways to collaborate (email forum groups). You can join a discussion group in your interest area, or even start your own! All you need is an email address, and the emails of some people you would like to share ideas with. Follow the instructions on your email software to set up a discussion group to share ideas. 

5 Invent new ways to review papers. You can post papers for general discussion and feedback from whomever, or you can offer papers for general reading but feedback from only a select few, or you can offer papers electronically to only your reviewers - or a combination of these and other methods. The draw of virtual publishing is often the wider access and dissemination it allows. 

6 Review your deadlines. Potential collaborators and reviewers are usually busy people, so the fact that we are now operating electronically is only one factor which may influence the speed of response. Electronics impact mostly on our ability to capture multi-source feedback almost simultaneously. 

7 Update your material. Consider your material a live source of knowledge. If you publish a paper on the Internet, work with the publisher to agree an updating schedule. This means you can periodically add to your paper as your research continues. Otherwise, you might as well put it on a shelf in the library. 

8 Become a publisher. Through your own site you can attract potential authors and create your own e-journal. The cost of promoting and publishing on the Internet is much less than traditional methods. You will still have to establish a reputation. 

9 Validate your work by other sources. The Internet is comparatively young, and therefore people are still enthusiastic and willing to learn about the medium. Consider linking your own, new, site to other, more mature, sites with established reputations. 

10 Use electronic publishing as a way to build your networks. It can give you a rapid way of getting to know at least some of the people working in your field. You can then use these contacts you make to help you publish in traditional ways as well as electronically.

11 Whose work is it, anyway? Being published electronically may not be what you have in mind, but it may happen anyway. When you publish in a paper-based publication, check the contract. Many publishers assume the rights for electronic publication when they publish on paper. 

12 Should you object to being published electronically? Authors who resist the kind of blanket copyright clauses described above usually do so on principle. The intellectual ownership of one’s work is already established, but the choice to distribute it in any particular way is initially the author’s. There are many advantages to electronic publishing, and you may not feel in a position to argue anyway. It is, however, important that you check it out and reach your own conclusion. 

13 Target your journals. As with paper-based journals, authors must select the journal appropriate to the subject and audience. There will be as many or more choices available electronically as on paper. 

14 But is it respectable? Some members of the academic community resist electronic publishing because they think it is without standards, reputation and form. They’re right, of course, and they’re wrong. Respectability varies according to the journal and how its business is conducted, not the medium. 

15 Establish its standards. There’s no reason in theory that an e-journal should be any less rigorous than a paper-based journal. The problem really lies with those who support it. You can find out who reviews and editorially guides the journal by accessing its site. 

16 Read it regularly. Just as with a paper-based journal,. e-journals exist to fulfil a need and meet an editorial objective. Log onto the site and read not only the notes to contributors, but the articles as well. 

17 Offer comment. Many e-journals have different levels of review - one for open access and another for a selected review board. Take the opportunity to offer comment when you’re capable. The feedback you give may generate useful discussion which will impact on your potential paper. 

18 Adhere to submission guidelines. Like any journal, e-journals have specific housestyle and other requirements which need to be met. Before submitting a paper, ensure you download and understand all the submission requirements. 

19 Encourage updating. A unique feature of electronic publishing is the possibility of continuous improvement. E-journals should be encouraged to offer mechanisms for regular updates by authors and incorporation of readers’ comments. 

20 Understand copyright issues. Depending on the journal, your work may be available for certain periods of time, to certain other sites, to readers to download and even for conversion to paper-based text. You may or may not object to any of these, but avoid future misunderstandings by agreeing it all at the outset. 

Using electronic means to support traditional publishing 

The Internet has brought profound changes to the publishing industry. In this section we look at some of the ways electronics can help you get published, how you can use the Internet to find information on people and ideas, and what electronics mean to you as an author. 

1 Search for collaborators. The world is getting smaller and more accessible daily as more people and organisations get email addresses and Internet sites. If you are interested in finding one or more collaborators, try running a search on topic areas you are interested in, and follow the links. 

2 Join a discussion group. Many interest areas sponsor discussion groups and welcome new members. All you need to do is follow their joining instructions and watch how the dialogue unfolds. Soon, you’ll feel confident enough to contribute. 

3 Be specific in your searches. The Internet has several million sites, and a search for a very common keyword like ‘quality’ will bring up many thousands of references. Look to narrow your search to find what you need! If you are researching tourism in Iran, ask your search engine for ‘tourism in Iran’ rather than just ‘tourism’.. 

4 Search for references. Do you remember the name or author of a book, but don’t have a record of the publication details? Try on-line bookshops such as amazon.com which have comprehensive search engines for books both in and out of print. 

5 See who else is publishing in your field. However obscure your area of interest, it is likely that there will be, somewhere in the world, an electronic journal (e-journal) related to it, and a discussion forum (newsgroup) where people share ideas. Use the Deja News search engine to search newsgroups. 

6 Email potential collaborators. Don’t be shy! One of the greatest values of the Internet and email is the way it opens access world-wide to people and institutions. If you see someone’s email address and you’re interested in exchanging views or ideas, just drop a line. 

7 Ask for help. Try sending a proposal or the outline of a paper to a select group of individuals. Even people you’ve never met may be willing to look at your work and respond. 

8 Use electronic means to help you to get a world-wide view. You may be surprised to find out about work going on in countries that you just had no idea about as being part of the research community in your subject. Getting feedback from colleagues internationally can help you to get a wider perspective, and may well point you to new directions you can take in your own research.

9 Consider using electronic communication to help you undertake research. When you are able to use electronic means to target appropriate constituencies, such as by asking people to fill in questionnaires electronically, or to respond to open questions, you may be able to gain lots of useful data for your research.

10 The medium doesn’t change the message. Just because we do things electronically doesn’t mean we do them totally differently. Don’t expect everyone to volunteer to speak openly on an electronic conference when they wouldn’t in a live setting. Be patient. 

