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…………………...,  …………………………
Author and ORCID ID


Address ………………………………………..

Faculty/ Unit ……………..…………………… 

Telephone ……………………………………..

e-mail ……………………...…………………..
AUTHOR'S PROPOSAL FOR PUBLICATION (to be completed in an electronic form) 
NOTE: any application without an Annex in which the reviewers are stated 

will not be processed by the Publishing Board of AMU Press
Please complete this form and submit it (also) in MS Word to: m.urbanczyk@amu.edu.pl
1. Author: ………………………………………………………………………………………………………………………………………………..
2. Academic title, faculty /institute: …………………………………………………………………………………………...……………..
3. Title of manuscript: ……………………………………………………………………………………………………………..……………….
4. Discipline of science: ………………………………………………………..… Language:  ………………………...…………………
5. Date of submitting final and complete version of manuscript to Adam Mickiewicz University Press (AMUP):
a) sent for publishing peer review: ...……………………………....……….……………………………………………....….….…....
b) for editing after changes made following publishing reviews (expected date): .....................................................
c) expected date of publication: ………………………………………….………………………………………………………….……
6. Type of manuscript (select appropriate): scientific monograph, professorial monograph, habilitation thesis, textbook, dictionary, scientific journal, other: …………………………………………………….….......……………..................…
NOTE: In the case of a textbook, please supply precise information regarding the intended user (which faculties will use this book, in which years of degree courses, whether classes are obligatory or optional, how numerous the groups are).

7. Size (in publisher’s sheets):  …………………….………………………………………………...…........…………...………..…………….
NOTE: 1 publisher's sheet = 40,000 characters with spaces (text and footnotes) + material, in which the size is calculated differently: tables, illustrative materials (photographs/figures, maps, graphs, diagrams, etc.), and in another way – exact science texts (including formulae) + c. 10%
8. Complementary material: photographs, drawings, graphs, maps, cited texts (number/ size and author): …………………….………………………………………………...…........…………...…………………………………………………………………….
NOTE: The use of materials which are taken from other sources subject to copyright and associated rights in the book is permissible on condition that the Author provides the Publisher with the property rights holder's consent for use of these materials beforehand. Illustrations, graphs and drawings from the Internet may not be included in the work (poor quality, copyright). 
9. Form of publication (please select appropriate form):
a) printed book and e-book     □

      b) e-book     □
          c) e-book with open access (OA)     □
10. For guaranteed manuscripts, the publication will be sent to press after the introduction of changes indicated by the Press.
11. Authors of books published as part of a grant are obliged at the time of submission to provide the Press with the relevant parts of the grant contract dealing with the conditions of publication, detailing:
a) date on which the grant funds were spent: ………………………………………………………..……………………………………..…
b) date on which the grant was cleared: ……………………………………………………………………………………………………..….
12. Source of financing (confirmed by the holder of the financial means): ………………………………………………………………......
…….…………...............................................................................................................................................................................................................


   





   …………….………………….……………………..….
Holder of financial means 
                        (Faculty / Institute authorities)
13. The author consents to their work together with its metadata (book and author information) being in  stored in databases and electronic platforms for the dissemination of scientific content, as well as in the AMUR repository.
14. Signing the Proposal is equivalent to consenting to issuing the publication and the Author's declaration that the work and uninfringed rights (personal and property) to the work being submitting (also refers to the complementary material: illustrations, graphs, etc.). 
15. The Author undertakes to actively participate in the Publisher's promotional activities, and also supply the Publisher with a list of suggested individuals/ institutions/ journals which should receive information about the book (please send e-mail addresses of these persons to: se44@amu.edu.pl).
16. The Author consents/ does not consent (delete as appropriate) to the publication of fragments of the book on the AMUP web page and to these excerpts being made available on other portals and internet bookshops for promotional purposes.

17. Information necessary for the effective promotion of the publication and the metadata accompanying the publication in databases and platforms disseminating scientific content. (The materials will be subject to editorial processing).
17a. Information about the Author (in Polish and English) – up to 1,500 characters with spaces:
………………………………………………………………………………………………….………………………………………………………………………………………………….………………………………………………………………………………………………….………………………………………………………………………………………………….………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
17b. Information (a blurb) about the book (in Polish and English) to appear on web pages – up to 1,500 characters with spaces:

………………………………………………………………………………………………….………………………………………………………………………………………………….………………………………………………………………………………………………….………………………………………………………………………………………………….………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
17c. Keywords in Polish and English (criterion for searching for a particular item): ……………………………………............... ………………………………………………………………………………………………….………………………………………………………………………………………………….………………………………………………………………………………………………….………………………………………………











       ……….…………………………..












       Author's signature
Accepted by the Dean of the Faculty or Branch of AMU
………………………………………………………………….
Signature
Information clause
In accordance with Regulation (EU) 2016/679 of the European Parliament and of the Council of 27 April 2016 on the protection of natural persons with regard to the processing of personal data – General Data Protection Regulation (Official Journal of the European Union, L 119/1 of 4 May 2016, hereafter referred to as “GDPR”):

1. The administrator of your personal data is Adam Mickiewicz University, ul. Wieniawskiego 1, 61-712 Poznań.

2. The administrator of your data appoints an Inspector of Personal Data – email contact: iod@amu.edu.pl.

3. Your personal data shall be processed for the purpose of concluding and performing the contract and for undertaking necessary action before signing the contract with Adam Mickiewicz University in Poznań.

4. The legal basis for processing your data is Article 6 sec. 1. lit. b) of GDPR.

5. Supplying personal information, though voluntary, is also a condition of concluding and performing the contract.

6. Your personal data shall be processed in the time frame specified by your contract and after its performance for the period specified in legal regulations currently in force, or in accordance with the criteria stipulated therein, and for the time period essential for securing information in the event of a legal need to convey facts, and to safeguard or pursue claims.

7. Your personal data may be made available to other data processing entities as commissioned by the Administrator, such as individuals and entities engaged in implementing publishing processes (including authors, reviewers, translators, graphic artists, editors, photographers, providers of printing services and distribution services). Access to your data will be also given to persons commissioned by the Administrator to process data as part of their work duties, as well as to entities entitled to store data in accordance by legal regulations in force.

8. You have the right of access to your data, and also, subject to the legal provisions, the right to rectify, remove, restrict the processing of, transfer and oppose the processing of your data. You reserve the right to bring a charge to the supervisory body – President of the Personal Data Protection Office, ul. Stawki 2, 00–193 Warsaw.

9. Decisions taken with regard to your personal data will not be automated decisions, pursuant to Article 22 of GPDR.

I have read and understood the above:

 

          ….…………………………………………………………
         

        Author's signature

BASIC TECHNICAL REQUIREMENTS FOR WORKS SUBMITTED FOR PUBLICATION

The process of publishing a volume begins from the moment when the materials 

are delivered IN FULL with corrections made following a positive review 

1. The full, final version should be submitted in the following form:

· double-sided computer print-out

· an electronic version on the printed text (CD or flashdrive carrying the name, title and date)
· we do not accept work sent by mail // during the current pandemic situation work may be submitted by mail.
PLEASE NOTE: The Author may make changes to and add to the text after receiving the publisher's peer review. 

2. Set of materials to be submitted:
· title page (author, title, academic editor in the case of a joint publication or academic journal)
· editorial page (journal editorial committee)

· list of contents (including supplementary materials, such as the summary and indexes)

· list of abbreviations

· foreword

· main text with footnotes (and illustrative materials, with their exact position in the text, unless they were previously incorporated into the text in the correct place)

· appendix
· footnotes and bibliography (bibliographical descriptions should be presented in a uniform way and use the method selected in a consistent way; see: annex with sample footnotes and bibliographies)
· glossary of terminology

· indexes (if AMUP is to produce these, the Author must provide any necessary substantive assistance)

· list of illustrations, tables, etc.

· summary (in English and/or Polish)
NOTE: We kindly request authors to consider the use of typefaces and tabulators, as overuse hinders our work with the text considerably.

3. Requirements regarding the electronic version and computer print-out:
· the entire work should be in one file (the name of the file should contain the name of the author/ editor and the title of the work)
· illustrative material (photographs/figures, graphs, diagrams, tables) placed in appropriate places in the main body of the text and also in separate files

· all titles and subtitles in bold and on a new line 

· footnotes with references in the main text must use superscript (introduced automatically using the relevant Word function)

· in the case of joint publications all texts must be standardized to one version of Word 

· standardized and continuous page numbering; in joint publications it is permissible to use handwritten numbering in the margin of the printed copy, which is in RTF or Doc format (Word 2010 or later, and special fonts)

· Times New Roman 12 font, with 1.5 line spacing 

· 2.5 cm margins

· single- or double-sided printing in A4 format

4. Illustrative material should be of high quality and standardized form and description:

· photographs in separate JPG or TIFF files (minimum 300 DPI resolution) or in the original quality, enabling them to be scanned 
· graphs prepared in Microsoft Word or Microsoft Excel (unless they need to be processed further during the editing process) 
· vector graphics prepared and sent in EPS or AI format

· if illustrative material (e.g. maps, graphs, diagrams, etc.) originally in colour is to appear in black and white, due to financial considerations, the Author should prepare this version in order for it to be sufficiently readable in black and white print.
5. For a manuscript submitted for publication after post-review revisions, the author should attach a declaration stating that this is the final version of their manuscript. Work submitted for publication should be accompanied by an information note (and other promotional materials) to be used in publishing announcements and on the AMUP website page.
MEETINGS WITH THE AUTHOR
Once the work has been approved for publication, the Author (or academic editor of the volume) is invited to a meeting with the book's copy editor and requested to do an author's correction. 

The standard is for five meetings. 

1. First meeting. This takes place at the start of linguistic and stylistic correction. Having verified the manuscript, the copy editor invites the Author to a preliminary discussion of the concept for the book, text and illustrative material. If the publication does not require any discussion at this stage, the editor informs the Author of this fact by telephone or email, and in doing so sets a date for detailed discussion of the correction. 
2. Second meeting. This involves discussing the entire work with the copy editor at the seat of the AMUP. The copy editor acquaints the Author with the linguistic and stylistic correction, indicates the corrections that have been introduced and asks the Author to resolve doubtful issues related to the redacted text. Any unresolved doubts remaining from the meeting with the Author may be resolved within three days. After discussing the corrections and clarifying doubts, the text is sent for typesetting.
3. Third meeting. 
a) meeting with the copy editor –The Author receives for their author's correction a corrected and formatted text (still without indexes, which are introduced after the second correction): 

· the author's correction is the only one made by the Author, and during this it is possible to correct any minor mistakes discerned in the content; isolated examples of other kinds of corrections are also possible; however, the author's intervention may not disturb the layout of the text on the page; 

· the Press does not allow substantial changes during the author's correction and these will not be introduced into the text; an Author who wishes to introduce such changes should contact the head of the Press with sufficient notice, as such a situation will result in an extended deadline and increased costs related to publishing the work; 

· in the case of joint publications, the volume's academic editor is responsible for the author's correction (including responsibility for delivering the text to the Authors; the Press permits the author's correction to be made by the volume's Editor); 

· if the Author fails to return the author's correction at the appointed time, the Press presumes that the Author consents to the work being published in the form conveyed for to them author's correction without any corrections introduced; the publishing process shall continue without the Author having any possibility of introducing any subsequent corrections;

· the Author receives a cover design/ designs for inspection; the Press decides on the cover design;
· after the author's correction, the text is still read by the copy editor or publisher's proof-reader. 
b) meeting with the Promotion Department.                    
4. Fourth meeting. At the seat of the Press, the Author approves the publication for printing, and may check the PDF, illustration mockup, editorial page and cover design. When signing the form confirming the publication for printing, the Author should also sign the title and editorial pages, as well as all elements on the cover.
5. Fifth meeting. The Author receives a proof copy to check.

I have read and understood the above:

 ….………………………………………………………………
Author's signature 

Wydawnictwo Naukowe


Uniwersytetu im. Adama Mickiewicza


ul. Fredry 10


			61-701 Poznań











