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□ title page including author contact information and bio (see below for what to include) 
 
□ abstract (no more than 150 words) and key words (4–5) 
 
□ text body 
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(Note: use MS Word’s “insert endnote” function; you may also convert any footnotes to endnotes.) 
 
□ tables, figures and other illustrations, and captions for figures and illustrations should go at the end 

of the document (No need to indicate your desired placement within the body of the manuscript; the 
publisher will decide the appropriate placement as part of the typesetting function, though referring 
to tables and figures within the text of your manuscript is helpful to connect them for the reader.) 
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□ email, phone number, and postal addresses for each author  
 
□ copies of all permissions for illustrations or other attributable materials not owned by the author 
 

(If you have not yet obtained the necessary permissions, or anticipate any difficulty in obtaining 
permissions, please make us aware of this ASAP!) 
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