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GUIDELINES FOR BOOK CHAPTERS PUBLICATION






INTRODUCTION

Book chapter is a type of publication in which each chapter is written by different authors. 

GENERAL CRITERIA

(a) The minimum number of chapter in each book is 5 and must not be more than 7 chapters.

(b)  Each chapter can only be written by 4 authors or less.

(c) The minimum number of page for each chapter is 13 pages.
(d)  The total number of pages in each book must be more than 50 pages.
(e)  Only 2 editors are allowed for each book chapters. 
(f)  Editor/s name must be displayed on the front cover in the order of expertise in related field, amount of contribution or arrange in alphabetical order. 

AUTHOR’S ROLE
(a) Each author can only write 2 chapters at most.

(b) Authors can be someone from outside UTM.

(c) Each contributed chapter must be written by at least one academic staff from UTM.


RESEARCH ALLIANCE (RA) ROLE:

(a) Dean of RAs should cooperate with the chairman of Panel Book Chapters dan Buku Penyelidikan to identify potential titles that can be published in accordance to previously set KPIs.

(b) To submit the final draft of manuscript (in hard and softcopy) along with Manuscript Submission Checklist & Editor’s Verification to UTM Press


EDITOR’S ROLE:

(a) To accept the appointment as an editor.

(b) Retrieve suggested book chapter titles from Dean of RA.

(c) Suggest a title for each chapters in the book according to (b).

(d) Editor has to write at least one chapter in the book.

(e) Identify potential authors for each chapter.

(f) Appoint the authors and distribute the chapter title to each authors.

(g) It is the editor’s responsibility to ensure each author understands the writing format of book chapters.

(h) Monitor the progress of writing by authors according to the time frame set.

(i) Ensure the author sign the originality acknowledgement letter for each of the chapters submitted.

(j) Coordinate the compilation of all chapters in correct format. 

(k) Provide a copy of reviewer’s CV to the Dean of RA for appointment purpose.

(l) Return the evaluated manuscript to the authors for correction.

(m) Monitor and compile all chapters after correction.

(n) Editor is responsible for the editing process.

(o) Ensure all chapters have been edited and typeset in accordance to format layout or available template.

(p) Proofreading can be performed either by the author or appointed proof reader.

(q) To submit the final draft of manuscript (in hard and softcopy) along with Manuscript Submission Checklist & Editor’s Verification to UTM Press.



REVIEWER’S ROLE:

(a) Review and comment on the manuscript using the Book Chapters Review Form. 

(b) Reviewer must be an academic staff from other university and possess at least a Ph.D. in the related field.

(c) Reviewer must not be selected among editor or authors in the book chapter.
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UTM PRESS ROLE:

(a) Appoint an editor that will coordinate process of publishing a book chapter.

(b) Appoint a reviewer based on editor’s recommendation. A copy of letter of appointment will be send to the Dean of RA for reference. 

(c) Provide a letter of appointment, reviewer evaluation form along with the manuscript (in hard/softcopy) to the reviewer.

(d) Monitors the evaluation process.

(e) Ensure the evaluation form and manuscript to be return by reviewer.

(f) Prepare a copy of approval/rejection of manuscript letter based on reviewer’s evaluation (one copy will be provided to the Dean of RA for reference)

(g) Present the evaluation manuscript to the Book Chapters Panel.

(h) Check the final manuscript format.

(i) Prepare a cover design.

(j) Apply for International Standard Book Number (ISBN) and Cataloguing-in-Publication (CIP) from National Library. 

(k) Manage the book printing process.

(l) Managing the RU budget funds under vote Pengembangan Aktiviti Penerbitan Q.J091800.22B2.00D25 and processing payment to editor, reviewer, proof reader and printing company. 




TEMPLATE AND WRITING STYLE:

Information on the format and writing style of book chapters is available in Gaya dan Panduan Penulisan Book Chapters book, published by UTM Press.
Application Form, Reviewer Form and writing template is available for download in UTM Press  website.
http://www.penerbit.utm.my/imej2/bookchapter/GayaDanPanduanBookChapter.pdf
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