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Editorial Assistant Form 

Dear Author,

Thank you for purchasing the iUniverse Editorial Assistant service. Your Editorial Assistant will review all of the changes and suggestions given in your edited manuscript and take action on each one—accepting changes, rewriting sentences, resolving queries, and handling other revisions as necessary.

Before your Editorial Assistant can begin work on your book, however, we will need additional information from you. As you review your edited manuscript, you’ll notice that some of the editor’s comments are highlighted and prefaced by AU (which stands for author). Your editor specifically addressed these comments to you because they require your input. 
This form was designed to help you provide responses to these author-specific comments so that we have all of the information we need to provide you with the best Editorial Assistant service possible. Here’s how to complete the form:

· Please enter your book title, author name, and date into the appropriate blanks at the top of the form (under the “Author and Title Information” heading).

· In the edited manuscript, locate the first author-specific comment; author-specific comments will be highlighted and prefaced by AU.
· In the far left column of the form, list the page number of the author-specific comment that you are addressing in the edited manuscript. In Microsoft Word, that page number is located in the bottom left corner of the screen. 
· Copy the text in the author-specific comment and paste it into the form in the second column.

· In the third column, type your response to the editorial comment or question. Please provide the Editorial Assistant with enough information to successfully resolve that particular comment or query. 

· Continue this process until you have addressed all author-specific comments. Please restrict your responses only to those editorial comments that have been highlighted and prefaced by AU. 

· When you have finished recording your responses, send the completed iUniverse Editorial Assistant form as an e-mail attachment to your Publishing Services Associate. If you have made any revisions inside the edited manuscript, be sure to send the revised manuscript file to your PSA as well. 

Please note: Although your Editorial Assistant will strive to resolve all of the editorial comments inserted during the full edit, if we do not receive the necessary information from you to resolve a particular issue, the Editorial Assistant will need to flag the relevant portion of the manuscript and re-recommend that you address that comment before you send the manuscript onto your PSA for production. 

For more information, please contact your Publishing Services Associate.
Author and Title Information
	Book Title
	
	Date

	Author Name
	
	


Example

	Page #
	Editorial Comment
	Author Response

	7
	AU: What does SSU stand for? Is this a local university? Please clarify.
	SSU is an abbreviation for Southwestern State University. Please make this change in the text.

	33
	AU: Earlier, in chapter two, you said the character Greta had red hair. Here you say Greta’s hair is brown. What color is it?
	As you noticed, Greta has red hair, not brown. Please change this detail.

	84
	AU: This paragraph is overly long. Although Senator Brown offers good advice here, his words are redundant in spots. Okay to delete some of the repetitive language in this paragraph?
	I agree with your suggestion to make this paragraph shorter. Please make the necessary deletions.
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