Quick Tips for Contributing Files to ARC-BC
When contributing your Kurzweil files to the ARC collection, please make sure that your submissions meet the following criteria:

Your submission (one-star or level 1)
· comes from a clean copy of the print book
· does not have black edges or marks on the pages
· is not missing any pages

· includes complete publication information (i.e. ISBN, publisher)

· has been scanned so that each Kurzweil page has only one book page, not two pages displayed side by side
· has been organized into separate files for each section, most often chapter
· has the page number on Kurzweil matching print page number
Your submission (three-star or level 3)

· has images zone-edited and underlying text edited thoroughly

· has page numbers zoned as zone 1, so that it is read before any text on the page

· includes "PRINT PAGE" before the page number in the underlying text

· has Roman Numeral page numbers written with a space between each number, e.g. "PRINT PAGE VI" should be "PRINT PAGE V I" 
· has moved the part on the next page to the previous page, if a word is separated between pages
· has text read properly
When contributing three-star or level 3 e-text files to the ARC collection, please make sure that your submissions meet the following criteria:

Your submission 
· is saved as .rtf files

· uses font size 12, font type Arial

· has been produced with left alignment

· has page numbers (PRINT PAGE #) occur preceding the first word on the page 
· has paragraphs separated by a blank line
· has moved the part on the next page to the previous page, if a word is separated between pages
· has set chapter # and title (including part # and title) "heading 1" (Arial, 16 and boldfaced).

· has pages continuous with no page breaks
· has been produced with the feature of "AutoCorrect" turned off
· has kept bold, italics, and underlining in the print book
· uses, for a change of context, three asterisks, separated by one space, placed on a line by itself, and preceded and followed by one blank line
· has one space left before and after an ellipsis (three dots), unless it’s preceded or followed by a punctuation mark
· uses two hyphens for the dash with no space before or after the dash
· uses commas, not spaces in numbers such as: type 234,555 (not as 234 555), and has mentioned this change on producer's note page
· uses the grave accent  key ([image: image1.png]


) on the keyboard (the key to the left of "1") for single quotes
· uses double quotes for outer quotation marks and single quotes for inner quotation marks,
ONLY if the whole book (generally in novels) is done in the opposite way, and has mentioned this change on producer's note page
