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Dear Author,  
 
Thank you for agreeing to contribute to the Global Encyclopedia of Public Administration and Public 
Policy. These short guidelines have been organized to simplify the process of preparing and submitting 
your contribution(s).  During the course of the project, you may consult the Editor-in-Chief for queries 
regarding the content of your contributions. For aspects relating to structure, submission, and general 
queries, please contact me (your Development Editor for the project at Springer):  
 

Alexa Singh (Alexa.Singh@springer.com)  
Springer   
7th Floor, Vijaya Building | 17 Barakhamba Road | New Delhi 110 001 | India 

T: +91 (0) 11 / 4575 5834 | F: +91 (0) 11 / 4575 5889  

 
The encyclopedia will be a Springer Major Reference Work, published in both print and online versions. 
The encyclopedia consists of entries organized in an easily accessible A-Z format. Both versions will be 
fully searchable.   
 
Submitting Your Article - On SpringerMeteor  
  
Once you have completed writing your contributions, please submit online via ‘SpringerMeteor’, 
Springer’s submission platform for reference works. Use the token link given in your invitation to 
generate your password to log in to the system.   
  
Once your manuscript is submitted and received, it will be reviewed by your Section Editor for content, 
and by Springer for structure. You may be notified to revise and resubmit your contribution(s). For any 

questions regarding content, please contact the Editor-in-Chief, Ali Farazmand (afarazma@fau.edu).  
 
Please keep the following in mind while preparing your contribution(s).  
 
1. Scientific Level of Your Contribution  
Please remember that reference articles are tertiary literature. As such, they contain digested 
knowledge in an easily accessible format. Contributions should be clear and concise, and provide a 
comprehensive and up-to-date overview of topics. They should be appropriate for practitioners and 
academics, as well as graduate students whose expertise may be outside the topics addressed. Please 
define and explain all specialized terminology and avoid jargon whenever possible. Entries should not 
quote or summarize specific research literature, nor review articles aggregating the findings of original 
papers. Content should consist of established information in the field presented with a few selected key 
citations.  
 
2. Length of Your Contribution 

The Encyclopedia consists of:  
• Brief entries (1,000-3,000 words) 
• Medium-length entries (3,000-5,000 words) 



  
Guidelines for Autho                   Global Encyclopedia of Public Administration and Public Policy 

              Ali Farazmand (Editor-in-Chief)   
afarazma@fau.ed 

• Central topics (5,000-10,000 words) 
The length of your entry is included in your invitation. If you are unsure of your contribution type, please 
contact the Editor-in-Chief. 
 
3. Structure of Your Contribution  
Springer Reference encyclopedias are organized in a well-defined and simple structure that the  
Global Encyclopedia of Public Administration and Public Policy will follow. The encyclopedia comprises 
entries which will appear in alphabetical order.  
  
 Please use the following internal structure while writing entries: 
 

• Title of Entry 

• Author Identification  
o Author’s (and co-author’s) name(s), Institution(s), City, State, and E-mail Address 

• Synonyms 

• Definition 

• Introduction 

• Main Text  

o Headings chosen by authors 
• Conclusion 

• Cross-References 

o Related chapters selected from the table of contents, available on SpringerMeteor 
• References  

o Restricted to the minimum number of essential references compatible with good 
scientific practice 

 
NOTE: Please bear in mind these additional points while preparing your contribution.   

• Contributions should not be written as a research paper. Content should be broadly descriptive of 
the known information in the area you are covering.   

• Contributions should not contain first-person language such as “we have,” “our graph shows,” “I 
found,” or “you have.”   

• Define all acronyms, abbreviations, and words that may not be easily understood by a beginning 
graduate student used in your entry at first mention.   

• Please avoid footnotes, endnotes, and acknowledgements.   
• Contributions should not contain any form of brand promotion or advertising.   
• Please use American-English spelling and avoid colloquial language and unnecessary foreign words. 
• The formatting and layout will be performed by Springer.   

• Please do not change the agreed title of your contribution without first contacting the Editor-in-

Chief. 

 
4. Cross-references   
Please login to the project website SpringerMeteor and download a current table of contents. Include a 
list of related entries in this cross-reference section that may be of further interest to your readers.  This 
list will continue to develop as the project grows larger. 
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5. Citations and References  
Citations: In-text citations should follow the author-date system, and may be made directly (or 
parenthetically). For examples, please see http://refworks.springer.com/mrw/index.php?id=6990.  
 
References: References that support the material in your entry should be listed under References. 
Please limit the number of references to the minimum essential for your topic, pointing the reader 
toward key literature only. References should follow APA style, and be sorted alphabetically, then 
chronologically. For examples, please see http://refworks.springer.com/mrw/index.php?id=6989.  

  

6. Figures and Tables  

• You are welcome to submit color figures. All figures and illustrations will appear in color online. 
However, there may be restrictions for color use in the print version; therefore, we advise that 
you create art that can be readily understood in both settings, such as using different line types 
(broken dashes and solid lines) as well as different colors to plot lines. In addition, please refrain 
from making specific reference to color elements in the text and check for clarity by printing out 
your figures in black-and-white.   

• All figures should be named and numbered as follows: “entry tiltle_fig1.TIF”   
• Please submit figures as separate image files. Do not embed figures. Tables, however, may be 

placed within the text.  
• Please indicate in your entry 1) the placement of image files, and include 2) an explanatory 

legend.  Please number all figures and tables. 
• Please do not use figures from the Internet (usually their resolution is not high enough) or 

photocopies. Instead, submit figures in their original program format (i.e., if the figure has been 
created in PowerPoint, send a “.ppt file”). Alternatively, you may submit EPS or TIF files 
(minimum resolution: 300 dpi for photographs, 1,200 dpi for drawings).  

• Authors are responsible for finding figures and getting permission for them. All figures and 
graphics should be original. If they are not, authors must obtain permission to use the materials.  

  
7. Permissions  

While using figures/tables or any other material from other sources, please request permission from 
the copyright holder (usually the publishing house or author) to use them. Please contact us if you 
require a permission form to assist you in this process. Please be aware that permissions and any 
associated fees are the contributor’s responsibility. Indicate the relevant copyright information in 
the legend.  
 

8. Due Dates 

In order to publish this encyclopedia as soon as possible and to keep all contributions up-to-date, 
please submit your manuscript within the deadline mentioned in your invitation. Authors have six 

(6) months from date of invitation to submit their entries.   
  

 

On behalf of the Editorial Board of the Global Encyclopedia of Public Administration and Public Policy, 

and Springer, we thank you for your contributions!  


