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Instructions
· Complete this checklist after editing and reformatting your paper in accordance with the Submission Guidelines and New Voices in Japanese Studies (NVJS) Style Guide. 

· Submit the completed Contributor Checklist along with your manuscript, as detailed in the Submission Guidelines. 

Check the relevant boxes below to indicate that you have correctly observed the guidelines in the areas applicable to your submission. 


1. Word Count

[bookmark: Check1]|_|	Is within the 5,000 – 8,000w limit. This includes footnotes and appendices. 


2. Glossary

[bookmark: Check2]|_|	Has been provided for specialist terminology or Japanese terms used frequently throughout the paper. 


3. Writing Quality

[bookmark: Check3]|_|	My paper has been checked thoroughly to ensure it is free from spelling and grammatical errors.


4. Charts, Graphs and Tables

[bookmark: Check4]|_|	All charts, graphs and/or tables are:

[bookmark: Check5]|_|	Titled and numbered
[bookmark: Check6]|_|	Referred to in the body text by the correct title and number
[bookmark: Check7]|_|	Fully labelled (i.e. all fields, axes etc. labelled)
[bookmark: Check8]|_|	Formatted consistently in line with the NVJS Style Guide
[bookmark: Check9]|_|	Accurately referenced (i.e., source specified) 
[bookmark: Check10]|_|	Supplied separately as raw data files


4. Images and Copyright

[bookmark: Check11]|_|	All images are:

[bookmark: Check12]|_|	Titled and numbered
[bookmark: Check13]|_|	Referred to in the body text by the correct title and number
[bookmark: Check14]|_|	Captioned
[bookmark: Check15]|_|	Accurately referenced (i.e., source specified, credit line included) 
[bookmark: Check16]|_|	Supplied separately as high-resolution jpeg files (at least 300dpi; or approx. 1MB or larger) 

[bookmark: Check17]|_|	I am aware that it is my responsibility to seek permission to reproduce copyrighted material and provide evidence of permission(s) in writing prior to publication.


5. Japanese-Language Citations

[bookmark: Check18]|_|	All author translations of Japanese text are glossed, in either footnotes or parentheses, with the original Japanese text.  


6. Format and Style

[bookmark: Check19]|_|	The format and style of my paper has been carefully edited to fully comply with the NVJS Style Guide. 


7. References

[bookmark: Check20]|_|	All citations and assertions are referenced in accordance with academic convention.

[bookmark: Check21]|_|	All references in the body text are: 

[bookmark: Check22]|_|	in-text, and fully compliant with the NVJS Style Guide. 
[bookmark: Check23]|_|	included in my References list


	
7.  References (continued)

[bookmark: Check24]|_|	All references in my reference list are:

[bookmark: Check25]|_|	in alphabetical order
[bookmark: Check26]|_|	complete (i.e. cite full publication details)
[bookmark: Check27]|_|	cited or referenced explicitly in my paper

[bookmark: Check28]|_|	All Japanese-language references include bibliographic information in both Japanese and English in the style specified in the NVJS Style Guide.


8. Submission

[bookmark: Check29]|_|	I have completed the following documents and included them in my submission:

[bookmark: Check30]|_|	Manuscript (MS Word format)
[bookmark: Check31]|_|	Cover sheet
[bookmark: Check32]|_|	Contributor’s checklist
[bookmark: Check33]|_|	Copy of academic transcript

[bookmark: Check34]|_|	I have asked my supervisor to send the recommendation form to NVJS. 



        Declaration

[bookmark: Check35]|_|	I declare that the above information is true and correct.


[bookmark: Text1]Name:	     						


[bookmark: Text2]Signature:	     

[bookmark: Check36]|_|		OR check here if completing this form electronically

[bookmark: Text3]Date:	     
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