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Checklist for Submission of Final Manuscripts

Authors are kindly asked to carefully check the following points, before the final version
of the manuscript is submitted to the responsible Editor or the Editor-in-Chief:

Preparing your manuscript

e DPlease ensure that a Running Title is provided.
¢ DPlease separate your key words using en dashes.

e Make sure that the author(s) and date of description of scientific species names which
the article deals with show up in the text once, optimally in the Materials and Methods
section. Here author and date are separated by a comma, e.g. Abronia graminea (Cope,
1864) or Aspavia ingens Distanz, 1890.

e DPlease provide the city of manufacture for technical items, especially for specific
chemicals or drugs, e.g. "Dneasy tissue kit (Qiagen, Hilden, Germany)" — except for
common instruments and substances.

¢ Initial capitals are used for all generic and suprageneric scientific names of taxa. No
capitals, however, are used for the English version of these names, e.g. "Amphipoda”,
but "amphipods" and "amphipodan morphology".

e Please make sure that a second summary along with a relevant title are provided.

e There is no comma between name(s) and date in the references cited in the text, e.g.
(Schmidt  1983). Please refer to journal homepage for reference:
www.blackwellpublishing.com/journals/]ZS (then click on the ‘For Authors’ link).

e Two authors are united by ‘and’, e.g. (Schmidt and Wagner 1991) and not ‘&’.

e References with more than two authors will be cited as (Schmidt et al. 1937). Do not
use italics for ‘et al.”

¢ References must include the name(s) and initials of the author(s), year of publication in
parenthesis, title of paper, name of journal (abbreviated according to international
rules, without dots), volume number, page numbers.

e Never use an "and" in the enumeration of authors in the reference list. Separate
authors by a comma.

Example: Larsen K, Wilson GDF (2002) Tanaidacean phylogeny, the first step: the
superfamily Paratanaidoidea. ] Zool Syst Evol Res 40:205-222..

e Are Author(s) address(es) complete? Are all authors mentioned, including an active e-
mail address?
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Production matters

e Please ensure an active email address for the corresponding author is provided with
your manuscript; we may need to contact you from time-to-time during the proof
production process, and it is imperative that we can contact you as quickly as possible.
Also, an active email address ensures that you will benefit from ‘Author Services’:
when your proof passes through the various production processes ahead of
publication, you will automatically receive email updates to inform you of your
proof’s status.

e Please ensure that your manuscript file is supplied in Word format.

e When submitting figures with your manuscript, please first refer to the following
guidelines: www.blackwellpublishing.com/bauthor/digill.asp. It is crucial that high-
resolution figures are supplied with the final version of your manuscript. We are
unable to use low resolution figures; these will result in a very poor quality printed
image. Figures should preferably be submitted in TIFF or EPS format.

e If you are submitting colour figures with your paper, please also include a signed
Colour Work Agreement form. This can be downloaded from the journal homepage.
On this form, please indicate whether you would like your figures to be reproduced in
colour (for which there is a charge — please refer to the Colour Work Agreement form),
or in black and white (at no cost to you).

e [tis imperative that we receive a signed Exclusive Licence Form with your manuscript

before we can proceed to copy-editing and typesetting. By law, we are not permitted
to publish any paper without this form. A copy of the form can be downloaded form
the journal homepage.

e If you are planning to be away from the office for an extended period of time, please
alert the Production Editor at jzs@oxon.blackwellpublishing.com — this will allow us to
send your proofs to your correct address.
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Submitting your final manuscript

Please submit your final manuscript and figures electronically by E-mail to the Editor-in-
Chief or, if the data files are too large, via ftp site:

e To access the production FTP site, please click on the following links:
ftp.edn.blackwellpublishing.com or if this does not work, please try
<ftp://195.217.212.162> instead.

e  When prompted, please enter the following login ID and password:
login ID: Author-access
password: bpl2000pub (BPL but in lower case, not bp1)

e This will then present a list of folders — please double-click on the folder called
‘Journals’. You will then be presented by a list of folders for all the journals we publish
in the Edinburgh office. Please choose the folder called ‘JZS” and double-click on the
folder to open it. You can then transfer files from your own directory to the JZS folder.

e Once you have transferred your files to the JZS folder on the FTP site, please send
email notification to the Editor-in-Chief at Wilfried.Westheide@Biologie.Uni-
Osnabrueck.de so he can confirm that your files have arrived safely.

e If you should have any queries or concerns regarding the FTP site, please contact the
Production Editor at jzs@oxon.blackwellpublishing.com.

Supplementary Material

Supplementary Material, such as data sets or additional figures or tables, that will not be
published in the print edition of the journal, but which will be viewable via the online
edition, can be submitted.

It should be clearly stated at the time of first submission that the Supplementary Material
is intended to be made available through the online edition. The availability of
Supplementary Material should be indicated in the main manuscript by a paragraph, to
appear after the References, headed "Supplementary Material" and providing titles of
figures, tables, etc. (see also Author Guidelines on the journal website).
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