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Author Guidelines

Purpose of the Journal

The Journal of Behavioral Health Services & Research (JBHS¢>R) is a quarterly journal and is the official publication
of the Association of Behavioral Healthcare Management (ABHM), an individual membership section of the
National Council for Community Behavioral Healthcare NCCBH). It is a peer-reviewed, multidisciplinary
journal that publishes articles on the organization, financing, delivery, and outcomes of behavioral health
(including mental health and substance abuse) services.

Submission of Manuscripts

JBHS &R will review a manuscript for publication with the understanding that it has not been previously
published (in full or in part) either in print or on-line, and is not currently being reviewed for publication
elsewhere. [BHS&K invites contributions in the form of Regular Articles (average length 20 pages, not
including references, tables, or figures), Policy Perspectives (16 pages), Commentaries (16 pages), Brief
Reports (10 pages), Letters to the Editor (1 page), and Book Reviews (1 page). Neither the length of the
paper nor the category that the manuscripts are assigned necessarily reflects their importance to the field.

Manuscripts may be submitted via e-mail or through U.S. mail (in quadruplicate, along with a copy on a new
computer diskette). In addition, include a cover letter stating that the material has not been published (in full
ot in part) either in print or on-line and is not under consideration for publication elsewhere. Submit
manuscripts to

Bruce Lubotsky Levin, Dr.P.H., FABHM, Editor
The Journal of Bebavioral Health Services & Research
Louis de la Parte Florida Mental Health Institute
University of South Florida

13301 Bruce B. Downs Boulevard

Tampa, FL 33612-3807

Telephone: 813/974-6400; Fax: 813/974-6257
E-mail: levin@fmhi.usf.edu

Manuscript Preparation

Manuscripts must be submitted in Microsoft Word (preferably PC-based). Do not use the graphics option for
tables or the sequential (embedded) footnote option.

Identical hard copy and electronic files should be submitted for all text and all artwork. All disks submitted
must be new. Disks and the cover letter must be clearly labeled as to operating system and software
application.

Manuscripts must be typed on one side, only using 8 1/2 by 11-inch paper, double-spaced (including
abstracts, footnotes, block quotations, references, tables and appendixes), with one-inch margins on all sides.
Text pages should be numbered consecutively starting with the first page of the paper. Do not right justify
the manuscript text. The use of first person (i.e., I, we, our) in the manuscript narrative should be avoided.

In addition, authors are expected to use “person/people first” language (e.g., “individuals with chronic mental
disorders” rather than “the chronic mentally ill”).



Manuscript Contents

Manuscripts should be ordered as follows: title page, abstracts, text, references, appendixes, tables, and any
illustrations. Each manuscript must include the following:

Title Page: Include title, key words for indexing, name(s) of author(s), academic degree(s), name and address
of organization where the work was done, and any acknowledgments, credits, or disclaimers. On a separate
page list the name, position title, complete and current mailing address, telephone, fax and electronic mail
numbers for all authors. Names of authors should not appear on text pages. A secondary title page, which
goes to reviewers, should be included, listing only the manuscript title.

Abstracts: All manuscripts, except Letters to the Editor, require an abstract of no more than 150 words. No
references may be cited in the abstract. Please double-space the Abstract and place it on a separate page
following the title page.

Implications: /[BHS¢>R is committed to publishing manuscripts in applied behavioral health policy and
services delivery as well as publishing articles based upon empirical research. All manuscripts must contain a
section heading (with appropriate narrative) located near the end of the manuscript entitled “Implications for
Behavioral Health Services.”

References

References must be cited in text and styled in the reference list according to the Awmerican Medical Association
Manual of Style, ninth edition, 1998. The JBHS&K deviates from this style of referencing by spelling the entire
name of journal publications in the references section of the manuscript. Only material that has been
published, accepted for publication, or presented at a major conference can be included in the References.
Page numbers should appear with the text citation following a specific quote. Arrange and number references
as they appear in the text. If a reference is cited more than once, use the original reference number. In the
references, name all authors and editors through the third; if there are more than three, list the first three et al.
Journal titles, book titles, titles of presentations, and titles of technical reports should appear in italics (see
below).

Reference Examples:

Journal Articles
Tsai SP, Reedy SM, Bernacki EJ, et al. Effect of curtailed insurance benefits on use of
mental health care. Medical Care. 1989;26:430-440.

Books or Monographs
Sharfstein SS, Beigel A, eds. The New Economics and Psychiatric Care. Washington, DC:
American Psychiatric Press; 1985.

Chapters in Books
Khachaturian ZS. The case for preventing decline in the aging brain. In: Dychtwald K, ed.
Healthy Aging: Challenges and Solutions. Gaithersburg, MD: Aspen Publishers, Inc.; 1999:85-
100.

Government Documents
Taube CA, Mechanic D, Hohmann AA, eds. The Future of Mental Health Service Research.
DHHS Pub. No. (ADM)89-1600. Rockville, MD: National Institute of Mental Health; 1989.

Presentations
Miller B. Innovative Management for Research Development. Paper presented at: The
annual meeting of the Association of Mental Health Administrators; September 29, 1987;
Hollywood, FL.

Internet



Burka LP. A hypertext history of multi-user dungeons.1993. Available at:
www.utopia.com/talent/lpb/muddex/essay/ Accessed January 13, 1997.

When references are cited, they should appear as superscript numbers in the body of the text and should
follow all punctuation marks (for example, substance abuse treatment!!-13). References must not be created
using Microsoft Word's automatic footnote/endnote feature. References must be included on a separate
page at the end of the article and should be double-spaced.

Notes: These should be grouped together in a separate, double-spaced section after the text and before the
References. In the text, notes should appear as superscript, lower-case letters. For example: This has caused a
number of significant controversies?....

Illustrations

Figures should be created using electronic software (i.e., Adobe Illustrator, Corel Draw and Photoshop).
Please save files in both the application in which they were created (i.e., Microsoft Word) and as either EPS
or Tiff files. Use computer-generated lettering. Do not use screens, color, shading, or fine lines. In lieu of
original drawings and other material, a sharp, glossy, black-and-white photographic print between 5" x 7" and
8" x 10" is acceptable. Each figure should have a label on the back indicating the number of the figure, the
names of the authors, and the top of the figure. Do not write on the back of figures, mount them on
cardboard, or scratch or mar them using paper clips. Do not bend figures. Cite each figure in the text in
consecutive order. If a figure has been previously published, in part or in total, acknowledge the
original source and submit written permission from the copyright holder to reproduce or adapt the
material. Supply a caption for each figure, typed double-spaced on a sepatate sheet from the artwork.
Captions should include the figure title, explanatory statements, notes, or keys; and source and permission
lines. Provide a camera-ready copy and a separate electronic file for each piece of artwork. Do not embed art
in your text file.

Tables

Tables should be on a separate page at the end of the manuscript. Number tables consecutively and supply a
brief title for each. Include explanatory footnotes for all nonstandard abbreviations. Cite each table in the text
in consecutive order. They should be self-explanatory and not duplicate the text. If you use data from
another published or unpublished source, obtain permission and acknowledge fully.

Permissions

Authors are responsible for obtaining signed letters from copyright holders granting permission to reprint
material being borrowed or adapted from other sources, including previously published material of your own or from
Lippincott Williams & Wilkins. Authors are responsible for any permission fees to reprint borrowed material.
This includes forms, checklists, cartoons, text, tables, figures, exhibits, glossaries, and pamphlets;
concepts, theories, or formulas used exclusively in a chapter or section; direct quotes from a book or
journal that are over 30 percent of a printed page; and all excerpts from newspapers or other short
articles. WITHOUT WRITTEN PERMISSION FROM THE COPYRIGHT HOLDER, THESE
ITEMS WILL NOT BE USED.

Accepted Manuscripts

These papers become the property of JBHS@R and may not be published elsewhere without permission
from the editor. Authors will be asked to sign a copyright transfer agreement (which must be returned prior
to manuscript publication) acknowledging the manuscript transfer. Opinions and views expressed by authors
in all manuscripts (including Commentaries and Letters to the Editor) submitted to the JBHS @R should not
be construed to represent the opinions and views of the JBHS¢>R, the JBHS &R Editorial Board, the ABHM,
the NCCBH, Lippincott Williams & Wilkins, or the University of South Florida. Authors are responsible for



all statements made in their work, including changes made by the production and copy editors. Papers are
edited to conform to JBHS &K style as well as to improve the effectiveness of communication between the
author and JBHS &K readers.

Galley Proofs

Lippincott Williams & Wilkins prefers to email page proofs as PDFs to the corresponding author. If the
corresponding author cannot receive the proofs electronically and prefer that we mail the hard copy proofs, the page
proofs will be sent to the corresponding author's home address due to delays in institutional mail distribution. If
home delivery is problematic, or if delivery to a business address is preferred, please indicate this on the Article
Submission form (below). In some cases, we may opt to FAX the galley proofs to the corresponding author in the
interest of time.

Reprints

These may be ordered at the request and expense of the author after the specific issue has been published.
No pre-prints are available.

Indexes

The contents of the Journal of Behavioral Health Services & Research (ISSN 1094-3412) are indexed or abstracted
in ABI/INFORM & Business Periodicals, Abstracts of Current Literature (in Psychiatric Rebabilitation Journal, formetly
Innovations and Research), Academic Search/ CD-ROM, Applied Social Sciences Index & Abstracts (ASSLA), Biobusiness
Database, Business Sonrce, Corporate ResourceNE'T, CRIN: Business & Industry, Current Citations Express, Current
Contents/ Social & Bebavioral Sciences, EMBASE [ Excerpta Medica, Family Index, Family Studies Database, Health
Business, Health Care Information Service, Health Source Plus, HealthSTAR, HECLINE'T, Hospital and Health
Administration Index, Index Medicns, LEXIS-NEXIS, Magazine Search, MasterP1LLE, Medical Benefits,, Medline,
Mental Health Abstracts, Psychological Abstracts, PsycINFO, PsycL I'T, Research Alert, Social Services Abstracts,
Sociological Abstracts, Standard Periodical Directory (SPD), TOPICsearch, UP-TO-DATE Library, and the Web of
Stcience and are available in microfilm from University Microfilms (UMI), Ann Arbor, MI 48106. Tables of
contents and abstracts ate also available online at http://www.fmhi.usf.edu/jbhst/jbhsrmain.html.
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Article Submission Form

PLEASE COMPLETE THIS FORM AND RETURN IT WITH THE SIGNED LIPPINCOTT WILLIAMS &
WILKINS AUTHOR’S GUIDELINES.
PLEASE USE ONE FORM PER AUTHOR AND TYPE THE FOLLOWING INFORMATION.

Title of Article:

Author: (List each author's complete professional title, business institution, office and home address, phone and fax
numbers, and e-mail address. Please use one form per author.)

Name: Degrees:

Professional Title:

Department:

Business Institution:

Business Address:

Business Phone: Preferred Fax No.
Home Address:

Zip:
Home Phone: Preferred E-mail:

**Note: We prefer to email page proofs as PDFs to the corresponding author. If the corresponding author
cannot receive the proofs electronically and prefer that we mail the hard copy proofs, the page proofs will be
sent to the corresponding author's home address due to delays in institutional mail distribution. If home
delivery is problematic, or if delivery to a business address is preferred, please indicate this below. In some
cases, we may opt to FAX the galley proofs to the corresponding author in the interest of time.

Emailed as PDFs ; email address:
Faxed ; fax number:
Mailed as hard copies ; Corresponding address:

EACH ARTICLE MUST INCLUDE THE FOLLOWING:

e Hard copy and electronic files for all text and artwork

e Abstract and key words (if applicable)

e Lippincott Williams & Wilkins Author's Release form signed by all authors

e  Written permission for any borrowed material (see "Permissions," in the Author Guide)
e References
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REPRINT PERMISSION REQUEST

(Date)

To: From:

This is a request for permission to reprint/adapt material from (list book or journal title, author, page number,
volume/issue number (if a journal), and copyright year):

This material will appear in the following Lippincott Williams & Wilkins publication:

This request is for worldwide rights in all languages for this and any subsequent editions of this publication. Proper
acknowledgment of the title, author, publisher, and copyright date will be given. The publisher is Lippincott Williams &
Wilkins, 530 Walnut Street, Philadelphia, PA 19106. The tentative publication date is

Your cooperation is appreciated.

Copyright holder completes the section below.

Permission is granted for the use specified above.

(Signature) (Date)

(Title)

If copyright is limited, please indicate other copyright holder(s) whose permission is necessary. Please return this form to
the address listed at the top of this request.
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AUTHOR'S MANUSCRIPT CHECKLIST

Manuscript Preparation

[ Manuscript created in Microsoft Word, preferably PC-based
0 DO NOT use graphics option for tables nor embedded footnotes
0 Submit IDENTICAL hard copy and electronic copy, including all artwork
O Use NEW DISKS to submit manuscript; label disk to identify operating system and software application used
0 Hardcopy must be typed, on one side only, double-spaced, 8 1/2 by 11 inch paper
O Manuscripts should be ordered as follows:
e title page
e  abstracts
° text
e references
e appendixes
e tables
e illustrations
References
0 References must be cited in text as superscript and styled in the reference list according to the Awserican Medical
Association Manual of Style, Ninth Ed., 1998. Please list the complete names of journals titles.
0 DO NOT cteate references using Microsoft Word's automatic footnote/endnote feature.
0 References must be on a separate page at the end of the manuscript.
Illustrations
0 Create figures by using electronic software, save in both the creation application and as either EPS or Tiff file.
0 Cite each illustration within the text in consecutive order. Indication placement of all tables and figures in text.
0 Provide signed Reprint Permission Request if illustration has been previously published or is otherwise
copyrighted, including your own previously published material.
0 Supply a caption for each illustration.
O Supply a camera-ready copy and an electronic copy for each illustration.
O DO NOT embed illustrations within the text.
Permissions
0 Authors are responsible for obtaining signed Reprint Permissions Requests from copyright holders granting
permission to reprint material being borrowed or adapted from other sources, including previously published
material of your own.
O Authors are responsible for any permission fees to reprint borrowed material, including (but not limited to)

e forms, checklists, tables, exhibits, and figures

e  concepts, theories, and formulas

e direct quotes from a book or journal that are over 30% of a printed page
e all excerpts from newspapers or other short articles

e pamphlets, cartoons, text, glossaries

WITHOUT WRITTEN PERMISSION FROM THE COPYRIGHT HOLDER, THESE ITEMS WILL NOT
BE USED.

Forms
N Signed Copyright Transfer Agreement
0 Article Submission Form
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