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Proof Terminology

1XO (First Time Out) 
Allen Press uses 1XO to refer to the first version of page proofs. In addition to sending the 1XO proofs to the editor, this is 
the version that most editors have us send to the author for review. 

REV (Revision) 
Allen Press uses REV to refer to all subsequent proof cycles. This may be 1st Revision (1REV), 2nd Revision (2REV), etc.
 
PDF (Portable Document Format) 
This is a proprietary format for the transfer of information across multiple computer platforms. Documents in PDF format 
can be viewed, navigated, and printed from any computer regardless of the fonts or software programs used to create the 
original.

FTP (File Transfer Protocol) 
This is the Internet service used to transfer a data file from one computer to another regardless of the operating system.

Delivery Options

Allen Press offers two ways of delivering proofs to authors and editorial offices: PDF proofs and paper (hardcopy) proofs. 
Either option may be used for first or revision proofs. 

PDF Proofs 
Best practice is to provide PDF proofs rather than paper proofs. The use of PDF proofs can significantly improve the 
response time from the authors because most people have access to e-mail even when they are away from their offices. 
This is particularly true for international authors. We have also found that authors seem to be more responsive to PDF 
proofs than to paper proofs. When authors receive PDF proofs, figure proofs can sent to the editorial office at the same 
time. 

As with paper proofs, the editorial office can determine the procedures for authors to follow when correcting and returning 
PDF proofs (annotated PDFs, e-mail message, fax, courier). These procedures can be communicated as part of the e-mail 
stationery or as an e-mail attachment. The editorial office should provide Allen Press with these instructions well in 
advance so that everything will be in place when the first proofs are ready to send. 

We can deliver PDF proofs to the authors and editors in one of two ways: 

1. 	 FTP
 	 We prefer to put the PDF files on an FTP site (ours or yours) and to notify you when the files have been posted. If the 

Allen Press FTP site is used, we would set up a “hot” folder with a login and password so that you will automatically be 
notified when files have been placed in the folder. There are two ways to provide the PDFs to the authors:

	 •	 You (the editorial office) send the PDF proofs to each of the corresponding authors. There is no additional charge for 
this scenario.

	 •	 We send the authors an e-mail notification that their articles are on the FTP site to be picked up. The e-mail will be 
sent using an alias so that it appears to come from the editorial office. The text of the e-mail can include author 
instructions and other information you want to communicate to your authors. There is a small charge for this 
service.
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2.	 E-mail
	 •	 We can send the PDF proofs directly to the authors as e-mail attachments. The e-mail will be sent using an alias so 

that it appears to come from the editorial office. The text of the e-mail can include author instructions and other 
information you want to communicate to your authors. There is a small charge for this service.

	 •	 File sizes can be quite large, so authors must have the capability of receiving large e-mail attachments. 

Paper Proofs
Paper proofs (or “hardcopy” proofs) are just what the name suggests. Paper proofs can be sent to the author and the editor. 
We need complete mailing addresses for all corresponding authors, including street address, city, and zip/mail code. 

The manuscripts, original figures, and figure proofs are sent out in the same package. The package to the author should 
include instructions for correcting and returning the proofs to the editor. They are sent to the author or the editor, 
depending on your instructions. The editorial office should provide Allen Press with these instructions well in advance so 
that everything will be in place when the first proofs are ready to mail. 

Authors’ and editor’s proofs can be sent via USPS (regular, Priority Mail, Express Mail) or Federal Express. It is not possible 
to trace or obtain a proof-of-delivery on USPS regular or Priority Mail. Therefore, Express Mail or Federal Express should be 
used if proof-of-delivery is required. This might be particularly important, for example, if original artwork is included in any 
of the packages. All postage and shipping charges will be billed to the journal. 


