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First edition

This work is licensed under the Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International
licence (CC BY-NC-SA 4.0). You may share and adapt it for non-commercial purposes with attribution to
Banana Bytes Publishing Inc., indicate changes, and distribute adaptations under the same licence.

Editorial and AI acknowledgement: AI assistance supported organizing and clarity during preparation. Human
editors remain responsible for the content, examples, sources, wording, accessibility, and release decisions.

Accessibility note: This guide is prepared for accessible reading and practical use. Check heading hierarchy, alt
text for figures, descriptive link text, keyboard access, and readable contrast. Automated checks do not establish
conformance for every reader or technology.

The governing venue, publisher, or institutional requirements always take priority over this tracker.



Start Here

1. Choose your task: planning, source work, revision, or submission. Read the matching guide chapter and its
worked example first.

2. Follow your assignment or venue requirements. This workbook does not replace a rubric, current submission
rules, or required disclosures.

3. Printable edition: write in the outlined areas. Fillable edition: download and save a project-specific copy, then
type in a form-capable PDF reader.

4. Save, close, and reopen your copy to confirm that entries persist. Fields follow page order and have
descriptive labels. No reset script is included; keep a blank master.

5. Keep responses concise. Text fields have character limits and do not scroll; use a labelled continuation sheet
for longer material. Check your saved or printed copy for hidden text.

6. A completed example is clearly marked fictional. Blank source and continuation pages contain no example
data. Label QUOTE, PARAPHRASE, and MY ANALYSIS separately.

7. Keep sources, exact locators, limitations, revision decisions, and actual assistance records together. Do not
invent a source, permission, interview, or completed check.

AI assisted with developing these prompts and verifying the PDF structure. The original publication and licence
page is retained on page 2. This 1st Edition synchronizes the guide, workbook, and web lessons.
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Submission Identity

Complete for your own project. Use a labelled continuation sheet when needed.

Manuscript title and version

Venue, editor, route, and requirements checked

Deadline, audience, and fit

Contribution in one sentence

Evidence, source, rights, and restriction tasks
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Revision and Package

Complete for your own project. Use a labelled continuation sheet when needed.

Contribution, structure, evidence, and limits

Fact-checking, quotations, citations, and copyedit

Authorship, reuse, assistance, rights, and disclosure audit

Manuscript, abstract/summary, keywords, and cover letter as required

Biography, anonymous file, figures, supplements, and required forms

Final filename, format, word count, and submission method
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Decision and Response

Complete for your own project. Use a labelled continuation sheet when needed.

Submitted date, version, and confirmation

Decision and date (or awaiting response)

Editor/reviewer comment and exact location

Response, revision made, and manuscript location

Next action, owner, and deadline

Integrity sign-off and remaining questions
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