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President’s 

Message 

Alhamdulillah and peace be upon our Prophet 

University of Dammam received special care from His Majesty, King of 

Saudi Arabia since its establishment, and this was the strong reason 

behind the fruitful existence of the University in all fields of scientific 

research. The Council of Higher Education fulfilled the Royal Decree 

during the Meet (73) on 2/7/1434 by making the Center of Scientific 

Publications as the University’s gateway for publishing academically 

innovative and groundbreaking works. As of universal note, scientific 

publication is one of the evaluating standards for getting academic 

accreditation, and so establishing a center for scientific publications in 

the university is highly welcomed in order to mark the level in the scale 

of progression by evaluating UoD’s scientific works in terms of language, 

documentation and production. May God bless the progression. 

Prof. Abdullah Mohammed Al-Rubiesh 
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Vice President’s 

Message 
Alhamdulillah and peace be upon our Prophet 

University of Dammam is mainly focusing on promoting scientific 

research by providing an academically rich and supportive environment 

for the authors to publish their innovative and excellent scientific works. 

The Center of Scientific Publications has been successfully established 

under the Deanship of Postgraduate Studies and Scientific Research and 

it is fully equipped with highly qualified sta� and trained publishing 

professionals who are developing a unique publishing house in the 

region that will publish authorized scientific works after the approval of 

the Scientific Council. 

This Guide book is meant to help the authors in publishing their scientific 

works in various disciplines. 
   

May God bless the progression. 

Prof. Abed Alsalam Bin Abdullah Alsuliman  
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Director’s 

Message 

The Vice Presidency of Postgraduate Studies and Scientific Research 

highly aspires to publish the scientific works of the faculty of Imam 

Abdulrahman bin Faisal University in Dammam. The Center of Scientific 

Publications, thus, seeks to publish scientific works after going through 

the Guide›s publishing procedures. The resulting product, then, will be 

a professional work which competes with international, scholarly 

productions. 
  

This guide aims at presenting the faculty›s achievements and guidelines 

needed by authors to publish their books.  

May God bless the progression. 

Dr. Haya Abdulwahab Abu bshait 
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Introduction 

The University of Dammam is working on promoting scientific research 

by providing convenient and supportive academic environment for 

Faculty members and Researchers to publish their tremendous scientific 

research works in all knowledge based fields. The University of 

Dammam will be soon placed among the top most universities 

worldwide by enriching the scientific libraries with numerous 

publications. 

The main goal of the University is to achieve ‘excellence’ in publishing 

scientific materials. Therefore, the University o�ers valuable guidance 

to specialized researchers in all scientific fields in order to exhibit their 

knowledge and experience by documenting their thoughts and 

delivering them to the community and the upcoming generations 

through a well-organized publication process. 

‘The Guide for publishing a scientific book’ gives all the required details 

regarding publication procedures and guidelines along with the 

publication rules, authors’ rights, copy rights and publication rights, 

commitments and rights of the Center of Scientific Publications 

according to the Universities’ applied legislation of publications. This 

Guide book is meant to look after the Scientific work starting from 

receiving the material and ending up by delivering it to the readers. The 

University will work on producing the updated version of this Guide 

book that will raise awareness about the latest quality standards of 

scientific publication methods and techniques. 

The Guide for Publishing a Scientific Book includes: 
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1. Author’s Benefits  

2. Application Procedures & Guidelines for Authors 

3. Standards and Procedures for producing a Scientific Material 

4. Commitments of the Center of Scientific Publications 

5. Copy Rights and Publishing Rights  
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Strategic Plan 

Vision:  

Achieving leadership by expanding the knowledge base to enrich 

Science and specialized knowledge in all the beneficiary fields in order 

to serve the society. 

Mission:  

Activating the role of the Center of Scientific Publications at the 

University of Dammam in order to attain the best on all the national 

leading platforms based on Science and Knowledge. 

Objectives:  

1. Raising the level of distinctive and innovative research production 

to enroll the University of Dammam among the top most 

universities worldwide. 

2. Encouraging sta� members to do their duties in supporting 

Scientific Research and Authorship at the University and the 

society.  

3. Advancing the Scientific Research system to enrich Science and 

Specialized knowledge in all the beneficiary fields of Education. 

4. Supporting sta� members to publish their scientific works by 

confirming their attribution to the University. 

5. Considering Arabicizing the Scientific terms and translating 

scientific books.  

6. Managing the shortage of scientific books and references and 

enriching the Arabic library with scientific books under 

specializations. 
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7. Advancing and developing qualifications of the distinctive staff 

members to promote a new generation of researchers who in  
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fact, support the scientific publications at the university. 

8. Establishing a database for the sta� members’ published works 

in the University. 

9. Publishing Scientific works related to the promotional objectives 

of the Kingdom of Saudi Arabia to the greatest level. 

10. Producing specialized journals concerned with Scientific work 

that put forth for publication after judging it by the authorized. 

Values:  

1. Quality and creativity.  

2. Excellence.  

3. Active participation and teamwork.  

4. Community service.  

5. Transparency and accountability.  

6. Standard copyrights/property rights. 

7. Customer Support. 

Terminologies 

Author:  

A person (or group of persons) who is asked to write a material or has 

voluntarily submitted a material to the Committee to be published 

under his/their name or attributed to him/them in any way based on the 

benefits obtained by the author and the university. 

Main Author:  

He/she is a faculty or a sta� member who leads and guides other 

participants to do projects. 

Co-Author:  
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He/she is a faculty or a sta� member who does research studies along 

with other scholars. 

University:  

University of Dammam. 

Publishing Rights: 

Beside authorization rights, there is something known as Publishing 

Rights which saves the Publication Center and its sta� rights and helps 

the authors in publishing their scientific works. 

Chairman: 

He is the head of the Scientific Council. 

Book on Manuscript Reference:  

A book that talks about a field of science partially or fully and its 

references in most of the cases are manuscripts originally. This book 

consists of documented references and it is clear and free of mistakes. 

It accurately goes with scientific revising and judging process. 

Manuscripts:  

A manuscript is any document written by hand, as opposed to being 

printed or reproduced in some other way. Before the arrival of printing, 

all documents and books were manuscripts. These are primary sources 

of documented information on di�erent fields. Many researchers rely 

on them while doing their research studies. 
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Sustainable Committee for Research and Scientific Publication: An 

authorship, publication and translation committee established by the 

President of the University takes care of finalizing the publication works. 

Council: 

The University’s Scientific Council. 

Referees:  

A committee is requested to judge and give its opinion on a scientific 

material whether it is suitable for publication or not. 

Scientific Material:  

Every new literary or practical or technical work according to the list 

given in Article (21) is welcomed based on the nature of work, way of 

expression, importance, or purpose. 

Executive and Procedural Rules:  

These are the Authorship and Publication rules framed by the University 

of Dammam in 1432 H. 

Appendix: 

Supplementary material at the end of a book, usually of an explanatory 

(maps, photos, paintings, shapes), statistical (graphs) or bibliographic 

nature.  

Encyclopedia: 

A book or set of books containing articles on various topics, usually in 

alphabetical arrangement, covering all branches of knowledge or, less 

commonly, all aspects of one subject. 
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Publication of a Scientific Material:  

An approved scientific material or intellectual research written by a 

faculty/sta� member from inside or outside the University will be 

published through the Deanship of Scientific Research in the university 

according to Articles (22& 24). 

The Center of Scientific Publications:  

A scientific publication center works under the Deputy of Postgraduate 

studies and Scientific Research at the University. The center is 

responsible for printing and publishing any scientific work 

recommended for publication by the Scientific Council after judging it 

according to the terms of University publication rules. 

Publisher:  

The Center of Scientific Publications at the University of Dammam. 

I. Authors’ Benefits  

The Center of Scientific Publications supports the Authors/Translators 

by promoting their scientific works and delivering them to the readers 

worldwide. The following are some of the Author’s benefits o�ered by 

the University: 

1. The Center of Scientific Publications works on publishing the 

material free of charge, starting by editing, producing, marketing, 

advertising and ending up by distributing it.  

2. A comprehensive contract between the Center of Scientific 

Publications and the Author/Translator will be signed where the 

rights and commitments of each party and any other important 

conditions will be clearly stated. 
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3. Authors, revisers and translators will receive appropriate rewards.  

4. The Center of Scientific Publications will save authorship rights by 

getting an ISBN number for the material in accordance with the 

Kingdom›s regulations. 

5. Authors/ translators will be given 100 copies of the material at free 

of cost. 

6. Materials approved by the Scientific Council to be published are 

counted among the minimum number of faculty contributions for 

promotion purposes upon their demand. 

7. The Center of Scientific Publications will exhibit publications in 

local, national and international exhibitions in addition to sending a 

copy of the work to universities in the Kingdom of Saudi Arabia as a 

gift. 

8. The Center of Scientific Publications will enter their publications 

into local, national and international contests. 

9. After five-year period of the publication contract, copyrights will be 

transferred to the writer/translator or his/her heirs. The 

republishing will take place according to the special agreement with 

the University. 

II. Application Procedures for the Author  

 A- Application Procedures: 

1. A scientific book to be published has to be approved by the 

University’s Scientific Council. Getting the Scientific Council’s 

approval starts by visiting its web page (www.sc.uod.edu.sa) and 

filling in the required forms by the Applicant, Department and 

College. A copy of these forms is available in the Appendix section. 

14



The Guide for Publishing a Scientific Book 

  

2. After getting the Scientific Council’s approval, the Center of 

Scientific Publications will start communicating with the author 

regarding editing, revising, producing and printing procedures and 

for this purpose author(s)/translator has to submit an electronic 

copy of the material in both forms (pdf & Microsoft Word) in 

addition to a brief note about the author(s)/translator (not more 

than 50 words) and a brief note about the material (not more than 

250 words). The electronic copy must contain the following: 

•  Title of the Comprehensive book. 

•  Edition and Year of Publication. 

•  Author’s Name: Three parts of the Name (First Name, Middle 

Name and Surname) in the center of the Front cover page. 

•  A brief note about the Author not exceeding 50 words.  

•  Abstract/Summary of the book in both English and Arabic 

language that should not exceed 250 words.  

•  The Center instructs the Author to provide three pictures used in 

his/her book for choosing any one among them for the Front 

cover page. 

•  The Center requires all Contact details of the Author/s for further 

follow-ups. 

•  Binding contract will be signed by author/s to ensure publishing 

rights (Refer Segment IV: Copy rights and Publishing rights). 

B- Guidelines for the Author:  

1. The author must adhere to Executive and Procedural rules of 

publishing at the university. 

2. The scientific material submitted by the author must not conflict 

with any religion, law or violate the publishing rules of the Kingdom.  
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3. The author must adhere to the Kingdom›s regulations regarding 

Author›s rights, Publishing rights, Press, Art and Literature Material 

rights or any other local or global rights. 

4. The author has to sign a warranty in order to ensure that all the 

contents, texts and other attachments [except reprints, reuse, 

Arabization or translation and quotations (permission is required 

for using quotations)] are original and composed by him/her. 

5. While reusing any other scientific material, permission must be 

taken in advance and the original source of that material has to be 

attached. In case of quoting several parts from the original source, 

the usage percentage must be specified. 

6. The author has the right of summarizing his/her published material 

when he is in the process of preparing other scientific papers  

or for other teaching purposes. The title of that published material 

along with the name of the publisher must be mentioned in the 

summarized copy in order to avoid confusion. 

7. The author will not be allowed to take part in preparing, publishing 

or reusing any other competent material which may a�ect the 

commercial sales of the material. 

8. The author has to assure that he/she does not submit the same 

material to any other publication centers.  

9. The author has to inform the center, if he/she couldn’t finish the 

required material on time.  In case the author utterly fails to finish 

the required material within the period specified by the center, 

then the center has all the rights to cancel the contract after 30 days 

of informing him/her and the center will not bear any financial or 

legal liabilities thereafter. 

10. If the author violates the contract rules, the university doesn›t bear 

any financial or legal liabilities. 
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11. The author must give the final draft back to the university or the 

publication center on time.  In case of editing more than 10% of the 

approved material, he/she has to pay the amount for replacing 

graphs, shapes or any other similar substitutions. The publication 

center has the right of deducting the cost from the author›s royalty.  

III. Standards and Procedures for producing a Scientific 
Material:  

University of Dammam is working on achieving quality standards in the 

production of a book and its authorship. 

A- Text Standards of a Scientific Material:  

1. The scientific material submitted by the author must not conflict 

with any religion, law or violate the publishing rules of the Kingdom. 

2. The material must be scientifically accurate and free of linguistic 

mistakes. 

3. The topic of the material must be related to the author›s 

specialization. 

4. The material must not be published before in any scientific journal 

or via any publication center. 

5. The material must be unique. 

6. The material must serve a curriculum (textbooks) or be a scientific 

reference of one of the university›s curriculum (textbooks). 

7. The material must not be taken fully or partially from any other MA 

theses or PhD dissertation works. 

8. The title of the material must be clear and should cover the 

contents. 

9. Keywords (words if any): Some books consist of special semantic 

words of the book, author and editor. Please be sure of the 
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existence of these words and their applicability to the work being 

published. The chosen words should be taken into consideration in 

the state of helping us interestingly to find out the chapters of the 

book through the proposed search engines.  

10. Publisher›s permission is required in case of using shapes and 

graphs from other website resources. 

11. The material must be free of confidential information or harmful 

data which violate others› rights or any other false and risky 

information. 

12. University is not responsible for any such violation or risk 

implications. 

B- Formatting and Production: 

1. General Rules: 

•  The material must be printed on one side of A4 size paper. Double 

line space is required. Leave 2.5 cm top and edge margins and 3.5 

cm bottom and side margins. An electronic copy must be 

submitted in a disc as specified by the University. 

•  Take care of reference and table citations in case the author 

prefers using ‘footnotes’. 

•  Use ‘Times New Roman’ font type and font size “12” for materials 

in English and use ‘Traditional Arabic’ font type and font size “14” 

for materials in Arabic. 

2. Regarding formulas: 

•  Use default templates to locate the main titles. 

•  Use Microsoft word basic characteristics like Bold, Italic, 

Underline and the content ready template. 

•  Scientifically known font must be used in case of writing formulas 

and chemistry equations or other special scientific symbols.  
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•  Bold font must be used in subtitles and important words. 

3. Each chapter begins with a brief introduction (150 -200 words). 

4. Numbering starts from the First chapter. Numbers must be 

provided according to the language used   in the book at the bottom 

edge of the page. 

5. Roman Numbers (i, ii…) must be used to number the Introduction 

and the Definition pages.  

6. Regarding Tables: 

•  Tables and graphs must be numbered according to its location in 

the material. 

•  Every table must be given a simple title and a number (above the 

given table and referring citation might be provided also). 

Numbering the tables must be clear by showing the chapter and 

table’s number together (e.g. 1 ,1 -as chapter no.1, table no.1). 

7. Regarding Shapes: 

•  Every graph must be given a simple title and a number (under the 

given graph). 

•  Graphs must be drawn in a good way either by using drawing 

papers or using printed ones.  In case of original drawings, all 

those stu� must be attached to the material at the time of 

submission. 

•  Each image must have a complete title to explain its importance 

accurately. The details related to the Image must be given in the 

appendix as well as pointing to it in the text. 

•  Original graphs, shapes and maps must be ready for copying at 

the time of submission. 

•  Images, Graphs and Illustrations must be saved in EPS extension. 

Microsoft, Excel and PowerPoint files must be submitted in their 

original extension formats (xls, xlsx, ppt, pptx(. 
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•  Scanned pictures must be kept in TIFF extension with not less than 

1200 pixel resolution. 

•  mages with little shadows must be saved in TIFF extension with 

high accuracy not less than 300 pixels resolution. Architecture 

pictures, Artistic and Colorful images must be saved in TIFF 

extension with not less than 600 pixels resolution. 

•  References and sources must be organized in alphabetical order. 

Vancouver documentation method must be followed: 

MLA: Human Science  

APA: Social and Engineering  

AAA: Anthropology  

CSE: Biology  

AMA: Nursing and Medication 

ACS: Chemistry  

AIP: Physics  

AMS: Math  

C- Chapters and Series in a Scientific Material:  

1. Cover page:: 

To achieve excellence in the appearance of the books published by the 

University, certain criterions of the cover images are preferred. 

•  Unified background 

•  Special color is to be selected for each field of specialization 

•  Content related picture or shape must be provided 

After receiving the above from the author’s side, the Production 

Department will take care of designing front cover, opening pages and 

back cover.  
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2. Contents: 

The submitted copy of the book must include the following elements: 
•  Content page 

•  Introduction page 

•  Body text 

•  References and Appendix  
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IV. Commitments of the Center of Scientific 
Publications:  

1. The Publication Center has the right of not publishing any material 

that violates religion principles, general & moral ethics dignified in 

the Kingdom. 

2. The Publication Center will pay the amount for classifying the index 

of the material when it is needed. 

3. The Publication Center may give the author the rights of reusing not 

more than 10% of the material upon his request. 

4. The Publication Center has the right of editing the material in order 

to enhance its appearance. 

5. The Publication Center has the right of adjusting the format and the 

target language of the material when it is approved for publication. 

6. Authors or Translators have to sign a contract with the Publication 

Center regarding Publication agreements. The Publication Center 

has the right of copying and distributing the material (translations, 

quotations, editions) in any ways and means.   

7. The contract between the Publication Center and the Author 

involves agreements regarding author’s rights, transferring 

rewards/amount and terms of usage. 

8. According to the publication rules and regulations of the Kingdom, 

the Publication Center is responsible for getting a Local Number and 

an ISBN (International Standard Book Number) for the book. 

9. The Publication Center may consider the complaints about the 

material published in print.  

10. The Publication Center must take care of producing books with fine 

appearance. 
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11. In case of more than one author of a material, the Publication 

Center has the right of nominating the main author based on his 

participation in developing the new version of the material.  The 

author has to inform the center about his acceptance of 

participation within 45 days.  

12. The Publication Center has the right of choosing an alternative 

author to prepare the new version of the book in the following 

cases: 

•  Author’s death or permanent disability  

•  In case the author fails to inform the center about his duty 

acceptance within forty five days 

•  In case the author does not have the wish to participate in the 

production of the new version 

•  In case the author fails to finish his work within the specific period. 

13. f the Author’s performance is not up to the mark, or his 

participation in the production of the new version is not 

competitive, then the Publication Center has the right to give the 

royalty to the alternative author.  

14. The Publication Center has to notify the Scientific Council regarding 

the change of royalty.  

V. Copy Rights and Publishing Rights: 

1. Author or Translator has to sign a contract with the Publication 

Center at the university in order to transfer all copyrights regarding 

the material (including copying, publishing, making new versions, 

changing the style of target language) during the five-year contract 

period. 

2. All the preceding rights are under the consent and authority of the 

Publication Center at the university. Recopying, republishing, 
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reselling, redistributing, reselecting rights can be acquired in the 

following ways:  

Printing, copying, scanning, audible or visual copying and other 

methods beside the right of translating the material or permitting 

other publication centers for doing so. 

3. The Publication Center has to place the logo of the University and 

the name of the Publication Center on the main cover of the 

material clearly or by any other way in order to cast the university 

rights. 
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Procedure of publishing a scientific product: 

Step 1: 
Access to the university 

site and select applications 

of faculty members and 

sta�. step 2: 

Choose the Scientific Board System Icon. 
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step 3: The login page 

for the SCI system 

appears, and the user  
name and password 

of the university e-

mail are entered. 

step 4: After logging 

in to the system 

page, the Academic 

and Research 

Services tab is 

selected, then the 

Scientific Council  

System icon. 
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Step 7: 
The fi l l  form appears, 

is fi l led in 

completely. 

Step 8: 
You  can 

 choose 

attachments 

 and 

upload them, you 

can  choose 

 and 

download  more by 

clicking the Add 

button and repeat 

the process. 
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quest can not be modified). 
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Step 11: After  

submitting the 

application, the 

system will  provide 

you with a special 

number for this 

application, from 

which you can 

inquire about the 

status of the 

application. 

Step 12: Enter the 

order number and 

click on the search 

button to inquire 

about its status. 

Electronic 

forms available on the Scientific 
Council website: 
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For more details, see the executive and procedural rules for the 

dissemination of scientific output at the University of Imam Abdul 

Rahman bin Faisal: 

Center for Scientific Publishing 

Kingdom of Saudi Arabia - Imam Abdulrahman bin Faisal Univer- 

sity 

 + 9661333335903 

 + 9661333330177 
  Publisher@iau.edu.sa  
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