
STYLE SHEET
English Language and Literature
THE MANUSCRIPT
· Use paper of standard size, either 8½x11 or A4.

· Type or print all copy (including notes, references, and tables) on one side of the paper, fully double spaced throughout the manuscript. 

FONT SIZE
· Use type of one size throughout the manuscript (including title, headings and notes), either 10 or 12 points (12 or 10 cpi), in a simple roman face (Times New Roman or Courier New). 
· Longer quotations require a smaller font (point size 10 or 11). Size 14 may be used for main headings and 13 for the sub-headings. Do not employ flashy styles and never mix fonts, except, possibly, in headings.

FONT STYLE

· Bold can be used for headings, sub-headings and for special emphasis.

· Italics can be used for special emphasis but should definitely be employed for book, journal, newspaper and film titles (note that titles of articles are not italicised!). 

· Italics are also used to offset foreign words used in an English sentence (e.g., the sentence contained a double entendre) as well as for words, letters and numbers mentioned as themselves (e.g., a large 3 was painted on the door). The latter can also be put in single quotation marks (e.g., the Italian for ‘dog’ is ‘cane’).

SPACING
All parts of the manuscript should be typewritten and double-spaced. Leave margins of 1 inch (or 30 mm.) on all four sides of the paper (30 mm at the top, 30 mm at the bottom and 30 mm on the left and right sides). No reduction of the manuscript will be made in the publication if the size is correct. 

Indentation

· All paragraphs should be indented (five spaces). 

· Do not use block style or leave an empty line between paragraphs

· Do not use line-end hyphens or right-justified margins.

· Long quotations (four lines and more) should be single spaced

NUMBERING PAGES: 

Number all pages of the entire manuscript serially in the upper right corner. Do not use any headers or footers other than page numbers. Use the following order and numbering of pages:

· page 0: title and subtitle; authors' names and affiliations; complete mailing address, email address, and telephone numbers of the first author; (for articles only, the names and addresses of suggested reviewers) 

· page 1: title and subtitle only 

· page 2: abstract of about 100 words (for articles only) with asterisked acknowledgement footnote if there is one 

· body of the work 

· references, beginning on a new page 

· notes, beginning on a new page 

· bibliography 

TITLES 

· Usually, all titles should be as brief as possible, 6 to 12 words. 

· Four to five pertinent keywords should also be provided (optional). 

· Type text without end-of-line hyphenation, except for compound words.

· Do not use lower case "l" for "1" or "O" for "0". (They have different typesetting values.)

PUNCTUATION

Spelling and punctuation have to be checked rigorously. Be aware of the fact that there

are British and American conventions. Choose one and use it consistently throughout the work. 

Use the spellchecking tools available in computer software. However, make sure you have selected the correct language/variety. Also, keep in mind that spellchecker does not identify all problems.

· Insert ONLY a single space (one space) between words and after punctuation. Use one one space after a period. Most typefaces on computers today use variable fonts, which make two spaces unnecessary and create too large a gap.

· Use a comma before the last member of a series of three or more coordinate elements: A, B, and C; X, Y, or Z. (This is called a ‘serial comma’.) Do not use a comma after the expressions e.g. and i.e.

· Typographer’s quotes, smart quotes, or true quotes (“ ”) are considered professional; inch marks or straight quotes are not (" ").

· Professional typography also makes a distinction between the uses of a hyphen (-), an en dash (–), and an em dash (—).To type them, refer to your software manual or the “help” function to learn the keystrokes. Do not confuse a hyphen and a dash. Both are punctuation marks. The difference lies in their use. The dash is used to indicate either parenthetical or additional information (e.g. One of the main themes of The Waste Land – published in 1922 – is alienation). The hyphen is used to compound words, word elements, and numbers (e.g. one-fourth of my income). No space is left on either side of a hyphen; a dash, on the other hand, has spaces on both sides. More recent text editing programmes automatically turn a hyphen into a dash when a space is left before and after it.
· Indent long quotations (more than about 40 words) without quotation marks.
· Indicate ellipsis by three periods, close set, with a blank space before and after, 
· like  . . .  this.
CAPITALIZATION AND ABBREVIATIONS

· In titles of texts, capitalize all words but grammatical words (articles, prepositions, conjunctions). However, titles of articles have increasingly come to be spelled with lower-case letters, with the exception of the first letter which should always be capitalized. 

· Use abbreviations either coined for your thesis (book titles, e.g., LDOCE for Longman Dictionary of Contemporary English) or used within a narrow field (terms, e.g., FTA for face-threatening act, or organisations, e.g., EALTA for the European Association for Language Testing and Assessment) 


Abbreviated terms make sense only if the words occur many times (e.g. when 
you discuss Jane Austen’s novels, you could use PP for Pride and Prejudice, SS 
for Sense and Sensibility, etc.). The first time you use the term or title, it should be written out, followed by the abbreviation in the parenthesis (BR: brackets). 

· Standard abbreviations (e.g., i.e., etc.) should be used sparsely, mainly in brackets, tables, and figures.

· Numbers from one to ten are conventionally written in words (e.g. The events that happened ten years later; five out of 15 subjects). Figures are acceptable for dates, addresses, percentages (e.g. 55% or 55 per cent or percent), fractions (e.g., 1/2), decimals (e.g., 0.005), scores (e.g., Manchester United – Arsenal 3:2), statistics and other numerical results, exact amounts of money (e.g., five pounds but £5.20), divisions of books and plays (e.g., Act I, Scene 1), pages, identification numbers and the time. 

· [Square brackets] should be used to insert the comments by the author (e.g., these masters rebelled [italics mine] against the structure). They also have to be used if you have to change something within a quotation to make it more coherent, especially if you are citing a short extract of a longer text (e.g., these days his [Shakespeare’s] work is being re-interpreted by interventionist critical agendas). 

· (Brackets or parentheses) should be reserved for additional information not strictly necessary for understanding the line of reasoning (e.g., Pincher Martin (also known as The Two Deaths of Christopher Martin in its first American edition) remains one of the central works of William Golding). 

· Parenthetical reference should be used sparingly – you should either expand it into a full sentence or, if the information is of no immediate relevance, place it into footnotes or endnotes. 

Double quotation marks are used for short quotations (up to three lines). Single quotation marks are used for quotations within quotations as well as for words, letters, and numbers mentioned as themselves (Example: the Italian for ‘dog’ is ‘cane’).
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