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Norms and Style Sheet for

Monograph on Corpus Linguistics
and Conference Proceedings
Contributions should represent original research, neither published elsewhere nor under review for another publication.

The maximum length of each paper is 7,000 words, including references.
Contributors are responsible for the correct use of the language in their writings.
Type size
A 14 point type size should be used for the main body of the text. Block quotes, running heads, and footnotes shall be set in 12 point type size.
Type area
Please use a type area of 16 x 24 cm, excluding page number (16 x 25.3 cm, including page number).

In order to achieve this format, you may use the following settings for the margins (for DIN A4 paper size):

- left and right margin both 2.5 cm
- top and bottom margin both 2.85cm

- distance between page margin and footer shall be 1.55 cm.
Type font: Times New Roman.
Justification
All text, including footnotes and bibliography, should be set as a block with right-hand justification. Good justification requires hyphenation in order to avoid unsightly spaces in the text. If you have an automatic hyphenation feature in your word processor, please check if the hyphenator satisfies the following conditions:
-
The programme should employ a dictionary to look up each word rather than relying on general rules.

-
The programme should prompt you for advice when it encounters a word not contained in its hyphenation dictionary.

If the hyphenator fails one of these conditions, then you will have to proofread the hyphens to make sure that they are acceptable.

As automatic programmes often do not “recognize” words which are in brackets or quotation marks or words which are uncommon, it might become necessary to hyphenate by hand in order to avoid ugly spaces. If you insert hyphens manually, be sure to use the optional hyphen (combination of <strg/ctrl> + <->). Otherwise, if the text reflows, inappropriate hyphens may remain.
Line space
As a rule, the spacing (or leading) should be defined as exactly 2 points larger than the text size. Thus, line spacing should be specified as exactly 16 pt for text set in 14 pt, and as exactly 14 pt for text set in 12 pt, etc. (under the ‘paragraph fomatting’ menu specify line spacing as ‘exactly’, please, do not choose ‘at least’-mode).
Footnotes 
All lines of the footnote text should be evenly indented, so you have to use the tabulator for the first line of the footnote text and ‘hanging indentation’ for the following lines.


Notes shall be indicated in the main body of text by superscripts. Footnote numbers at the end of the page should have the same type size as the footnote text (12 pt) and should not be positioned above.
Quotations
Long quotations should be set apart from the main body of text, with one line of space above and one below. Quotes should be set with first-line indent only.

New paragraphs
We ask you to use a paragraph indention rather than a line space between paragraphs. After a heading or a blank line, the first line in a paragraph shall not be indented.
Running head
Running titles should be different on odd and even pages. It is common to have the name of the author on the left and the title of the contribution (or short version of the title) on the right page.

Under the layout section of your page set-up, you may be able to specify that you would like different odd and even headers. Every page except the first or only page in a section should carry a running head.

Page numbers should be inserted into the running head and positioned flush with outside margins at the top of the page. Even page numbers should appear on the left, odd ones on the right.
Page make-up
Please, avoid that a single line gets separated from the rest of its paragraph because of a page break (such lines are called widows or orphans depending on whether the isolated line is the first or last respectively in the paragraph).

The first line of text ( even headings ( must be printed at the same height on all pages. Thus, the line space between two paragraphs, for instance, is omitted at the beginning of a page. Tables and illustrations must also be placed with the top edge on a level with the first line of the text.

If you start with a sub-chapter at the end of a page, please make sure that there is enough space for the title plus two lines of the new paragraph at least. Otherwise, the sub-chapter shall start on the next page.
Illustrations and tables

Be sure that the figures and tables fit within your specified text area and avoid using grey-scale values as they have the tendency to fade. Stick to straight black-and-white contrasts, use coarse stippling or hatching. Type size in tables/diagrams must be large enough to withstand reduction to book format.


You are kindly asked to refrain from excessive use of illustrations and tables. Authors should not insert more illustrations or tables than absolutely necessary.
Style of headings
First-level headings might be boldface, headings of second level in italics, all further levels in normal type. Headings should be set flush left rather than centred.
Other specifications
Please, do not underline words, phrases, headings or www.addresses. Instead, use italics for foreign words, phrases, and to show emphasis.
Yours sincerely,
The editors

