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Paragraph formatting

Font size: 13 pt

Alignment: justified text

Line Spacing: 16 pt

Indent: first line 0.7 cm (do not intend after headings and quotations)
Quotation

All quotations (words, parts of a sentence, sentences) in the text are marked by typographical
inverted commas (“..”). The quotations are followed by the respective references in
parentheses (name of author, date of publication, colon, page number). Quotations within a
quotation are marked by single inverted commas ('..."). Every difference from the original has
to be enclosed in square brackets. Omissions, even at the beginning or end of a longer
quotation, are represented by an ellipsis (three dots) in square brackets: [...].

Please note that one blank follows “cf.” and precedes “f.”. Dashes without blanks (instead of
short hyphens) are usually used when meaning “from ... too” (i.e. between dates or page

numbers).

Longer quotations (four lines and longer) are indented by the specification of the style sheet
called “Quotation”.

Font size: 12 pt

Space: 6 pt before, 6 pt after
Alignment: justified text

Line spacing: 14 pt

Indent: 0.7 cm left, o cm right
Emphasis

Double inverted commas are reserved for quotations. The meta-discursive use of certain
terms, distancing, etc. is marked by single inverted commas. Words in a foreign language are
set in italics. Keep to the upper and low case of the original language. Titles of works (books,
magazines, works of art, films, games, ..) are set in italics; titles of essays, however, are
marked by double inverted commas.

Footnotes

Font size: 12 pt

Space: o pt before, 3 pt after

Alignment: justified text

Line spacing: 14 pt

Indent: hanging 0.7 cm
with short dividing line before beginning of the footnote, drawn
through with continuous footnote text on the next page

Header

Font size: 12 pt

Indent: centred alignment

no dividing line
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Note

Please avoid single lines at the beginning or end of pages. You can change the programme’s
settings accordingly under format/paragraph/line and page breaks for the main text and the
footnotes.

Please do not use abbreviations in the text. Names of organisations are written out when first
mentioned (with the common abbreviation in brackets). The abbreviation can be used from
now on in the text. Please write out the authors’ Christian names. Numbers up to twelve are
written in letters, and then written as numerals.

Please keep to British English throughout the book. You do not have to mark established
foreign words (i.e. if you find them in the dictionary); Technical terms from foreign languages
go in italics (spatial turn, megalopsychia...). Avoid italics for emphasis and refer to concepts,
ideas, etc. with single inverted commas.



