STYLE SHEET____________________________________________________________________

· Page Setup (under file menu)
- Margins:
top
2,5 cm



bottom
2,0 cm



left
2,5 cm



right
2,5 cm

- Gutter


0,0 cm

- Distance from Margins:


   Header


1,25 cm

   Footer


1,25 cm


- Apply to:

whole document
· TEXT FORMATS (under format menu)
· General Font: 



Times New Roman

· Font Size Text:



14pt

· Font Size Indented Quotes:

12pt

· Font Size Indented Examples: 

12pt

· Paragraph Alignment:


justified

· Line Spacing Text:


single

· Line Spacing Indented Quotes:

single

· Line Spacing Indented Examples:

single

-       Main Headline: 



18pt, standard, centred, spacing before = 151 pt

first letters of all words capitalized (except: prepositions & articles)

· Name of Author:


First Name_Surname


14pt, italic, centred, (beneath central headline, line spacing 1.5 lines)

-        University:



14pt, italic, centred, (in round brackets, beneath name of author, single line 

spacing)

-        All other Headlines:

                  14pt, italic, left, first letters of all words capitalized (except: prepositions & 

articles)






numbering always starting with 1. (not 0. !!!)




      

following 2., 3., 4., etc.




      

further partitions  2.2.   2.2.1.   2.2.2.    2.2.3.  etc. 

(put a full stop after each number)






( between headlines and Text: 

double spacing  between headline and the following chapter (see sample pages)
triple spacing between end of chapter and new headline

-         Main Text Body:


Font:

Times New Roman, standard, 14pt, without special effects






Paragraph:


Alignment:
justified






Indentation Left: 
0pt






Indentation Right:
0pt





Special:

first line

: 0,5 cm 





Spacing Before:
0pt





Spacing After:
0pt





Line Spacing:
single

-         Stylistic Hints:


Within the main text body new paragraphs are marked by indentation of  the first 

line (0,5 cm).

There is no need of inserting an extra line in between two paragraphs!

Please, insert an extra line between your main text and indented quotes or examples (before & after)!

· QUOTES
    Indirect Referencing

authors names which are mentioned in the text are followed by the date of publication of 

their work in round brackets    

example: Miller (1993)

     Direct Referencing

a)   less then three text lines: 

these references are inserted within the main text body

 
using ‘...’ or “...” quotation marks  (please, use correct Font as shown !!!)


using double quotation marks ( ...‘“....’”...) no spaces are inserted between marks 

source: (author_date of publication:_pagenumbers) is inserted in round brackets after quote

example: (Miller 1994: 244)

quoting several authors with different sources references are separated by a semicolon  

example: (Miller 1994: 23; Kallen 1998: 45)

with two authors of the same source author’s names are connected by and
example: (Schmidt and Miller 1997: 897)

with more than two authors of the same source the name of the first author is followed by

, et al. 

example: (Miller, et al. 1967: 234)

omissions are marked by _..._ (without square brackets!!!)




example: “mmmmmm ... mmmmmm”(Miller 1998: 244).

-     Important Notices:


any quotation is concluded with a full stop; 

note: the full stop is inserted after the references are given







page numbers of several pages are given as follows






example: (Miller 1999: 123-199)    (Miller 1999: 123-577)

b)   more than three text lines:

the quotation is indented as a single paragraph without any quotation marks






between quotation and main text an empty line is inserted before and after quotation 

  



the introducing sentence ends with a colon







example:    as Miller argues:







Font:

Times New Roman, standard, 12pt, without special effects

Paragraph:



Alignments:
justified



Indentation Left:
0,8 cm



Indentation Right:
0,0 cm !!!


Special:

none



Spacing Before:
0pt



Spacing After:
0pt



Line Spacing:
single



Source: (author_year of publication:_page numbers)    

example: (Miller 1997: 244)







omissions are marked _..._ 







The whole quotation (including references) is concluded with a full stop!

double brackets: ( ... ( ... ... ...) ...) (always round brackets)

· EXAMPLES 

Font: Times New Roman, 12pt, standard/italics, without special effects

numbering: a), b), c) etc.
· FOOTNOTES
always insert footnotes (not endnotes!) with automatic numbering

footnote is placed behind word or phrase referred to as superscript

footnotes are placed after any punctuation mark

Footnote Text

Font: 

Times New Roman, 12pt, standard, without special effects

Paragraph:


Alignment:
justified


Indentation Right:
0pt


Indentation Left:
0pt


Special:

hanging
0,5 cm


Spacing Before:
0pt


Spacing After:
0pt


Line Spacing: 
single


Footnotesign:
14pt, superscript, standard placement

· BIBLIOGRAPHICAL FORMATS:
ibid.:
small intial and italics, in round brackets, with a comma separated from page number




example: (ibid.,_ page number etc.)    (ibid., 66)

Author:
Surname,_Initial(s) of First Name(s),_ (bold)




example: 
Abercrombie, D.,

Authors:
two authros are combined with   & 

second name is placed in the following order: 1.initial(s)_surname,_




example:
Acton, T. & G. Davies, 




three author’s names are combined as follows:




example:
Adams, G.B., M.V. Barry & P.M. Tilling,




more than three authors:




example:
Adams, G.B., et al.,

Editor/Translator: 

ed., eds., transl. etc., follows the name(s) without brackets!, in commas


example:
Adams, G.B., et al., eds., 


   Forthcoming:




fc. following ed./transl. in commas




examples:
Adams, G.B., et al., eds., fc., 

Year of Publication:
 

without any brackets!!!
, 1999, 

with several data concerning

one and the same author
, 1999_a, 
, 1999_b,
, 1999_c,            (note the spaces!)

for a period of years
:
, 1986-87, 

but: 1899-1952

(annotations within round

brackets):


, 1958_a (see also Wagner 1958-69),




, 1977 (see also Ternes 1973),

Title:
Book

= italics, all initials capitalized (except:  articles & prepositions), inserted within commas






= subtitles are separated by a full stop





   examples: , Trends in Linguistics. Studies and Monographs 37,





= part/volume references are separated by a comma





   examples: , A Student’s Dictionary, Part 1: English-Cornish,

= reference is concluded by naming the place of publication (publisher is not necessary!!!) and finished with     

   a full stop

= references on edition or reprint are inserted in round brackets after the publication and again concluded with 

   a full stop

   example: Oxford. (2nd ed.).




Article

= standard, in inverted commas “ ... ”, all initials capitalized (except:  articles & prepositions)





= subtitles are separated by a full stop





   examples: ,“Syntactic Variation in Belfast English”,






= followed by the source introduced by , in:_ ...,

Source

   Journal/Periodical/Quarterly


=  title in intalics, edition/series:_page numbers (standard)






    example: , in: PMLA 61: 258f., 
(258ff.; 258-262; 258-345 etc.)




Article in an 

Anthology:
= if the anthology is fully mentioned in the bibliography, the title reference can be dropped
= in such a case name and page number references are sufficient





   Bsp: 
, in: Wakelin, 140-163.







, in: Kirk, Sanderson & Widdowson, 51-63.







, in: Aitken, 223-456.







, in: Viereck, et al., 52-78.






= if the anthology is not fully mentioned in the bibliography, all details have to be fully given





= the usual reference is: author (standard), year of puplication, title (italics) place of publication






= at the end separated by coma the page numbers are given





   example: , in: Smallwood, J.R. & J.R. Thomas, eds, 1967, The Book of Newfoundland III, St. John’s, 559-

                     63.

other sources
= standard 



   example: , unpubl. M.A. thesis,



           
 , unpubl. Ph.D. thesis,


       PLACE OF PUBLICATION:    



Only give the place (not the publisher)





Bibliographical reference is concluded by a full stop





References as far as edition/reprint etc. are concerned can  be put in round brackets at the end of the reference 

as a whole, concluded with a full stop
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4

