
 
 

 

Preparing Camera-ready Copy 

Type area 

The type area remains the same throughout the book. 
It does not include the page number and/or running 
heads and varies according to the book format, e.g. 

Format Type area 

148 x 210 mm  110 x 162 mm 
150 x 225 mm 110 x 170 mm 
155 x 225 mm 114 x 175 mm 

The entire text, including bibliography and index, must 
be justified with the exception of titles and headings, 
which should be ranged left. 

Pagination 

– Pages 1 to 4 (the title pages) will be set by the Pub-
lisher.  

– New sections (e.g. Dedication, Table of Contents, 
Preface, Acknowledgements, List of Abbreviations, 
Introduction, Appendix, Bibliography, Index as well 
as new Chapters) begin on new right-hand pages. 
These and any blank left-hand pages must be count-
ed.  

– Blank pages are not numbered. 

Page numbers 

– The page number should be set in 11 pt at the foot 
of the page, to the left on even-numbered pages 
and to the right on odd-numbered pages.  

– The gap between the bottom edge of the text and 
the bottom edge of the page number should be 10 
mm.  

– In Collected Papers with running heads, the page 
number appears on the same line as the running 
head, left and right as above (see paragraph on 
‘running heads’). 

Font 

We recommend classic fonts such as Times, Gara-
mond, Sabon, Bembo and Palatino. 

Type size 

Please always use line spacing “exact” and never “single” 
in “Word”. Your computer’s “single” line spacing may 
not be equal to ours.  

 Type size Line spacing 
 in pt in pt 

Main text  11 13 
Footnotes  9 11 
Displayed/indented quote  9 11 
Captions over tables  9 11 
Captions below figures  9 11 
Text within tables  9 11 
  (at least)  7  9 
Index  9 11 
Main chapter or section headings 15 17 
Subheading 1 13 15 
Subheading 2 and further 11 13 
Chapter headings on dividing 
pages (e.g. Part One) 15 
Page number 11 

If the fonts Garamond, Sabon or Bembo are used, all 
type sizes and spacings should be increased by 1 pt. 

Headings 

– If the chapters are numbered, any titles of more 
than one line must be left-indented (a ‘hanging 
indent’). 

– Word-breaks should be avoided and line breaks 
should follow the sense.  

– Headings should be in upper and lower case: small 
capitals and underlining should not be used. 

– Please do not end your headings with a fullstop. 
Question marks and exclamation marks may be 
used.  

– If one heading follows immediately after another, 
the ‘space above’ of the second heading is omitted. 

– Headings should be ranged left. 
 

Monographs: 

 Type  Line Space Space Remarks 
 Size spacing above below 
 in pt in pt in pt in pt 

Main headings 15 17 0 52 
Subheading 1 13 15 39 26 
Subheading 2 11 13 26 13 in italics 

Subheading 3 11 13 13 6 in italics 
and further  
Dividing page 15 17   ranged  

     right 

 



 
 

 
Collected Papers: 

 Type  Line Space Space Remarks 
 Size spacing above below 
 in pt in pt in pt in pt 

Name of  
contributor 11 13 0 13 Small caps  

Main headings 15 17 0 52 
Subheading 1 13 15 39 26 
Subheading 2 11 13 26 13 in italics 

Subheading 3 11 13 13 6 in italics 

and further  
Dividing page 15 17   ranged  

     right 

Indentation 

The following sections should be indented (indentation 
7,0 mm): 

– Numbered headings (between number and title); 
– Footnotes; 
– Lists, enumerations; 
– Displayed quotations; 
– The first line of a new paragraph should be in-

dented from the left. No indentation after chapter 
heading, a blank line or an indented quotation. 

Footnotes 

– These should be set in 9 pt and placed at the lower 
edge of the type area. 

– The reference number in the text should be the same 
type size as the text and raised (by raising the 
footnote number the computer automatically re-
duces it to about 8 pt, as required).  

– In the footnote, the number should be the same 
size as the note and level with it.  

– Footnotes must be justified, with a hanging indent 
if more than one line long.  

– There should be no gap between footnotes. 

Quotations 

– Please use a common system of referencing con-
sistently throughout the entire text. 

– Quotations shorter than three lines should be en-
closed in single quotation marks (‘ ’) and run on 
with the main text in normal type. 

– Longer quotations should be set in 9 pt, left in-
dented and separated from the text by a gap of 
one blank line (13 pt) above and beneath, without 
quotation marks. 

– Ellipses or remarks by the author should be placed 
in square brackets […]. 

Running Heads 

– These should only be used in collections of papers, 
where they are employed throughout, except for 
the first page of a chapter and dividing pages.  

– On a left-hand page the page number should ap-
pear in 11 pt ranged left and the name of he con-
tributor in italics 9 pt, ranged right.  

– On a right-hand page the title of the paper (abbre-
viated if necessary) will appear in italics 9 pt, ranged 
left, and the page number in 11 pt normal type, 
ranged right.  

– Other sections of the book will carry the same 
running head in 11 pt, normal type left and right.  

– The gap between the lower edge of the running 
head and the lower edge of the first line of text 
should be 10 mm. 

Table of Contents 

– The type area is the same as for the rest of the book.  
– The heading “Table of Contents” is in the same 

style as a main chapter heading.  
– All entries are in the same style and size as the 

main text.  
– Numberd entries longer than one line are indented 

(hanging indent).  
– Entries and page references within the table of 

contents must correspond with the ones in the 
manuscript. 

Bibliography 

– When giving references please use a recognised and 
consistent system.  

– The format is the same as for the rest of the book 
regarding titles, subtitles, justification, etc.  

– Entries should be in 11 pt (or 9 pt for exceptionally 
long bibliographies) and justified with a hanging 
indent if they extend over more than one line.  

– There should be no gap between entries. 

Index 

– We recommend to create an index for all pub-
lications. 

– The index can only be compiled when the camera-
ready copy has been inspected and the pagination 
checked by the Publisher.  

– It should be set in two columns, justified, with a 
gap of 7 mm between the columns.  

– Entries of more than one line in length should have 
a hanging indent (5 mm) from the second line on.  

– The type size should be 9 pt with 11 pt spacing.  
– Please ensure that the last page of the index 

consists of two equal columns. 


