GUIDELINES FOR FORMATING AND STYLING YOUR CHAPTERS

By following these formatting and style guidelines when preparing your chapter for the copyeditor, you will expedite the copyediting process. For detailed guidelines on style, see The Chicago Manual of Style: The Essential Guide for Writers, Editors, and Publishers (Chicago and London: University Press, 15th ed., 2003).
Document format:
Prepare your document in MS Word. If you have the new version of Word, please convert your files to .doc instead of uploading .docx files.
The text:

1. Use the font Times New Roman, 12 point.

2. Set your line spacing for the text to double space. Indent 5 spaces before each new paragraph and do not insert an extra line space between paragraphs.

3. Put only one space between sentences, not two.

4. Avoid having more than three levels of heading within your chapter. Indicate the level of each heading by writing [A], [B], or [C]) before it. Do not number the headings.

5. Each heading level should be followed by at least two subheadings if it is followed by one subheading.

6. Keep footnotes to a minimum and use them to elaborate or comment on a point made in the text. Use Arabic numerals to number the footnotes.

Tables:

1. Using, the font Arial, 11 point, number your tables with Arabic numerals (e.g.,Table 1) and put the table title on the same line. Keep table titles brief, using sentence style capitalization but omitting a period at the end of each title. Do not use italic or bold type to style the titles.

2. Use 10-point Ariel for the body of the table unless a smaller point size is required because of the width of the table.
3. Likewise, keep column and stub headings brief and capitalized sentence style.
4. Use 9-point Ariel for table notes. Order the notes as follows: (1) source notes, (2) other notes applying to the whole table, (3) notes applying to specific parts of the table, and (4) significance levels. To avoid confusion with the numerical data in the tables themselves, use lowercase letters (a, b, c) to identify and reference the footnotes.

5. In the text mention each table in numerical order, stating something about it that does not merely repeat information in the table title.
6.
For more advice about styling tables, see Chicago Manual of Style, chapter 13.
Figures (graphs):

1. Use 11-point Ariel for figure captions, keep captions brief, spell out the word “Figure” (e.g., Figure 3.), use sentence style capitalization for the captions (but no period at the end), and place captions below the figures.
2. Use 10-point or smaller Ariel type for labels in the figures

3. In the text mention each figure in numerical order, stating something about it that does not merely repeat information in the figure caption.
Mathematical expressions:

1. Center displayed mathematical expressions on the line and number them in parentheses, placing the number at the right margin.

2. Enclose display numbers of mathematical expressions in parentheses when referring to them in the text. Example: “In equation (4), we saw that ….”

3. Punctuate mathematical statements as you would ordinary sentences.

4. For more advice about styling mathematical expressions, see Chicago Manual of Style, chapter 14.

Citations and references:
1.
Be sure your citations in the text and the references to which they refer agree in name and date. Each work cited must have a corresponding reference, and each reference must have at least one citation. 
2.
Use the author–date system to cite works in the text, enclosing the citations in parentheses and omitting a comma between the author’s or editor’s name and the date of publication. If two authors have the same surname, include each author’s given-name initial in the citations. Examples: (R. Lee 2007; Brown 2008).
3.
If referring to a particular point made in the referenced work or quoting from it, include the page number or range of numbers in the citation. Example: (Mason 2008, 33–34).

4.
If the reference list includes more than one work published in the same year by the same author or group of authors, those references should be listed in alphabetical order by title and their dates of publication distinguished by lowercase letters a, b, c, etc. The citations should be identified accordingly. Example: (Chu 2008a, 2008b).

5.
For works by two or three authors, cite all authors’ names. Example: Lee, Ogawa, and Mason (2008) found that ….

6.
For works by more than three authors, cite only the first author’s name followed by “et al.” (in roman, not italic, type).

7.
Separate multiple references in a single citation by semicolons and arrange them by authors’ names, or by date (earliest to latest) if that is appropriate, or by importance of the citations. Be consistent in the choice of ordering.
8.
References for online publications: Include Web site and, if appropriate, date of retrieval. Fictional example: Brown, John. 2008. A model for intergenerational transfers. Working Papers of the Department of Economics, No. 116. Honolulu: University of Hawaii at Manoa. http//www.UH.edu/web-pubs/08/doe116 (accessed 22 November 2008).
9.
Other electronic formats: Indicate the format (e.g., CD-ROM, Microsoft Reader e-book).

10.
For more advice on styling references, see of Chicago Manual of Style, chapters 16 and 17.
