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Guidelines for Contributions

Please read the guidelines in full

Here are guidelines for how to hand in a contribution to the editor of an edited book that is to be published by Copenhagen Business School Press. The pages you are reading now are formatted according to the Guidelines.


Each contribution is a chapter. A chapter may consist of sections, paragraphs, figures, graphs and tables, etc.


The most important rule is that all details, titles, subtitles, indentions, figures, etc. are formatted consistently throughout the whole chapter.

HOW TO BUILD UP YOUR PAGE

The entire chapter should have the line spacing 16.2: 

Format(Paragraph(Indents and Spacing(Spacing(Line Spacing: choose Exactly

Format(Paragraph(Indents and Spacing(Spacing(At: choose 16.2
Header

Each page except first page of the chapter starts with a header.

Odd pages:

Header should contain title of chapter abbreviated if need be, aligned left, 13.5 points.

Even pages:

Header should contain author’s name, aligned right, 13.5 points.

Header should be placed 1.6 cm from the top.

Choose File ( Page Setup ( Layout
Under Headers and Footers: Click different odd and even

Adjust to the following:

From edge: - header: 1.6 cm

From edge: - footer: 1.6 cm
This is what you do every time you need to change the header:

Find the first page in your document where you want to change the header.

Go back to the previous page

Find a line before a new paragraph

Open the Insert Menu

Choose Break...

Choose Continuous under Section Break Types

Check if the first line in the next paragraph is still in its former place (make sure that it is)

Go to the next page (where your header you want to change is) and click on the header 

When you have opened the header, you can see that headers are turned into either even or odd headers and also into sections; you make a new section by making the continuous section break on the previous page.

Also on top of the header, it says "Same as Previous". This means that the header corresponds to the header of the previous pages 

On the header/footnote TOOLBAR there is an icon for "same as previous"

Click this icon

Overwrite the header's text with the new text

Close the header/footer toolbar

You now have different headers and every time you need a new header to match the section title, you go through this procedure.
Typeface

Page 1: use only font New Times Roman

No header

Chapter number: placed 2.8 cm from the top, centred, 16 points.

Chapter title: placed 2 cm below the chapter number, centred, 26 points.

Chapter subtitle: placed right below the chapter title, centred, 16 points, in italics.

Author’s full name in uppercase.

The first text line should be placed 12 cm from the top.

Page 2 and onwards: use font New Times Roman only

Header.

First line should be placed 2.8 cm from the top.

Section titles: justified, 16 points.

Quotes: indented and justified by 0.45 cm according to both left and right margins.

Tables, figures, graphs, etc.: justified, 13.5 points.

Names and numbering of tables, figures, graphs, etc.: left aligned, italics, 13.5 points.

Body text: justified, 13.5 points can be plain, bold, italics. Never underlined.

1. New paragraph in body text is shown by indent and not a blank line

2. Indentions are never used directly after a heading, a list or an illustration

3. For emphasis please use italics and never bold or underline

The body of text should be justified to margins at 3.7 cm. 

All pages (including page 1) should have a continuous page number 1.6 cm from the bottom, 13.5 points, odd page numbers to the right, even ones to the left. Page number follows the right and left margins of the chapter. 

Footnotes 

Please keep at minimum. Number them consecutively throughout the chapter at the bottom of each page (see example).

Footnote reference and footnote text: justified, 11.5 points.

Footnote style: change standard settings in Word:

Format ( Style ( Footnote Text ( Modify ( Format ( Paragraph ( Special
Choose Hanging By 0,55 cm

OK ( OK ( Apply

The style for all footnotes is now changed to the style in our example.

Mark the footnote reference, choose footnote text in the style menu, insert full stop after the number and use the tab. This procedure must be applied to each footnote reference throughout the chapter.

References to Publications and Bibliography

References should be as in the following examples:

(Goodman, 1989) claims that… or This problem is covered by other authors (Hamnar and Spencer, 1998) and will…


The bibliography (at the end of each chapter) should be arranged in alphabetical order by author’s last name, and should contain the following items in this succession:

·  
Author’s last name, comma
·  
Author’s first name; semicolon
·  
(Another author’s first and last name; semicolon)

·  
Title of the work in italics (if it is an article in a collective work or a periodical, only the title of the collective work or periodical is written in italics), period
·  
Place of publishing, colon
·  
Publisher, comma
·  
Publisher’s hometown, comma
·  
Year of edition used for quoting, period
Examples:

Packard, Vance; The people shapers. Boston, Mass.: Little, Brown, 1977. Niernberg, Gerard I. & Henry H. Calero, How to read a person like a book. New York: Simon & Schuster, 1986.

Fivelsdal, E. & I. Schramm-Nielsen; Egalitarianism at work: Management in 

Denmark, in D.J. Hickson (ed.), Management in Western Europe. Berlin: Walter de Gruyter, 1993.

Barney, J.B.; Firm resources and sustained competitive advantage, Journal of Management, 17, 1991.

Lists

Only use bullets. In lists including long sentences, these should be closed by a full stop. Every new point, of course, must then start with a capital letter. A blank line before and after the list is recommended. For example:

Contributions to future migration

·  
In the southern part of the former Soviet Union there has been military conflicts. None of these conflicts have been finally resolved.

·  
In all, there are 61 million people residing in areas where they form an ethnic minority.

·  
Over 10 million Russians live in areas where an Islamic variety of nationalism is making headway.

In lists including only words or short sentences every line should start with a capital letter. The lines should not be separated by commas and the last line should not be closed by a full. For example:

The fundamental characteristics of professional service firms are:

· Highly qualified individuals

· Idiosyncratic client services

· Subjective quality assessment

Tables, Graphs & Figures

Tables: information presented in a matrix format. Tables must if possible be justified according to the margins. All lines should be 0.85 points or 0.3 cm.

Graphs: graphical presentations of data in the form of lines, columns, pies, etc. All lines should be 0.85 points or 0.3 cm.

Figures: presentations based upon drawings. All lines should be 0.85 points or 0.3 cm.

Grey-tones in figures, tables, graphs or decorations should be avoided. There should be one blank line before and after figures, tables or graphs. 

Each type of presentation must have a sequence of consecutively numbering based on the chapter’s number and the number of the specific type of presentation. Examples:

Figure/Table/Graph + Chapter number:figure/table/graph number + title

The first figure titled Conceptualisation in chapter 8:

Figure 8:1 Conceptualisation

The fourth table titled Identification in chapter 9:

Table 9:4  Identification 
Use italics as the examples show.
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