Manuscript Formatting Instructions

1. Text limit: Max. 12 pages Format: PDF- and DOCX-file

Paper size: A4 (21 x 29.7 cm) Stile: Times New Roman, 12 pt

Line spacing: 1; Paragraphs formatted (see “Template_written_papers.docx™)

Headings and subheadings: spacing before: 12 pt, spacing after: 6 pt

Text: spacing before: 0 pt, spacing after: 3 pt

Headings of tables and figures: spacing before: 6 pt, spacing after: 3 pt

Sources below tables and figures: spacing before: 3 pt, spacing after: 3 pt

Margins: top 2.5 cm, bottom 2.0 cm, left 2.5 cm, right 2.5 cm

Page numbers: even-numbered: lower left-hand corner; odd-numbered: lower right-hand corner

2. Manuscripts can be submitted in German or (British) English and should be organised in the
following order: heading, abstract, (max. 4) key words, introduction, main section, conclusion,
references.

3. All headings and subheadings should be typed in bold face (12 pt) and placed flush left. Number
sections and subsections in the following way: 1. Introduction, 2., 2.1, 2.1.1 etc. (Please do not use
more than three numbered section headers). Unnumbered subheadings will be permissible.

4. Figures and tables (font size 9 pt) should be integrated in the text and explicitly referred to, e.g.
(Figure 1) or ,,... table 2 presents... “. Avoid colours and use dashed lines instead. Each table and
figure must have a legend and should be numbered consecutively. Place legends for figures and tables
at the top, flush left, and bold. Place references at the bottom, flush left.

5. Abbreviations: Use ,,m* for million; ,,on“ for billion; “%” for per cent; “p.a.” for per annum.

6. Math typesetting: Use the equation editor and make sure that equations are not wider than 8.5 cm.
All displayed equations (i.e. not “inline” equations) should be numbered consecutively. The number
should be placed in parentheses and left-justified on the same line as the equal or inequality sign.
Example: Equation (1)

() m=BY-C

7. All citations should appear in the text and contain the authors’ names and year. Use SMALL
CAPITALS for authors’ names for both, text citation and reference list. The following presents
examples of various kinds of text citations:

e More than two authors (please name the first author):
(KLEINHANSS et al., 1998) resp. KLEINHANSS et al. (1998) [...]

e Two authors:
(MILES and HUBERMAN, 1994) resp. MILES and HUBERMAN (1994) [...]

e One author:
(EGGERS, 2005) resp. SCHLUTER (2001) [...]

Please note that this citation method is only permitted in the continuous text, not in the bibliography.
- For citation methods in the bibliography, see paragraph Literature.

8. Footnotes should be numbered consecutively and be included at the bottom of the respective page.
Put quotations in quotation marks (*...”).
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