COST/EastBordNet Style Guide for Working Papers on the website
A. Naming Convention
In order to be able to easily find files once the number of them begin to rise on the website, please use the following conventions in naming your file:

YourLastName_Title_of_Paper_Date(yymmdd).doc/rtf/pdf

Example:

Green_Lines_Traces_and_Tidemarks_090414.pdf

The date in this example is 14th April 2009: 090414.

Don’t leave any blank spaces in between words in the name (spaces come out as %20% on the internet); always include the date; always include your name.

B. Cover Sheet
Please use the cover sheet on the front of your working paper.  This is the easiest way to ensure that all the information needed is included in the paper.

C. Style of the text
1. Page numbering: all pages except the cover sheet to be consecutively numbered, starting with 1 (not Roman numerals), to appear in the bottom right hand of each page.

2. Margins: 1 inch/ 2.5 cm on all sides.

3. Paragraphs: Left justification; a single tab to begin new paragraphs; sections to be divided with a space.

4. Line spacing:  Double-spaced.

5. Font: 12pt. Please use a font that is clear and easy to read.

6. Footnotes

A. Footnote numbers in the text:
Footnote numbers should  always appear after punctuation
Eg. Scientists examined, over several years,1 the fossilized remains of the woolly-woolly yak.2 (These have now been transferred to the Chauan Museum.)3
B. Location of the footnotes:
Footnotes should appear at the bottom of the page where it is cited, not at the end of the document. 

C. Footnote numbering:  Footnotes should be consecutively numbered, starting with the number 1 (not Roman numerals).

7.
Citations, Bibliography and Websites. 
A. Citations within the text:
Single author quotation: (Bayly 1993: 208);
Two authors, more than one page: (Humphrey and Hugh-Jones 1991: 124-6);
Several authors: (Goody et al 1987: 25);
Citation of another author's work in secondary text: (Laidlaw 1996 cited in Lewis 1998: 45).

B. Bibliography:

The bibliography should come at the very end of your text, after any notes, appendices or illustrations.  The only element that can come after a bibliography is an index.

Single author: 

Malinowski, B. (1922) Argonauts of the Western Pacific. London: Routledge

Two authors/ chapter in book: 

Johnson M. & Margolin, P. (1990) “Children at risk” in The Problems of Children in the on the Streets of Brazil J Butterfield (ed) Englewood Cliffs: Prentice-Hall.
Title of article in “quote marks;” title of book in italics.

Journal article: 

Simpson, B. (1994) “Bringing the 'unclear' family into focus: divorce and re-marriage in contemporary Britain” Journal of the Royal Anthropological Institute 29: 831-851.
Title of article or chapter in quotation marks; title of book or title of journal in italics.

C. Websites
References to websites should be included in the main text or in footnotes must mention the date you accessed the website. E.g.:

www.eastbordnet.org (accessed 1/06/09).
8. All figures, tables, illustrations, etc should be numbered and their source or author must be included directly below the figure or illustration, even if the author of the paper also produced the figures, tables or illustrations.  You may not use copyrighted material in Working Papers without the permission of the author .

9. Multimedia and moving images
You can include links to sounds and moving images in any working paper text. It would be appreciated if you would not embed such materials into texts, as it takes up a great deal of storage space.
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