Hard Times – style sheet

Programmes 

Word- or RTF-files accepted only. Articles that are formatted differently will be disregarded. 

Standard formatting

· Word- or RTF-file

· Please hand in text and illustration files separately from each other.

· Margins are to be 2.5 cm everywhere

· 1.5-spaced

· Times New Roman, 12 pt

· Do not paginate!

· No automatic hyphenation please.

· No automatic formatting of headings and subheadings. Please mark them bold, but do not use any other formatting devices.

· Use „typographic quotation marks“ only please.

· Doubled quotation marks for short quotations 

· Single quotation marks within the quotation and for ironic speech 

· Technical terms and terms in foreign languages in italics please

· Longer quotations without quotation marks, but in italics, not indented 

· Mark paragraphs by a line break please

· Do not use tab-stops please

· Use end notes instead of foot notes, use Arabic numerals (1, 2, 3 etc.)

Length of the articles

It is the task of the guest editors to allocate page length to their authors. The guest editor’s part may not consist of more than 50 pages maximum including the editorial and inside page of the cover (format see above).

50 pages Hard Times equal 70 pages in Word following the format above (2.5 cm margins everywhere, 1.5-spaced, Times New Roman 12 pt). The guest editors decide about the length of the articles. It is generally better if the articles are short and precise than long and full of end notes!

Illustrations

One illustration per article is the minimum you have to hand in. The author or guest editor has to make sure that there is no copyright issue. 

Texts and illustrations need to be sent in separately. 

Please mark the precise caption for each illustration or image in bold within the text (and the subtitles in [square brackets] if applicable). The names of image and file should correspond. 

You may send in the illustrations either as electronic files (high definition scans with at least 300 dpi or better 600 dpi in a jpg format), paper print-out or as a very good laser-copy. 

Abstracts

The guest editors make sure that there is a short introductory passage (8-15 lines max.) for each article (in English for German articles and in German for English articles). This summary contains the name of the author and his or her geographic affiliation. Academic affiliations, credentials, titles, educational background etc. are only relevant in special cases.

Sub-headings

The authors or guest editors are asked to use sub-headings (as many as possible) in each article. Please also provide and think about additional material or parts that can be printed in separate boxes. 

Foot- and end notes

Only use end notes. Please use as few as possible. Remember Hard Times is a cultural journal not an academic one and the articles’ style has to be adapted to journalistic standards rather than to academic ones.

Bibliographic annotations

Bibliographic annotations have to be complete: author, title, place, publisher, year, page numbers. MLA-Style.

Native Speaker Policy

Everyone writes in his or her native language. However, two thirds of the articles should be in English. Guest editors take care of native speaker corrections.

Additional information for guest editors

Deadlines have to be adhered to absolutely. (March 1 for 1/200x, September 1 for 2/200x).

Every article hast to be edited and formatted according to the above specifications. The general editors reserve the right to make further changes, always in conjunction with the guest editors, of course.

Images and ideas for the cover have to be handed in with the articles, observing the deadlines. 

Copyright has to be acquired independently.

Guest editors make sure there are abstracts and regular sub-headings for each article.

The page limits for the total length of the guest editor’s part must not be exceeded. Authors have to be told how long their article may be. 

Native speaker control

Guest editors take care of the native speaker corrections. The majority of articles should be written in English.

Please hand in a list with the authors’ addresses to ensure that their author copies can be sent out in time. 

