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1  Manuscript Submission 

Please submit your contribution (finalized both in terms of content and style) to the responsible editorial office. 

Please prepare your manuscript thoroughly so that it can easily be handled by editorial staff and publisher:  

� Use a text processing programme which is commonly available (Word for Windows or Mac, Open Of-

fice). Please also submit a PDF version of your contribution; 

� Choose a file name that is easy to identify (e.g. Title of the contribution_Name of the author.doc); 

� Please only use formatting where necessary, ideally making use of the available Word styles. It is im-

portant that the typesetter can identify specific text sections such as headings, indented quotations etc.; 

� Use a font that is commonly available (ideally Times New Roman, 12 pt). If you need to make use of 

special fonts, please submit them in a separate file; 

� Please leave no comments, traces of corrections or coloured highlighting in your text; 

� Deactivate automatic hyphenation. 

2  Stylistic Guidelines 

2.1  Abstract 

Please submit an English abstract with your article (between 1,000 and 1,200 characters, spaced included). We 

kindly ask you to make sure that the English text, too, is correct in terms of language and style. 

2.2 Highlighting 

Highlighting should be used as follows: 

italics for word examples, foreign-language expressions and emphases 

SMALL CAPS for etyma 

Other forms of typographic highlighting (underlined text, bold text, s p a c e d  t e x t ) should be avoided. 

2.3 Punctuation Marks  

Regarding the use of quotation marks, punctuation marks and dashes, please adhere to the standards of the lan-

guage your contribution is written in. 



2.4 Quotations 

� Shorter quotations (up to 250 characters, spaces included) should form part of the text body and appear 

in double quotes. 

� Longer quotations must be indented and justified. Please use the available Word styles. Inverted com-

mas must not be used for indented quotations. 

� Please mark omissions as follows: […].  

� Should you make changes to the quoted text please mark them using square brackets: “[His] study”.  

� Comments should also be added in square brackets: “Her [i.e. Maria’s] decision”.  

2.5 Footnotes  

Please use the footnote function. In the text body, note reference numbers appear in superscript. Footnotes start 

with a capital letter and close with a full stop. Please avoid abbreviations such as “op. cit.”. 

3 Bibliographical References 

3.1 References in the text  

Bibliographical references in the text must directly follow the quotation. They contain the author’s or editor’s 
last name, the year of publication and the page number and appear in brackets, e.g.: 

“[quotation]” (Müller 2005, 21).  

Please adhere to the following rules:  

� one author: (Bouissac 1985); two authors: (Smith/Jones 1995); more than two authors: (Ameka et al. 

2006); however in the bibliography please list the names of all authors or editors (up to six) 

� several titles by the same author(s): if you quote more than one title by the same author(s) of the same 

year, differentiate by adding lower-case letters to the publication year: (Bouissac 1987a, 1987b, 1994) 

� titles by different authors: (Bouissac 1985; Deakin 1993) 

� reprints: (Dickens 1987 [1854], 73) 

� If the author’s name is mentioned in the text, it does not need to be repeated, e.g.: Bloomfield (1933, 

123–125) first used this expression…; Sapir (1922) argues against this concept… 

� page ranges: (Hockett 1964, 140–145), (Singer 2011, 128f.); always provide the full page numbers in-

stead of abbreviating (140–145, not 140–5), and please avoid ff. 

� When quoting edited works in your text, do not use “ed.” or “eds.” in your reference. 

3.2 Bibliography 

Each article (and review, where needed) is concluded with a bibliography. The bibliography must list all titles 

that you refer to in your text in chronological order. The use of language and quotation marks in the bibliography 

is determined by the publication language of your contribution. 

� If you quote several titles by the same author(s) published in different years, please arrange them 

chronologically proceeding from “old” to “new”. 

� If you quote several titles by the same author(s) published in the same year, please arrange them alpha-

betically and add a lower-case letter to the publication year (1980a, 1980b). Please use the same abbre-

viations for references in your text.  

� Should it be important to mark the edition used, the edition number must appear in upper case before 

the publication year (³2007). 



 

Books 

Carricaburo, Norma (1999): El voseo en la literatura argentina, Madrid, Arco Libros.  

Senz, Silvia/Alberte, Montserrat (eds.) (2011): El dardo en la Academia, 2 vols., Barcelona, Melusina. 

 

Contribution to a collected volume  

Lebsanft, Franz (2007): „Norma pluricéntrica del español y Academias de la Lengua“, en: Christopher F. 

Laferl/Bernhard Pöll (eds.), Amerika und die Norm. Literatursprache als Modell?, Tubinga, Niemeyer, 227–246. 

 

Journal article 

Hollenbach, Barbara E. (1976): “Tense-negation interplay in Copala Trique”, in: International Journal of 
American Linguistics 42, 126–132. 

 

Online sources 

Please provide as much information as possible. Do not highlight or underline URLs. Please indicate the date of 

last access as follows:  

Herbst, Alban Nikolai: Die Dschungel. Anderswelt. http://albannikolaiherbst.twoday.net/ (14. März 2012).  

4  Illustrations 

If you wish to use illustrations, please note:  

� Illustrations will be printed in black and white; 

� Please submit illustrations in separate files; 

� Name the illustrations files using the name of the corresponding text file (e.g. Title of the contribu-
tion_Name of the author_Image1.jpg); 

� Provide all images in digital format and ready for use; 

� Make sure that the images are provided in high resolution (at least 300 dpi in final printing size); 

� Mark the position in your manuscript where the image is to appear, indicating the full file name and the 

caption; 

� Please submit images that are not copyrighted or where the copyright is your own. If this is not the case, 

i.e. you wish to use somebody else’s material, please make sure you obtain the necessary printing per-

mission both for the print and online publication of your article.  

5  Special guidelines for reviews 

Please indicate the full bibliographical information of the reviewed title in your article header, e.g.: 

 

Julia Hennemann: Le parler acadien de l’Isle Madame / Nouvelle-Écosse / Canada. Cadre sociolinguistique 
et spécificités morphosyntaxiques, Berlin, Erich Schmidt, 2014. 344 pages. 

 

Please note that reviews must also follow the guidelines presented above. 

 

 


