Style Sheet
The Word documents that you send to us need to be print-ready and fully proofed. After typesetting, we’ll send you a PDF of your book to look over. We will, of course, correct any formatting issues that arise during the typesetting process free of charge. Any corrections that you wish to make to the original copy, however – basically, anything that wasn’t present in the original Word documents you sent us – will incur a charge of ₤40 per round of changes.
So here’s some basic advice to help you format your Word documents correctly.

· Stylistic issues are essentially your decision, and there are numerous websites that lay out in detail the (sometimes conflicting!) rules on punctuation and grammar. What’s most important for the look of your work is that, whatever rules you choose to follow, you ought to be consistent. This is especially important if there’s a group of you putting work together: try and make sure that you’re all using either single or double quotation marks, for example, and that you’re all writing in the same font. 
Outlined below are a few of the commonest issues we see:
· For quotation marks, the most common pattern is to use single quotation marks for dialogue or for direct quotations, and then to use double quotation marks for quotations within quotations, though it’s certainly not beyond the pale to do this the other way around.
· We’d advise against using internet paragraphing (breaking paragraphs with spaces instead of indents). Note that the first paragraph in a piece of work and any paragraph that opens a new section should not be indented.

· It’s fairly usual to write smallish numbers (double and single figures; both cardinal and ordinal) in words and larger numbers in figures, though there are numerous variations (percentages are always written in figures, for example, and combinations of figures and words are commonly used for large numbers such as 3 million).

· Titles of standalone publications used within your work, such as films, plays, novels, magazines, television series or albums, ought to be in italics (Pride and Prejudice, Poetry Wales, A Hard Day’s Night). Smaller pieces that don’t stand alone such as individual songs, episode titles, short stories and poems (unless, like The Waste Land, they were published as individual titles) should be written in quotation marks (‘Sonnet 20’, ‘Eleanor Rigby’, ‘How the Rhinoceros Got His Skin’). Competition titles (frequently mentioned in author biographies) need neither (eg. The Bridport Prize).
· We think full justification looks best on the page, though again this is entirely up to you. Just see that you’re consistent throughout.

· If you’re compiling an anthology and it contains author biographies, see that they’re in either the first or third person and the name of the writer’s group (if applicable) is cited the same way throughout (for example, choose either ‘Writers Group’ or ‘Writers’ Group’ and then stick to your choice). Check that the italicization/use of quotation marks in cited publications is correct in the biographies as well – it’s easy to neglect to do this.
· The transference from Word does tend to result in some minor formatting issues that we will of course correct, but there’s plenty you can do when compiling your original documents that will go a long way towards eradicating these problems.

· Use the tab button to create paragraph indents as opposed to pressing the spacebar multiple times – if you use the spacebar, the indents get lost in the process of transferring the documents. We recommend setting tab stops (via the ‘Format’ menu) to 5mm.

· Italics tend to get lost in the transference. If you’ve used italics in your Word documents, it’d be useful if you could highlight them so that we can more easily replace them.
· Please let us know if you use a Mac rather than a PC: obviously we have no problems with this whatsoever, but sometimes the transference between systems can result in minor formatting glitches, and it’s best if we know to look out for such issues.

