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14 pt bold Garamond Title

12 pt bold Garamond Name
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hese notes describe formatting details for The Conradian.  They are themselves formatted in Conradian house-style, with the body of the text in 11 point Garamond so you can check margins, page setup, and so forth (note our use of the “Oxford” comma and doubled inverted commas) simply by clicking the relevant toolbars.

Margins on A5 pages are 2cm at left and bottom, 1.5cm at top, and 1.8 at right.  Headers and footers are 1.25cm from the edge (see “Page Setup” under the “File” toolbar).

Fonts are 14-point Garamond for the title, 12-point for author and location, 11-point for the main text, and 10-point for headers and page numbers, inset quotes, works cited, and footnotes.
 Do check to make sure that page numbers are also in Garamond, since MS Word keeps trying to revert to the Times Roman default.

Indents are 0.75cm for 11-point text, 0.5cm for 10-point text.  Indents for subtitles and the space in headers between author and page number is 1.25cm. Inset quotes are indented 0.75cm from left and right margins, with the source given in parentheses about 1cm in from the right margin (a judgment call, to keep the source discreet but preserve a sense of visual “balance”). Sources should be displayed with the same indentation on a single page or on facing pages.

Please scan essays for punctuation, double spaces (replace with single) and for “ise,” “ising,” and “isation,” which should be changed as necessary to “ize,” “izing,” and “ization.” Don’t use the “replace” function for this, since there are exceptions, such as words that form nouns with “s,” like analysis and paralysis.

Delete all automatic word-breaks at ends of lines and replace them manually and sparingly. Do not break proper names if at all possible. I use my trusty Webster’s New World Dictionary when in doubt, since many standard dictionaries do not give syllable breaks.  Page-breaks should be unobtrusive, especially from odd to even pages, so spacing can be adjusted to create attractive pages. One handy trick is to save a line by using the Character Spacing option in the Windows toolbar for “font”; if you block text (e.g., a line with too much space between words plus a short word opening the following line) and “condense” the spacing by 0.1pt (the minimum), this may save a line and the narrower spacing will not be obvious to readers. The second line of these notes and of the footnote (above) were thus “condensed” to fit neatly within a line. Expanding by more than 0.1pt risks creating bunched letters that are unsightly.  The number of spaces above the title on the first page can also be adjusted to re-set pagination. The “print preview” option at small size makes it possible to view opposing pages together to check on the “balance” between them.


Internal references take the form (Name Date: Page). References in footnotes have the surname followed by the date and page in round brackets.
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� Footnotes should be tagged to the ends of sentences or clauses wherever possible. Let me use this footnote also to suggest (since it is not, strictly speaking, a matter of formatting) that you double-check all quotations for accuracy within the limits of the possible. You’d e surprised how many errors creep through.






