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TITLE IS SET IN 14PT TIMES
NEW ROMAN BOLD AND
SHOULD NOT EXCEED 3 LINES

Margins

The document has the following dimensions: upper, lower, left and
right margins are 1.5 cm, with the same size gutter and multiple pages
have mirror margins. The first page have a different header and footer
from the rest of the book chapter. Only if the book chapter is a multiple
authored book should the first footer include the name and institution of
the author(s), the e-mail address of a corresponding author, the title of the
book chapter, and, if necessary, copyright information (see separate tem-
plate for Book Series Multiple Authors). From first page page numbering
will be continuous over each book volume. Headers are then mentioning
the tile of the book on one side, the title of the book chapter on the other

side. Footer is only used for footnotes.

Headings: About the main heading

The book format’s layout allows ideally for three levels of heading
(maximum five). Use the main headings to separate the main sections of
the book chapter, which should be numbered by contrast to secondary

headings. Keep as much as possible the main heading to one line.
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Secondary headings: About second-order headings

In order to separate subsections, secondary headings should be used
within a main section. These form different aspects of an argument; con-
sider that if secondary headings are in place, there should be at least two
of them in a book chapter.

NB. in Single Authored Book projects it is perfectly valid as layout
specifications to provide the possibility of a third-order heading (even up
to five), but it is recommended that authors try to structure their ideas on
three levels maximum. A principle of not multiplying levels without ne-
cessity will help to keep a coherent narrative and avoid breaking the flow

of the argument through the excessive use of separate headings.

1.1 Background to the research

The beginning of a book, after the Introduction part, ost economies
are characterised by a great number of SMEs (e.g. Jeppesen et al. 2012)
and important collections of policy related reflections in private, public,
or civil society related institutions. These are public strategic outlines and

value-oriented engagements.

1.2 Main subjects reflected in the work

In this Introduction I identify a number of issues which help progress

through the work and formulation of research questions.

1.2.1 Defining the dialogue between the economy and the philosophi-
cal critics of economic growth

Defining the Anthropocentric view and contrasting it from qualitative
categories of thinking economic activity and the relation to the environ-

ment.
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1.2.1.1 Environmental issues

Many big companies have to manage immense or many environmen-
tal issues, the others some or minimal (privatisation of biodiversity, waste

disposal, consulting).

Body of the text

The body of the text comprises various elements: words, paragraphs,
and quotes. The following section will deal with specific elements of style

such as copyediting format, grammar, and punctuation.

Elements of the text

The font for the text body is Times New Roman 10pt, with 1.2pt in-
terline. Paragraphs in the body of the text of the book chapter should be
separated by a 6pt space. Paragraphs should be understandable as the-
matic unities, where a central idea is proposed and developed into an ar-
gument or ad minima a factual example. Paragraphs should be kept within
the limits of fifteen lines and exceed five to six lines.

Sufficient information to lead the readers to the sources used is essen-
tial, along courtesy, ethics and copyright laws (cf. Chicago Style, 16.1
&2). Direct quotes need “double quotation marks” (Reference, see be-
low). Citations within citations “must be indicated with ‘single quotation
marks,” as showed here”. The quotation marks should always correspond
to the language of the book chapter, in most cases English. You can pro-

pose a longer quotation (from 4 lines) as follows:

“Some longer quotation may deserve to be indented as if I would
want to quote the author of Metaphysik in okologischer Absicht:
Probleme einer Umweltethik, Berlin: Internationales Institut fiir
Umwelt und Gesellschaft” (Bayertz, 1986, 45-46)
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NB. quotation would not in this special case be placed in quotation marks.
Direct quotes that are shorter than two lines must be presented in quotes
within the body of the text. Longer direct quotes are advantageously used in
the quotation format displayed here. We invite the author to mention the ref-
erence at the end of the quotation, after the final period. (Haaz 2022: 3)

Indented direct quotations should be preceded by a colon before the
quotation if the introducing sentence is complete (as in the example
above), and by a comma if the introducing sentence is continued by the

quotation.

Style guide

The journal uses a single set of stylistic criteria for all languages with
a few exceptions detailed below. The following account shows how lists
are used:

e Itemized lists are introduced by a long em-dash. Itemized lists
should be indented by 1cm on the left. Each item on a list must
conclude with a period (.) or with a semicolon (;) if the list is
more akin to an enumeration. The last item on the list must con-
clude with a period. The same criteria apply to numbered lists.

e In the case of a direct quote, grammatically necessary commas
“should be placed within the quote,” as demonstrated in this sen-
tence. If a parenthetical reference follows a direct quote, the
punctuation mark “should be placed after the reference” (Refer-
ence), as shown in this example. Punctuation that is part of the
quoted matter should, of course, always be included within the
quotation marks, whereas marks, which are not part of the quo-
tation (often colons or semicolons), are consequently excluded

from the quotation marks.



Title of the Book Chapter 9

e Footnotes should be the last element at the end of a sentence, as

demonstrated here.!

Footnotes are placed after punctuation
marks.

e To emphasize a word or expression or to indicate that a word or
expression is used in an unconventional way, italics should be
used. Quotation marks should be avoided for these purposes.

e  Words in foreign languages and diacritical transcriptions should
be italicized as arete, philia or agape.

e  Numbers between one and ten must be written in letters, with the
exception of indications of measurements, such as 5 cm. Num-
bers above ten should be written in numerical form and in line
with English speaking usage of commas and periods for decimal
numbers. For instance, 1,984.5 stands for, “one thousand nine
hundred eighty-four point five.”

e Centuries and years must be written in Arabic numbers, for in-
stance, the 20" century. Dates are following the
DD/Month/YYYY form, as 8 June 1949.

e Sentences within dashes (em-dashes) are without spaces, as il-
lustrated by the example in the following sentence. This is an
example—used in the Chicago Style—on how dashes ought to
be included.

Book chapters in English should use British English spelling. We
kindly invite the authors to use accessible language and to avoid unnec-
essary, excessive, or demonstrative uses of technical or scientific termi-
nology. New noun-to-verb transition, as in dialect and jargon, as new uni-
versity programmes are mainstreaming students with special needs,

should be used cautiously if at all.

! Footnotes should be used sparsely and with the aim of providing further information.
Footnote size is 9pt, with 13pt interline.
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In-text references and bibliography

This section describes the required format for in-text citations and for

the bibliography. Overall, all references are based on the Chicago Manual
of Style.

In-text references

All in-text references must use the parenthetical, author-year system.
References to a whole book or article as a general reference should not
mention page numbers, unless it is necessary to identify a relevant pas-
sage (Meyer-Bisch 2011). Direct quotes must always indicate the page
number or page range. The year and the page number or page range are
separated by a colon. Page numbers are connected by a dash (en-dash)
and not by a simple hyphen (Meyer-Bisch 2011: 23-24). Multiple refer-
ences must be separated with a semicolon (Meyer-Bisch 2011; Stiickel-
berger 2020). Expressions such as, “see also”, “ibid.”, “id.”, or “idem”
should be as much as possible avoided. If necessary, the full reference
ought to be repeated.

Alternative forms of citation are allowed, for instance, when the name
of the author has already been mentioned in the body of the text. Consider
the following example in which, say, Green is quoted as stating “an im-
portant fact” (2022: 23—24). The alternative notation referring to Green’s
(2022: 23-24) statement of “an important fact” is also acceptable. It is
also possible to refer to the work of, say, Stiickelberger (2021) as shown
in this very sentence. Publications by the same author published in the
same year are made distinct using the letters a, b, ... after the publication
year, without a space (Itty 2017a). Several references to works by the
same authors published in the same year should be separated by a semi-
colon without repeating the author’s name (Itty 2017a; Itty 2017b). In
case of authors with the same family name, the initial of the first name
must be mentioned (S. Brown 2013; P. Brown 2005).
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In case of publications with two or three authors, the names of all au-
thors must be mentioned, separated by a slash “/” (Dembinski/Kamer-
ling/Perret 2019). In case of publications with more than three authors,
only the name of the first author needs to be mentioned, followed by the
abbreviation “et al.” (Ike et al. 2019). Citations must be ordered firstly by
date and then alphabetically (Stiickelberger 2020; Gandolfi/Akkari 2020).

Bibliography

What follows are examples of bibliographical entries for books, arti-
cles, edited books, chapters in edited books, encyclopaedia articles, and
websites. The bibliography is organized alphabetically, and then accord-
ing to the year of publication. The name of the author is included in each
entry, middle names are abbreviated.

The title of an independent work (monograph, anthology, journal, and
encyclopaedia) is italicised; dependent works (journal articles, anthology
contributions, encyclopaedia articles) are enclosed in quotation marks.
Since abbreviations for works (such as encyclopaedias and journals) are
often not common internationally, we ask that titles be written in full.

Abbreviations of institutions and name of institutions should be fol-
lowing English standards and translated into English when translation is
available, in case of French or Spanish institutions without translation, we
invite to follow the French and Spanish ways of copyediting proper
names, which is different from English conventions.

In the case of publishers with different locations, only the first location
is mentioned. In case of missing information, the following abbreviations
should be used: [s. 1.] place of publication unknown; [s. d.] date of publi-
cation unknown,; [s. t.] title unknown. If no author can be identified, then
an attribution to the publication organ or an appropriate institution is per-
missible (Vatican 2022).

Online academic journals are cited in the same way as printed jour-

nals. In addition to the web address, texts on websites should, if possible,



12 Title of the Book

indicate the author, the year in which the text or the page version was
created and the date of retrieval (in the format MM/DD/YYYY, at the
end, in brackets), as in Vatican (2022), in order to facilitate research via
the Internet Archive.

DOI number should also be given, whenever possible. If relevant/in-
formative, the year of the first publication in the original language can be
given in square brackets after the year of publication. The name of the
translator should be credited after the title of the publication, when easily

recognizable. Each reference ends with a period.
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Abstract

We recommend using this formatted template by directly writing your
work for book projects in Globethics Book Series in a copy of this document.
This saves you and the editorial team a lot of time and effort. You can simply
replace the existing text with your own and keep the existing formatting. The
abstract must provide a short overview of the book as a whole in a maximum
of 500 words. Ideally, the abstract should present the research question, the
theoretical and methodological background of the book, and the case study
used to illustrate it. It should also provide a summary of the central arguments

and results. The abstract must be in the same language as the book.

Keywords

Layout criteria, Globethics Publications, book series, typography

To generate the table of contents (detailed)

1. Type your chapter titles as you wish them to appear in the table
of contents — not in UPPERCASE. Then apply the Heading 1
style. This turns the title into ALL CAPS on the page, but
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preserves what you’ve typed for the table of contents. Which is
what we want.

2. The Title, Subtitle, Author and Table of Contents headings in the
introductory pages are in Normal style, modified. So they won’t
appear in the table of contents. Which is also what we want.

3. References > Table of Contents. Ignore the automatic tables and
click (lower down) on Insert table of contents...

4. Change formats from “From template” to “Simple”. Change
“Show levels” to 2.

5. Make sure both “Show page numbers” and “Right align page
numbers” are checked.

6. Set (if necessary) “Tab leaders” as “none”.

7. Go for it.

8. This should give you a correct table of contents. You may still
need to tweak the formatting. Make sure the font is Times New
Roman, for example. You can also adjust the spacing between
paragraphs so the table fills the page or pages nicely.

9. The table of contents should be on one or two pages. The book
proper starts on the next odd page.

Headers (detailed)

1. Between each section, please use Page Layout > Breaks > Next
page.

2. If asection finishes on an odd page, do this twice. (For aesthetic
reasons: This means the empty even page has an empty header
and so is completely empty.)

3. Headers are in Times New Roman 10 pt Italic and have two par-
agraph marks after the text (see header above).

4. Each section should have a different first page header, which is

always empty, and different odd and even page headers. The
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even page header has, on the left and in italics: a page number,
three spaces, and the title (or short title) of the book. The odd
page header has, on the right and in italics: the title of the chapter
or section, three spaces, and a page number. (Hint: Insert the
page number first, then the chapter title, then the three spaces.)
[This is where I stopped to correct the hanging indent (from
0.63cm to 0.5cm) in this second list.]

Important: Inserting the page number frequently (if not always!)
changes the font size on that line from 10pt to 11pt, so you have
to change it back (you’re allowed to swear at Word, or make little
wax dolls of Bill Gates and stick pins in them).

Important: For the odd page headers, which change from section
to section, you need to unlink them from the previous section be-
fore making the changes (otherwise you will have to go back and
fix the previous section’s odd page header: more curses). On the
other hand, once you create the first page and even page headers
for the first section, you can ignore them for the rest of the book,
since they don’t change.

Exception to this rule. The Globethics blurb and booklist or lists
at the end of the book have nothing in any of their headers.

See examples in this section.

Recommended procedure: the headers in the first, introductory
section are set correctly with two 10pt paragraphs, and this car-
ries over with each section break unless you make changes. So
fix the headers for the other sections only when you’re done with
layout of the body text. (If you find this throws the layout out,
it’s most likely because you have missed one or more of those

annoying 10pt to 11pt changes in the header: damn.)

Globethics Managing Editor,
Dec. 2024
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