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1. Introduction

In this document you will find information about the style conventions that you should follow while you are preparing your paper for publication. Note that, while preparing this sheet we provide you both the information and the template that you can use. So, the numbered subsections and the general outline of this paper do not necessarily look like a good paper. The titles and the body texts are formatted according to the style sheet, so that you can see how they look like in print. All the guidelines used in this document are based on MS WORD 2000 because it is what I have. They should be applicable to other Windows versions without much difficulty. 

2. Margins, page limit and fonts

For A4 paper left and right margins must be 1.24" (3.15 cm). Top and bottom margin must be 1" (2.54 cm). 

There is no page limit, but it is preferable that papers do not exceed 25 pages including references, examples and tables. The base font should be 12-point Times New Roman.  

References, footnotes, and superscripted or subscripted material should be 10-point.

3. First footer

On the first page of your paper only, you may create a footer at the bottom of the page. The footer margin should be set to 3.66 cm for A4 paper. This footer is for your copyright notice, and should be 3 lines long. The first line is blank, which adds some space between the copyright notice and the text or footnotes. The second line should say "© [year] [your name]." (for an example, see the copyright footer of this document). The third line should say "CISCL Working Papers." 


To be able to have the footer only on the first page of your paper, you should do the following BEFORE you insert the footer. Go to PAGE SETUP in the FILE menu. Go to LAYOUT. And under headers and footers, check both DIFFERENT FIRST PAGE and DIFFERENT ODD AND EVEN PAGES. And then, go to VIEW and click on HEADER AND FOOTER. 

4. Line spacing, indents, and justification

Everything should be single-spaced. Text, footnotes, and references should be fully-justified. Skip a line at the end of every paragraph.

Set the line spacing for the body of your paper to "exactly 12 point" instead of "at least 12 point" or single spacing. Similarly, you should set the line spacing for your references and footnotes (which are in 9-point type) to "exactly 11 point". To be able to do that, go to FORMAT menu, select PARAGRAPH, in indents and spacing section, under the spacing subsection, select EXACTLY for spacing at 12 points. Do the same for the footnotes. 
5. Examples


Examples should be in the same font and font size as the text of the paper. Skip one line before and after examples. For examples from languages other than English give gloss and then definition in quotes as in (1). When giving examples within the text, write the non-English word in italics, and give the English meaning in single quotes. 
(1) Her 
cocuk 
elma-si-ni 
ye-di.

every 
child 
apple-poss-acc 
eat-past

‘Every child ate his/her apple.’ 
6. Headings

Number your section headings and subheadings, starting with 1. Headings should be 12-point bold.

6.1. Heading

Subheadings should be 12-point italic (not bold). Subheadings should all be formatted the same way, even if you have multiple levels such as 2.1, 2.1.1, etc. All headings should be left-justified. Skip one line before headings.
7. Tables and figures

Tables and figures should be in their actual positions in the paper, not placed at the end or on separate pages. 
The background of the tables and figures should be white. Please do not use any color except black and white.
For keeping rows together, select your table by choosing Table > Select Table. Choose Table > Table Properties > Row. Deselect the Allow Row To Break Across Pages option. Click OK to exit
Table 1: Title of the table. 
	
	Suffix omission
	Prefix omission
	Infix omission
	Total

	Female 
	
	
	
	

	Male
	
	
	
	

	Total
	
	
	
	


9. Page numbers

Do not put any page numbers on your paper. 
10. Footnotes

Insert footnotes as follows
. 
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(After your text and any appendices, skip one line and type References (in 12-point bold, left-justified). Then skip a line, and start the references. Do not skip lines between references. References should be References should be single-spaced and in 10-point type, rather than the 12-point used in the text)
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* Aknoweldments


� Notes should be inserted as footnotes, rather than endnotes. All the footnotes following the acknowledgment should be numbered 1,2,3 etc. Use 10 point size and single space. Use insert footnote command (under INSERT) in Word to insert the footnotes
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