
WS Social Sciences Style Sheet

(For in-house Editor/Copyeditor, Typesetter, EA and Author) 

1. General comments

1. To use: American English ‖ or British ‖ (Please indicate)

2. Main Text Styling

2.1 Text Area and Typefaces

Note: Font sizes for reference only; do not mark up for font size.

1. Trim size: 


6” by 9”

2. Text area: 


4.5” by 7” (excluding running title and folio)

3. Main text: 


Roman (11pt with 14pt interline spacing) (might difer for some books)

4. Chapter no./title: 

Bold Roman, Upper Case (11pt)

5. Author: 


Roman, Upper Case (10pt)

6. Affiliation: 


Italic, Upper Case on important words (10pt)

7. Abstract text: 


Roman (10pt with 12pt interline spacing)

8. Section heads:


(a) 1st level:
 
Bold Roman, Upper Case on important words (11pt)


(b) 2nd level:
 
Bold Italic, Upper Case on the first word only (11pt)


(c) 3rd level:
 
Italic, Upper Case on the first word only (11pt)

9. Figure/Table captions: 

Roman (9pt with 11pt interline spacing)

10. Table entries: 

Roman (9pt with 11pt interline spacing)

11. Running heads:
 
Italic (9pt)

12. Reference text: 

Roman (9pt with 12pt interline spacing)

2.2 Abbreviations:

1. Figure(s) to Fig(s)., Equation(s) to Eq(s)., Reference(s) to Ref(s)., Chapter(s) to Chap(s).

NOTE: Spell in full if any of the above is the first word of a sentence.

2. e.g.,   i.e.,  viz.

2.3 Roman and Italics

Example:

1. Latin words - et al., a priori, in situ, op. cit., ibid.,  et seq., etc. but certain common Latin phrases are in Roman for example: ad hoc, ad infinitum, ex officio, per capita, per cent, pro forma, status quo, etc.

2. Book title, periodicals, brand names, etc. - Treasure Island, The Times, Coca Cola, etc.

3. Variables in equations should be italicized.

2.4 Capitalisation

Example: Table 1, Figure 3, Chapter 6

2.5 Dates/Time

Example: mid-1870s, 6 November 2003, 18th century, 2 p.m. 10 min 1h 10 s

2.6 Footnotes

1. For footnotes to the titles, authors’ names and authors’ affiliations please use the symbols in the following sequence:

*, †, ‡, §, etc.

2. For footnotes in the main text use superscripts a, b, c, d, etc.

2. 7 Hyphenation

Example: To distinguish clearly between hyphen, en dash, em dash: 

hyphen: dissolution-crystallisation

en dash: range in year, numbers, etc.

em dash: “… for labour — treating labour power as just another commodity — a subsistence wage …”, 

2. 8 Initials/Acronyms

Example: USA,  Mrs, PhD, UNESCO

2. 9 Runningheads

Even numbered pages: Flush left with book title for authored volume or contributor name(s) for review volume

Odd numbered pages: Flush right with chapter/article title 

2.10 Numbers

Example: 70,000; spell out numerals < 10.

2.11 Punctuation

"…". 

"…",

"…";  

e.g., i.e.,

round quote marks

double quote marks throughout; single quotes to be used only within double quotes 

2.12 References (within text)

Example: a. Use superscript 1; (comma and fullstop before superscript) ,1 . 1  (semi-colon and colon after superscript) 1; 1: 

b. References can also be cited within in the text as follows:

Ma and Kao (1990), or (Barton, 2001; Hentschel and Kothari, 2001; Koski and Pontiff, 1999)

2.13 Lists

Example: 

(i) Number (Roman or Arabic)

(ii) Number (Roman or Arabic)

· Bullet

· Bullet

· Hyphen

· Hyphen or

Space, etc.

2.14 Quotations

Example: 

2.15 Specialized Words

Hyphen: Used for compound words

N dash:  Used for page range, between names of persons, locations etc.

M dash:  Used for phrases within a sentence

3. Illustration/Figure Caption

Figure captions should be placed directly below the figure. 1st letter cap.

e.g.  “ Figure 2: Maturity model for customer-oriented service development.

Note: Figures and/or illustrations must not be too big or too small. All figures and/or illustrations must be centred from side to side and preferably aligned with the top line of adjacent page.

4. Table Styling/Caption

Table captions should be placed directly above the table. 1st letter cap.

e.g. Table 1: Different purposes and stages for customer.

Please illustrate to make clear the line style you want for the tables, single, double, bold lines etc.

5.
Reference Styling

Examples of In-text Citation:

• According to Smith and Jones (1995), “the study of mathematics is an integral part of secondary education”. 

• According to Smith et al. (1995), “the study of mathematics is an integral part of secondary education”. 

• Experts assert: “The study of mathematics is an integral part of secondary education” (Smith and Jones, 1995, p. 11). 

• To be successful, “communities must be willing to take this responsibility” (Franklin et al., 1965, pp. 135–140). 

• But then Kim and Lau (1994) and also Young (1994, 1995) showed that the NIEs have very low scores in TFPG. 

• The NIEs have very low scores in TFPG (Kim and Lau, 1994; Young, 1994, 1995).

[Stating the page no. ref. is optional.] 

Examples of Referencing:

normal book (editors) 

Brown, SD and RW Lent (eds.) (2000). Handbook of Counseling Psychology. New York: Wiley. 

Book Chapter 

Coleman, PC (1999). Identity management in later life. In Psychological Problems of Ageing: Assessment, Treatment and Care, RT Woods (ed.), pp. 49–72. New York: Wiley. 

Book in a Series 

Loren, R, J Li and DB Benson (1999). Deterministic flow-chart interpretations. In Introduction to String Field Theory, Advanced Series in Mathematical Physics, Vol. 3, pp. 401–413. New York: Springer-Verlag. 

Edition 

Arthur, SM and J Ian (2001). A Colour Atlas of Ophthalmology, 4th Ed. Singapore: World Scientific Publishing. 

Conference Paper 

Tian, CS & LP Kok (1991). Parent adolescent communication in Singaporean families. In Psychiatry in the 90s: ASEAN perspectives, Proc. of the 3rd ASEAN Congress on Psychiatry & Mental Health, pp. 315–320. Kuala Lumpur : Malaysian Psychiatric Association. 

Journal Article 

Boey, KM (1998). Social network and the subjective well-being of the elderly in Hong Kong. Asia Pacific Journal of Social Work, 8(2), 5–15. 

Online Journal Article 

Tang, TC (2003). Are imports and exports of the five ASEAN economies co-integrated? An empirical study. International Journal of Management, 20(1), 88–92. ABI/Inform database [27 August 2003]. 

American Psychological Association (1998). Eating disorders: Psychotherapy's role in effective treatment. Washington: APA. http://helping.apa.org/therapy/eating.html [14 August 2003]. 

Others 

Newspaper article 

Sleep on the job: It improves performance (14 August 2002). The Straits Times, p. H12. 

Thesis 

Mehta, K (1995). The dynamics of adjustment of the very old in Singapore. Unpublished doctoral dissertation, National University of Singapore, Dept of Social Work & Psychology. 

To be published 

Loren, R, J Li and DB Benson. Deterministic flow-chart interpretations. To appear in Journal of Computational System Science. 

“This is an example of longer quotations (three lines plus) that should be indented (single tab) on both sides and using single line spacing. There is also a blank single line space separating the quotation from the text.”
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