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GUIDELINES FOR CEPS AUTHORS

Before submitting your manuscript for editing, please ensure that the text complies with the following
guidelines.

LANGUAGE: Set spell-check to English (UK) and correct all highlights before submission.

BoLD AND ITALICS: Use sparingly to indicate emphasis and foreign expressions — overuse dilutes the
effect. UNDERLINING should be avoided altogether.

CAPITALISATION: Keep to a minimum. Use lower case letters for member state, government, presidency,
euro and euro-words that refer to the currency.

DATES: Day, month, year — with no punctuation, e.g. 10 May 2010.

FORMATTING OF MANUSCRIPT: Use Times New Roman 11 pt for main text and 10 pt for footnotes,
single spacing.

HEADINGS AND SUBHEADINGS: Limit to no more than three levels if possible. Whenever text is divided
into subsections, there should be at least two subsections at the same level.

NUMBERS: Spell out numbers up to ten, unless accompanied by a unit of measurement (e.g. 3 kg). In
numbers with more than three digits (starting at 1,000), commas should separate every three digits.

PERCENTAGES: Use the symbol % instead of the words “per cent” or ‘percent’, with no space between the
numeral and the % symbol (e.g. 49%). Use full stop (not a commal!) to indicate decimal places, e.g. €75.50.

TABLES AND FIGURES should be numbered and referred to in the text (ideally) before they appear. Give a
source for all tables, even if it is the author’s own calculations, data or compilation. Figures, tables and
maps should be readable in black and white if they are destined for print.

QUOTATIONS should be set in double marks (“...”). Use single marks (‘...”) for quotations within
quotations or figures of speech. Quotations must be accompanied by a reference either in a footnote or the
body of the text.
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