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Checklist: Adjusting your manuscript for your book project 
 
 

• No indications of the thesis 
The specialized book should not contain any indications to your thesis (e.g. “Diploma Thesis”, 
“Bachelor Thesis”). Please adjust your manuscript and replace these terms (e.g. with “Book”, 
“Study”, “Research”). 

 
• Accepted file formats 

Ideally, we need your manuscript as one single file in MS WORD format. If you did not write 
your study in MS WORD, please save your work in DOC format or in RTF format. We also 
accept your manuscript in PDF format, but in that case you have to make sure the file is 
ready to print. 

 
• Book format 

The paper size of the document should be A4 (21x29,7 cm), if possible. Please use the same 
margin on the left and right side of each page (best between 2–3 cm, but not less than 
1,5 cm). The page numbers should be centered and positioned at the bottom of the page.  

 
• Typeface 

If possible, please use easy-to-read, conventional fonts like Times New Roman, Arial, Calibri 
or Garamond. If you submit your manuscript in PDF format, please ensure to have all fonts in 
your file embedded.  

 
• Font size 

For the printed textbook, we usually downscale your master from DIN A4 to 22x15,5 cm. 
Therefore, please choose a large enough type size for your text (not less than 12 points for 
the main text). The main text should be justified. The type size used in tables and 
illustrations should not be smaller than 10 points.  
 

• Table of contents/list of figures/list of tables 
Please ensure that the indices accord with the page numbers and headings in the text and 
refresh them, if necessary. We strongly recommend you to apply an automatic table of 
contents and list of figures/tables in MS Word to ensure correct reference. 

 
• Page Breaks 

Headlines should not be placed on the last line of a page. Please avoid starting a new page 
with the last few words or last line of a paragraph. Please avoid ending a page with the first 
few words or first line of a paragraph as well. Programs like MS Word, Open Office or Libre 
usually offer a Widow/Orphan control option. 

 
• Graphics 

Higher resolution means better quality: please use pictures with 300 dpi. Use 1200 dpi for 
line drawings. For charts und diagramms, please use gray levels instead of colours, if 
possible. Alternatively, you could fill the coloured areas with patterns or cross-hatching.  
If your manuscript includes colour pages, the publisher decides whether a colour print is 
required or whether the content can be understood by means of a black and white print as 
well. 

 
• Indications of sources 

Due to legal reasons, all figures and tables that are not provided by yourself, but have been 
taken from another source, have to be provided with correspondent reference to their source. 
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• Right of quotation 
All figures and citations that have been taken from another source have to be dealt with in the 
text. If they serve a mere illustrative purpose, they have to be removed from the manuscript. 

 
• Agreement of interviewees, companies etc.  

Due to legal reasons, for any company information, interviews, testing results, surveys etc. in 
the work that have not been published yet, you have to obtain the corresponding permission 
from the respective copyright-holders. As an alternative, you may anonymize those passages. 

 
• Agreement of authors 

If the study was written of several authors, we need the names and consent of all involved 
authors for a publication, due to legal reasons. A written confirmation of all authors by e-mail 
is sufficient in this respect. You can simply forward the e-mails of your co-authors to 
info@anchor-publishing.com. 

 
• Uniformity 

Please make sure to use uniform fonts throughout your text. For example, all headings 
should be set in the same font type. All main text should be set in a uniform font type as well. 
The same goes for spacing and margins which should be set in a uniform way. We strongly 
recommend a 1.5 times line spacing. 

 
• Accuracy 

Since we don’t offer proof-reading as part of a publication, it is mandatory that the 
manuscript is free of excessive typing, spelling and/or grammar mistakes and that the 
pagination and numbering of indices, figures, tables and chapters is correct. Please make 
sure you submit the final version of your manuscript to us. Before submitting your final 
manuscript to us, you can still modify or correct your text. Once the publication has been 
completed successfully, no further modifications can be made. 

 
 
Anchor Academic Publishing reserves the right to reject manuscripts that don’t correspond to the 
details of this formatting guideline. 
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