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BTS – STYLE SHEET FOR ARTICLES 
 
TEXT BODY 

a. title 
b. abstract of 100–150 words (a single paragraph without citations, briefly 

presenting the aims, methods, main findings and conclusions of the study) 
c. 4–6 keywords (use semicolons to separate one keyword from the next and make 

sure that your keywords are not too general) 
d. article's body of text 
e. acknowledgments, if any (as an unnumbered section immediately after the 

conclusions) 
f. references 
g. appendices, if any (they should be referred to in the body of text) 
h. a biosketch (a single paragraph of up to 80 words) for each author 

 
LENGTH 

The word count total of sections (a) through (e) above should be at least 7,000 words 
long and not exceed a total of ca. 9,000 words. 
 
SUBMISSION OF MATERIALS 

• Text. Articles should be submitted electronically in PDF AND in Word format 
(preferably .docx or .doc) or Word-compatible format (e.g., .rtf, .odt). Please name the file 
with the first three letters of the first author’s last name (e.g., GON for González, OLA for 
Olalla) followed by the date you are sending it (2 digits for year, two for month, two for 
day; e.g., GON200228, OLA210722) 

• Graphics files. For figures, please supply both the original creation files and also copies 
converted to Tagged Image File Format (TIFF). The resolution should be at least 300 dpi 

• Permissions. Authors are responsible for observing the laws of copyright when quoting 
or reproducing material. It is the responsibility of the authors to procure permission to 
publish reproductions from contents and materials, such as photographies and other 
graphics, from the copyright owners. Such permissions should be obtained prior to 
sending a draft 

• Copyright assignment form If the article is accepted, authors will need to provide a 
copyright statement form together with the last version. The copyright will be and remain 
the author(s)’s, but with a creative commons license CC – BY-NC-SA 

 
LAY-OUT 

Any formatting not called for by this stylesheet should be kept to a minimum. Please be 
consistent for all formatting or style conventions used. In particular, examples, 
quotations, tables, headings, etc. should be presented in a clear and consistent way, so 
that they can be identified and formatted in the style of our journal. 
• Please use ample margins (default margins are fine) 
• Use single spacing 
• Do not use full justification 
• Do not use ‘stiff’ or automatic hyphenation 
• Do not use running heads 
• Notes should be kept to a minimum and should be submitted as endnotes. Note 

indicators in the text should appear as superscript numbers at the end of sentences and 
follow punctuation marks except a dash 

• Do not number the pages of your manuscript 



BTS style sheet 
Version 1 (2020:03:02)   DOI m9.figshare.11920191 

Font sizes 

Use Georgia typeface, regular font. Please apply these different font sizes: 
 

Title  16  
Tables and endnotes  9 

Subtitle 14  Acknowledgements  9 
Authors  11  References  10 
Affiliations 9  Appendices  10 
Abstract  10  Corresponding author’s address and email 9 
Keywords  9  Biosketch  10 
Body of text  11    

 
Typographical emphasis 

• Italics. Use them for words in languages other than English as well as for emphasis. Use 
them sparingly to introduce unconventional terms or expressions (e.g., context of 
situation) 

• Boldface should be used only for headings and for highlighting words within italicized 
stretches 

• FULL CAPS. Please refrain from using them. Not even for focal stress and abbreviations 
• Underlining. Do not use it except within examples, as an alternative to boldface for 

highlighting 
 
Headings 

Articles should be conveniently divided into numbered sections and, if necessary, sub-
sections. Numbering should be in Arabic numerals. The first sub-section is 1, not 0. 
Numbering should only be used for the main text and the appendices, not for the 
abstract, reference section, etc. Please 
• do not use more than three levels 
• always flush left section numbers and headings 
• place numbers in a line above the heading 
• use full stops between numbers and after the last number, thus: Section 1. ..., Section 

2.3.1. ...., etc., in the heading but do not enter a full stop after the last number when 
referencing (e.g., see section 2.3.1) 

• do not use italics for numbering 
 
Mark section headings as follows: 
 
1.  
Level 1 bold 
Enter two blank lines before the heading. Text starts immediately below. 
 
1.1.  
Level 2 bold italics 
Enter one blank line before the heading. Text starts immediately below. 
 
1.1.1.  
Level 3 italics 
Enter one blank line before the heading. End it with period, start text in the same line. 
 
What if I have a level four? Then I will put it also in italics, but I will not number it and 
also will not start the body of text in a new line. 
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Numbering lists 

Lists running on with the text may be numbered using parentheses: (1)...; (2)..., etc. 
 
Lists placed apart should not be indented. If numbered, please do it as follows: 
1. (or a. ...) 
2. (or b. ...) 
 
Examples 

• Examples should be numbered with Arabic numerals in parentheses, thus: (1) ...; (2) ...; 
etc., and referred to as such in the text 

• Examples in languages other than English should be in italics; an approximate translation 
should be provided between square brackets and single quotation marks 

• Please transliterate into English any examples from languages that use a non-Latin script, 
using the appropriate transliteration system (ISO or LOC) 

• Between the original and the translation lines, a line with glosses may be added. In cases 
of more divergent languages, a line containing a morphemic breakdown may also be 
provided. Such interlinear information is given without punctuation or highlighting. For 
the abbreviations in the interlinear gloss, please use SMALL CAPS and not CAPS. Please use 
the Leipzig Glossing Rules 

 
Tables and figures 

• Tables and figures should be numbered consecutively and provided with appropriate and 
concise captions 

• They should be referred to in the main text. References should read Table 2, Figure 3, etc. 
Please avoid expressions such as in the following table: [...] or See the figure below 

• Titles of graphics, tables, figures and other illustrations should be always placed above 
them. 

• Table titles and figure captions should also be single-spaced 
• Each table must fit within a single page and should be clearly legible at this size: 12 cm × 

18 cm 
• Do not apply any shading to tables and figures, not even to individual cells 
• Notes in Tables and Figures should not be regular notes. Please use a table note or a 

figure note as in the example below. Standard note indicators in tables are *, **, †, ‡. The 
note itself is then inserted directly below the table/figure 

 
 

Table 1. Descriptive statistics of cognitive load 
cognitive load* time sd 
High   
Medium   
Low   
* Cognitive load was measured…  

 
Please indicate the preferred positioning of tables and figures in the text in this way:  
 
----------------------------------- 
INSERT FIG 1 ABOUT HERE 
----------------------------------- 
 
Please note that the exact position of graphics will depend on typesetting needs, but we 
will make an effort to place the graphic as close as possible to the position you 
indicated. 
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Quotes 

• "Double quotes" Always use them for glosses and directly quoted forms and expressions. 
In-text quotations should be given in double quotation marks 

• 'Single quotes' Use them for meanings and definitions, and also for quotes within double 
quotes 

• Quotations longer than three lines or 40 words should be set in a freestanding block of 
text, off from the main text, with a blank line above and below. Also, they should be 
indented 1 cm left, without quotation marks, followed by the appropriate reference to the 
source on a separate line (right adjusted). 

 
Spelling and punctuation 

• Set off any introductory phrase of five words or more with a comma, e.g., Toward the end 
of World War II, [...] 

• Enter a comma after i.e. and e.g.: e.g., i.e., 
• Do not punctuate lists 
• Use minimal capitalization, e.g., translation studies. When in doubt, use lowercase 
• Use minimal hyphenation, e.g., keylogging 
• When introducing an acronym, please italicize the text you will substitute with it, e.g., in 

translation and interpreting studies (TIS)… 
• Possessives of names ending in “s” should take the form of Yeats's 
• Dates should be of the form 1998 December 22 or 1998:12:22 
• Decades should be of the form the 1980s 
• Spell out centuries, e.g., “eighteenth century” 
• Please avoid inappropriately or unnecessarily gendered language whenever possible, and 

also avoid double or awkward forms like his/her 
 
CITATIONS AND REFERENCES 
 
Citations 

• Please use the ‘Author-Date’ style 
• Citations should be as precise as possible, giving page references where necessary; for 

example, (Clahsen 1991:252) or: as in Brown et al (1991:252) 
• Page numbers and years should not be abbreviated: e.g., 210–212 (rather than 210–2), 

the war of 1914–1918 (rather than 1914–18). This also applies to references 
• For repeated consecutive references to the same source, and where no confusion is 

possible, it suffices to provide the page reference between brackets; for example, (p. 252) 
and (pp. 234–243) 

• Separate multiple citations within parentheses with a semicolon as in (Clahsen 1991:252; 
Brown et al 1991:252) 

• When citing a paper by three or more authors, use the first author’s name followed by et 
al in the signal phrase or in parentheses. However, all the authors’ names must appear in 
the respective entry in the References section 

• Editorial interventions in quotations (indications such as sic or interpolated comments) 
need to be signalled by the use of square brackets, e.g., [sic]. Ellipsis points used to 
indicate a deleted passage in a quotation, too, need to be bracketed 

• When citing a paper by two researchers, name both authors each time you cite the work. 
Use ampersand (&) between the authors’ names when you are referring to a text, and the 
word and between the same names when you are referring to the persons. Likewise, text 
with more than one author should use verbs in singular e.g., Hönig & Kußmaul (1982) 
was a hit but both Hönig and Kußmaul published other important books later on 
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References 

Begin the section of references on a new page. It should consist of a single list with all 
(and only) references actually mentioned in the text. It is essential that the references 
are formatted to the specifications given in these guidelines, as these cannot be 
formatted automatically. References should adopt the following conventions 
Authors’ names  

• this is a style sheet for translation studies. Special attention should be devoted to enter 
the correct spelling of any and all names of authors and editors, including diacritic marks. 
Also, please make sure that you understand the naming conventions in languages other 
than English so that you do not list or name an author with an incorrect name or 
surname. Finally, do not forget to include the names of translators in any entry of a 
reference that has them. 

• only invert name-last name order in the first author. Chinese authors should always have 
their last name first (and in small caps). Hispanic and Portuguese names are to be listed 
with their two last names in reference lists. Hispanics should be alphabetized by the first 
one, Portuguese names by the second one. Slavic patronymics are to be placed as English 
middle names. 

• write first or proper names in full 
• put all last names in SMALL CAPS 
• enter & with no comma before the last author 
• separate first from second authors with semicolon ; and the rest with a comma , 
• translators sould be listed between parenthesis right after authors’names, preceded by the 

abbreviation TR, e.g., NORD, Christiane (TR Meta Elisabeth ZIPSER). 2016. […] 
 
Titles 
• capitalize words as in a sentence, i.e., only the initial letter and proper names 
• separate title and subtitle with an m dash 
• include English translations of titles not in English, between square brackets and single 

inverted commas, right after the original title 
• always introduce the container publication with @ (whether a book title or a journal’s 

name) 
• give the names of journals in full, with page references for quoted articles 

 
Place & publisher 
• give only the first place name of a publisher if two or more are available; e.g., Amsterdam: 

John Benjamins 
• do not use abbreviations for names of publishers (other than dropping Inc. etc), or titles 

of journals 
 
Other notes 
• include the ISBN, eISBN or DOI at the end of each reference whenever possible. 
• If there is no DOI available, include a URL for legally downloading or accessing the 

document whenever possible 
• Please use s.a. to indicate that the author is unknown 
• Please use s.p. to indicate that paging is unknown 
• Please use s.d. to indicate that the date of publication is unknown 
• Please do not enter a space between correlative initials of the same person (e.g., Annette 

M.B. de Groot) or a period after et al and etc 
 



BTS style sheet 
Version 1 (2020:03:02)   DOI m9.figshare.11920191 

 
Ordering references 

• Publications should be listed alphabetically in accordance with the authors’ last names. 
Authors’ names should be given with full first and last name(s) except in cases where 
authors consistently write their own names differently 

• Publications by the same author should be listed chronologically, starting with the earliest 
publications 

• Multiple-author publications should follow the single-author ones (alphabetically and 
chronologically) 

 
Examples 
 
Books and journal special issues 
ENGLUND DIMITROVA, Birgitta. 2005. Expertise and explicitation in the translation process. 

Amsterdam: John Benjamins. ISBN 9789027216700. 

LEWANDOWSKA-TOMASZCZYK, Barbara, ed. 2008. Corpus linguistics, computer tools, and 
applications. State of the art. Frankfurt: Peter Lang. ISBN 9783631583111. 

MELBY, Alan K. & Terry WARNER. 1995. The possibility of language—A discussion of the nature 
of language, with implications for human and machine translation. Amsterdam: John 
Benjamins. ISBN 9789027216144. 

PÖCHHACKER, Franz; Arnt L. JAKOBSEN & Inger M. MEES, eds. 2007. Interpreting studies and 
beyond. Copenhagen: Samfundslitteratur. ISBN 9788759313497. 

REIß, Katharina & Hans VERMEER (TR Sandra GARCÍA REINA & Celia MARTÍN DE LEÓN). 1996. 
Fundamentos para una teoría funcional de la traducción. Madrid: Akal. 

SHREVE, Gregory M. & Erik B. ANGELONE, eds. 2010. Translation and cognition. Amsterdam: 
John Benjamins. eISBN 9789027288110. 

XIAO Kairong & Ricardo MUÑOZ MARTÍN, guest eds. 2020. Cognitive translation studies—
Theoretical models and methodological criticism @ Linguistica Antverpiensia 20. 

Book chapters 
SCHMID, Benjamin. 2008. A duck in rabbit’s clothing—Integrating intralingual translation @ 

KAISER-COOKE, M., ed. 2008. Das Entenprinzip—Translation aus neuen Perspektiven [‘The 
duck factor—New perspectives on translation’]: 19–75. Frankfurt: Peter Lang. ISBN 
9783631574027. 

Journal articles 
ALVES, Fabio & Daniel COUTO VALE. 2009. Probing the unit of translation in time—Aspects of 

the design and development of a web application for storing, annotating, and querying 
translation process data @ Across Languages and Cultures 10/2: 251–273. DOI 
10.1556/Acr.10.2009.2.5. 

DAM-JENSEN, Helle & Carmen HEINE. 2009. Process research methods and their application in 
the didactics of text production and translation—Shedding light on the use of research 
methods in the university classroom @ trans-kom 2/1: 25. <http://www.trans-
kom.eu/bd02nr01/trans-kom_02_01_01_Dam-
Jensen_Heine_Process_Research.20090721.pdf> 

IMMONEN, Sini & Jukka MÄKISALO. 2010. Pauses reflecting the processing of syntactic units in 
monolingual text production and translation @ Hermes 44: 45–61. DOI 
10.7146/hjlcb.v23i44.97266. 

MARTIN, Charles. 2011. Specialization in translation—Myths and realities @ Translation 
Journal 16/2. <http://translationjournal.net/journal/56specialist.htm> 

MCDONOUGH DOLMAYA, Julie. 2011. A window into the profession—What translation blogs have 
to offer translation studies @ The Translator 17/1: 77–104. DOI 
10.1080/13556509.2011.10799480. 
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RISKU, Hanna & Richard PIRCHER. 2008. Visual aspects of intercultural technical 

communication—A cognitive scientific and semiotic point of view @ Meta 53/1: 154–166. 
DOI 10.7202/017980ar. 

SIRÉN, Seija & Kai HAKKARAINEN. 2002. Expertise in translation @ Across Languages and 
Cultures 3/1: 71–82. DOI 10.1556/Acr.3.2002.1.5. 

Dissertations and theses 
ATKINSON, David P. 2007. Some psychological competences that predict freelance translator 

success and wellbeing in the demanding globalised business context. Master’s thesis, 
University of Auckland. 

ROSENQVIST, Simon. 2015. Developing pause thresholds for keystroke logging analysis. B.A. 
final paper, University of Umeå <http://www.diva-
portal.org/smash/get/diva2:834468/FULLTEXT01.pdf> 

STURM, Annegret. 2016. On the role of metacognitive proficiency in translation—Investigating 
the role of theory of mind in translation in terms of neural substrates, process and 
product data. PhD dissertation, University of Geneva. DOI 10.13097/archive-
ouverte/unige:92869 <https://archive-ouverte.unige.ch/unige:92869> 

Blog entries 
HARRIS, Brian. 2011:03:22. Memory and note-taking @ Unprofessional translation: 

<http://unprofessionaltranslation.blogspot.com/> Accessed 2020:02:28. 

Internet sites 
OPEN SCIENCE FOUNDATION. 2020. OSF – Institutions. <https://osf.io/institutions?view_only=> 

Accessed 2020:02:28. 
 

ANONYMITY 

In order to permit double-blind refereeing, submissions should not carry author 
information. In particular, please note the following: 
• Avoid the use of your name in the text of the manuscript 

• Minimize references to your own work. If necessary, use third person formulations as 
much as possible; if you are Jones or have worked in Jones’ department, do not write 
Building on previous work (Jones 2007), we will now show that [...], but simply We build 
on work by Jones (2007) 

• Acknowledgements should not appear in the first submission, but be added once the text 
is approved for publication 

• Avoid references to unpublished work, especially work of which you are a (co-) author. If 
unavoidable, replace the reference in the text by Author (in press), and describe it in the 
list of references as Author (in press). Details omitted for blind reviewing. In this case, it 
should be the first entry in the list but please remember to fill these out again and 
properly place them in the final text for production if your article is accepted for 
publication! Authors are responsible for reinserting self-identifying citations and 
references when manuscripts are prepared for final submission 

• Remember to remove any identifying information from the document properties 
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BTS – STYLE SHEET FOR POSTERS 
 
LAYOUT 

• Posters must be in portrait (vertical) mode 
• They should be 70 cm width × 100 cm height 
• Information should be distributed in two columns 
• Posters should be divided in two sections with or without boxes 

 
FONTS 

• Georgia (body of text) 
• Asap condensed (https://www.fontsquirrel.com/fonts/asap-condensed) in headings and 

legends 
 
FONT SIZES 

• Title: 100 pt. 

• Authors and institution: 75 pt. 

• Headings (e.g., background/objectives, materials and methods, results, 

conclusions/discussion, references, etc): 50 pt. 

• Main text: 25 pt. 
• Figure legends, references and footnotes: 12 pt. 

 
 
 


