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Copy-editing Guidelines for Authors and Editors  
The following document include guidelines to be used for book manuscripts to be published 

with Stockholm University Press (SUP).  Contact us if you have any questions  

publish@su.se. 

 

Manuscript file format 

• These guidelines are meant for authors and editors to use when styling their 

manuscript files before the book production stage. Only styled and editable text files 

in formats docx, doc, odt or rtf are accepted at this stage. The SUP book design 

template will be applied in terms of margins, fonts and page size. 

 

Book title 

• Use a shorter main title that generates interest and add a subtitle that describes the 

book content in more detail. Verbs usually make the title more dynamic and questions 

can create curiosity.  

• The title of an anthology should not allude to a conference or a single person to whom 

the book is dedicated. The title should allude to the overall themes of the texts, topic 

or issues of the book. 

• Remember to include some of your meaning bearing words in the title, such as the 

main theoretical concept or methodology used, to ensure it attract readers in database 

searches. 

 

 

Book Cover Design 

• The book cover design is made by the publisher and is included in the price. SUP 

reserves the right to design the book cover, but need your input to ensure that the look 

of the book reflects its content.  

• It is possible to submit imagery to be used as inspiration for the cover design (NB! 

these will require permission, if not already obtained). Such images need to be saved 

in an image format (tif, jpg, pdf or eps) and be saved with a resolution of at least 

600dpi. Images of less quality are usually not suitable for cover design.  

• The book cover will include the publisher’s logo, ISBN number, and EAN code as 

mandatory. 

 

 

Book Description Text 

• The author, or the main editor, should submit a text for the back cover of the book 

consisting of about 1,000 characters or 200 words. This text will also appear on the 

dedicated book webpage, and will included as a part of the metadata indexed in 

relevant databases.   
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• The back-cover text may include one or up to three questions that attracts the reader's 

interest. The text should describe the content of the book in a few sentences, possibly 

with a short quote and issues that the authors will discuss.  

• It is recommended that the text includes at least one sentence about what audience the 

book is aimed for.  

• It is also possible to add a brief author's or editors’ biography. 

 

 

Page Size 

• A book page in the final typeset format fits at about 1500–2500 characters, depending 

on the chosen page size.   

• SUP offers three different page size options for authors 140 × 216 mm, 216 x 216 

mm and 156 × 234 mm.  

• The chosen page size is considered when calculating the book processing charge as 

well as the retail price for the end user. 

 

 

Formatting templates and fonts 

• SUP books are professionally typeset according to a template design, which means 

that fonts and font sizes in the manuscript file are not considered during typesetting.  

• However, it is important that the formatting templates in your text processing software 

is used consistently throughout the text. A maximum of three levels of headings is 

recommended. 

• Proper formatting templates should also be used for the body of the text, quotes, 

tables, captions, or other special features in the text. 

 

 

Headings  

• Write section headings in lowercase, not uppercase.  

• Do not use more than three levels of headings.  

• Heading levels shall be marked with the formatting style templates in your writing tool 

(Heading 1, Heading 2, Heading 3 etc.).  

• Try to keep headings short and concise, giving the reader a quick overview and an 

easy-to-read layout.  

• Remember that chapter headings should reflect the contents of the whole chapter, as 

they are used to give the reader an overview of the book in the Table of Contents.  

• If subtitles are included in the table of contents, they should help the reader gain 

further insight into the text. Subtitles are a help to navigate for the reader and lightens 

up in long text passages.  

• Avoid using the chapter title as a recurring subtitle text. 
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Hyphenation  

• There is no need for entering hyphenation when a word breaks over two lines. The text 

will be styled in the layout template to flow over automatically. 

• The author is, however, responsible for double-checking hyphenations after 

typesetting in the final proof. 

 

Quote 

• Short quotations should be marked with quotation marks in the body of the text. 

• Use appropriate quotation marks for the manuscript language. 

o In Swedish, use double quotes (“) for the main text to be reused and single 

quotes (‘) for quotations within the initial quotation.  

o British English uses single quotes (‘) for initial quotations, then double quotes 

(“) for quotations within the initial quotation. 

o American English uses double quotes (“) for initial quotations, then single 

quotes (‘) for quotations within the initial quotation. 

o For other languages, apply as appropriate, but please consult a grammar guide. 

• Quotes longer than three lines must be separated into their own paragraph, as 

standalone quotes, with indentation on both margins to highlight it as a quote. Please 

add a blank line before and after the quote. No quotation marks are needed for a 

paragraph of standalone quotes. 

• Use the style template in the text processing software to indicate the citation text style. 

• Quotes are usually not written in italics. Italics are only used when the quote is 

italicized in the original text, or when you as an author want to use italics as marker in 

the quote. It should be distinctly pointed out in a parenthesis after the quotation: (my 

emphasis)  

• To add a spoken quote in the text, chose either a quotation as a marker or an ‘em dash’ 

(–), but do not use both. 

• Remember to include a proper reference to the original text with an indication of page 

number for each direct quotation. 

 

 

Italics 

• Italics are used to mark an emphasised word or a concept in the text. It is important 

that the emphasis is not used too often, otherwise it loses its purpose and interferes 

with reading.  

• Another type of emphasis is to add quotation marks, i.e. when a word is used in a 

different significance than in its customary sense. 

• Avoid using both italics and quotes as a marker. Choose one or the other and be 

consistent throughout the text.  

• Note that italics can be used differently between languages. 
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Abbreviations  

• Abbreviations should be avoided unless absolutely necessary.  

• Only abbreviate terms that appear four or times or more in the text. 

• We recommend that you write abbreviations with dots and without space: e.g. etc. i.e. 

• When abbreviating uncommon words, please write the full description the first time 

they are used and place the abbreviation in brackets following the text. Subsequent 

uses can only use the abbreviation. 

• Abbreviations or acronyms for organisations can be used if they are spelled out in the 

text when first used. 

• See also this guide from APA: https://blog.apastyle.org/apastyle/abbreviations/  

 

 

References, bibliography, footnotes in printed books 

• The references are a service to the reader, to ensure they can follow your line of 

argument or verify facts. 

• Double-check that all references mentioned in the text appear in the reference list or 

bibliography.  

• Also, make sure that each of the references are complete with author name, year, title, 

e.g. title of an article, name of journal, page reference, no. of journal, place of 

publication, publisher, etc.  

• References to journal articles must include a link to the original source with a DOI or 

other type of permanent link if there is a digital version of the article available. 

• Online sources can only be used as references if a link and the date of retrieval is 

included. 

• We highly recommend the use of reference management software to organise 

references and to easily create a styled bibliography according to the desired format: 

https://www.su.se/english/library/tutorials/tutorials/2.42212 

• The reference style in text and in the bibliography need to be consistent and follow 

one of the following common standards; Harvard, APA, MLA, Chicago (Author-Date) 

or Vancouver. 

• References can also be written in footnotes, in accordance with the Oxford reference 

style, but the publisher prefer reference styles using a collated bibliography at the end 

of each chapter or the book. 

• Explanatory footnotes are preferable written at the bottom of each page, not at the end 

of the chapter or book.  

• Explanatory footnotes are seen as complementary and should be used to explain or 

clarify the main text. They should not be used excessively.  

 

 

Consistent Formatting & Style 

• Formatting must be consistent throughout the whole manuscript. 

• Inconsistencies in reference lists and footnotes are common errors, and should be 

corrected before the manuscript is sent for typesetting. 
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• Inconsistencies cannot be changed after the ready to print manuscript is sent to the 

typesetters. 

• The editor of an anthology is responsible for ensuring consistent editing in all 

chapters.  

• If an author or editor insists on making changes in the manuscript after it is sent for 

typesetting, an additional cost will be charged (minimum 100 £). See also the 

correction policy for published contributions. 

 

Tables, charts, graphs and figures 

• Charts and graphs could sometimes better describe your research better than tables. 

• Tables should be used to describe datasets with numbers or provide an overview of 

quantitative data. 

• Graphics can simplify understanding your research and help to break up text for the 

reader. 

• Use captions to explain content. Captions should be included in the main manuscript 

file either placed where the figure or table is located in the body of text, or at the end 

as a list numbered in same the order as the figures and/or tables. 

• Make sure that there are headings for all tables, figures, graphs, "Table 1" etc. Tables 

or figures should also be mentioned in the body text numbered, i.e. “Table 1”, because 

they will be linked to the figure and table in the PDF file and e-book formats. 

• Please adjust the size of tables and illustrations to easily fit on the selected page 

format. 

• Charts, graphs, diagrams and figures should be submitted in their original file format. 

For example, if a chart has been constructed in Excel, then the xlsx file should be 

provided. 

• Excel charts and other figures or graphs should preferably be submitted in colour. The 

cost of colour print is always included in the book processing charge as a standard. 

 

 

Figures as images, photos and illustrations 

• Images, photos and illustrations must be delivered as separate files, i.e. as jpg, tiff, eps 

or PDF files.  

• The image should be provided with high resolution (300 dpi for photographs, 600 DPI 

for line drawings). 

• Name the figure files in a uniform manner, as a suggestion, use author name and 

consecutive numbers: jansson1.jpg, jansson2.jpg. 

• Mark the preferred location in the text where the image should be placed with brackets 

and the unique name of each figure.  

 

 

Using Third-Part Material 

• If you use someone else's photo or image, you should always obtain a written 

permission to reuse the image. 
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• The permission needs to allow reuse of the original in both print and online format, 

including being shared with a CC BY-licence.  

• The photographer’s, artist’s or designer 's name should be clearly indicated in the 

caption of the image so to make clear whether there are any restricted rights that need 

to be applied. 

• It could take time to receive proper permissions corresponding with copyright holders, 

so make sure to obtain permission in good time before the manuscript is accepted. 

 

 

Author Biography  

• Authors’ biographies should be included (this is mandatory for anthologies, see 

below)  

• The authors should write a few sentences about themselves, approximately 400 

characters or 100 words. 

• The biography should describe the author’s academic interest and past experience. The 

current workplace and academic title should also be included. 

• The information about the author should preferably include an ORCiD to ensure 

accuracy of details and allow for a longer description of previous work. (See 

https://orcid.org/)  

 

 

Proofreading  

• We recommend that all manuscripts should be proofread before sent for typesetting 

and publication.  

• A full language editing service for texts written in English (American or British) can 

be made available to an additional cost. Authors should ask for a separate quote for 

language editing to be included in the book contract. 

 

 

Specific instructions for anthologies/Edited collections 
 

Contributions to an anthology  

• An anthology published with SUP should have named editors with a responsibility to 

select which texts to be included in the book.  The selection process of contributions 

needs to take place before sending the manuscript for peer-review (while the list of 

authors provided at proposal stage can be tentative). 

• The editors are responsible for writing a preface and an introduction, and possibly an 

epilogue. Introduction / introduction and epilogue should put all the contributed texts 

in a context, focusing on the aim of the publication and what the texts contribute with 

to a particular area of research. 

• Each chapter considered for publication must be of similar quality and fit well with the 

other contributions in topic and style. 
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Chapters in an anthology  

• Ensure that each chapter in an anthology does not exceed the maximum characters, 

which is agreed with the editor – approximately 20,000 characters is customary for a 

chapter in an anthology. 

• Chapters should follow the same editing style. 

 

 

Authors’ Biographies 

• All authors contributing to an anthology should have their biographies included in all 

versions of the book. 

• Each author should be described with a few sentences, approximately 400 characters 

or 100 words.  

• The biography texts should be placed in one single section at the end of the book.. 

• Each author presentation should preferably include an ORCiD to ensure accuracy of 

details and allow for a longer description of previous work. (See https://orcid.org/)  

 

 

Anthology in Several Languages  

• A multi-language anthology should have some kind of introduction on at least two 

languages (if the book is written in more than two languages). This will help enhance 

the publications impact, availability and accessibility. 

• All chapters should preferably be provided with a summary in English. This will 

enhance findability and allow for indexing in international databases to increase 

dissemination. 
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