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Key Formatting Issues
Use double quotation marks for all cases (including single words) except for quotes within quotes.
To ensure that there are no extra spaces in the document, use your software's Find and Replace command to substitute all double spaces for single spaces. Repeat this procedure until no double spaces are found.
When using m-dashes, do not leave any spaces before or after the m-dash, e.g. trying to be—assuming it works—some kind of nobility... Also, do not use m-dashes with other sorts of dashes.
Number each page.
Images
It is recommended that you use TIFF files for producing images or photographs, and EPS files for vector graphics (illustrations). All images including photographs must be included in the main Word or other files submitted.
Take into account the size of CSP pages when including images. Your image will have to be resized if it is too large or too small, and this can prove problematic in certain cases.
Call your pictures or illustrations Fig. 4-3 or Ex. 2-3. The first number refers to the chapter number and the second to the illustration or image number within the chapter.
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