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 VIBS CHApter template for
Monograph Using Letter
(American) page setup with endnotes
Introduction

This document template is prepared for chapters of monographs with margins set for Letter (American standard) paper, which measures 21.59 x 27.94 cm (8.5 x 11.0 in). It illustrates the endnote system of documentation (see section 4).

Monographs collect endnotes in a separate section after the last chapter, divided by chapter. Thus, you will see note locators in this chapter (highlighted in yellow after the first note, which has a comment attached), but no notes at the end of the chapter (see 20_vibs_letter_monograph_endnotes.doc).
For those expert in computer literacy and using MS Word: To keep Author name with the title when the TOC is created from the Insert/Refer​ence/Index
 and Tables/TOC function in MS Word, click SHIFT+Enter (x2) to place the name on the subsequent line (instead of only ENTER). This will keep the name in the same paragraph as the title; whereas clicking ENTER alone will place the name in a separate paragraph. Being in a separate paragraph would, in turn, create a separate entry for the name and the chapter title in the TOC. 

On the other hand, keeping the name with the title in the TOC will place it on the same line in the automatically created TOC. You must reformat the TOC after you finalize it. To disconnect the TOC from its field codes, which allows for easier formatting, click your cursor in the TOC field, and then click CNTRL+SHIFT+F9. Remember that doing so will create static text that cannot be updated.

Those not expert in computer literacy would be well served to create the Table of Contents manually.

Please refer to the VIBS Style Sheet for detailed parameters applicable to VIBS publications. The style sheet organizes the elements for easy reference and includes illustrative samples of all form element
s.1
 The 
sample text in these templates, while accurate, is not complete. I will be writing just enough to ensure text long enough to illustrate even and odd page headers and a few basic graphics. Do not use the content of the template as a substitute for the full VIBS Style Sheet.

The purpose of the text printed in this template is solely to demonstrate the form elements within the context of a template that you may use to create your camera-ready copy.

While the templates’ margins are set to produce printed PDF files that comply with VIBS margin requirements, individual computers may yield different results. Using the templates does not exonerate you from the responsibility to double-check the output to ensure that the print area and paragraph styles comply with VIBS requirements. The print area should be 11.2 cm. wide and 17.5 cm. in height. The height will vary since you must sometimes force a manual page break to avoid orphans, which will make that page a bit shorter than 17.5 cm. After printing your manuscript to a PDF file using the settings found on the VIBS Style sheet, print to paper from the PDF file, and use a rule to measure print area.

The remainder of this chapter will discuss and illustrate other form elements that you may need in your chapters. 

2. Paragraph Style and Sentence Construction
A. Paragraphs

This is an un-indented paragraph style for VIBS chapter text. Use 10 pt. Times New Roman and single line spacing for all regular text paragraphs. Start every section with an un-indented paragraph, as illustrated in each first paragraph of each section in this template. 

Indent subsequent paragraphs by .78 cm (.3 in).This is an indented paragraph style for VIBS chapter text. 

Notice that regular text paragraphs are fully justified. In MS Word, selecting “Use full justification like WordPerfect 6.x for Windows” (Tools/ Op​tions/Compatibility Tab) produces an aesthetically more pleasing effect than the default, which sometimes yields larger “gaps” in the text.

Break up long paragraphs. Ordinarily, if you adhere to paragraphing rules, starting with a topic sentence and then developing your argument, then you should find that paragraphs will be of a reasonable length. The most common cause of paragraphs longer than sixteen lines is unnecessary expansion or inclusion of material that rightly belongs in a new paragraph.

B. Sentence Construction

Use short, declarative sentences as much as possible. Write in active voice. Eliminate indefinite reference. Keep paragraphs short. If you find that a paragraph is longer than sixteen lines, check to see if you have discussed more than one main idea in the paragraph. Break up long sentences and paragraphs.

Use concise language; do not use multiple words or phrases where a single word will suffice. For example, instead of writing “A as well as B,” “A and B” suffices; replace “over the course of time” with “over time” or “eventually.”
`
Write in American English; Americanize British spellings except for direct quotations previously published with a British Spelling.
Use correct grammar, spelling, and punctuation. Refer to the VIBS Style Sheet. Where the sheet is silent, refer to Chicago Manual of Style Version 15. 

VIBS requires that you replace technical terms with plain English, but use professional, academic language. If technical terms are needed (for example, if you are discussing a term coined by some eminent philosopher), then be sure to explain the meaning of the terms. English is not the first language of many VIBS readers. Please avoid colloquialisms and omit slang. 

3. Chapter Sections 

Use Times New Roman, 10 pt, boldface for first level chapter sections. Number the sections with Arabic numerals followed by a period. Follow the period by a .3 cm space (.76 in). Center the title. If the title takes two or more lines, place the second and subsequent lines in succession with no blank spaces. Place one 10 pt. blank line above and below each section unless the section falls at the top of a page. In that case, place the section at the top margin.

A. First Subsection

If any section is subdivided, use the above format with the following changes as shown above: (1) Use regular, not boldface font weight; and (2) use uppercase letters, not Arabic numerals. Center subsection titles. Also refer to subsections A. and B. in Section 2 for examples. 
Using a numbered style for section headings will enable MS Word to renumber sections automatically if you move, add, or delete sections. Using styles will also enable the application to create your Table of Contents using the auto-reference list function.

Again, if you are not expert in the use of MS Word, then enumeration of sections and subsections is ill-advised; manual labeling would be easier.

B. Subsequent Subsections

Avoid further subdivisions unless absolutely necessary, as this disrupts the flow of reading. If sub- subdivisions
 are necessary, use regular, not boldface, and use lowercase roman numerals (i., ii., iii., . . .). 

(1) Please note: Or, you may enumerate paragraphs as shown in this paragarph
 and the next (use italics for further emphasis if you wish).

(2) Next note: Any level of subsection must have two or more sections at that level. Combine the contents of single subsections into the next higher level.
4. Block Quote Form

Set quotes of three or more lines off in a block quote. Separate these from other text with one blank 10 pt. space above and below the block. Use full justification and indent the left side by .78 cm (.3 in), but do not further indent the first line. Do not indent the right side. 

Do not use quotation marks to begin or end the block quote, and never begin a block quote with an ellipsis. Use double opening and closing quotes for quotations embedded in block quotes. Authorities I chose to illustrate this element reported:
“There’s only so many division headquarters,” he said. “It reflects that this is a military that is in conflict. We’re obviously using a significant portion of the combat units of the force. And it’s a reflection of the realities that exist right now.”2
Whitman said the latest deployment orders released Monday would also require the Hawaii-based 25th Infantry Division Headquarters3 unit to stay in Iraq for about forty-six days longer than its planned year.
5. Orphans and Widows

As a rule, enable Widow and Orphan control to avoid creation of these elements. Note that these controls only operate on paragraphs at the end of pages. You will still need to visually inspect every paragraph to ensure that you remove orphans from all other paragraphs. 

Eliminate orphans and widows by (1) rewording, (2) combining or dividing paragraphs, or (3) adjusting character spacing in all or part of the paragraph. To adjust character spacing, highlight the text you need to adjust. In doing so, place the cursor before the final punctuation in the paragraph to ensure that you do not expand the adjusted text beyond the paragraph you are currently adjusting. Then select Font from the Format menu, and work within the spacing options. Often condensing text by as little as .05 pt. for part of the paragraph is sufficient. In working with chapter text in 10 pt. New Times Roman, never condense or expand by more than .1 pt. By trial and error, never highlight more text for adjustment than necessary to eliminate the orphan. 

Note also that occasionally, MS Word incorrectly moves an entire paragraph to a subsequent page, leaving a large gap of white space at the bottom of the preceding page. Only visual inspection of the paper printout will reliably reveal these errors. To correct the error, Click into the last paragraph on the preceding page and drag your cursor to highlight that and the first paragraph on the following page. Then, under Format/Paragraph, disable Widow/ Orphan control. (Sometimes you may also need to disable the Keep with Next control. When the application’s idea of what is correct does not match yours, some manual trial and error manipulation is necessary.) You should see the errant paragraph move back to the preceding page.4
Again, using the paper print-out from the PDF is the most reliable way to search for orphans, widows, and ladders (see next sections).

6. Ladders

A ladder refers to a situation wherein you find the same letter(s) at the end of three or more consecutive lines; for example, you may find “the” at the end of three or more lines.  Of special importance is to ensure that three or more consecutive lines do not end with hyphens. 

Correcting this issue can be done in a variety of ways. Often you can make the paragraph more concise, or change the wording to use synonyms, which will revise what falls at the end of those lines. In cases where revision is impossible or strongly undesirable, try condensing the text over that area by 0.05, which will alter the placement of letters. 

7. Documentation
VIBS now uses only author-date system of references with Works Cited. It no longer accepts manuscripts with notes with exceptions, such as the HAPS series, which may publish previously published material, for example. If you wish to use the endnote system, you must have the permission of your approval editor to do so. 

When you do have approval to use notes, use endnotes, not footnotes. 

Do not combine the author/date system and notes in the same work. For collective works, settle on one system and use it consistently throughout all chapters unless you are working with previously published material, such as in the HAPS series. 

Even when notes have been approved, VIBS strictly prohibits discursive notes. Refer to the VIBS Style Sheet for further instructions about allowable content and format.

A. Notes Section
Monographs must collect endnotes in a separate section after the last chapter, divided by chapter. Collective volumes will include notes at the end of each chapter (see 20_vibs_letter_mono​graph_endnotes.doc). 
Using the Insert/Reference/Endnote feature in MS Word allows you to maintain correct connection between note locators and notes, even when you add, delete, or move note locators. If you use this feature, be sure to reformat the default notes format to comply with VIBS requirements as follows:
(1) If you have used any automatic note insertion feature, remove the notes separator and any continuation separators.
(2) After finalization of the notes, disconnect them from the fields created by the auto endnote function and place them after the last chapter in the Endnotes section (20_vibs_letter_mono​graph_end​notes.doc).

(3) Restart numbering notes in each chapter.

(4) Use 9 pt. regular, not superscript, for the numbers; numbers followed by a period; use 9 pt. Times New Roman for the note text.
(5) Add a period after each number; ensure numbers are not superscript.

Again, if you are not expert in the use of MS Word, then auto endnote function is ill-advised; manual enumeration would be easier.

B. Bibliography

The endnotes system in a monograph requires that you also prepare a separate corresponding bibliography (see template 21_vibs_letter_mono​graph_biblio​​graphy.doc). 
Include in the bibliography all sources cited in the notes except newspaper articles, personal communications, and unpublished works. Do not include other works not directly cited in the notes regardless whether you think they may be of interest. 
8. Running Heads for Monographs 

All chapters and other major sections begin on right-sided, odd-numbered pages.5 Thus, the first page of each chapter begins on an odd-numbered page where the page number is implied. No running head is visible. For monographs, even-numbered pages take the volume title in Times New Roman, all caps, 10 pt., italics, centered. Odd-numbered pages take the chapter title in Times New Roman, headline caps, 10 pt., italics, and centered.
Place even-numbered page numbers at the left margin. Use 10 pt. Times New Roman, regular font (not italics). Place odd-numbered page numbers at the right margin. Use 10 pt. Times New Roman, regular font (not italics).

A. Chapter Running Heads

Even-numbered running heads take the volume title centered and rendered in 10 pt. Times New Roman, all caps, and italics. 6
Odd-numbered running heads take the chapter title in headline capitalization, centered, rendered in 10 pt. Times New Roman, and italics. Use only one line in the running head. Do not place any manual line breaks in any header. You may have to abbreviate the chapter title to fit on a single line.

B. Front and Back Matter Running Heads

Front and back matter sections that occupy more than one page alternate page numbers as described in this section. Even-numbered pages take the volume title in 10 pt. Times New Roman, all caps, italicized and centered. Odd-numbered pages take the section title, in 10 pt. Times New Roman, headline capitalization, italicized and centered.7

















































































�Even using automatic hyphenation may leave an oddly-created term like this (with the slashes) unhyphenated and the line looking “gappy.” You can place an “optional hyphen” in the term by placing the cursor and then clicking “CNTRL hyphen,” which is what is done here to force a hyphenation. DO NOT manually insert hyphens unless it is a hyphenated word such as “oddly-created.”





�note that there is no space between punctuation and note locator, and that the note locator goes outside the punctuation (unless you must place one inside a sentence).





**Other note locators in this file are highlighted in yellow for easy search.


�Notice that if you turn on the “show paragraphing marks,” you will see that this paragraph is indented manually by one space. This is the sort of thing you should look for and correct before submitting camera-ready copy.


�Part of this paragraph has been condensed by 0.05 to raise up the “ly” of “eventually,” to the previous line.


�There should not be a space here between the hyphen and the rest of the word. Typos like these are easy to miss; remember, proofreading is the responsibility of the author.


�Even with red “squigglies” to show misspellings, it’s EASY for several proofreaders to miss this sort of thing in ordinary words. Believe me, you’ll appreciate attention to detail, regardless how tedious, the first time you open a book in print and see the sort of goof. VIBS WILL NOT PROOFREAD. Camera-ready means they print what you submit!






