


EAAL Yearbook manuscript formatting requirements
Abstract. The abstract is a brief summary of the article. The paragraph begins with a bold heading (followed by a period), and the text continues on the same line. The recommended length is 70–150 words (no more than approximately 1,000 characters excluding spaces).
Keywords: word1, word2, word3, word4, word5, Estonian, Russian
1. General
The total length of the manuscript is up to 6,000 words (no more than 40,000 characters excluding spaces). This includes the abstract, figures, tables, list of references, and summary.
Send the editorial office the manuscript as two separate files (for printing): the main file must contain the article and summary, and the second file must contain information about the author(s). Send the manuscript to eryaastaraamat@eki.ee.
1. Name the main file after the title (or part of it—DO NOT use the author’s name, because manuscripts undergo anonymous peer review). To conceal authorship, authors must follow these requirements:
· in the main text, replace the author name(s) with the word “Author”, including in in-text citations (instead of the name and year, write “(Author a; Author b: 174)”), footnotes, the reference-list entry (replace the entire entry with only “Author”), etc.;
· remove user information from the Microsoft Office document: File > Save As > Tools (or Options on a Mac) > Security > Remove personal information from file properties on save > Save;
· delete the author’s details from a PDF file as follows: Adobe Acrobat > File > Document Properties.
2. Name the file containing the author name(s) and biographical note(s) after the author(s).
Submit the manuscript electronically in RTF or Word format; submit larger figures and tables individually as separate files (see further details below).
Send the original manuscript as a PDF file to the editorial office at eryaastaraamat@eki.ee.
The entire manuscript (all styles) must be aligned with the left margin (aligned left). Indentation: headings have no indentation, body text has a first-line indent (1.27 cm), and references have a hanging indent (1.27 cm). DO NOT use automatic hyphenation.
2. Article header
Title is bold, Arial, 14 pt, aligned left.
Abstract. Provide a brief summary of the article here. The recommended length is 70–150 words (up to 800 characters excluding spaces). The paragraph begins with the bold word “Abstract.” (including the bold period). The text (in regular type) continues on the same line. Give any acknowledgement of funding in the abstract section as a footnote marked with an asterisk, NOT beside the title.
Keywords: select 5–10 relevant keywords that do not occur in the article title. The paragraph begins with the bold word “Keywords:” (including the bold colon). The list (in regular type) continues on the same line and has no final period. Add the language discussed in the manuscript as the final item. When selecting keywords, it is advisable to use the list proposed on the ERÜ website (“Keywords”).
3. Page numbering
Use automatic page numbering. DO NOT use automatic hyphenation.
4. Main body of the article
Use the Normal style for the text. Formatting: Times New Roman, 12 pt, aligned left, first-line indent (1.27 cm).
DO NOT separate paragraphs with a blank line, DO NOT create indents with tabs or spaces, and DO NOT hyphenate words manually (the typesetter will do this)!
For abbreviations, follow the recommendations in ÕS (abbreviations without periods).
Preferably format bulleted and numbered lists manually (to avoid errors during editing and typesetting).
aFormatting style: Normal
5. Section headings
The article should contain section headings (headings of the main sections) to make the main text easier to read; use subsections if necessary (preferably only one level, as second- and lower-level divisions are not recommended). If a section has subsections, there must be at least two. Headings must be numbered; add the numbers manually as follows:
1. Section heading_1, 1.1. Subsection heading_2 (no period at the end of the heading)
Place every section heading on a separate line. Format section headings (headings of the main sections) in a larger font: Arial, 12 pt, aligned left.
5.1. Subsection headings
Format subsection headings in a smaller font: Arial, 10 pt, aligned left.
6. In-text citations
Use in-text citations (Kerge 2004: 35); separate several consecutive citations with commas (Kerge & Vider 2004: 35–38, Cruse et al. 2004). With two authors, use an ampersand (Kerge & Vider 2004: 35–38); with three or more authors, use an abbreviated form (Cruse et al. 2004). If the author’s name forms part of the sentence, it need not be repeated in parentheses (e.g. “.. Kerge & Vider (2004: 35) have shown that ..”).
Only generally accepted abbreviations may be used in citations (EKG I, EKSS, etc.). References to exchanges distributed by email or to web addresses should be given in footnotes (see further details below).
Use an en dash (“–”, i.e. Ctrl + minus sign) to indicate a range, NOT a hyphen! Use the same en dash as a dash in a sentence.
For a longer quotation or parenthetical remark, use a differently formatted paragraph (11 pt, general left indent of 1 cm, no first-line indent). A quotation formatted in this way does not need quotation marks; add the citation at the end. Mark omissions with two full stops.
Example:
.. Inimteadvusel ei ole selgeid piire, ta ei tegele üksnes kindlalt määratud üksikülesannete lahendamisega, vaid on pidev voolamine, mille komponentideks on ümbruse meeleline, samuti pidevalt muutuv-voolav peegeldus, mälu, mälestused olnud ümbrustest, kujutlused ja loogilis-sümbolilised operatsioonid, mis algavad taju või kujutluse lihtsast, automaatsest liigendamisest osadeks, millele saab anda nime, mõiste, ja lõpevad keerulisemate loovate mõtetega, mille tulemusena sünnivad uued teooriad, luuletused, muusikateosed .. (Kaplinski 1980: 77)
7. Footnotes
Footnotes must be numbered consecutively (using Word’s footnote feature). The acknowledgement of funding is an exception: mark it with an asterisk and place it in the abstract section (NOT beside the title).
It is advisable to give web addresses in footnotes, NOT in the main text. When citing web addresses (and exchanges distributed by email), always include the date on which the webpage was accessed (or the email received), e.g. WordNet:
a use Word’s built-in feature (Insert Footnote, 10 pt)
8. Examples, rules, and formulas
Present example sentences (example blocks), rules, formulas, etc. in a smaller font than the main text (11 pt), with a general left indent of 1 cm. Examples may be marked with numbers (and letters), for example:
(1a) first example, type a
(1b) first example, type b
(2) second example
9. Tables, figures, diagrams, etc.
This means any illustrative supplementary material that is not text. Smaller (simpler) drawings and tables created in Word may be placed in the main text.
Submit all larger (more complex) figures and tables as separate files (as Word drawings or in TIF, JPG, or another graphics format). (Figures created with specialist software should be discussed with the editor.) Figures and diagrams must be BLACK AND WHITE. Give the figure and table files the same name as the main file, adding “figure1”, “table1”, etc. at the end. All table cells must have visible borders.
Indicate the preferred position of figures and tables in the text with the table title/figure caption and in a way that is clear to the typesetter (using a number, e.g. “insert figure1 here”, “insert table1 here”). Refer to a figure or table in the text using “see” (see Figure 1; see Table 1).
When preparing figures and tables, bear in mind that the book page is approximately A5 size (14.5 × 21.5 cm, NOT A4): the material must fit within an area measuring 10 × 16 cm. Number all figures and tables consecutively (manually).
The figure caption appears below the figure; the table title appears above the table. Both must be in Times New Roman, 11 pt, aligned left, with no final period, including after the final sentence of a longer text.
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Figure 1. Figure caption
Table 1. Table title (no final period, including after the final sentence of a longer text)
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


10. Abbreviations
Use the Leipzig morpheme-by-morpheme glossing rules (Leipzig Glossing Rules) and abbreviations for grammatical categories; the CHILDES conventions (Childes Codes for Grammatical Morphemes) are also permitted. Present the list of abbreviation equivalents before the references.
11. References
Format the reference list as follows: Times New Roman, 11 pt, with a paragraph indent of 1.27 cm (i.e. the first line aligned with the rest of the text and the remaining lines indented by 1.27 cm).
Use the Unified Style Sheet for Linguistics when formatting references (also available in Zotero and EndNote).
12. (Summary =) Translation of the title
The article summary should preferably be in English, the working language of international online databases. An article written in a foreign language must include a summary in Estonian.
The summary begins on a new page. Use the translation of the article title as the summary heading (NOT the word “Summary”). The heading is followed by the summary text and a list of keywords.
12.1. Summary text
The summary is a summary, in another language, of the main arguments presented in the article. The recommended length is up to 300 words (approximately 2,000 characters excluding spaces). Format the summary in the same way as the main body of the article. The summary is used in international online databases.
Preferably, the author should ensure that the summary is translated accurately. If the author is unable to do so, a text in Estonian may be submitted instead (the yearbook’s editorial office will then find a translator).
12.2. Keywords
Keywords: After the article summary, repeat the keyword list, translated into the language used in the summary. International online databases use the non-Estonian keyword list. An English keyword list might look like this:
Keywords: word1, word2, word3, word4, word5, Estonian, Russian
Author biography/biographies
The editorial office asks authors to add a few freely worded sentences about their work and activities. Begin the paragraph with the author’s name (in bold). In parentheses, state the author’s current institution, freelance status, or similar information; then mention the main areas of work and research and scholarly interests. End with the professional address and email address (on separate lines). Example:
Mari Sepp (Tallinn University) has a background in Estonian philology and researches metalinguistic awareness and meaningful grammar instruction.
Narva mnt 25, 10120 Tallinn, Estonia 
mari.sepp@eki.ee



