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1 Introduction

All of them would like to see their research work published in order to make it accessible
to a wider audience in an appealing form. BASt supports the dissemination of the results
of this work for all reports published in electronic BASt archive (ELBA), an open-source for-
mat. The content of reports is all the more likely to be absorbed and better grasped the
easier it is to orientate oneself in the text thanks to an appropriate design. The BASt publi-
cation series therefore has a recognisable and reader-friendly appearance.

In order to be able to produce the reports as quickly and cost-effectively as possible, the
authors are hereby provided with instructions on manuscript editing, which should make
the work easier for all those involved and shorten the production time.

Please follow these instructions. It facilitates and shortens the typesetting work and con-
siderably reduces enquiries or additional requests from the BASt editorial team.

There is a Word template for the single-column typesetting of your manuscripts. Please
use this. This also facilitates and speeds up typesetting by the publisher.



2 Basic requirements of data

e All data must be available in electronic, machine-readable form.

e The data must be provided in open, editable formats:
o Report and any attachments: e.g. docx, odf, indd.
o Image files: All image and graphic files must be available as individual files in a
common format (e.g. jpg, png, svg, tif)

e In addition to the data formats mentioned above, the data can additionally be trans-
ferred in another transfer format (e.g. pdf).

e Large amounts of data should be compressed using open programmes (e.g. zip or 7z).
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3 Formal requirements

3.1 Title page

e Project title and proposal for a short and concise title, if project title is longer than 80
characters (including spaces)

e Surnames and first names (written out in full; title if applicable) of all authors and
contributors as well as the exact name of the institute and location with clear attribu-
tion of the authors

3.2 Structure of the report

e Title, inside title, imprint, summary
e Start of the table of contents with the designation: Contents
e Beginning of the report text after the Table of Contents
e Following the text, a compilation of sources with the designations:
o Literature
o Pictures
o Tables
o Appendix (attachments)

3.3 Structure and content

Chapters listed with Arabic numerals (maximum up to the 3rd level in the table of con-
tents), 4th and 5th level accepted in the text for structuring. (e.g. 4.2.9)).

Heading of the table of contents: Contents

3.4 Images, tables and graphics

Please label with image x: or tab. x:

Always editable originals in the best possible quality as individual files - clearly
named (e.g. image 1.jpg) - in a separate folder

Number each image and each table consecutively per chapter:
(Image 1-1, 1-2, 1-3...) (Tab. 1-1, 1-2, 1-3..))

Image and table caption ALWAYS BELOW image/table
Citing the source of third-party images is mandatory

Confirm the rights of use in writing (form: Declaration on the use of copyrighted material).
See also chapter 6.

3.5 References and footnotes

References only within the report to chapter or figure and table numbers,
Never refer to page numbers.
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Numbering of footnotes within the manuscript per chapter.
Do not spread footnotes over several pages.

Place footnotes to graphics and tables in the frame.

3.6 Attachments

As a rule, annexes are not printed, but created as pdf files and then made available for
download in the electronic BASt archive (ELBA):
https://bast.opus.hbz-nrw.de.

The annexes can also be printed if they do not exceed 10% of the entire report.

3.7 Citation method

It is recommended to use the Harvard method for citation, bibliography, list of figures and
tables.

The Citavi programme is recommended for managing the literature used; it facilitates the
creation of bibliographies and lists of figures and tables.

You can find a comprehensive overview of the Harvard method here:
https://www5.open.ac.uk/library/referencing-and-plagiarism/quick-guide-to-harvard-ref-
erencing-cite-them-right

Other citation styles are accepted, but a consistent citation style must be ensured.

The bibliography is listed in alphabetical order at the end of the text under the heading
Literature.

3.8 Data transmission

All report parts are to be uploaded in open, editable formats and in a platform-independ-
ent format (e.g. PDF) via the BASt files server (detailed instructions will follow). See also
chapter 2.

3.9 Correction

The correction of the reports to be set is carried out by the publisher and BASt.
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4 Format and layout

The finished reports must correspond to the layout specified by the BASt. The easiest way
to achieve this is to use the document template provided by BASt.

To ensure accessibility, classified format templates must be used to format the individual
areas (e.g. headings, text passages etc. must be labelled accordingly).

If no specification is made below, e.g. for indentation or spacing, the value = 0 (cm/pt).

Define spacing between paragraphs using the Spacing function only; do not create spacing
using manual breaks.

4.1 Basic formats

The BASt reports are left-aligned in a single column.

The font is Calibri throughout. Unless otherwise specified, the font colour is black.

4.1.1 Margins
Top:3cm
Bottom: 2.3 cm
Right: 5.5 cm

Left: 2.5 cm

4.1.2 Page numbers and footer

Page numbers are always flush left at the bottom.
Font size 11
Indent left: -3 cm

Spacing after: 8 pt

4.2 Headings

42.1 H1

Always start on new page. Font size: 30
Spacing after: 30 pt
Special indent: hanging 0.76 cm

Line spacing: multiple 1.08 pt

42.2 H2

Font size: 14

Font style: bold
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Spacing before: 18 pt

Special indent: hanging 1 cm
Line spacing: multiple 1.08 pt
Colour: R=0, G=128, B129

Numbering: x.x Heading

423 H3

Font size: 11

Font style: bold

Spacing before: 12 pt

Special indent: hanging 1.25 cm
Line spacing: multiple 1.08 pt
Colour: R=87, G=105, B112

Numbering: x.x.x Heading

424 H4

Font size: 11

Font style: bold

Spacing before: 12 pt

Line spacing: multiple 1.08 pt
Colour: R=87, G=105, B112

Numbering: Heading (no numbering)

4.2.5 Index (literature, images, tables)
Font size: 30

Spacing after: 30 pt

Numbering: Heading (no numbering)

4.3 Continuous text and labelling

4.3.1 Continuous text
Font size: 10

Spacing before: 6 pt
Spacing after: 6 pt

Line spacing: at least 14 pt
4.3.2 Hyperlink

Like continuous text
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Colour: R=0, G=128, B129

4.3.3 Labelling
Font size: 10

Font style: bold
Indent left: -2.65 cm
Spacing before: 6 pt
Spacing after: 18 pt

The labelling always takes place below the object (both for images/graphics and tables).

4.3.4 Table header

Font size: 9

Font style: bold

Spacing before: 6 pt

Spacing after: 6 pt

There must always be a header line. Tables may not be used for layout purposes.

Tables have a maximum width of 16 cm in continuous text. If wide tables are required,
they must be inserted on a separate page in landscape format.

4.3.5 Table content
Font size: 9
Spacing before: 6 pt

Spacing after: 6 pt

4.3.6 Images
Indent left: -2.65 cm
Spacing before: 18 pt
Spacing after: 6 pt

Images always start on the left outside the type area and have a maximum width of 16 cm.

4.4 Lists

Font size: 10

Spacing before: 12 pt

Special indent: hanging 0.63 cm
Left indent level 1: 0 cm

Left indent level 2: 0.63 cm

Left indent level 3: 1.27 cm

Left indent level 4: 1.9 cm
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Left indent level 5: 2.54 cm

4.4.1 Bullet point Arrow

Arrow symbol is the same for all bullet points

Unicode (hex): 2192 >
Points

e  First level: Full dot Unicode (Symbol hex) 00B7
o Second level: Empty dot Unicode (hex) 006F
= Third level: Full square (Wingdings/symbol hex) 00A7

From the 4th level onwards, the symbols are repeated starting from the first level.
Enumeration

1.  Firstlevel: Number +.
a) Second level: letter +)
i)  Third level:i+)

4.4.2 Footnotes
Font size: 8

Line spacing: exactly 11 pt

4.4.3 Contents Indexes (literature, images, tables)
Font size: 10
Line spacing: exactly 14 pt

Spacing after: 8 pt

4.5 Title, inside title, imprint

4.5.1 Title page (text field)
Font size: 27

Font style: bold

Line spacing: single

Horizontal position: 2 cm

Vertical position: 10 cm

4.5.2 Note specialised publication (text field)
Font size: 15

Line spacing: at least 18.8 pt

Horizontal position: 3.3 cm

Vertical position: 18.5 cm
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4.5.3 Logo title and inside title
Height: 2.5 cm

Width: 5.55 cm

Horizontal position: 14.74 cm

Vertical position: 26.5 cm

4.5.4 Background graphic title

The background graphic is placed in the background over the entire surface.

4.5.5 Lines Title

Width: 1.27 cm

Thickness: 0.5 pt

Horizontal position line: 1.3 cm
Vertical position first line: 1 cm

Vertical position of second line: variable depending on title length

4.5.6 Lines Inside title

Width: 1.1 cm

Thickness: 1 pt

Horizontal position line: -2.17 cm

Vertical position first line: 6.32 cm

Vertical position of second line: variable depending on title length

Vertical position of third line: variable depending on title and author length

4.5.7 Title Inside title
Font size: 27

Font style: bold

Spacing before: 36 pt

Line spacing: single

4.5.8 Subtitle Inside title
Font size: 15

Line spacing: single
Spacing before: 18 pt
Spacing after: 14 pt

4.5.9 Authors

Font size: 11
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Line spacing: single

4.5.10 Note Specialist publication Inside title

Font size: 15
Line spacing: at least 18.8 pt
Horizontal position: -0.34 cm

Vertical position: 26.4 cm

4.5.11 Title Imprint
Font size: 16

Spacing before: 510 pt
4.5.12 Imprint

Font size: 9

Spacing after: 6 pt

Line spacing: multiple 1.08
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5 Barrier-free Accessibility

The data supplied must be accessible as far as possible. This includes the following points
in particular. The TU Dresden, for example, also provides extensive information on this
topic: https://tu-dresden.de/tu-dresden/universitaetskultur/diversitaet-
inklusion/inklusion/barrierefreiheit/agsbs/uebertragungsservice-1/barrierefreie-doku-
mente?set_language=en

5.1 Styles

Classified format templates must be used to format the individual areas (e.g. headings,
text passages etc. must be labelled accordingly).

5.2 Headings

Headings must always be created with style sheets and in the appropriate order. For ex-
ample, no third-order heading may follow directly after a first-order heading.

5.3 Table of contents, labelling of figures and tables

Word offers its own functions for creating the table of contents and for labelling images
and tables. Only if these are used will the elements be recognised accordingly when con-
verting to a PDF file and the necessary links created.

5.4 Alt texts

Images and graphics must have a so-called alt text. This text is a short description of what
can be seen on an image.

5.5 Tables

Tables may only be used for real tables. Tables that are only used to design the layout are
not permitted.

5.6 5.6 Heels and spacing

Paragraphs are only intended for real paragraphs. If the spacing between individual ele-
ments is to be increased (e.g. between headline and text), this must be done using the
"Spacing" function. Every incorrect paragraph is pre-allocated by screen readers and must
therefore be removed manually.
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6 Copyrights

For all third-party content used (e.g. images, graphics, maps), the contractually required
rights of use must be available or clarified. (see also: Additional conditions for research
and development contracts).

Note: Quoting images is only legally possible in the rarest of cases (e.g. not permitted for
pure illustration). If the rights situation is unclear, it is easiest and safest to ask the copy-
right holder in writing for permission to use the image.

No Google Maps images!
Alternative: OpenStreetMap (pay attention to correct citation here)
As the rules change frequently, it is necessary to apply the currently valid rules.

No Wikipedia images!
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7/ Contact us

The Press and Communications department wishes you every success Any questions? We
are happy to answer any questions you may have:

o verlag@bast.de
e  Petra Fischer: 02204 43-1303
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