Formats and Requirements for Textbook/Book to be printed by the University


1. Paper size: A4 (width: 21 cm, height: 29.7 cm). Other paper sizes, for example, paper size A5 (width: 14.8 cm, height: 21 cm) for a book of poetry, B5 (width: 17.6 cm, height: 25 cm), etc., will be considered on case-by-case basis.

2. Number of pages: minimum 100 pages (assuming single-line spacing of the textual content), maximum 500 pages. Textbooks/books having number of pages outside the said limit will be considered on case-by-case basis.


3. Front cover and spine:

3.1
The Assumption University’s Logo of standard size (approximately 5 x 5 cm) is placed on the left-top side of the front cover.

3.2
The graphical design of the front cover is left to the authors’ discretion provided that the graphical content does not include inappropriate images.

3.3
Book title, or textbook’s course code and subject title.

3.4
Full name(s) of the author(s).

Note: Academic title(s), degree(s), administrative position(s), membership affiliation(s), etc., must be omitted.

3.5
At the bottom of the front cover: publisher’s name – Assumption University of Thailand, month and year, and ISBN number (at the center).

3.6 At the spine of the cover (written top-to-bottom): book title, or textbook’s course code and subject title; author’s, full name(s), publisher, number of edition and the Assumption University’s Logo.

Note: The amount of information printed in the spine may vary depending on the thickness of the textbook/book.


4. Inside front cover: leave it blank or include information about Assumption University.


5. Initial page i:

5.1
The textual content should be identical with the one shown in the front cover. The AU Logo of standard size has to be shown top-centered in page i.

5.2
Additional details about the author(s) – academic title(s), degree(s), faculty/department affiliation(s), etc. (optional).

5.3
In case of a book (for example, a research monograph), title of the course the book is fully/partly related to (optional).

6. Initial page ii:

6.1
Details about the publication process (textbook/book title, edition or printing number, publisher, year of publication, author(s), editor(s) (if any), language editor (if any), graphic designer, number of copies, ISBN number, etc.).

6.2
At the bottom of the page: Copyright notice and copyright details, concluding with “Printed in the Kingdom of Thailand”.


7. Initial Page iii: Preface (or foreword) by the author(s) or supervisor, etc. (optional).


8. Initial Page iv: Acknowledgements (if any).


9. Initial Page v: Contents (1-2 pages).


10. Remaining initial pages: List of Figures (optional), List of Tables (optional), List of Abbreviations (optional), etc.


11. Chapter 1 (Introduction) starts from recto page 1. Other consecutive chapters (Chapter 2,…, etc.) start on new pages. The chapter titles should appear top-centered.



11.1 Introduction and a notice for the intended audience and/or,



11.2 Aims and purposes of the textbook/book and/or,



11.3 Brief description of the textbook/book and/or,



11.4 Brief summary of each chapter.


12. Page Layout: The page numbers should appear centered at the bottom of each page. The page margins of recto pages are as follows: left margin – 2.5 cm, right margin – 2 cm, top margin – 2 cm, and bottom margin – 2 cm. The verso pages have: left margin – 2 cm, and right margin – 2.5 cm, accordingly.


13. Font:

13.1
Preference is given to font Time New Roman, but other fonts such as Arial, Calibri, Courier New, etc., can be used on case-by-case basis.

13.2 Font sizes: 




Chapter titles
– 16 pt, boldface, centered;




Section titles: 
– 14 pt, boldface;

Subsection titles: – 12 pt, boldface;




Main text

– 12 pt.




Italic style should be used to put an accent on specific words.

13.3 Paragraph indentation
- 1 cm.

13.4 Line spacing: single-line spacing (preferred) or 1.5-line spacing (optional, it could be used in some exercise textbooks).


14. Conclusion
– Optional.


15. Bibliography/Reference style. The use of one of the following three styles is mandatory: Modern Language Association (MLA), see http://www.mla.org/style; the American Psychological Association (APA), see http://www.apastyle.org; or  The Chicago Manual of Style (CMS), see http://www.chicagomanualofstyle.org/tools_citationguide.html. It is recommended all the references to be included at the end of the textbook/book rather than separately at the end of each chapter.


16. Indexes

– Optional. Both the keyword index and the author’s index could be excluded from some exercise textbooks.


17. Annexes
– Optional.


18. Appendix
– Optional.


19. Footnotes and endnotes. The use of footnotes and endnotes should be kept to a minimum.


20. Tables and figures. All tables and figures must be numbered consecutively. A table caption must be placed above a given table. A figure caption must be placed below a given figure.


21. Inside back cover: leave it blank for the optional attachment of CD/DVD electronic materials.


22. Back cover:

22.1 Brief authors’ biodata (optional).

22.2 The Assumption University’s Logo and publisher’s name - Assumption University of Thailand.

22.3 At the bottom: bar code/ISBN number (optional).


23. Consistency of the writing style. The textbooks/books written in English language must use a distinct language style, either British or American English, but not a combination of both styles.


24. Measuring units. For the representation of technical content, the use of the International System (SI) of measuring units is mandatory. Other measuring units could be used by providing a comparison with the SI units.


