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1. Introduction

These notes are infended to help you prepare a chapter that will harmonize with other contributions
and minimize additional work. A neat, well-prepared text with minimum formatting will enable the
copyeditor, typesetter, and proofreader to do their work efficiently. Careful preparation of the chapter
will also reduce the amount of correction required at proof stage. Please rememlber that amendments
and corrections are both costly and fime consuming at all stages and may increase the list price of the
book as well as delay publication.

Our typesetters will use your electronic files to ensure the accuracy of the text and minimize the number
of errors infroduced during typesetting. Please follow the guidelines closely. Always ensure that the
version of your chapter on CD is the final revised version and that it matches the paper copy of the
chapter exactly.

The chapter should not exceed the length specified unless by prior agreement with the editor. Figures
and tables should be included in the word count with each figure counting as 500 words and each
table as 300 words.

Copyright and permissions

It is the author's responsibility to seek written permission for any work in copyright and also to settle any
fees which may arise as a result of this. Copyright of material published in the US and UK lasts for the
author’s lifetime plus 70 years.

Quotes: Permission to reproduce from copyright material is required if a quoted extract exceeds 400
words or a collection of extracts exceeds 800 words. This is only a rough estimation and permission
should be sought from the publisher of any published material if in doubf.

lllustrations: Permission is required if any tables, diagrames, illustrations, photographs etc. are copied from
published sources. Acknowledgement of source, author and publisher must be made. Tables and figures
with information drawn from other sources do not need permission but sources must be acknowledged.

Authors should request permission for print (hardback and paperback) and electronic editions of the
book, as well as world language rights.

Below please find a draft permissions lefter which can be amended as necessary:
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Dear Permissions Coordinator,

| have been invited by Edward Elgar Publishing to contribute a chapter to the book “........

| am writing for permission fo use the following:

I hope that you will grant me non-exclusive world language rights to use the above in both print
(hardback and paperback) and electronic formats. | will of course include the normal form of
acknowledgement to the original source of publication.

I would be very grateful if you would sign and return this letter as confirmation of your permission to use
this material as soon as possible.

With many thanks for your assistance,

Yours sincerely,

PERMISSION GRANTED

SIGNED

Libel

Please ensure that you do not make any defamatory or injurious statement about living persons,
institutions or other organizations which could result in libel claims.



2. Presentation

Present your chapter as simply as possible. Do not do any designing or formatting as complex formatting
will have to be stripped out. It will take up more of your time and will also complicate and delay the
production process.

The chapter should be set out double-spaced (including quotations, bibliography, references and
notes), with wide margins (1.25 inches or 3 cm wide). Please use the same typeface throughout.

All text should be ranged left, unjustified and without hyphenation for word division at the ends of lines.
Use hard carriage returns only to end headings and paragraphs and to signify indents. Use tabs to
identify new paragraphs.

Be careful not to key in unnecessary spaces: only one space is necessary at the end of a sentence after
a full point. One space must be keyed after a comma or other punctuation and before an opening
parenthesis. There is no space following full points after initials (Mr J.B. Smith) or between acronyms
(USA).

Your chapter should contain a logical sequence of main sections, preceded by a heading and each
of these headings can be divided into further sub-sections. Leave additional spacing above and below
section headings and above and below indented quotes (see section on Quotations).

Text should be saved as a .doc file. A current version of Microsoft Word is recommended because it is so
widely used. If you are not able to use Word we ask that you save files in rich text format. Figures should
be saved in separate files. The original figures files should be supplied in a separate file. Do not embed
figures in the text. (See Appendix A.)

When you are ready to submit your final chapter use the ‘Save as ..." option to save the most recent
version of your electronic file and then print out one hard (i.e. paper) copy of the complete chapter on
one side of the paper only. Send this copy and the electronic files on CD to your editor. You should, of
course, retain one hard copy of the text for safekeeping. Please ensure that what is on the CD exactly
matches the hardcopy.

Label your CD with your name, chapter title, the fitle of the manuscript, file names and the date files
were created. Please check your CDs for viruses before sending them. When sending your CDs by post,
ensure that they are properly protected from damage. Always keep an identical copy of your CD in
case it is damaged in fransit.

Please look over the hardcopy to ensure that pages, tables and figures, etc. appear correctly. This will
minimize potential delays.

Secure your chapter with elastic bands rather than binding it in any way.



Appendix A: Figures and tables

Figures, tables, maps etc. should be created in black and white only and should be sharp, clear and
legible and with the minimum line weight greater than hairline. If artwork is scanned use 300 dpi for
grayscale (image size should be c1600 x 2600 pixels) and 1200 dpi for line drawings. Please provide
figures suitable for use in the finished book.

Tables, figures, maps and other artwork previously published will require permission and it is the
responsibility of the conftributor to clear this prior to the chapter submission, and to advise us what form
of acknowledgement is required by the copyright holder. (See pages 2-3 for more on permissions.)

You should supply all figures, graphs, maps etc. at the same fime as the final manuscript. These should
not be embedded in the text, but should be supplied separately.

Tables should be set out clearly using only horizontal rules. They may need o be re-keyed by the
typesetter.

Figure and table captions should be included in the chapter with an appropriate note indicating clearly
where each figure or table is to appear. All figures and tables should be numbered consecutively within
each chapter.

Inclusion of photographs is discouraged unless absolutely necessary. Please contact your commissioning
editor to discuss further.

Appendix B: House style and spelling

The main points of style to which we prefer our books fo conform are outlined here but we are happy to
accept any reasonable consistent style. We would stress the three ‘c’s as criteria in all cases of doubt:
common usage, consistfency and, above all, clarity. Remember that direct quotations should not be
changed to conform to our house style but should appear as in the original.

ABBREVIATIONS are usually expressed without full stops.
ACCENTS are retained in foreign words, except in French upper case.

COMMAS should be omitted before the final ‘and’ or ‘or’ in lists unless the concepts in the list are
complicated and the comma aids clarity. Commas are usually unnecessary after adverbial phrases or
conjunctions, especially when they begin a sentence - for example: yesterday, however, at last, during
the summer.

DATES should be written 18 August 2007 and decades should be the 2000s without an apostrophe.

FULL POINTS are not needed after headings (including table headings), sub-headings or figure captions
or after names and addresses printed below prefaces or in, for example, specimen letters.

HYPHENATION - Avoid using hyphens wherever possible, unless doing so makes the text confusing.

NOTES - It is our house style to use endnotes for ease of copyediting and typesetting as well as for ease
of reading. Insert superior figures in the text at the appropriate point, with each chapter starting a new
sequence of numbers.

NUMBERS in the text up fo and including fen should be written out in full unless accompanied by a unit
of measurement, for example 3 kg, 5 m or 2 per cent but two girls, etc. Numbers that begin sentences
should be spelled out. Numbers over 10 should appear in figures, unless used in general ferms - for
instance, about a hundred people. Four-digit numbers should appear closed up (without a comma).
Five or more digit numbers should appear with a space e.g. 23 000. Decimal points should appear as full
stops on the line. Please mark clearly the difference between capital O and zero and between lower
case | and figure 1 where necessary. ‘Billion’ is now more commonly used in its American meaning of a
thousand million so it is best to make it clear early in the book in which sense it is used.
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PARENTHESES (round brackets) should be used for simple interpolations, with square brackets used for
editorial notes or interpolations in quotations.

QUOTATIONS/EXTRACTS must be an exact reproduction of the original in both spelling and punctuation
even if this conflicts with the style in the rest of the book. Use single quotes for exiracts in the text of less
than 50 words in length and double quotes for quotes within quotes. For exiracts exceeding 50 words in
length material should be indented from the left margin, with space above and below and quotation
marks omitted. Mark as ‘extract’ in the margin. Any notes or editorial comment within the extracts
should appear in square brackets and any omissions should be indicated by 3 dots followed by a full
point if it occurs af the end of a sentence. Ensure that opening quotation marks are distinguished from
closing quotation marks.

SPELLING should be standardized. It is helpful if you can supply a separate list of decisions made about
spellings. Where a dictionary gives alternative spellings for some words please use the -ize suffix where
possible.

SYMBOLS - If there are Greek letters or logical and mathematical signs in the text it would be helpful

if a separate list of these characters could be sent in with the text for the benefit of the typesetter.
Distinguish carefully between superior and subscript characters and underline any characters to be set
in italic.

Omit apostrophes in plurals, for example 1950s, MPs.

Avoid too much emphaisis. Italics should be used sparingly for emphasis.

Replace parochialisms such as ‘in this country’ or ‘this year’ with the country name or specific year.

In lists use 1,2,3, and so on for maijor lists and a,b,c for lists within maijor lists.



Appendix C: Words ending in -ise, -ize, and -yse

(i) Use -ize in preference to -ise as a verbal ending in cases where both spellings are in use.
Generally corresponding to the Greek -izo, it is added to form verbs to the stems of nouns
ending in -ism, -ization, -izer, -y, and to complete nouns.

Examples:

agony agonize criticism criticize
appetizer appetize philosophy philosophize
civilization civilize standard standardize
colony colonize fransistor fransistorize

Verbs in -ize formed on proper names:
bowdlerize, galvanize, macadamize, pasteurize.

(i) The ending -ise must be used when the verb corresponds to a noun having -ise as part
of the stem, e.g. in the syllables — vis- (seeing, as in televise), -cis- (cutting, as in excise),
-mis- (putting, as in compromise), and when it is identical with a noun in -ise, as in exercise,
surprise.

(iii) Nouns with endings other than -ism, -ization, -izer, and -y, such as those in -ition and
-ment, are not usually associated with verbs in -ize (or -ise). Exceptions are aggrandizement/
aggrandize, recognition/recognize, and others noted in The Concise Oxford Dictionary as
‘assimilated to verbs in -ize'. Reference should be made to COD and Collins’ Authors’ and
Printers’ Dictionary in doubtful cases.

Some of the more common verbs in -ise follow:

advertise demise excise promise
advise despise exercise revise
analyse devise franchise supervise
apprise disfranchise improvise surmise
arise disguise incise

(iv) -ise is also a termination of some nouns:

compromise entferprise franchise surmise
demise exercise merchandise surprise
disguise expertise reprise

(v) In verbs such as analyse, catalyse, paralyse, -lys- is part of the Greek stem (corresponding
fo the element -lusis) and not a suffix like -ize. The spelling -yze is therefore etymologically
incorrect, and must not be used.



Appendix D: References

Scholarly books must contain references to sources and the usual practice is o include these in an
alphabetical bibliography at the end of the book or in an alphabetical list of references at the end of
the chapter. Please include US as well as UK publishers where known. References to other publications
should be organized using a simple reference system in the text, for example quoting the author’s
name, original year of publication, year of publication of edition consulted (where applicable), and
page number (e.g. Smith [1776] 1976, p. 81). This can then be expanded in the bibliography or list of
references.

Bibliographical entries should be listed in alphabetical order and should contain as much of the
following material as appropriate in this order:

1. Name of author, surname first in upper and lower case, followed by name or inifials. Where there is
more than one author use name or initials followed by surname for second and subsequent authors.

2. Year of original publication (in parentheses) followed by a comma)

3. Title of article (in single quotation marks followed by a comma)

4. Title of book, periodical, journal, thesis, (in italics and followed by a comma). Book fitles should be

preceded by the author’s or editor's name where different from 1 above

Volume or issue number, volume number in bold, issue number in parentheses followed by a comma

Place of publication (followed by colon)

Publisher (followed by a comma, if page numbers or details of subsequent edition follow,

or a full stop)

8. Opening and closing page numbers (for chapters in edited volumes and journal articles)

No o

This should be set out as follows:

for a book reference:
Stanton, Angela A., Mellani Day and Isabell M. Welpe (eds) (2010), Neuroeconomics and the Firm,
Cheltenham, UK and Northampton, MA, USA: Edward Elgar Publishing.

for a book reference where a subsequent edition is cited:

Smith, Adam (1776), An Inquiry into the Nature and Causes of the Wealth of Nations, reprinted in
W.B.Todd (ed.) (1976).Glasgow Edition of the Works and Correspondence of Adam Smith, vol. |, Oxford:
Oxford University Press.

for a chapter in an edited volume:

Beck, Matthias and Steven Toms (2009), ‘Accounting disclosure and human rights in the oil industry’,

in Christine A. Mallin (ed.), Corporate Social Responsibility, Cheltenham, UK and Northampton, MA, USA:
Edward Elgar Publishing, pp.194-215.

for a journal article:

Lipsey, R. and K. Lancaster (1956), ‘General theory of second best’, Review of Economic Studies, 24 (63),
11-32.

Titles published by Edward Elgar up to and including 1995 should list Aldershot, UK and Brookfield, VT,
USA as the places of publication. From 1996 onwards Cheltenham, UK and Brookfield, VT, USA should be
listed as the places of publication. For titles published in 1997 and 1998 Cheltenham, UK and Lyme, NH,
USA should be listed. From 1999 onwards Cheltenham, UK and Northampton, MA, USA should be listed.

Our recommended style for web references is:

Kuoppamdacki, P. (2003), ‘Jokes about economists and economics’, available at http://netec.mcc.
ac.uk/JokEC (accessed 12 December 2008).



Instruction

Appendix E: Common proofreading marks

Textual mark

Margin mark

Comment

No corrections on this Mark indicates that the page
page tNone] 7z has been locked at.
Leave unchanged : Often added to cancel an
(‘stet) InterColor consortium @ instruction wrongly requested.
Remove unwanted @ May be applied to blemishes
l under no circumstances ) 4 R
; = For use when the proofreader
HET:;I? apopiate (InterColoriconsortium 4 is unsure, or where a style
o y guide can be refemed to
Insert new matter Thejred hen little [
e Additional matter is supplied
Ifeert scvone) required{chwer, as [ <ﬁ-> on a separate sheet marked
HIREIES with reference letter.
Delete Seetheitable on page 5. 6}’ {In practice, these are usually
the same in modern type-
— = setting: 'close up’ can be
Delete & close up Seeihjtable on page 5. @ infiemed from context)
Substitute character The little red hyn &
Substitute string of : Vertical marks at end of line
characters e.g. word e litivesdbon pinck help to indicate boundaries.
Wrong type font used; {May also need 1o refer to
replace with comect Too(marny)cooks ® style guide or give type
font specifications.)
Insert a full point This sentence must end f G {The encircling ring helps to
identify the character, which
igh ise be mistaken
Insert a colon This clause has a point f (8] Ega ;;’:E;“ ﬂi ;:;.[ )
{In this example, a semi-colon
Insert a semni-colon This is wrong/ 1 should is being substituted rather
than inserted.)
. ; As is s0 small, to
Insert a comma FlE-h{[‘hl ps and peas voor (3 f:ir d: :m::t ;::H'tse,ll
Insert single quotes 'I'l'beﬂjheratetyfterritory o
=— The additional mark under the
Insert double quotes Theﬂiberated’{tnrritury 99 punctuation helps to indicate
- the superscript positioning
Insert apostrophe The chj]d‘é pajamas '
Substitute characterin 23,500 m3 of lumber =
superscript or a
subscript position An escape of COZ gas i




Instruction Textual mark Margin mark Comment
Setin or change to : :
italics An incredible fortune Ll
Setin or change 0 An incredible fortune e
Md AP Pty
Setin or change to ! | -
bold italcs An Incredible fortune Lk
Setin or change to :
itals When in Rome, do as
5::;;: X ?:':Igge . When in Rome, do as — (Some typefaces have a
- _— complementary ‘expert
! e set’ containing small
Capitals for initials; . :
rest in small capitals When in Rome, do as = capitals.)
Change capitals to .
AR, HAIL UREH& SCET) £
Change small capitals —
to lower case HULLECHS sexn J{
f;l:‘:?le i An(incredible/fortune L}L/
Start new paragragh are confirmed.|The new
name for the company is
No new paragraph; are confirmed. %
run on CThe new name for the =
Insert space between : ' . I #* # is typographer’s
SR This typeﬁace is called [ o [ shorthand for ‘space’.
Close space between ; o T —
e S, This t:,rpr_:__face is called =
are confirmed.
::ddfm telxth',r kil E‘l‘ye new name for the |_: 1em (An em is a space equal to
company the body size of the type;
other units of measure
are confirmed. could also be used e.g.
Cancel indent —{The new name for the ] millimetres.)
company
Transpose characters Accidentsahppen !
Transpose words This|fat[fulllcheese S
Take over to new line Dd.ﬂ Iy hmfre Deaiyg =
major source of income
Take back to Cider apples have been
preceding line a|major source of income ]
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Example of copyedited page
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%4 Introduction CZ—/[H" ¢

In this chapter, we examine the state of contingent and alternative work in the

('_"
EXIBLE EMPLOYMENT AN THE UjSA

)< United States. The situation in the UJ.S‘Lis not necessarily an increase in flexible
work, but a significant change in the way that work is being arranged (Micco,

~ 1999). Employeefmployer contracts are more varied in design than the typical
permanent work contract. The LE;SA has also seen a tremendous growth in
staffing services and alternative wc;rk agencies (i-.ez, ;femporary help agencies,
independent contracting firms, outsourcing), as a result of a changed ('mindset{
about employment in the UTS_ngccordngP to the U}g{ Bureau of Labour

>~ Statistics, in February 2001 approximately four per cent of workers considered

heo (O

themselves to be contingent workers, and 9.4/£€r’cent considered themselves to
be in alternative employment arrangements.

% ] We first examine the larger labour market context in the I‘j{_.%f'_' including a
discussion of the general economic and employment trends during the 1990s.
We then describe the institutional framework, including i.l'ldlli}tl";:l- relations

s and the legal framework .and regulations surrounding employniﬁt. )%e therr
turn to an in-depth exam-{z‘ization of the existing data on the demand for

LS

alternative employment (i€, the distribution of these arrangements across
o, ploy *'? &

general industry and occupational categories), as well as the supply of

s

m



Example of copyedited page

= ang 1,

X /> This means o considerLother forms of regulatory institutions affecting the (/
employment relationship, such as codetermination, collective bargaining and
social security systems guaranteeing a steady income stream against risks
W< (Schmid, 1994). Moreover, a /Eyﬂad/ of individual habits, values and
preferences, group routines and norms have to be taken into account. Habitual,
~ rouﬁn? and imitative behaviour is, according to Schmid (1994), the reason that
even identical formal rules of the game might be played quite differently and
different formal rules might end with the same results. To the extent that these
norms and values affect individual expectations of the continuation of the

The ey
employment relationship they'may also have an impact on hew regulatory

X

regimes are played out in practice. Thus/ the use of contingent employment
may be influenced by other institutional arrangements than statutory law.
T In order to address these issues, this volume will focus on the following

questions:

D er1What are the driving forces for the use of contingent emvlovmg nt? /-\

0"
/\ r e How are contingent empl ent relationships regulated? W%&

W‘! O e w_are institutional framew ing the u nti

lempl ent?

D = .
@(/ 1-.-2-A Comparative approach Qp*/aoﬂl/
>

We have chosen to compare the development of contingent employment in

—_~ -
\/ five European countries (Sweden, 7l£he Netherlands, /The UVK" Spain and

8=
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Example of proofread page

-

WEATE - CREW PRINT inod 1B

Avsessimy wni-omporitime helievior in a pestal markor 1%

sorfation of business mail, before ingecting it inte the Roval Mail’s network for the final
delivery of 1lems.

As parl of the current price control that was agreed e 2006, the “access headroom
contrl wis introduced into Boval Mails license, pequiring it go retain a mininum head-
room between Second Class bulk mautl retail products and cquivalent access products,
Lo ensure il proditable entry could socur. For example, if the retail price i L&p, siven
reyquired headroom of 4p, then the peoess price must be less than 14p.

Witiuin the bulk mail retasl market alternative postal operators guarantee to deliver
il swathim two dayvs of posting whereas Roval Mail Second Class service offers a 2-3
day delivery service. Foval Ml also has Third Cluss bulk mail serviee whers delivery
is between three and seven days lowever, there are no equivalent Third Class access
praduts, or any regulated headroom provisions with respect o these services. Given the
longer delivery timescale, Roval Mail prices its Tlhird Class bulk mail services Tower than
ils Sevond Class service, In sdditton, a rumber of bulk mail retail products attract fumlher
dizeounis i they meet certaim criteriy,

1 REASONS THAT ANTI-COMPETITIVE INVESTIG ATIDN‘{
ARE INITIATED

Anti-competitive investigalions anse either as a result of complaints received from opera-
fors or cosiomers in the market or from own mitatne investigations. Postcomm in its
Enforcemen Guidanes 12008) established procedures for the preliminary asscssment
of complamits and the onching of formal myvestigations. In 2010 Pastcomm (200 0c)
prehlished a stalement selling oul 1ts pnontzoetion princples for projects. This guidance
shows that Posteomm will consider the mpact of any intervention and will enly open a
full iivestegation where 1 woukd be an appropriate use of Postoomm's resources todo s

Fivals complonn princapally when they consider that the conduct of the incumbent
15 seeking 1o eaclude them [rom the market. Incumbent postal providers may seck o
exclude rivals by creating barriers o entry through price-based exclusionary conduct. For
example, 1he meumbent firm may sdopt a predavary strategy when a new finm enters the
markel, reducing prices Lo below its avoidable costs so as make it difficult for the enirant,
o compete and Force it to exit the market. Following exit of the cnirants, the incurmben
15 then o position to ralse prices — although in European case law the ability 1o recoup
losses 15 not o requirement to show that an incumbent has pradated, T an incumben
cstabdishes a reputation for such conduct then enteants can be deterred Trom entering i
the first place.

While regulators may seek to facilitate entry by mandating aecess 1o cerlain pans of
the postal network. the incumbent may be able o retain a sirategic advantagze, This may
arise due to the terms and conditions related 10 pecess provizion bemg overly onerous or
1f they are set i a way that favers their own retail arm, This ean ke the Torm of a maergin
soueise where The margin between the retml price set by the meumbent and the wholesale
price is insufficient (allow the entrant to compete.

Onher exclusionary behavior can include vertscal restraints such that an incumbent may
have a series ol exclpsive prrchosing agresnrenss with most large customers in . particular
ares, which could limnt an entrant’s abiality to operate on a viable scale. Alternatively an
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