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Edinburgh University Press
Sample mark-up
Guidelines for marking up your manuscript
Headings
· Use as simple a hierarchy as possible. 
· Mark titles in the prelims (pages before the body of the book) and back matter (pages after the main body of the book) as <MH>.
· For example: Contents, Acknowledgements, Glossary, Index
· Where books are split into parts (sections containing multiple chapters), mark the part titles <PT>.
· Mark chapter titles <CH>.
· Subheadings within a chapter are indicated with letters.
· [bookmark: _GoBack]Mark first-level subheadings <A>
· Mark subheadings within <A> as <B>
· Mark subheadings within <B> as <C>
· Use a maximum of 3 levels of heading – don‘t go beyond <C>
Quotes
· Type long quotes (40 words or more) in their own paragraph with <EXT> at the start and </EXT> at the end.


Sample mark-up

<MH>Table of Contents
Part I: Marking up your manuscript
1. Marking up chapter titles and subtitles within chapters


<PT> Part I: Marking up your headings

<CH>1. Marking up chapter titles and subtitles within chapters
Mark the title chapters as CH in the body of the book (but not in the table of contents).

<A>First Level Subheadings
Mark first-level subheadings <A>.[footnoteRef:1] [1: <A>Notes
 Mark the ‘Notes’ heading for your endnotes or footnotes as <A>.] 


<B>Second Level Subheadings
Mark subheadings within <A> as <B>.

<C>Third Level Subheadings
Mark subheadings within <B> as <C>. Use a maximum of three levels of subheading – don’t go beyond <C>!
<EXT>Mark long quotes (40 words or more) with <EXT> at the start and </EXT> at the end.</EXT>
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