PUBLISHING GUIDELINES



1. Typesetting Requirements
The Editorial Office of the Organization and Management Quarterly accepts work written in MS Word 2003 or later. Manuscripts should meet the following requirements:
· Column sizes for A4 - a standard margin of 2.5 cm on each side;
· Basic font Times New-Roman 12 point.;
· Line spacing (space between lines) - 1.3 cm;
· Begin a chapter 3 cm (85 pts.) from top margin;
· Paragraphs ( 0.63 cm;
· The text of the paper must be justified (aligned to both edges). If spacing between words  is too large, use the manual divide to split into syllables; do not split words in the titles and  subheadings;
· At the end of a line do not leave individual letters, numbers and abbreviations (except those that appear at the end of sentences) - move them to the next line by using the non-breaking space (press the key combination [Shift] and [Spacebar] directly between the letter, number or abbreviation and the next word);
· Values ​​and their units should not be separated, eg., 5 cm, 1000 m, etc.;
· The distance between a title, subtitles and the text are as follows:
· First order title - 36 point distance between title and text,
· Second order (subtitle) - 28 point distance between subtitle and text,
· Third Order (subtitle) - 18 point distance between subtitle and text,
· Fourth Order (subtitle) - 12 point distance between subtitle and text;



2. Page Numbering
Pagination of text (page numbers) are of the same font style and size as that of the main text. The entire publication is to be covered by this pagination format, however, numbering is not printed on every page. Articles follow the “live pagination” scheme - the page number and author's name are on even pages while the article title and page number are on odd pages. The contents of live pagination consist of characters of the same typeface and size as the main text, and is underlined with a line of thickness of 1/2 points. The idea is that the distance from the live pagination to the text is constant throughout the work. Paginated numbers are to be placed on the outer top of the column. Please note that numbers are not to be placed on the same column as the title.

3. Tables
Tables should have a width of the entire column. Text in tables should be written in Times New Roman font, of size 10 points. The font size in the table can be reduced by prior agreement of the technical editor, who will assess whether the text remains legible after reduction to a B5 page size. The distance between lines of text should be single. Avoid splitting tables between pages, but if necessary, make a note above the table to show its continuation (eg, texts in Polish - cd. tab. 1, in English - cont. tab. 1). Table titles have the same font as the text font and are centered. The numbering of the tables should be continuous and aligned to the right side (aligned to the right edge of the table). Use a single line for both the border and the interior lines of the table with a thickness of 1/2 points. The preferred position of a table is vertical, but if it is more convenient to set the table horizontally, then the head of the table will be the leftmost column (along the left margin). In this case the page number position remains unchanged. If a table taken from another publication, its source must be identified below the table. Titles of tables should be bilingual.

4. Charts, diagrams, drawings, and photographs
Objects embedded in the document, such as charts, drawings and photos should be centered. If diagrams or displays consist of several objects, they must be grouped together. Charts, diagrams, drawings and photographs are inserted without borders, except for maps. Photos and drawings must be optimized before pasting (which can be done in photo editing programs), so that they are not too big. Bitmaps (scanned images) must be saved in one of the following formats: TIFF, BMP, JPG or EPS. Optimum resolution for photographs in color or black and white is 300 dpi, and for line drawings, max. 600 dpi. It is desirable that the object is provided in such a way that it can be edited. Avoid embedding OLE objects from programs such as AutoCAD or MathCAD. Captions are to appear under the object, aligned to the left margin, in the same typeface as the main text, with no spacing. Extensive captions that consist of a basic description plus a more detailed description of the drawing must have a width equal to the width of the column. The second line in a caption must start under the first letter of text of the line above. Continuous numbering is required. The distance between the object and its captions or the text can not be less than one (1) line. Captions appearing under objects do not have periods (full stops). Captions should be bilingual. All objects contained in the work should fit within the column.

5. Formulas
Formulas should be center aligned in the page. Each formula should be labeled by a number written in Arabic numeral form in parentheses (placed on the same line as the formula), aligned on the right side of the page. In order to facilitate the formatting, a formula is best placed in a table with invisible edges. Formulas must not be in the form of drawings. Each formula should be editable, giving the possibility to make changes to it. When referring to a formula in the text,  the number in the text must match the number given to the formula, eg. (1) or (1.1). Numbering shall be continuous throughout the work.


6. Quoting and footnotes
Footnotes (notes) are placed at the bottom of the page under a thin line, numbered continuously in 10 point font and without spacing. When providing references from sources of literature, the author’s name is given first, followed by initials, publication title, publisher name, place and year of publication, and finally the page number. If another item is cited from the same work of literature, do not prescribe the entire citation again, but rather use phrases such as:
- op.cit – opus citatum (Latin) - a work cited,
- Ibidem (Latin) – located in the same work, on the same page, in the same place.
NOTE
( When referring to one item from a given work of the same author, "op.cit."  is placed directly after the colon (Dudycz T.: op.cit., p. 53).
( When referring to several items from a given work of the same author, a shortcut title for the quoted item is placed after the colon, followed by "op.cit." (Pluta W.: Planning ..., op.cit., p. 88).
Footnotes
1 Pluta W.: Financial planning in the enterprise. PWE, Warsaw 1999, pp. 8-9.
2 Ibidem, p. 30 (means that the footnote refers to p. 30 of the above mentioned book).
3 Ibidem (means that p 30 is still valid).
4 Pluta W.: Multivariate comparative analysis of econometric modeling. PWN, Warsaw 1986, p.   

   36.
5 Dudycz T.: Management of enterprise value. PWE, Warsaw 2004.
6 Pluta W.: Planning ..., op.cit., p. 88.

7 Dudycz T.: op.cit., p. 53.


7. Bibliography
The bibliography consists of the same font style and size as the body text. Items in the bibliography should be arranged alphabetically. References to the bibliography in the text are given by bibliographic item number in brackets - for example, [1]. Page numbers are not given in the bibliography. The bibliography is to first list references to publications that are bound or in series, thereafter followed by sources from the internet. References are to be given at the end of the work.
NOTE

When referring to items written in another language, for example in English, (ie. the
language that the conference is held in), all information should be given in that same language, that is not [w:], but [in:], not s. (strona), but p. (page), not nr (Polish denotation of “number”), but no. and do not use (red.), but instead (ed.) or (eds.) if there is more than one editor, etc.

1. Acocella N.: Zasady polityki gospodarczej. PWN, Warszawa 2002.

2. Antczak Z.: Odejścia pracowników z organizacji, [w:] Listwan T. (red.): Zarządzanie kadrami. Wydawnictwo C.H. Beck, Warszawa 2006.

3. Baron-Wiaterek M.: Transformacja systemu zatrudnienia w działalności państwa. Zeszyty Naukowe Politechniki Śląskiej, s. Organizacja i Zarządzanie, z. 8, Wydawnictwo Politechniki Śląskiej, Gliwice 2002.

4. Brooks S., Wiley J., Hause E.: Rusing Employee and Customer Perspectives to Improve Organizational Performance, [in:] Fogli L. (ed.): Customer Service Delivery. Jossey-Bass, San Francisco 2006.

5. Growiec J.: Modelowanie endogenicznego wzrostu. „Ekon”, nr 3, 2005.

