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Full name* (Palatino Linotype, font size “12”, bold, left-aligned, Alt+A)

Full name of a second author** (Palatino Linotype, font size “12”, bold, left-aligned, Alt+A)

Manuscript title (Palatino Linotype, font size “14”, bold, centred, Alt+T)

Introduction (Palatino Linotype, font size “12”, bold, left-aligned, without number, Alt+1) 

Introduction should include, among others the aim of the manuscript and a description of research methods. If the manuscript was written with the financial support for scientific research from the external institution, its author is obliged to insert information about that in the introduction. (Palatino Linotype, font size “11”, justified)

1. Section title (Palatino Linotype, font size “12”, bold, left-aligned, numbered in Arabic numerals, use a decimal numbering system, i.e. 1., 2., 3., ..., Alt+1)

1.1. Subsection title (Palatino Linotype, font size “11”, bold, left-aligned, numbered, use a decimal numbering system, i.e. 1.1., 1.2., 1.3., ..., Alt+2)

1.1.1. Subsubsection title (Palatino Linotype, font size “11”, bold, left-aligned, numbered, use a decimal numbering system, i.e. 1.1.1., 1.1.2., etc. Alt+2)


Contents of the manuscript (Palatino Linotype, font size “11”, single space, justified, Alt+s). References should be placed in the main text in square brackets giving the surname of the author or two authors, year of publication, and a page number (if any), e.g., [Smith, 1998, p. 163], [Jones, Evans, 2011, p. 215]. For references with three or more authors, in square brackets there must be placed the surname of the first of them with the phrase “et al.”, e.g., [Cooper et al., 2012, p. 317]. Other references, e.g. expanding the main text, are put in footnotes at the bottom of the page, according to the pattern below should be numbered consecutively (1, 2, 3, …) throughout the text
. In this type of references, citing, as previously, in square brackets give the surname of the author or authors, year of publication, and a page number (if any). Do not use the abbreviations such as op. cit. or ibidem.


Please also use the following formatting rules of the document:
1. Do not change styles in the document formatting and page settings.

2. Figures and tables should be inserted in black and white, without unnecessary shading, can not go beyond the area of the text. Their examples are included below. In order to change colourful figure into black and white in MS Word, from the context menu of figure, available after clicking the right mouse button on it, select in turn: “Format Picture”, “Picture” and “Greyscale” in the field “Image Control”.
3. In case of placing figures in the text, select option „In line with text” for „Wrapping Style”. To do this, click the right mouse button on the figure and select option from the menu (depending on MS Word version) “Format Object” or “Format Figure” or “Format Picture”, and then in the tab “Layout” set “Wrapping Style” as “In line with Text”.
4. Page numbering is already applied, please do not execute this operation again and do not make any other changes in header or footer.
5. Spacing before and after paragraphs are set up to “0”, please do not change these settings when formatting the text.
6. Mathematical formulae are created in Equation editor, assuming font size “11”. During formula edition in menu “Size”, window “Define” insert in turn the following sizes: 11, 7, 5, 15, 11. Formulae should be centred and numbered. The style “Pattern” provides for two Tab characters. The first of them centres the formula and the second one moves the number of formula to the right side, e.g.:
(Alt+w)
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Lists must be prepared in one of the three forms:

1. Full stops after numbers, each item is a full sentence which begins with a capital letter and ends with a full stop, e.g.:

1. Xxx.

2. Xxx.

3. Xxx.

4. Xxx.

5. Xxx.

2. Without full stops after numbers, each item is not a full sentence and begins with a small letter and ends with a comma (full stop after a last item), e.g.:

1) yxx,

2) yxx,

3) yxx,

4) yxx,

5) yxx.

3. With dashes, each item is not a full sentence and begins with a small letter and ends with a comma (full stop after a last item), e.g.:

· zxx,

· zxx,

· zxx,

· zxx,

· zxx.


If a list, prepared in the second or the third form, is complex and comma was used several times in it, instead of that semicolon must be placed at the end of following items. Do not apply different types of numbering or ornaments.


Use only the word „table” (do not use word „schedule”) and the word “figure” (do not use words „graph”, „chart”, „diagram” etc.). A title of each table is preceded by its number (apply Arabic numerals – 1, 2, 3, ...,) e.g., Table 1. Simultaneously, a figure title is preceded by its consecutive number (1, 2, 3, ...,), e.g., Figure 1.


Tables and figures must fit in given margins. Numbers in tables should be right-aligned with optional space from the right side (they can be centred and proper number of spaces can be inserted before shorter numbers, one digit in a number is equivalent to two spaces).


Under each table and figure write the source ended with a full stop. If it is a publication, in square brackets write the data identical to references. In the main text there must be a reference to each table and figure, e.g. (see table 1).

Table 1. The title of the table (Palatino Linotype, font size “10”, bold, left-aligned, Alt+3)

	Text in the table (Palatino Linotype, font size “10”, Alt+5)
	
	
	

	
	
	       12
	7 spaces

	
	
	  1 234
	2 spaces

	
	
	12 345
	0 spaces


Optional legend (Palatino Linotype, font size “9”, Alt+z)

Source: [Smith, 2010, p. 16]. (Palatino Linotype, font size “9”)

Figure 1. The title of the figure (Palatino Linotype, font size “10”, bold, left-aligned, Alt+3)
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Source: Own elaboration. (Palatino Linotype, font size “9”)
Conclusion (Palatino Linotype, font size “12”, bold, left-aligned, without number, Alt+1)


Conclusion content
References (Palatino Linotype, font size “12”, bold, left-aligned, Alt+1)

All references cited in the manuscript must appear in a reference list. They should be prepared according to the rules below. According to them, titles of publications are written in italics, and titles of journals are put in quotation marks. Publications placed in references are put in alphabetical order and numbered.
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(Palatino Linotype, font size “11”, left-aligned, Arabic numerals)

Abbreviations (Palatino Linotype, font size “11”, bold, left-aligned, Alt+4)

This part of the manuscript is included only if there were used a lot of abbreviations in the text e.g.:
BLUE – Best Linear Unbiased Predictor (Palatino Linotype, font size “10”, justified, Alt+7)

Acknowledgements (Palatino Linotype, font size “11”, bold, left-aligned, Alt+4)

This part of the manuscript is prepared only if we want to thank the people, who in a crucial way contributed to its creation, but are not the authors of the paper. (Palatino Linotype, font size “10”, justified, Alt+7)

The title of the manuscript ended with the word (Summary) in parentheses (Palatino Linotype, font size “11”, bold, left-aligned, Alt+4)


Up to 250 words of summary reflecting the structure of the manuscript. (Palatino Linotype, font size “10”, justified, Alt+7)

Keywords (Palatino Linotype, font size “11”, bold, left-aligned, Alt+4)

From 3 to 5 keywords written in small letters, separated with commas, the best other than used in the title of the manuscript. (Palatino Linotype, font size “10”, left-aligned, Alt+7)
* Academic degree (capitalized) and rank, department, faculty, university, e-mail address


** Academic degree (capitalized) and rank, department, faculty, university, e-mail address of the second author
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