
THE GUIDELINES FOR AN AUTHOR ON HOW TO EDIT AN ACADEMIC ARTICLE1 

Texts, in the standard A4 format, should be written in Microsoft Word, the 1997-2003 or 

2007 version. 

The length of an article – from 20,000 to 40,000 characters with spaces (including 

footnotes)2. However, if an author feels that the discussed topic requires greater length than 

the recommended one, he/she is kindly requested to contact the Editor-in-Chief. 

THE MAIN TEXT 

• Times New Roman font, 12 pt 

• line spacing: 1.5 pt 

• default margins (2.5 cm) 

• paragraph indentation: 0.5 cm 

• titles of articles – in bold, capitals 

• sub-titles – in bold 

• page numbers: the bottom right-hand corner 

• left-aligned text (without justifying) 

QUOTATIONS 

• Quotations appearing in the text should be enclosed in quotation marks (“”), no 

italics, and the footnote should provide the source of the quotation: “This is a 

quotation”3. 

• Longer quotations (over 3 lines) should be abstracted from the main text and put 

into a new paragraph, applying the following rules: 
Straight font, no quotation marks, Times New Roman, 11 pt, 

left-hand and right-hand indentations: 1 cm, 

paragraph spacing (before and after the paragraph): 6 pt, 

no paragraph indents. 

• If the quotation is a translation from a foreign language, please remember to 

provide the author of the Polish translation and then, the Polish translation of the 

                                                             
1 It is also required to follow the guidelines specified in this document while editting scientific notes, 
materials for the chronicle and for the reviews and previews sections. 
2 The length of the article can be checked via Tools → Wordcount (the Add text fields, footnotes and 
endnotes option should be activated). 
3 The number of the footnote is to be placed between the right quotation mark and a punctuation mark. 



quotation should be given in the text, whereas the original version of the quotation 

should be cited in the footnote. 

• If a fragment enclosed in quotation marks (“quotation in quotation marks”) 

involves another text in quotation marks (<<text inside the quotation>>), then it is 

necessary to use open and close angle brackets: “<<text inside the quotation>> 

quotation in quotation marks”. 

• The words introduced into the quotation by the author of the article should be 

enclosed in square brackets, similarly to skipped fragments of the text – notated 

with an ellipsis (three dots) in square brackets: […]. 

• If someone quotes words of author_1, though one does not take them directly from 

the author_1’s work but from a work of author_2 (i.e. author_2 makes a reference 

in his/her work to the book by author_1 and quotes his/her words), then the 

footnote should provide the following information: 

the particulars of the work by author_1, quoted after: the particulars of the work by 

author_2. 

FOOTNOTES 

• Times New Roman font, 10 pt 

• single line spacing  

• footnotes with a superscript (introduced automatically after applying an appropriate 

Word function: References → Insert a footnote) 

THE LAYOUT OF AN ARTICLE 

On the first page, before the main text, there should be given the first name and surname of the 

author, as well as the full name of the institution the author works for. 

Please remember to keep the formatting of your text to a minimum, in particular avoid using 

automatic hyphenation and justifying, do not use the ENTER key in the middle of the sentence 

when moving on to the next line within the same paragraph. The author submitting his/her text 

is kindly requested to give his/her contact details (e-mail address, phone number, postal 

address). 

ILLUSTRATIONS AND MUSIC EXAMPLES 

Illustrations and other graphic elements should not be inserted into a text document: they 

should be sent over as separate, numbered and signed files in a graphic format (TIFF, PDF, 



JPG, PNG), preferably with the resolution of 300 ppi. The main text should take into 

account the slots and numbers of subsequent examples as well as captions for them. 

Separate numbering should be applied to “pictures” (photos, figures, etc.) and another 

numbering for music examples – if the article features both music examples and other 

graphics, they should be submitted in two separate catalogues. The numbering of 

illustrations and music examples in files should be compatible with the numbering in the 

main text. 

Please avoid using full stops and Polish diacritical signs in the file names and instead of 

spaces use underscores, e.g. Example_1.tif [a file with .tif extension]. 

Music examples will be re-typed by a graphic designer in a standardized format. Next, 

after the re-typing, the graphic designer will send the examples back to the author for 

correction and approval. 

The author submitting an article is kindly requested to provide the Editors of the 

journal with a written consent of the holder of copyright to additional materials 

attached to the article (e.g. scans of a manuscript) to make use of them (in accordance 

with the agreement concluded with the author of the publication). 

THE GUIDELINES ON HOW TO EDIT FOOTNOTES 

In the footnotes referring to sources, there should always be given the place and year of the 

publication as well as page number (or numbers). For electronic sources, the date of 

retrieval should be given in square brackets. Please use solely footnotes. 

Do not give the name of the publisher of the publication. 

When making another reference to the source in the article, please remember to use 

appropriate expressions and abbreviations: 

• Ibid.       

• op.cit. 

• cfr 

• see 

• et al. 

 



Moreover, when referring to people, please use the following abbreviations: 

•  Idem (at the beginning of the footnote) 

•  Ibid. (an article in the work of one author) 

You are kindly requested to give only the initial of the person’s (author’s, editor’s, 

translator’s, etc.) first name in footnotes, whereas full first names should be given in the 

bibliography. 

If the work in question is a translation from a foreign language, then the initial of the first 

name and full surname of the translator should always be given (abbreviation: trans.). 

In the case of a joint publication, there should be given the initial of the first name and the 

surname of the collection’s editor (abbreviation: ed.). 

There should be a full stop at the end of the described source. 

EXAMPLES OF FOOTNOTES 

Book by one author  

Name and surname of the author, Title. Subtitle, trans. (name and surname of the 

translator), place, year of the publication, p. 00.  

Z. Helman, Neoklasycyzm w muzyce polskiej XX wieku, Kraków 1985. 

Idem, Roman Palester. Twórca i dzieło, Kraków 1999. 

W. Sady, Dzieje religii, filozofii i nauki. Od Talesa z Miletu do Mahometa, Kęty 2010, s. 

480. 

Idem, Spór o racjonalność naukową. Od Poincarégo do Laudana, Wrocław 2000. 

Quoting again one work of the author: 

W. Sady, op. cit., p. 401. 

Ibid, pp. 398–400.  

Quoting again one of many works of the same author:  

W. Sady, Dzieje religii..., p. 423. [do not add ‘op. cit.’ after the title] 

 

Multi-volume work/ one of the volumes of a multi-volume work  

The volume number is given after the title of a multi-volume work (before the title of a 

particular volume, if necessary) with Arabic numerals and without full stops. 



Title of a multi-volume work, vol. (number), Title of the volume, ed./trans./introduction 

(name and surname), place and year of the publication, p. 00.  

Encyklopedia Muzyczna PWM, biographical part, vol. 1 (A–B), ed. E. Dziębowska, 

Kraków 1979. 

Name and surname of the author, Title of a multi-volume work, vol. (number), Title of the 

volume, ed./trans./introduction (name and surname), place and year of the publication, p. 

00. 

A. Mickiewicz, Dzieła, vol. 3, Utwory dramatyczne, ed. S. Pigoń, Warszawa 1949. 

 

Joint publication  

Title. Subtitle of a joint publication, ed. (name and surname), place and year of the 

publication, p. 00. 

Antologia krytyki muzycznej XIX i XX wieku, ed. S. Jarociński, Kraków 1955. 

Podstawy teorii uczenia się muzyki według Edwina E. Gordona. Materiały z III 

Seminarium Gordonowskiego w Zamościu, ed. E. Zwolińska, Bydgoszcz 2000.  

 

Article in a joint publication 

Name and surname of the article’s author, Title of the article, in: Title of the joint 

publication, ed. (name and surname of the editor), place and year of the publication, p. 00. 

J. Sławiński, Synchronia i diachronia w procesie historycznoliterackim, in: Prace 

wybrane, ed. W. Bolecki, vol. 2, Dzieło – Język –Tradycja, Kraków 1998, p. 29. 

 

Translation of an article in a joint publication 

Name and surname of the article’s author, Title, trans. (name and surname of the 

translator), in: Title of the joint publication, ed. (name and surname), place and year of the 

publication, p. 00.  

N. Frye, Archetypy literatury, trans. A. Bejska, in: Współczesna teoria badań literackich za 

granicą, vol. 2, ed. H. Markiewicz, Kraków 1972.  

 

Article in a collection of texts by one author 

Name and surname of the article’s author, Title. Subtitle of the article, in: Ibid., Title. 

Subtitle of the joint publication, ed. (name and surname), trans. (name and surname), place 

and year of the publication, p. 00. 



M. Lurker, Mity, baśnie i sny, in: Ibid., Przesłanie symboli w mitach, kulturach i religiach, 

trans. R. Wojnarowski, Kraków 1994. 

M.R. Mayenowa, Struktura tekstu, in: Ibid., Poetyka teoretyczna. Zagadnienia języka, 

Wrocław 2000. 

 

Article in a journal 

• title of the journal should be enclosed in quotation marks, no italics 

• do not put the preposition [in:] before the title of the journal 

Name and surname of the author, Title, “Title of the journal” year, issue 00, pp. 00–00. 

A. Kwiecińska, W co gra Paweł Mykietyn?, „Ruch Muzyczny” 2007, issue 10, pp. 6–8. 

G. Ligeti, Wandlungen der musikalischen Form, „Die Reihe” 1960, issue 7, p. 19. 

 

Entries in encyclopedias, dictionaries, lexicons 

Author of the entry, Title of the entry, entry in: Title of the encyclopedia / dictionary, vol. 

00, ed. (name and surname), place and year of the publication, p. 00. 

E. Dziębowska, Chomiński Józef Michał, entry in: Encyklopedia Muzyczna PWM, 

biographical part, vol. 2 (C–D), ed. E. Dziębowska, Kraków 1984, p. 108.  

 

Internet and electronic sources 

Author, Title [medium, e.g. online, CD-ROM], http website [retrieved – in square brackets] 

W. Duch, Amuzja wyobrażeniowa [online] http://www.fizyka.umk.pl/publications/kmk/12-

Amuzja%20wyobrazeniowa.pdf [retrieved: 15th September, 2012].  

 

BIBLIOGRAPHY 

Bibliography should be arranged in alphabetical order and according to authors’ surnames 

– unlike footnotes, first there should be given the surname and next the name of the author 

of the publication. The works wherein the first element of the bibliographical data is the 

title should be incorporated into a general alphabetical order, filed according to the initial 

letter of the title. 

Please remember to give full first names of authors, translators, editors, etc. 

Moreover, just like in footnotes, after the title there should be given the place and year of 

the publication and, in the case of an article from a journal or an entry in an encyclopedia/ 

dictionary, also page numbers. There should be a full stop at the end of each description. 
 



EXAMPLES OF BIBLIOGRAPHICAL ENTRIES IN ALPHABETICAL ORDER 

Bristiger Michał, Związki muzyki ze słowem, Kraków 1986. 

Krawczyk Dorota, Język i gra, czyli o muzyce postmodernistycznej, „Muzyka” 2005, issue 

2, pp. 79–105. 

Literatura polska. Przewodnik encyklopedyczny, ed. Julian Krzyżanowski, vol. 2 (N–Ż), 

Warszawa 1985. 

Poetyka, vol. 1, ed. D. Ulicka, Warszawa 2000.  

Schaeffer Bogusław, Dymitr Kabalewski, entry in: Muzyka XX wieku. Twórcy i problemy, 

Kraków 1975, pp. 202–203. 

Tadeusz Baird. Sztuka dźwięku, sztuka słowa, ed. Krystyna Tarnawska-Kaczorowska, 

Warszawa 1984. 

Tarnawska-Kaczorowska Krystyna, Tadeusz Baird. Głosy do biografii, Kraków 1997. 

Toporowska Barbara, Problemy artykulacyjne w dawnej muzyce na instrumenty 

klawiszowe, Zeszyt Naukowy Akademii Muzycznej w Poznaniu no. 6, Poznań 1984. 

 
ABSTRACTS OF ARTICLES 

Authors of articles and scientific notes submit, along with the main work, abstracts of their 

texts (in a separate file) – approximately one page of the standard A4 format (about 2,000 

characters with spaces). The abstracts will be translated into English by an appointed 

translator. 

 
STAGES OF EDITORIAL WORK 

1. Content editting – in collaboration with the author. 

2. Linguistic editting – in collaboration with the author; the author will receive the 

final version of the text to authorise it before typesetting and text makeup (you are 

kindly requested to eliminate and correct any defects within 7 days after the article 

has been sent back to you by the editor-in-chief). 

Please remember to work on the updated version of the text file received from 

the editor. 

3. Sending articles on to reviewers after editting and authorising. 

4. Technical editting, typesetting and text/ illustration makeup. 

5. Final proofreading of the text, carried out by the author and a proofreader, after 

typesetting. At this stage, authors are not allowed to make considerable changes to 



the article, therefore they are kindly requested to verify the text thoroughly before 

the typesetting and text makeup process. 

6. The journal going to press. 

 

Please remember to meet established deadlines as it will enable following the pre-

arranged schedule of editorial work on the journal. Authors are kindly requested to 

submit their texts ahead of the deadline. 

 

Best regards, 

The editorial staff of the “Notes Muzyczny” journal 

 

 

 

 

 
 

 

 

 

 

 


