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Instructions for preparation of printed items

Format of the publication

Recommended settings for the most common formats of publications:

format dimension border
top / bottom

border
left / right font size

A4 210 × 297 27/35 27/27 11–12
B5 176 × 250 25/34 25/25 10–11
A5 148 × 210 20/27 20/20 10-11

Authors can choose any format; however, a non-standard format can increase the printing cost of the publication.

A note on the font size: If the resulting format for your publication is A5 or B5, but the publication is written on 
a standard A4 page (that is, the printout version will be reduced), the font needs to be sized so that it is legible after 
the reduction. In these cases, the recommended font size is 14.

Binding of a publication

The basic division of book bindings is into paperback and hardcover. Hardcover bindings are more durable, but their 
production is more demanding and expensive. That is why paperback binding has recently become more popular, as it 
enables the reduction of the cost of printing books. Paperback and hardcover bindings are further divided according to 
the method of binding into glued and sewn.

Most commonly used are the following bindings: 

V1 – sewn (the text block is stapled together in the spine) – the binding is suitable for a publication with a low 
number of pages (up to 40),
V2 – perfect-bound (the text block is glued together), 
V4 – sewn (a glued text block is hardened by over-sewing), 
V8 – hardcover binding

Printing format and the quality of the text for printing

All materials to be printed should be submitted to the printing company in the .pdf format (ideally the PDF 1.3 version or 
higher, according to the PDF/X-1a standard). It is not suitable to submit the materials in the Word text processor - this 
may cause problems, because when opened on another computer, your document can be reformatted.  

The cover page is to be supplied with crop marks and the width dimension including the spine and the bleed (picture/
colour overlap, usually 3-5 mm).

Pdf fi les must be in CMY colours, and images must have suffi cient resolution (at least 300 dpi). The higher the resolution 
of the images or photos, the better their print quality. 
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The UL Publishing House can assist you in converting text fi les into pdf ones. For this purpose, the publishing house has 
the professional Adobe InDesign CS6 tool available. We can also design the cover page (or even the entire publication) 
in collaboration with students of the Ladislav Sutnar Faculty of Design and Art.

Page numbering

In publications that have no inserted page indicating the author and the title (patitul), the numbering of the text will 
begin with the numeral 3 (page 1, i.e. the title sheet, and page 2, with the ISBN, are not numbered, but counted!). Note: 
The page number is not included on the dedication or photo page at the beginning of the publication (the fi rst text page 
bears the number 5) or the colophon.

Note: A new chapter should ideally start on an odd-numbered page.

UWB logo

The logo of the University of West Bohemia, or the logo of your faculty (see the Directive on Uniform Visual Style) is 
to be placed on the cover of the publication, The UWB logos are available on the UWB portal (https://portal.zcu.cz/).

The year of publication and ISBN

The year of publication and the ISBN are to be printed on the back side of the cover sheet. The year of publication is to 
be contained in the phrase “Published by the University of West Bohemia in Pilsen in the year XXXX.” The ISBN code 
is to have the following format:

ISBN 978-80-261-XXXX-X

That is, with the abbreviation ISBN and without the colon! (For more details, please refer to Annex 8, “Rules for 
Allocation of ISBNs”.)

Colophon

The colophon (the printer´s statement) of the publication, usually located at the end of the publication, should contain:

• statutory details: the author, the title of the publication, the translator (if translated), the name and address of the 
publishing house, the name and address of the printing company, the year of publication, the original title of the work 
and the original publisher (if translated) - see the provisions of Act No. 37/1995 Coll. on non-periodical publications.  
• possibly additional (optional) details: publication issue number, number of pages, number of copies, possibly the 
editor/editors, etc. 

RIV formal requirements

If you want to fi le the publication in RIV, the following formal requirements of the publication should be fulfi lled: 

• references to sources in the text 
• a list of sources used
• an abstract/summary in at least one world language 
• possibly notes taken during drafting and a bibliography of sources 
• ISBN or ISMN

The Principles for the Evaluation of Research Organizations since 2017 were approved by the Government at its 107th session 
of 8 February 2017, and the approved principles will be gradually implemented over the following three years.
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