
AUTHOR INSTRUCTIONS 
 
The length of the text should be in the range of 8,000 words, including endnotes and reference 
list. Use Times New Roman, 12 points, double spacing. 
 
Cover page 
To ensure anonymity in the review of manuscripts, keep identifying material out of the 
manuscript. Attach a cover page giving authorship, institutional affiliation, contact 
information, and acknowledgements. Provide only the title as identification on the manuscript 
and abstract. 
 
General terminology 
Geographical and other names should be written in the original language. Use diacritics where 
appropriate. 
Avoid using masculine forms when this is unnecessary. 
 
Introductions 
Individuals are to be introduced with a full name and title. 
 
Quotations 
Use double quotation marks [”], not single. Use single quotation marks [’] for quotations 
within quotations. 
The period comes before the closing quotation mark if the quotation forms a grammatically 
complete sentence. Thus: 

• He said: “The conference had been most successful.” 
• “The conference”, he wrote, “had been most successful.” 
• The conference had been “a most successful one”. 
• He told us that the conference had been “most successful”. 

Quotations of more than three lines are blocked, and separated with a line space above and 
below. Retain the original paragraphs. Do not use single spacing. 
All non-English quotations are to be translated. Also, italicize non-English words, e.g. “The 
Wehrmacht attacked the Soviet Union on 22 June 1941”. Italicization is not necessary when 
you are using an Anglicized form, e.g. “The Chekists executed”. 

 
References 
“In-text” quotations are used, e.g. author, year and page number in brackets (Bauman 1987, 
55).  
Page and date ranges should be supplied with two hyphens, which we can then search and 
replace to get an en dash; e.g. ”1998--91” or (Bauman 1987, 115--20).  
For the reference system, use Chicago Manual of Style (for details, follow this link: 
http://www.chicagomanualofstyle.org/tools_citationguide/citation-guide-2.html). 
 
Dates 
• 30 November 1987 (not November 30, 1987) 
• 1910–18; 1981–2; 1979–81, 1794–1810 



 
Numbers 
• One to ninety-nine are given in words; 100 and above in numerals 
• Use the least number of numerals possible: 105–6, 134–45, but 113–15 
• Numbers over 1,000 are set with commas: e.g., 1,540 
 
Spelling and Style 
• British English spelling systems are to be used. 
• References in Cyrillic should be transliterated into the Latin alphabet. 
• The First World War, not World War I. 
• 1930s, not 1930’s or nineteen thirties. 
• A dash is represented by two hyphens with a space on each side. Thus: “Canada -- and its 

allies -- were informed.” If your computer automatically creates an em dash, let it remain 
so. 

• Ellipses are represented by three dots, no space between them, but a space on each side. 
This pertains even when whole sentences are left out. 

• Avoid abbreviations such as “e.g.”, “i.e.” in the text. 
• Do not use full stops (.) with abbreviations of titles and organizations: thus, Dr, St, US 
• Use full stops for abbreviations of weights and measures. 
• ambassador at Madrid; ambassador to Spain 
• Possessives for words ending in s are usually denoted as ’s, except for ancient names or 

when the word ends in an -iz or -es sound. E.g. Moses’, Hopkins’s, but Bridges’, Dulles’. 
 
Figures 
• Please make sure that all imported material is scanned at the appropriate resolution: 600 

dpi for line art and 300 dpi for colour. 
• Figures, tables and graphs must be saved separate to text and should not be embedded in 

the main manuscript text. Indicate the placement of the figure in the main file as follows 
(with a line space before and after):   

 
----------------------- 
FIGURE 1 HERE 
----------------------- 

 
• Files should be saved as TIFF images. 
• All figures must be numbered in the order in which they appear in the paper (e.g. figure 1, 

figure 2). In multi-part figures, each part should be labelled (e.g. figure 1(a), figure 1(b)). 
• The filename for a graphic should correspond to the instructions in the main file, e.g. 

“Figure 1. The battle of Verdun”. Tables must also include a reference to the source of the 
information. 

 


