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A Guide to Authors 
 

 

Formatting your manuscript 

 

• Lines should be double-spaced, including quotations and notes, using the BRILL font1 in 11-

point size. Turn off automatic hyphenation and do not justify text; ragged right margins are 

preferable throughout. Use minimal formatting. 

• All block quotations (usually, quoted material ten lines or more in length) should be double-

spaced, indented, with an extra line above and below. Use the ruler function to indent the text, 

instead of using the tab key at the beginning of each line. 

• Use a single space only after a period or other mark of punctuation. 

• Left justify all pages (do not right justify) and use 1” margins all around (top and bottom as well 

as right and left). 

• Place page numbers on each page in the top right corner. 

• Each chapter should be a separate file, labeled with  the chapter number 

• Number the pages consecutively throughout (front matter with lowercase Roman numerals, text 

with Arabic numerals).  

• Each chapter should start with footnote #1.  Use superscript Arabic numerals in the text (no 

parentheses, boldface, etc.). The numbers should follow the passages referred to; if the passage is 

a block quotation, the reference number should come at the end of the quotation, not after the 

author's name or at the end of the textual matter introducing the quotation. The notes themselves 

must be double-spaced and printed as footnotes, not endnotes. Place all periods and commas 

 
1 Download the BRILL font here: http://www.brill.com/about/brill-fonts 
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within quotation marks; other punctuation should be included within quotation marks only if it is 

part of the quotation cited. 

• Inclusive page numbers and dates should be typed according to the following examples: 3-17, 

23-26, 100-103, 104-7, 124-28, 1002-6, 1115-20, 1496-1504. 

• Spelling, punctuation, use of decimals, and other conventions should follow American 

standards. If, however, the full manuscript is already consistently written in British English: 

leave as is. 

• To be complete, the manuscript front matter should include a title page, table of contents, and—

if the book is going to include them—list of illustrations, list of tables, dedication, foreword, 

and preface. 

 

Images 

 

• Authors are expected to obtain permission to reproduce any copyrighted materials (e.g., 

photographs); authors are also responsible for any fees associated with those permissions. For 

photos please submit 300 dpi TIF or JPG files. For line drawings please submit 600 dpi TIF or 

JPG files. Supply each illustration with a caption, accompanied by a source line and such 

acknowledgments as are required. These captions should be submitted together in a single file, as 

noted above. Please note that the image files should be delivered as separate file and should not 

be embedded in the Word file. Where appropriate, place a clear red 

{insert Fig. x here} in the text. 

 

Quotations in Languages other than English 

• If the body of the manuscript is (or includes) an edition of a text in a language other than English, 

the conventions of that language should be maintained in the edited text with regard to 

punctuation, capitalization, and orthography. In most cases the critical apparatus introduction, 

and other paratext will be in English. That English-language material should conform to the 

standards listed here for regular academic prose. 

• Single words or short phrases, where essential to the argument, may be left in the original 

language in the body of the text; all quotations, whether run in or block format, should appear in 

the body of the text in English. 

• The quoted text in its original language should appear in the notes whenever practical. 

• In cases where standard scholarly translations of quoted texts are available, scholars may rely 

upon them for both text and notes according the professional standards of their fields of 

specialization. 

 

Citations 

• The first reference to any source should be a full citation. Subsequent references should be 

shortened to author and page number, or author, short title, and page number, as necessary for 

clarity. 

• The published works of many authors have standard critical or scholarly editions, and some also 

have standard English translations. Your argument may require you to offer your own 

translations or to cite a Renaissance-era edition (or manuscript). If that is not the case, please use 

these modern scholarly editions when they exist for any author or text treated or discussed in a 

substantial manner, in preference to a popular or classroom translation. The I Tatti Library is one 

example of such a standard or commonly used set of modern translations. If you quote such a 
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translation in the body of the article, the reference note should also include a citation to that 

passage in the original-language edition. If there is no published English translation and the 

translation in the body of the article is yours, please quote in your notes the original text as well 

as providing the reference. If in doubt, please contact the series editor or the RSA office. 

 

Classical References 

• The edition, as well as credit for translation, must be specified the first time a work is cited. 

You may use standard scholarly editions and translations when they exist for the work in 

question unless your argument requires otherwise. Loeb Library editions are one such 

example. 

• References to information supplied by a modern editor must include page numbers. 

• References to the classical text must include the standard identification numbers for that text, 

such as book and chapter numbers or Stephanus numbers. Use Arabic numbers for all divisions. 

Exx: Plato Republic 360E-361B. Cicero 

De officiis 1.133. 

• Standard abbreviations may be used. 

 

 

Bibliographic References 

 

Primary sources 

The nature of the work and its editorial history will determine which version is required. Models for the 

citation of classical works are the following as well as N. 9,10,11. 

 

1. Petrus Franciscus Perius, Theologiae Dogmaticae Principia Naturalia Geometricae Methodo 

Exposita, vol. 1 (Lucca: 1756), lib. 1, 7.  

2. Christian Wolff, Jus Naturae, vol. 8 (Halle: 1747), c. 3, § 458, 344 [read: chapter 3, paragraph 458, 

page 344]. In the case of Wolff and other thinkers who have very clear structured texts, chapter and 

paragraph might be sufficient.  

3. Jean Mabillon, Tractatus de Studiis Monasticiis, trans. Udalricus Staudigl (Vienna: 1757), pars 2, 

c. 9, 409. [read: pars 2, chapter 9, page 409] 

4. Benedict Stattler, Demonstratio evangelica, ed. Johann Michael Sailer (Eichstätt: 1780), pars 1, s. 

3, 9. 

5. Perius, Theologiae Dogmaticae, vol. 1, lib. 3, 5. 

6. Wolff, Jus Naturae, vol. 8, c. 3, § 458, 344 or Wolff, Jus Naturae, vol. 8, c. 3, § 458. 

7. Mabillon, Tractatus de Studiis Monasticiis, pars 2, c. 9, 410.  

8. Matt. 5:21; 1 Cor. 2:12.  

 

Note 1, 2, 3, 4 are standard first citations. The subdivisions of the work follow the title. 

Once the edition of a work has been provided in the first citation, subsequent references are shortened as in 

note 5, 6 and 7.  

Note 8 shows standard biblical citations, which use colons as the divider between subdivisions, in this 

instance between chapter and verse. If the reader might have difficulty deciphering this system as it applies 

to a given work, the reference should be spelled out in full.  

 

Secondary literature 

Models for the citation of secondary works are the following:  

9. John Doe, Book Title (City: 1995), 27-31.  
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10. Jane Smith, "Article Title," Journal 24 (1992), 2-14.  

 

The most notable exception is full citations of journal articles, where the convention of providing in 

sequence the volume number, publication date, and page numbers is so well established that further 

specification is unnecessary. Provide inclusive pages rather than "f." or "ff."  

  

Book citations 

Authors' names should be cited as they appear on the title page. Do not abbreviate given names to initials.  

Publishers should be omitted; the parentheses should include only the place and date of publication (and 

reprint information, where applicable). If the publisher lists more than one location, it is usually sufficient to 

cite only the first location in the list. The conventional English form of place-names should be given 

("Turin," not "Torino"; "Munich," not "München"), with the addition of the country or state if required 

("Cambridge, Mass.," or "Cambridge, Eng.").  

 

Simplest form  

 Susan Reynolds, Fiefs and Vassals: The Medieval Evidence Reinterpreted (New York: 1994), 

18-19, 92-93, and 118-19.  

 

 

Later editions and reprints  

 Frank Barlow, The Feudal Kingdom of England, 1042-1216, 4th ed. (London: 1988), 224-26.  

 Charles H. Beeson, A Primer of Medieval Latin: An Anthology of Prose and Poetry (1925; repr. 

Washington, D.C.: 1986), 25-27.  

 

Multiple volumes  

 Max Manitius, Geschichte der lateinischen Literatur des Mittelalters, vol. 1 (Munich: 1911), 78.  

 

Monographs in a series  

 Arno Borst, Die Katharer, (Schriften der Monumenta Germaniae Historica) 12 (Stuttgart: 1953), 

112-15.  

 [Series information is sometimes essential for locating books and ought to be included in such cases]  

 

Edited or translated works  

  Hildegard of Bingen, The Letters of Hildegard of Bingen, vol. 1, trans. Joseph L. Baird and 

Radd K. Ehrman (New York: 1994), 34-35. [Here the abbreviation "trans." means "translated 

by" and does not change when there is more than one translator.]  

  Emil Friedberg (ed.), Corpus iuris canonici, (Leipzig: 1879), vol. 2: LXIV. [Here the 

abbreviation "ed." means "editor"; the plural is "eds."] 

 If it is a several volume work, only indicate the year of the volume you are quoting in the 

footnote. In the bibliography will be the full record, namely:  

 Friedberg, Emil (ed.), Corpus iuris canonici, 2 vols (Leipzig: 1879-1881). 

  Georges Duby, Love and Marriage in the Middle Ages, trans. Jane Dunnet (Chicago: 1994), vii 

and 25.  

 

Foreign titles  

Follow the prevailing rules for the given language in the capitalization of foreign titles. In Latin titles 

capitalize only the first word, proper nouns, and proper adjectives. In French, Italian, and Spanish titles 

capitalize only the first word and proper nouns.  
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Titles in languages other than classical and medieval Latin and Greek, French, Italian, German, and Spanish 

may be translated. The translation follows the title in square brackets and is not italicized; only the first 

word and proper nouns and adjectives are capitalized.  

 Boris Poršnev, Feodalism i narodnye massy [Feudalism and the masses] (Moscow, 1964), 22-50.  

 

Subsequent references  

 Reynolds, Fiefs and Vassals, 97.  

 

Short titles 

Use short titles rather than "op. cit." Use "ibid." only when there is a long series of notes referring to the 

same work, making short titles otiose. 

If there is a considerable gap between the first reference and the next citation, it is a help to the reader to use 

this form:  

 Reynolds, Fiefs and Vassals (see n. 5), 97.  

Articles 

Do not abbreviate journal titles unless they are part of the volume’s master list of abbreviations, previously 

sent by the volume editors to contributors.  

 Anna Carlotta Dionisotti, "On Bede, Grammars, and Greek," Revue bénédictine 92 (1982), 129-

154. 

 Anne Walters Robertson, "The Mass of Guillaume de Machaut in the Cathedral of Reims," in 

Plainsong in the Age of Polyphony, ed. Thomas Forest Kelly, Cambridge Studies in 

Performance Practice 2 (Cambridge, Eng.: 1991), 100-139.  

 

Subsequent references  

 Dionisotti, "On Bede," 129.  

 

 

Manuscripts  

Both in the text and in the notes the abbreviation "MS" (plural "MSS") can be omitted when it precedes a 

shelf mark. Cite the shelf mark according to the practice of the given library. Folio numbers should include 

a recto/verso reference, abbreviated and written on the line, not as a superscript. The abbreviation of "folio" 

is "fol." (plural "fols.").  

The first, full reference to a manuscript should give the place-name, the name of the library, and the shelf 

mark:  

 Paris, Bibliothèque nationale de France, lat. 4117, fols. 108v-145r.  

 Vatican City, Biblioteca Apostolica Vaticana, Vat. lat. 6055, fols. 151r-228v.  

 

Subsequent references  

  BnF lat. 4117, fol. 108r. [If the context allows, "lat. 4117" may be sufficient.]  

  Vat. lat. 6055, fol. 151r.  

 

The Bible  

  Prov. 2:5 [Do not italicize books of the Bible. Use a colon rather than a period between chapter 

and verse.]  

  

Other matters  

 



6  

LDV Author Guide – IR-JUN21 

 

References to modern authors 

The first mention of a modern author in the text should include the given name (or initials, if that is the 

author's preferred form).  

 

Place Names  

Place names should generally be giving in the conventional or current English form: Aachen, not Aix-la-

Chapelle; Milan, not Milano. 

 

Notes 

Notes should be succinct and should be confined to material necessary to support assertions in the text. 

They will ordinarily be printed as footnotes.  

 

Scholarly reference words 

Words and abbreviations such as "et al.," "ibid." "idem," "passim," "e.g.," "i.e.," and "ca." should not be 

italicized. The only exception is "[sic]." Note that "cf." means "compare" and should not be used when 

"see" or "see also" is the accurate expression.  

 

Capitalization 

"Middle Ages" is capitalized, but "medieval" is not. On religious names and terms see the Chicago Manual, 

265-72. "Church" is generally lowercased, unless it is part of the official name of a denomination or 

building, or unless it refers to the universal Church. "Bible" is capitalized, but "biblical" is not.  

 

Year spans 

1657–1658, not 1657-58.  

 

 

 

 

 

   


