
Recommendations to authors

I - TEXT

Manuscript guidelines

Fonts and body of the text 

Use only unicode fonts (preferably Times or Times New Roman).
 
All body text should be in 11 pt. font (double spacing), with the exception of object descriptions, catalogues, block quotations set apart from the main text, and footnotes, all of which are should appear as smaller text (10 pt. font + double spacing).
Text formatting

The manuscript should be presented in the simplest possible manner. There should be no tabs at the beginning of paragraphs. Avoid page breaks, multiple spaces, automatic bullet points, bold or underlined text, dividing words at the end of lines with hyphens, etc.

Titles

A very clear hierarchy of titles should be indicated by the use of different styles (using e.g. bold, underlined, italics), without any numbering (such as I, 1, a...). No period (full stop) at the end of titles.
Footnotes

Footnotes are to be inserted using automatic numbering, in a continuous manner. Numbering should be in Arabic numerals (no asterisks). Notes should not be used in tables or legends.
Internal referencing

Internal references must imperatively be in the form p. XXX or p. 000. They will be completed at the stage of proofs correction.

Typographical rules

Footnotes

Footnote references appear as superscript immediately after the word or group of words to which they refer, separated by a non-breaking space (e.g.: espace 34).

The footnote reference is introduced before any punctuation marks, but after a period that follows an abbreviated word (etc., J.-C., s.). At the end of a sentence, it is followed by the final period even if it is preceded by the period of an abbreviated word (e.g.: etc. 34.)
.

Foreign languages

· Quotations in Latin should appear in italics without quotation marks;

· Quotations from foreign languages that are written or transliterated in Latin characters are placed between quotations marks except in the case of isolated words, which are to be in italics;

· Quotations in non-Latin characters (Greek, Arabic, etc.) appear without quotations marks and in regular (non-italic) text. 
Rules for abbreviations

Abbreviations of Latin phrases

Quotations, phrases and words in Latin are given in italics: q., ca (without a period), passim, ad loc., infra, supra, s.v., et al., i.e., in, e.g.; an exception can be made for the most common terms (à priori, à posteriori, à contrario, à fortiori, cf., and etc.), which need not be italicized.

Bibliographical references

Bibliographical references are given in an abridged form in the text or footnotes, and complete references are then provided at the end of the article (the "Harvard" system).

References integrated into the text (body or footnotes)

· The name of the author, in lower case letters, is followed by the year and, whenever needed, the pages: Durand 1980, p. 181-188 (and not 181-8 or 181-88).
· Works by the same author appearing in the same year are distinguished by lower case letters, a, b, c, etc., placed after the year, without a space: Martin 1974a, p. 1-12.

· For two or three authors, the last one is preceded by "and": Hunt, Johnson and Kagan 2002.

· For four authors or more, "et al." is used: Jones et al. 1912. However, in the final bibliography, all of the authors' names are listed.

· To separate several references, a semi-colon is used: (Gould 1980, p. 11; Hodder 1980, p. 26).

Final bibliography

· Last name is given in small capitals, followed by the initial of the first name(s), which is capitalized (Hodder I.)

· There is no comma between the name of the author and the year (Margueron J. 1982).

· Titles: for non-Latin characters (Greek, Cyrillic, Arabic, Hebrew, etc.), translation must be given in English (in square brackets after the original title):
[image: image1.png]Andrikou 2013: Anarikoy E., “O owopds mg mpodwung Emoyng tov Xaikod oto Kopomi. IIpokatapiticég
nmapatnpnoes”’ [= The EBA settlement at Koropi: preliminary observations], in 14" Emiotnquoviky Zovéviyon
Notioovarolikng Atuixng, Kalopia, 6-10 Oxtwfpiov 2011 [= Proceedings of the 14" scientific meeting on
Southeastern Attica, Kalyvia, 6-10 October 2011], p. 89-99.




· The indication (ed.), (dir.), etc. are placed prior to the year of publication.

· Reprints: refer to 2nd, 3rd ed. (rather than 19802 or [1972] 1980): Will É. 1980, Le monde grec et l’Orient (2e ed.), Paris.

· In the absence of a date, one of the following references should be used: (n.d.), (in press) or (forthcoming).

· If the work is part of a collection, the name of the collection as well as the volume number of the work cited should be mentioned.

· The volume numbers of journals, collections, etc. are given in arabic numerals. The name of the journal and its volume number are not separated by a comma (Syria 42).

· Publisher city:

· The name of the publisher ought only to be given for rare or antique editions.

Collections and series

The name of the collection is given in regular characters, not in italics.

· Pouderon B. (dir.) 2005, Lieux, décors et paysages de l’ancien roman des origines à Byzance. Actes du 2e colloque de Tours, 24-26 octobre 2002, CMO 34. Série littéraire et philosophique 8, Lyon.

Journal articles

The journal's title is given in italics. Do not use abbreviated names (e.g. Bulletin de Correspondance Hellénique, not BCH).
Durand F. 1980, « Les lampes de terre cuite », Archaeologia Corsa 5, p. 5-68. 

Dictionary or Encyclopedia entries

The volume number is given in capital Roman numerals; the entry is introduced by s.v. and is placed between quotation marks: Balty J.-Ch. 1981, LIMC I, s.v. « Antiocheia », p. 840-851.

Chapters in edited volumes

The title of the edited volume is introduced by in. The surname(s) of the editor(s) are in lower case.

· Dussart O. 2000, « Quelques indices d’ateliers de verriers en Jordanie et en Syrie du Sud de la fin de l’époque hellénistique à l’époque islamique », in M.-D. Nenna (ed.), La route du verre, TMO 33, Lyon, p. 91-96.

Citation of electronic references

For example:

Lecocq Fr. 2009, « L’œuf du phénix. Myrrhe, encens et cannelle dans le mythe du phénix », Schedae 17, 2, p. 107-130, http://www.unicaen.fr/puc/rubrique.php3?id_rubrique=90 [last accessed month/year].

Index

The author or editor must provide a list of terms to be indexed. These should be visibly marked in the text.

II - ILLUSTRATIONS

Illustrations must be provided at the same time as the text of the article or the monograph. The author must provide both an electronic version and a printed paper copy in order to allow for verification.

Nature of documents

Format

· Illustrations should be edited in publication size.
· The maximum format for illustrations is 150 x 237 (legends included) with a tolerance of up to 165 x 245.

· If need be, the desired scale for reproductions should be indicated.

Resolution

Documents must be scanned at a minimum resolution of 300 dpi. The resolution should be adjusted according to the scale of the illustration for publication: for example, slides must be scanned at 1200 dpi.

Preparation of illustrations

· Maps and line drawings must be done using Adobe Illustrator.

· The number of colour illustrations will affect the budget, so greyscale or basic outlines should be favoured for maps/plans. Line weight should not be less than 0.25 pt., and greyscale shading should not be less than 12%. To improve legibility, a density contrast of at least 20% between any two levels of grey is required.

· Include a scale bar with all maps and plans.

· Text zones: use a sans serif unicode font (for example: Myriad or Arial). Do not vectorize the fonts. Ensure that the font size is sufficient so that the text is easily readable. Do not overload the document with information.

· When using Adobe Illustrator, tick the box "include linked files"when saving and be sure to provide the source files.

File formats

· Adobe Illustrator documents: Illustrator format, AI.

· Adobe Photoshop documents: Photoshop format, PSD or TIFF, never JPEG.

· Scanned documents: TIFF format.

Page layout

· Do not incorporate the illustrations into the Word document. The illustrations will be positioned subsequently, either as close as possible to the illustration reference or on a separate plate.

· Please include illustration references in ascending order, in italics using the following abbreviations: fig. 00 or pl. 00 (tabl. for tables).

III - PROOFS

The author will receive a single set of proofs with the final layout. He or she is requested to:

· correct these proofs in the most legible manner possible. The author should use the editing tools of pdf documents he/she is familiar with them. Othewise corrections should be done by hand (preferably in red ball-point pen) using standard proofreaders' marks;

· complete the internal references by indicating the appropriate page numbers;

· return the proofs to the Publications Service as quickly as possible

He or she should not:

· make any corrections that change the layout, including the addition or elimination of paragraphs, footnotes, etc.

· change the layout of illustrations.
� The printed version of the text will prevail in the event of on-screen typographical display errors. 


� After a quotation, there are two possibilities:


– If it is a "stand alone" quotation, in other words if it is a full sentence or is introduced by a colon (:), then the footnote reference is placed after the word but before the punctuation mark and the quotation marks. For example: ... « Cela donnera naissance à plusieurs générations de martyrs 1. »


– If the quotation is not independent, in other words if it is a fragment incorporated into a sentence of the text, the footnote reference is placed after the quotation marks and before the punctuation mark. For example: Désormais, il faudra tenir compte du « patriotisme foncier des huguenots » 1.


� Keyboard shortcuts for small caps: Mac (cmd+Shift+K), PC (ctrl+Shift+K).
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