GUIDELINES FOR CONTRIBUTORS (CULTURAL HISTORIES)
GENERAL

· The proposal for your Cultural History project outlines the structure and the geographical/historical/thematic aims and scope of the project. Please refer to your Volume Editor if you have any questions about this. 
· Each chapter should present a broad overview of the theme across the period. Any case material should be illustrative and not substantive, and the chapter should be written in a clear, jargon-free style so it is as accessible as possible for students.

· Chapter titles are fixed, but Contributors can append a subtitle to reflect their approach/focus.
· Your Volume Editor will outline the schedule for (1) first draft and (2) final draft (including artwork). Please bear in mind that the History is a collaborative work with c60 scholars contributing and that all the volumes in the History are to be published together. 

ILLUSTRATIONS

· Your Volume Editor will confirm the maximum number of images and any funds from Bloomsbury. Given the time it takes to source images, the list of images should be finalised early on. Your Volume Editor can provide a copy of the Image Guidelines, a document which includes a template permissions letter. 
· You are responsible for obtaining all permissions for images in your chapter. Please only obtain quotes from copyright holders initially.  Do not commit to purchasing images until the fees have been approved by the Volume Editor.
· Once the Volume Editor has approved your images, having assessed their suitability and fit within budget, please go ahead and request permissions and invoices for any fees.  Be sure to tell copyright holders that invoices will be paid by the Publisher directly on publication.                           .
· Note that every single image requires permissions documentation, even if it is simply proof that the image is out of copyright or a declaration that the author is the sole copyright holder of the image. Please note that images on WikiCommons cannot be assumed to be without copyright.
· Send all images, captions, credits, permissions and invoices together in one go to the Volume Editor, with each numbered according to their placement in your chapter (if your chapter is e.g. Chapter 3, number permissions, invoices and corresponding images 3.1, 3.2 etc.)  
· Ensure that you clearly mark the desired placement of your images in the chapter text (e.g. ‘place image 3.5 here’). Please do not refer directly to the images within the text as it is not possible to guarantee that permission for specific images will be granted or within-budget. Of course this does not preclude detailed discussion of artworks, provided the discussion does not refer the reader to a reproduction of the image in the text.
· Please retain your own copies of all permissions documents relating to your chapter, numbered for easy reference, in case the publisher has any queries relating to permissions.

BLOOMSBURY HOUSE STYLE 
Abbreviations
No full points after upper-case abbreviations such as ‘US’ or ‘UK’; CE and BCE should be set as small caps.
Full point after abbreviation but not contraction, thus Mr but Esq., Dr but Ph.D.

Accents

Highlight all occurrences.  No accents on commonly used, anglicized words such as cafe, fiance, etc., but include in foreign names, unusual words and where there may otherwise be confusion.  
No accents on capital letters.
Art

The names of paintings, pieces of sculpture and other artwork should be italicised.

Commas

Use serial comma with ‘and’ or ‘or’, or before ‘etc’ (for example, ‘red, white, and blue’).
Dashes

Please use spaced en rules for parenthetical dashes (for example, ‘The Howard Project – originally rather a speculative venture – crystallized in 1932’).
Dates

Mid-1990s; August 12th but January 28, 1996; spell out references to centuries (in the twentieth century, fifteenth-century portraiture); 1870s not 70s, sixties not Sixties.
Ellipsis

Three evenly spaced points preceded by a space and followed by a space or punctuation.

Emphasis

Following a quotation use, if needed, (original emphasis) or (my emphasis) following the entire quotation or immediately following the incidence if there are conflicting examples. 

Exhibitions
The names of exhibitions should be in roman with no quotation marks. 

Figures and Tables

Each volume should include a List of Figures and Tables in the prelims if appropriate.

Figure captions should take one of the following forms:

Figure 1 Title of Figure. Photograph by Name of Photographer. 

Figure 1 Title of Figure. © Name of copyright holder, year.

or, if it has been necessary to gain permission to take or reproduce the photograph:

Figure 1 Title of Figure. Photograph by Name of Photographer, courtesy of Whoever Holds the Rights. 

Figures and Tables should be numbered by chapter (e.g. Figure 1.1, 1.2, 1.3, etc., Table 1.1, 1.2, 1.3, etc.).  They should be cited in the text by number – for example, ‘see Figure 1/Table 1’ rather than ‘see the table/figure below’

Positioning should be indicated in the text in the form ‘[Figure 1.1/Table 1.1 near here]’

Captions should be listed at the end of the relevant article/chapter.

Footnotes/Endnotes
· Footnotes should appear as Endnotes at the end of each chapter.  They will be printed at the back of the book.
· Please do not use the footnote/endnote formatting option offered by your word processor as this formatting may become lost in the typesetting.  Instead, note indicators should be entered manually as superscript numbers and the corresponding note should also be added manually in a separate section at the end of the chapter.

· Note sections should be double line-spaced, as per the rest of the manuscript

Foreign Organizations (capitalization)
The first substantive only is capitalized in the name of a French organization, for German organizations all nouns and words used as nouns are capitalized.

See also Titles of Foreign Works

Initials

George W. Bush (i.e. follow by a point and space).  No space between initials, e.g. T.R. Marsh.
Lists

Numbered lists within the body of the text should be set out as (a) the first component, (b) the second component, (c) the third component, and (d) the final component.  Please note the comma before the final entry.  

Lists that are displayed, i.e. broken off from the rest of the text, may be either numbered or unnumbered.  If you are using a numbered list please use numbers followed by a full point rather than parentheses, i.e.

1.  The first thing to do when setting out a list.

2.  The second thing to do. 

3.  The last thing to remember.

Numbers

Written out up to and including one hundred (however 14 million etc.); commas in thousands.  
Measurements should be written in figures (e.g. 45 metres).
Numbers in ranges: Use the least possible number of figures to clearly express your meaning, e.g. 10-14, 15-17, 20-1, 329-30, 420-2.

Percentages

In non scientific or mathematical contexts use percent (not per cent) rather than %.
Punctuation
US-style punctuation should be used in all original material.  Quotations should be punctuated according to the original.

Quotations

· Quotations of over 40 words should be extracted and set as block quotations with the source in parentheses following the closing punctuation.

· Use double quotation marks for quoted material.  Any quotations within quotations within quotations take single quotation marks.

· Quoted material should be punctuated according to sense: if the initial word of the quotation started a sentence in the original but continues a sentence in the manuscript it should not take a capital, likewise a lowercase letter may substitute for a capital according to the sense of the new piece. It is not necessary to enclose the changed letter in square brackets.

References
· Harvard style.
· In text as (Smith 2005: 19).  Where multiple references are given in the text, arrange them first chronologically (Butts 1921; Jenner 1984; Donne 2005) and then alphabetically where publications occur in the same year (Connor 1987; Freedman 1987; Wilkes 1987).  There is no need to use the cited author’s name in the reference if it has been used in the sentence.  If there is more than one work by the same author(s) in the same year categorize them as 2005a, 2005b, etc.  Works by three authors or more should read et al. (Marsh et al. 1997). 

· For book references specific page numbers should be given in the reference in the text only – as, for example (Smith 2005: 19) - not in the Reference section. For journals please specify any particular pages both in the text and in the Reference section (if different pages of the same article are cited at different points in the text, separate the entries in the Reference section with a comma).
· Newspaper references in the text need only carry the author’s name and date, any section, page or column references are cited in the Reference section.

· Entries in Reference section styled as follows:

	Entire Book


	Hall, Stuart (ed.). 1997. Representation: Cultural Representations and Signifying Practices. London: Sage.
Locke, John.  [1690] 1975. An Essay Concerning Human Understanding, Book I. Edited by Peter H. Nidditch. Oxford: Clarendon Press

	Chapter in an edited book


	Wasko, Janet. 1986. “D.W.Griffith and the Banks: A Case Study in Film Financing.”  In Paul Kerr (ed.), The Hollywood Film Industry. London: BFI.

	Journal Article
	Castells, M. 2000.  “Materials for an Exploratory Theory of the Network Society.”  British Journal of Sociology, 51(1): 5-24. 

	Forthcoming Works
	Albert, Prendergast. n.d. “Keeping the Sense Alive.” Publisher if known. Forthcoming.

	Theses, Dissertations, etc
	Hodson, Millicent. 1985. “Nijinsky’s New Dance: Rediscovery of Ritual Design in Sacre du Printemps.” Ph.D. thesis, University of California, Berkeley.

	Newspaper Articles
	Conrad, Sven. 1938. “No Way Back.” The Times (September 16), section, column or page ref. if any.

Telegraph, The. 2004. “Hunting Protesters Lobby Parliament” (June 17) section, column or page ref. if any.

	Websites


	Where a website is included in the reference the words ‘Available online:’ should immediately precede the web address.  

Where a website forms the whole reference the entry may be followed by (accessed January 28, 2005).  


General Notes

· If no date is available for the reference (whether book, article, or website) n.d. takes the place of the date.  Where a date is not given in the original but can be ascertained it is given in square brackets. 

· In multiple entries for one author the author’s name should be repeated for each entry.

· Use 2-letter initials for American states (e.g. Cambridge, MA not Cambridge, Mass).

· Where references occur within the Notes section they should refer on to the reference section: Defoe has sunk low in the English canon, see Leavis (1948). 
· References should be double-spaced, as per the rest of the manuscript.  

Spelling

US spellings should be used in all original material (quotations should follow the original).  

Subheadings

Use two levels of subhead, A and B. A subheads should be in upper-case bold and B subheads in title-case italics. A subheads should title each major section of a chapter, serving to break up the text and visually guide the reader through the structure of the chapter. Aim for 4-6 A subheads per chapter; do not start the chapter with a subhead;

always keep both A and B subheads very short and clear (as longer and lyrical subheads are not very helpful for readers). 
Titles of Foreign Works
In any language but English capitalize only the first word and any words that would be capitalized in normal prose. In German capitalize common as well as proper nouns, in Dutch capitalize all proper adjectives too, but not common nouns. 
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