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Initial submission of text

One copy should be submitted to the Hon. Editor (editor@britishrecordsassociation.org.uk) either on paper or preferably electronically by e-mail attachment. The paper copy is non-returnable. 
Authors should supply an italicised abstract of up to 200 words and up to ten key words for electronic searching.  

The text should be double-spaced A4, with generous margins.  Do not justify the right hand margin.  Notes should be double-spaced and numbered consecutively. Pages should be numbered.  
Articles should normally be no more than 8,000-12,000 words, including footnotes and references. Longer submissions are acceptable provided that the subject matter justifies the length. Shorter submissions are welcome.  

The text should be prepared for blind review, i.e. all indications of the author’s name and institutional affiliation should be removed prior to submission.  
Final copy 
Please submit electronically, preferably in Word. Use 12 point Times Roman. A descriptive note about the author(s)  in the format THE AUTHOR is … should hang from the author(s) name(s), marked by an asterisk.  This note is also the place for any acknowledgments.  

Abbreviations and contractions
Avoid using abbreviations in the main body of text, apart from commonly used titles (Dr, Mr, St, Col.), but wherever possible use abbreviations in the notes.
Distinguish between abbreviations (a truncated form of a word) and contractions (beginning with the first letter of the full word and ending with the last letter). Abbreviations end with a full point (vol., Ltd., fig., fol.) except in the plural (vols, fols); contractions do not (Dr, Mr, St, edn). But for the avoidance of ambiguity use no. for number/numero.
A list of standard abbreviations is given at the end of this document.  

Capitals

Sets of initials for well-established institutions, close up, no points:  NATO, TNA, HMSO, BL 

Use capitals for:

· holy books (the Bible, the Koran) but the bible (metaphoric usage), biblical
· political parties where ambiguity is possible: Liberal (political party) but liberal (adjective) cf. Conservative/conservative, Labour/labour but whig, tory
· titles when used adjectivally: King Charles, Bishop Watson but bishop of St David’s, Earl Ferrers but earl of Oxford
· specific institutions: the Church (i.e. the institution, if post Reformation, usually denoting the Church of England) but the church (a building), the Bank of England, the East India Company, the Crown (the institution of monarchy/state) but a crown (an object), the House of Commons, but the houses of parliament
· major departments of state: the Treasury, the Home Office, the Foreign Office

· to avoid ambiguity: the Speaker (of the Commons), the Chinese Secretary, Dissent/Dissenters (religious grouping) but dissent/dissenting/dissenter for those who merely disagree
· historical systems, periods and events, use upper case where convention insists: the Dark Ages, the Middle Ages (but medieval), the French Revolution, the Congress of Vienna, the British Empire, Renaissance, the Enlightenment, the Civil War, the First World War, the Seven Years War, the Long Parliament, the Rump.  For modern periods follow established usage: the space age; the digital age; the Jazz Age.
· Religious denominations: Anglican, Baptist, Catholic (but catholic where the meaning is ‘all embracing’), Christian, Methodist, Muslim, but protestant, puritan.  
· Political/administrative units and cultural entities: South-West Africa, the North-West Highlands (political/ administrative units); the West (cultural entity); Northern Ireland; eastern England, the north of England, the south-east (merely descriptive usage)
lower case for offices: the chancellor, king, bishop of Durham, duke of York.
· follow the standard UK convention of capitalising references to the City of London when intending a specific reference to the local government unit governed by the corporation

· Named bills/acts of parliament: the Great Reform Act
If in doubt refer to the Oxford Guide to Style.

Dates and time 

Use ‘25 October 1815’ in the main text; ‘25 Oct. 1815’ in notes.

Abbreviate months in the notes as: Jan. Feb. Mar. Apr. May, June, July, Aug. Sept. Oct. Nov. Dec.

Follow the general rule for numbers for date runs but do not mix styles: from 1716 to 1720 OR 1716–20 (NOT from 1716-20)
Use new style dates and make it clear that you are doing so:  5 Mar. 1660/1 OR 5 Mar. 1661 NS
Non-calendar years (e.g. financial or academic years): 1890/1
Do not italicise date qualifiers: c. 1753; d. 1802; fl. 1217

Where necessary use CE (common era) and BCE (before common era) rather than AD (anno domini) and BC (before Christ).

the 1930s (for decades)

In the main text: the seventeenth century (noun); a seventeenth-century cleric (adjectival), the mid-sixteenth century BUT 16th century in notes.
Diagrams, maps, tables, illustrations

Illustrations should be supplied as high resolution (300 dps) scans; prints and diagrams should be scanned at 800 dps.

Italics

Continuous underlining in submitted text = instruction to set as italic

Word by word underlining in submitted text = instruction to set as underline
For the use of foreign languages in quotations see below.

Do not italicise foreign words that have effectively been adopted into English language – e.g. elite, via, en route – or the Latin names of common legal writs: certiorari, habeas corpus, etc.

Use italics for the titles of published pamphlets, newspapers and books (except the Bible, the Koran, books of the Bible, e.g. Revelations), for titles of poems, plays and films and names of ships but NOT for named acts of parliament.

For more detailed advice see Bibliographic conventions, set out below

Money

Use the commonly accepted ciphers, £ s. d. $ etc:  e.g. £10 13s 4d; £3 15s 0½ d  In references to English money italicise s. and d.

Numbers

Spell out numbers from one to ten, but use figures for 11 or more:  nine; 33; 414; 7,000; 45,331.

Exceptions: use figures before:

abbreviated units of measurement (5lb, 10ft)

percentages (7%). Where a number begins a sentence it should be given in full.

page references (p. 2)

For numbers in series use maximum elision except for the teens:  18–19, 212–13, but 20–2, 63–4, 223–5.  Do not elide figures that are interspersed with letters, e.g. fols 20v–22r.
Use a comma to break up the thousands in figures with four or more digits: 1,000; 2,500,000.
Avoid starting a sentence with a figure but if it is absolutely necessary to do so, spell it out.
Paragraphs

The first paragraph of each section is not indented; subsequent paragraphs are.

Punctuation

The use of a comma (the ‘Oxford comma’) for the penultimate item in a list: tea, oranges, and pepper is acceptable, as is its omission in cases where no ambiguity can occur: tea, oranges and pepper.  The meaning of ‘my parents, Mark and Isabelle’ is not the same as ‘my parents, Mark, and Isabelle. NOTE that in 2017 a decision of the US Court of Appeals depended on the lack of a comma in the following list ‘the canning, processing, preserving, freezing, drying, marketing, storing, packing for shipment or distribution’. It was held that the absence of a comma meant that ‘packing for shipment or distribution’ was a single activity rather than two activities.
Close foot/endnotes with a full point, but do not double punctuate.
Quotations

In quotations from original sources, spelling may be modernised and abbreviations expanded for clarity, but only if this is clearly indicated to the reader, e.g. by a note such as ‘All abbreviations have been silently expanded.’ Where the meaning is clear, original spelling, capitalisation and punctuation may be preferable. 

Use square brackets for your own interpolations: In this dilemma Barber [the printer]; a respectable mag[istrate] 

Use three points for ellipsis: a vessel … that leaves tomorrow.  Do not follow ellipsis with a full point. 

If you italicise words for emphasis indicate that you have done so.

Short quotations (less than 50 words): use single quotation marks within the text. Where the quotation is (or appears to be) a full sentence, place a full point inside the closing quotation mark; otherwise place it outside the quotation mark. 

Note that two or more lines of verse should either be displayed as an indented block of text or supplied with an indication of where line breaks occur:  ‘Four grey walls, and four grey towers,/Overlook a space of flowers,/And the silent isle imbowers/The Lady of Shalott.’ Be consistent.
Long quotations (50 words or more): display indented, without quotation marks, as a separate block of text. 

Quotations within quotations: use double quotation marks. 

Foreign language quotations can either be placed in quotation marks or be italicised. A translation should be given either as a note or within the text in square brackets.

Spelling

For spelling within quotations see above.

For spelling within the text, use British rather than American conventions; if in doubt follow the Oxford English Dictionary. 

In words with alternative endings, e.g. organize/organise, use –ise.  In words with alternative spellings, note the following preferences:  acknowledgment, biased, connection, co-operate, despatch, elite [no accent; not italicised], focused, judgment, medieval, p.a. [not per annum], regime [no accent], role [no accent].  

Retain original spellings in book and article titles; proper names of institutions, places etc. but where a place name is archaic provide the modern name in square brackets: Monomopata or Mutapa [modern Zimbabwe and Mozambique].
Short edited documents

Please provide a short introduction explaining the significance (and location) of the document concerned.  Follow the advice in P.D.A. Harvey, Editing Historical Records (British Library, 2001) and R.F. Hunnisett, Editing Records for Publication (British Records Association, 1977).
 

Citations/notes
Please type double-spaced, and number sequentially (i.e. do not start from 1 on each page). The first note should hang from the author(s)’ name(s). It  should be an asterisk, not a number and should be in the third person in the form: [AUTHOR NAME] is [job title and institution], followed by any acknowledgements.

Please identify the location and reference of all documents used.   
Use the following standard abbreviations/contractions.
BJRL

Bulletin of the John Rylands Library
BL

British Library, London

Bodl.

Bodleian Library, Oxford

c.

circa [not italicised]

ch.

chapter

CJ

Commons Journal

CSPD

Calendar of State Papers Domestic

d

dorse (of membranes)

d.

penny/pence (pre-decimal coinage)

d.

died

Dr

Doctor

ed.

editor

edn

edition

EHR

English Historical Review

f. ff.

folio, folios

HJ

Historical Journal

HMC

Historical Manuscripts Commission

HPC 

History of Parliament, The House of Commons [add dates of coverage]

HPL

History of Parliament, The House of Lords [add dates of coverage]
HR

Historical Research
JP(s)

justice(s) of the peace

LJ

Lords Journal

m., mm.
membrane, membranes in parchment rolls sewn end to end
MP

member of parliament

MS, MSS
manuscript, manuscripts

no. nos.

number, numbers

ODNB

Oxford Dictionary of National Biography
PA

Parliamentary Archives

PCC

Prerogative Court of Canterbury

p. pp.

page,  pages

PROME
Parliament Rolls of Medieval England

pt, pts

part, parts

Revd

Reverend

RO

Record Office

r

recto (of folios)

rot., rots
rotulet, rotulets in parchment rolls sewn together at the top
St

Saint

TNA

The National Archives, Kew

TRHS

Transactions of the Royal Historical Society
UL

University Library

v

verso (of folios)

VCH

Victoria County History
For references to documents, please use the citation guidance given by the holder of the documents you cite.  If in doubt remember that you need to give sufficient information to enable readers to locate and identify the document(s) in question. 

Where all documents cited are from a single source this can be done in an initial note, e..g.  All documents cited in this article are held by the London Metropolitan Archives. Henceforward, they will be cited by reference only.

Otherwise the first reference to sources is to be punctuated, spelt out or abbreviated and capitalised as in the following examples:

BL, Add. 5841, f.  3v-4.
BL, Add. 75400 (unfoliated), Princess Anne to Queen Mary, 20 May 1692.

Chatsworth, Devonshire House Notebook, section 'A', f. 1.

East Sussex RO, ASH 932, Diary of John Ashburnham, 10 Apr. 1687.

PA, HL/PO/JO/10/1/30.

Royal Society, MS 70, pp. 11-17.

TNA, PRO 30/24/20/33-4; C 10/512/94.

Gareth Jones, History of the Law of Charity 1532-1827 (Cambridge, 1969), 98-103. 

Sussex Coroners’ Inquests 1485- 1558, ed. R.F. Hunnisett (Sussex Record Society, lxxiv, 1985), 12-15.
A. Wood, ‘The Place of Custom in Plebeian Political Culture: England 1550-1800’ in Social History, xxii, 1997, pp. 46-60.

Martin Ingram, ‘Reformation of Manners in Early Modern England’ in The Experience of Authority in Early Modern England, ed. Paul Griffiiths et al. (Basingstoke, 1996), 47-88.
The Marlborough-Godolphin Correspondence, ed. Henry L. Snyder (3 vols, Oxford, 1975), i. 3.

The Plumpton Letters and Papers, ed. Joan Kirby (Camden Society, 5th ser., viii, 1996), 19–21.

‘Documents relating to the Anglo-French Negotiations of 1439’, ed. C.T. Allmand, Camden Miscellany XXIV (Camden Society, 4th ser, ix, 1972), 96–7.   

G.M. Townend, ‘Political Career of Charles Spencer, 3rd Earl of Sunderland’ (Edinburgh University Ph.D. thesis, 1985).

CSPD, June 1687-Feb. 1689, p. 194.

For subsequent references use the surname and short title: 
Jones, Charity, 125.

Hunnisett, Sussex Coroners’ Inquests 1485-1558, pp. 30-1.

Ingram, ‘Reformation of Manners,’ 49.
Marlborough-Godolphin Correspondence, ii. 76.

Avoid complex block citations where possible but where references to several record offices/secondary sources are necessary, separate them by a semi-colon:

BL, Add. 5831, ff. 211-15; HMC, Hastings, ii. 220, 232; HMC, 13th Rep. pt v. 11-15.

The Correspondence of H. H, Earl of Clarendon, and of his Brother, Laurence Hyde, Earl of Rochester; with the Diary of Lord Clarendon from 1687 to 1690 ..., ed. S.W. Singer (2 vols, 1828), ii:171, 200;  John Gutch, Collectanea Curiosa (2 vols, 1781) i. 429; HMC Buccleuch & Queensberry, ii:32.

Citations to websites should give the full URL in italic and date accessed, e.g. http://www.societyofmalawi.org/library.php (accessed 1 Mar. 2009).

Citations to case law should adopt the commonly accepted legal format – case title, date, volume, title, page number(s), e.g. Bumper Development Corp Ltd v Commissioner of Police of the Metropolis and Others [1991], 4 All E.R. 638.

Note:
The place of publication is assumed to be London, unless otherwise stated; this also applies to newspapers, which are assumed to be nationals published in the UK unless otherwise stated or otherwise indicated by title, e.g. Sunday Times (Johannesburg), 2 May 2008; Daily Mail, 29 Dec. 2011; Scottish Daily Mail, 29 Dec. 2011; Hull Daily Mail, 29 Dec. 2011.
Follow the format of the author’s name as given in the source used

Where a work has three or more authors/editors, use the first name followed by et al. (not italicised).

.

Capitals are used in titles for significant words and always after a colon.

ed. should always be singular even when there are two or more editors.
Use p. and pp. only when following a number directly: so CSPD, June 1687-Feb. 1689, p. 194  but Sussex Coroners’ Inquests 1485- 1558, ed. R.F. Hunnisett (Sussex Record Society, lxxiv, 1985), 12-15.

Dr Ruth Paley

British Records Association
70 Cowcross Street, London EC1M 6EJ

editor@britishrecordsassociation.org.uk
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