
NOTES FOR OUP LINGUISTICS AUTHORS 

 

The Handbook will be made available as a single printed volume and an e-book. These 

guidelines include information on ensuring that your text is suitable for both print and 

digital publication.  

 

SUBMITTING YOUR MANUS CRIPT  

The final version of your manuscript should be submitted to us by the agreed deadline for 

your chapter. Please send us the final version electronically in an editable format, 

preferably Microsoft Word, in 12pt type with reasonable margins. Right-hand margins 

should be unjustified (ragged) with no hyphenation within words at line breaks. Please 

use as little formatting as is consistent with clarity, and avoid using autoformatting 

options. We will consider how to convert Latex files (pdf and source files) into Microsoft 

Word format, and please continue with Latex if that’s how you began the work. To 

accompany the Word document, please also send us a PDF version, which should match 

the editable version in all respects. The PDF is used as a guide for the typesetters, who 

will follow it quite literally, so this should be single spaced to avoid extra spacing 

creeping into display material.  

 

Figures and tables  

Most hold-ups in the preparation of manuscripts for production are caused by incomplete 

illustrations or their submission at too low a resolution. Please pay attention to the 

instructions for submission provided in these notes. If in any doubt, please ask for advice.  

 

In the draft chapters, figures and tables should be included in situ in the text. In the final 

submission, they are to be presented in separate files and be numbered including your 

chapter number, e.g. for chapter 4: Fig. 4.1; Fig. 4.2; Table 4.1; Table 4.2. A note must be 

placed in the text to show their intended position (e.g. <insert Figure 4.1 here>). If the 

precise location of a particular figure or table is essential, please indicate that by adding 

‘exactly’ to the note. All figures and tables should also be referred to in the text (‘Figure 

4.1 shows…’ or ‘(see Figure 4.1)’, for instance). Captions and headings for figures and 



tables should be both set in situ (captions below figures; headings above tables) and 

provided as separate lists. Include sources in figure captions but not in table headings; 

table sources should be set below the table. Any notes for figures and tables should be 

numbered superscript a, b, c, and set below the figure/table. 

 

Tree diagrams and similar are generally numbered as examples rather than as figures. 

These should be presented in situ in the text, do not require captions, and will be located 

where situated.  

 

For both tables and ‘tabular’ numbered examples, please be aware that our standard text 

style is to remove dividing lines. If you have tables or tabular display in which the 

dividing lines are essential to the meaning or legibility, please alert us to these so that we 

can advise our typesetters accordingly.  

 

Abstracts and keywords  

For the Oxford Handbooks Online digital resource, 120-150 word abstracts are required. 

These will be summaries of the (possibly revised) abstracts you provided us with at the 

beginning of the production process. They will not be included in either the eBook or the 

printed book. Abstracts should avoid first person pronouns and have no bullet points or 

lists. Please provide 5 – 10 key terms your chapter. They should not be more than three 

words long (e.g. rather than ‘generative approaches to phonology’ use ‘generative 

approaches’ and ‘phonology’). 

 

NOTES ON STYLE AND FORMAT  

 

We will use UK spelling conventions throughout the Handbook. We will adopt the 

‘Oxford comma’ throughout (e.g. ‘in words, phrases, and clauses.’) Chapter titles have an 

initial capital for the first word and be lower case thereafter. Please feel free to alter the 

title of your chapter as you see fit. Please do not include footnotes etc. in the chapter title 

or in section headings. 

 



Headings and structure 

Headings should be numbered decimally, using your chapter number, and divided into no 

more (if possible) than two levels. A headings in chapter 4, for example, would be 4.1, 

4.2; B headings 4.1.1, 4.1.2. (Note that there should be no full point after the final 

number.) C headings, if you require them, should be 4.1.2.1 etc. Please do not use 

headings below this level. Use minimum capitalization in headings and type them in text-

size, roman, on a fresh line with a line space above. Begin each level of headings with 1 

(not zero): the first subhead of the first chapter would be 1.1 (not 1.0 or 0.0). Please 

number sections manually: do not use automatic numbering and do not use software that 

provides automatic links from headings in the contents pages to the headings in the text.  

 

Numbered examples  

These should be written in roman and numbered consecutively – numbers on the left 

margin. The numbers should be in parentheses, using a., b., etc. for subordinate 

examples. Glosses should be presented without quotes, translations with; grammatical 

glosses are in small caps; they should be aligned (using the space bar or tabs) as you want 

them to be printed, as in (1) or as in (2). Any phonological or phonetic transcription 

comes immediately above the translation.  

 

(1) a J’ai  lu [DP beaucoup d’  articles] récemment. 

 I’ve read    many       of  articles   recently 

 /{ʒe ly bo.ku daʁ.tikl ʁe.sa.mɑ̃}/  

 ‘I’ve read many articles recently.’ 

 

   b  Pierre s’      est   brouillé   avec  [DP trop           de   collègues]. 

 Pierre REFL has   argued    with         too.many   of   colleagues 

 /{pjɛʁ se bʁu.je} {avɛk tʁo də kɔ.lɛg}/ 

 ‘Pierre has argued with too many colleagues.’ 

 

(2)  taku-sa-qa-ruma-li-ssa-nnguatsia-raluar-pu=ruuq 

  see-PASS.PART-have-want.to-begin-FUT-presumably-but-3SG.INDIC=QUOT 



  ‘They say he will probably want to see something, but...’ 

  

Note that translations in examples are enclosed in single quotes. Further guidance is 

given in the Leipzig MPI glossing rules, available at 

http://www.eva.mpg.de/lingua/resources/glossing-rules.php  

If you prefer to use a different style for your examples, please let us know.  

 

Unicode fonts must be used throughout. For phonetic characters, DoulosSIL or CharisSIL 

both work well in this regard (see 

http://scripts.sil.org/cms/scripts/page.php?&cat_id=Home), but please do not use 

IPAKiel: this is a non-Unicode compliant font, meaning that the characters will not 

reproduce correctly for us or for the typesetters.  

 

Abbreviations and acronyms  

Try not to add to those conventionally used by linguists and do not over-use them. Keep 

the abstract and introduction free of abbreviations and acronyms if possible and avoid 

clusters of acronyms in a single page or paragraph. To increase the appeal to students or 

disciplines outside linguistics, keep abbreviations to a minimum throughout the book. A 

list of abbreviations should be included in the preliminary pages of the book, including 

such standards as VP and NP. Construct your list in two columns, abbreviation on the left 

and expansion on the right, aligning the expansions on the same tab stop. Print acronyms 

and contractions without points (NP, VP, UG, USA, PhD, Dr, Mrs, St) but keep points in 

abbreviations as in c., no., str., cf., e.g., i.e., etc., etc. The abbreviation used for 

fundamental frequency is f0; also: 10 ms, 1 s, 100 Hz, 5 ST, etc. Refer to ‘Figure 1’, not 

‘Fig. 1’, to ‘Table I’, and to ‘chapter 1’, not ‘Chapter 1’. 

 

References  

References should be cited in the text without punctuation, except for the colon plus 

space preceding page numbers: 

(Miyamoto and Takahashi 2001) 

see Koster (2000) 

http://www.eva.mpg.de/lingua/resources/glossing-rules.php
http://scripts.sil.org/cms/scripts/page.php?&cat_id=Home


as Hawkins (2005: 110-25) points out 

Sequences of references should be separated by semicolons. The list of references should 

be ordered alphabetically by author’s surname, with multiple references for the same 

author in chronological order. Please do not use dashes for repeated names. You may use 

either full first names or initials, depending on the form the cited authors use themselves. 

Here are some examples:  

 

Bloomfield, Leonard (1914). An Introduction to the Study of Language. New York: Holt. 

Chomsky, Noam (1991a). Some notes on economy of derivation and representation. In R. 

Freidin (ed.), Principles and Parameters in Comparative Grammar. Cambridge, MA: 

MIT Press, 417-54. 

Chomsky, Noam (1991b). Linguistics and adjacent fields: A personal view. In A. Kasher 

(ed.), The Chomskyan Turn. Oxford: Blackwell, 3-25 

Hundius, Harald and Ulrike Kölver (1983). Syntax and semantics of numeral classifiers in 

Thai. Studies in Language 7: 165-214. 

Avelar, Juanito, Sonia Cyrino, and Charlotte Galves (2009). Locative inversion and 

agreement patterns: Parallelisms between Brazilian Portuguese and Bantu languages. In 

Margarida Petter and Ronald Beline Mendes (eds), Proceedings of the Special World 

Congress of African Linguistics São Paulo 2008. Exploring the African Language 

Connection in the America. São Paulo: Humanitas, 207-221. 

 

Please provide online addresses and last accessed dates in references to online sources. If 

references contain enough information they will, if possible, be enabled for the online 

version as OpenURL links: this allows a user within an institution to locate a source for 

that reference via their online library catalogue simply by clicking the link. 

 

Footnotes  

These should appear at the foot of the page. Keep them concise. Footnote indicators 

within the text should be superscript Arabic numerals, as should the numbers of the notes.  

 

  



Paragraphs  

To be indented with no line space between them (except for the first line after a heading, 

which should be full out to left margin). If you want to show a sense break with two lines 

space, type [space] in the space and set the next line of text full out to the left margin.  

 

Style conventions  

BC, AD (not BCE, CE); 14 July 1789; ize; minimum initial capitalization (universal 

grammar, cognitive linguistics). One space (not two) after full stops and question marks, 

no space before them. Avoid exclamation marks in the prose text. Use grammar for 

emphasis, not italics. Avoid s/he: use he or she or, if possible, plurals. Active rather than 

passive.  

 

Acknowledgements 

These appear after the text, before the notes.  

Quotation marks  

Use single, except use double for quotes within quotes. Do not use scare quotes or 

attempt subtle distinctions in the significance of double and single quotes. Translation of 

linguistic examples and tokens should have single quotes. 

 

Cross-references  

Please also avoid using ‘see above’ and ‘see below’. Refer instead to section numbers or 

example numbers, or use expressions like ‘at the beginning of this section’. 

 

THE INDEXES  

 

Please provide a list of terms and topics in the text and the footnotes that you think 

should be included in the index, with page numbers to the (non-permanent) page numbers 

in your chapter.   

COPYRIGHT  

 



You may quote up to 250 consecutive words or 400 words in total from any single 

copyright source without obtaining permission, providing the source is acknowledged, as 

long as the quoted material is critically discussed in the chapter; this means that anything 

used as an epigraph will usually require permission if still in copyright, regardless of 

length. 


