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[bookmark: _GoBack]Abstracts:  Every chapter, including the introduction and conclusion, requires an abstract. The abstract is a ‘selling pitch’ for the chapter, focusing on what it is about and what the reader can expect to gain from reading it. Each chapter abstract should be 100–200 words; written in the third person; self-contained, without abbreviations or notes. Place the abstract in the chapter file, before the main chapter text, under the heading ‘abstract’ and highlight the abstract to distinguish it from the chapter text.

Captions:   All captions should be brief, informative and preceded by the relevant chapter and caption number. Captions should be placed with an insertion instruction at the point in the text where the captioned item is to appear. For art titles, following the general comment on the image, please list the artist, title (in italics), dimension of the work (in cm with inches in brackets if needed), medium, date and source. For example: Figure 1.2 William Smith, Lady Sara Fairfax (detail), 55 × 30.5 cm, oil on canvas, 1821, National Portrait Gallery, London.

Greek font:   Greek text must be supplied in a Unicode font.  

Greek names and place names:   Use standard Anglicised forms where they exist (Constantine not Konstantinos). In other cases, use Greek forms rather than Latinised versions (Komnenos not Comnenus).

Greek and Latin quotations:   Quotations should be translated into English in the main body of the text. The original Greek or Latin quotation may be supplied in the end note. Quotations/extracts of less than 50 words can be worked into the main body of the text and should be clearly defined with opening and closing quotation marks. Quotations/extracts of 50 words or more should be set as a separate, indented, paragraph and without quotation marks (this is known as a display quote).

Headings:   Headings in chapters should use the following format: A Headings Should be Bold with Initial Caps for All Key Words / B Headings Should be Italic with Initial Caps for All Key Words / C headings should be italic with initial caps only used for the first word and any proper nouns

Notes and references:   Use short ‘author date’ references placed in the chapter end notes. No foot notes or in-text references. For example: Markopoulos 2012: 48–49, or Lee 2007: esp. 30–37. Each chapter’s notes should be accompanied by a list of References, with entries following the Harvard style, for example:  
Spatharakis, I. (1976) The Portrait in Byzantine Illuminated Manuscripts. Leiden: Brill.
Chrysostomides, J. (2011) ‘Symbiosis in the Peloponnese in the Aftermath of the Fourth Crusade’, in Heslop, M. and Dendrinos, Ch. (eds) Byzantium and Venice, 1204–1453. Farnham: Ashgate Publishing, essay X.
Tsougarakis, D. (1998) ‘La tradizione culturale bizantina nel primo periodo della dominazione veneziana a Creta. Alcune osservazioni in merito alla questione dell’identità culturale’, in G. Ortalli, (ed.), Venezia e Creta. Atti del convegno internazionale di studi, Iraklion-Chanià 30 settembre–5 ottobre 1997. Venice: Istituto veneto di scienze, lettere ed arti, 509–22.
McKee, S. (1995) ‘Households in Fourteenth-Century Venetian Crete’, Speculum 70, 27–67.

Numbers and Dates:   Spell out numbers one to ten; use Arabic numerals thereafter. Dates should follow the order day, month, and year, for example 3 March 1999. Use Roman numerals for volume numbers. 

Permissions:   It is the author’s responsibility to obtain permissions. Permissions are required for reproducing all copyright material, whether text or image. These should be provided in writing and must confirm worldwide, English language, non-exclusive use in both print and electronic editions.

Spacing:   The entire text must be double-line spaced (including notes and bibliographies). 

Superscript note numbers:  Use Arabic, not Roman numerals, and place in the text after punctuation points.

1Information Classification: General


