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Submission

All submissions must be typewritten, double-spaced (including indented block
quotations), with ample margins (no less than one inch on all sides). Any hand-
written notations must be legible. Upon acceptance, PC-compatible disks should
be sent with the hard copy, or file transmitted by email attachment; we prefer
documents in Word Perfect (version 6.0 and up) but can often accommodate
other file formats (e.g., Microsoft Word). Disks must be properly labeled as to
title, sequence (if more than one disk), and author’s name. The hard copy must
include the author’s title, name, address with ZIP/postal code and country, and
telephone/fax numbers and email address (if available).

When preparing your document on disk, please seek guidance from the press’s
Production Editor as to word-processing functions and specifications that may
be used. This is particularly important insofar as regards the notes and their
formatting. Please keep formatting simple!—include nothing more complex
than what is shown in this style sheet. Elaborate coding has to be stripped out
when the submission is formatted by MIP.

Do not justify the right margin. Do not use varying type sizes or variable line
spacing, or insert extra space around paragraphs except with hard returns. Under-
line words to be italicized. A laser printer is preferred for printing the hard copy.

Paginate and label with your name all pages of your submission, including pages
bearing charts, maps, photos, etc., which should be designated by use of Figure,
Appendix, Table, etc. + number. Indicate where you would like graphics to be
placed.

Authors are responsible for providing permissions for any photos (black-and-
white glossies only) or other reproductions (as necessary) that will be used.
Copies of permissions must be sent to the publisher with the submission. If
possible, graphics should be output as high-resolution camera-ready copy.
Maximum published size for graphics is 4.5 inches by 7.0 inches. 2

The author is responsible for the fullness and accuracy of all citations, which
should be verified before the manuscript is submitted. It is particularly impor-
tant that quotations in the text and notes be free from errors.

Medieval Institute Publications now urges authors and editors to use short
citations in notes, especially footnotes, and to provide complete publication data
in a bibliography or works cited list.

As publishers’ series are often not needed in order to locate volumes, we omit
them from notes in general (use them only when they are indeed necessary).

Questions about this style sheet or about MIP house style may be directed to:
Production Editor
Medieval Institute Publications
Mail Stop 5432
Western Michigan University
1903 W. Michigan Ave.
Kalamazoo, MI 49008-5432, USA
ph. (269) 387-8752
fax (269) 387-8750
www.wmich.edu/medieval/mip

This style sheet is divided into two sections: General Principles and Detailed
Instructions. The Detailed Instructions deal primarily with note and 
bibliographical forms. The guiding principle is maximum clarity for the reader
rather than brevity, although brevity is desirable especially if the footnote
rather than endnote format has been chosen by the editor(s) and publisher. 

Matters not discussed below should be referred to The Chicago Manual of Style,
14th ed. (Chicago, 1993). 

—Please Note: Each volume is subject to house/volume style, as determined by
the editor(s) and publisher.
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General Principles

Use American spelling, punctuation, and capitalization. The form of titles,
however, should accord with that on the volume’s title page and the usage of the
language; preserve the original spelling and punctuation. Supply all diacritical
marks (we can produce a wide range of these marks for publication). Use
standard abbreviations rather than 2-letter postal abbreviations for names of
U.S. states and territories (e.g., Kalamazoo, Mich.; Washington, D.C.).

Use only one space after punctuation marks (including periods and colons).

Use spaced periods (. . . ) for ellipses rather than closed-up periods (...).

Never type an “el” (l) in place of the number one (1) or vice versa, or the letter
“O” for the number “0” or vice versa.

Avoid the use of “f.” and “ff.”; provide page numbers.

Numerals: Use arabic numerals for volume numbers, whether of journals,
series, or multi-volume works, and for sections of medieval texts. (Retain roman
numerals for preliminary pages of books, manuscript shelfmarks as per library
usage, and in titles.) In the narrative, spell out all numbers less than one hundred
and all numbers pertaining to even hundreds and thousands. In inclusive pairs of
page numbers, retain only the last two digits of the second number unless there
is a change in the third or larger digit (e.g., 101–04, 246–48, but 1014–103).

References to authors: When possible, include the given name (or plural
initials, with a space between, if that is the author’s preferred form) of a modern
author at first mention. References to ancient or medieval authors should be in
keeping with standard usage, and that form should be kept in succeeding notes
(e.g., Roger of Wendover, not simply Roger), although shortened forms may be
used in running text.

Notes: The decision as to whether to use endnotes or footnotes will be made by
the volume editor in consultation with the press. Footnotes, especially, must be
succinct and should be confined to material necessary to support assertions in
the text. 
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Abbreviations: Journal titles may be abbreviated if a clear abbreviation list is
supplied; this may be an editorial decision.

Do not omit the period after abbreviations such as “St.” except in titles that
themselves omit it. French place names containing “Saint” are normally spelled
out, and the hyphen is essential: “Saint-Denis.”

The abbreviation “ca.” (set in roman type, not italicized) may be used in running
text. Leave one space between the abbreviation and the date. (Generally
speaking, abbreviations are to be avoided in the running text; they may be
permissible within parentheses.)

House usage in notes includes the following abbreviations (roman type, not
italicized): “ed.,” “eds.,” “trans.,” “no.” and “nos.,” “ch.” and “chs.,” “n.” and
“nn.,” etc.

Scholarly reference words: Words and abbreviations such as “et al.,” “ibid.,”
“passim,” “e.g.,” “i.e.,” and “cf.” should not appear in running text, except
within parentheses. They are permissible in notes, where they are set in roman
type, not in italics. Exception: [sic] (italicized and enclosed in square brackets).

Note: “cf.” means “compare” and should not be used when “see” or “see also”
is the intended meaning.

Never use “op. cit.” or “loc. cit.”; use author surname(s) with short* or
abbreviated titles even when only one work by the author(s) is cited. 
*Short titles contain a key word or key words from the main title; no
abbreviations are used and the order of the words is not changed. In
abbreviated titles, words may be abbreviated and word order can be changed.

Often it is only necessary to cite the short or abbreviated title of an edited work,
omitting the name(s) of the editor(s)—yet if it is necessary to differentiate
among editions of a work, the surname(s) of the editor(s) must be given at each
reference.

Use of “ibid.” (not italicized) should be limited to within individual notes, not in
subsequent notes; use short titles instead. Use of “idem” should be avoided.
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Italics and quotations: Terms as terms and words as words are set in italics
unless there is a special reason for other treatment; italics are used for isolated
words and phrases in foreign languages, unless these are direct quotations: the
term curiales; the word administrator.

Certain usages, e.g., words used in special senses, may be enclosed by quotation
marks: “new men”; ironic usage; references to words such as the written
Elizabethan “thou.”

Use quotation marks, not italics, for all direct quotations run into the text,
including Latin and other foreign languages. Context will determine volume
style for block quotation/extract length, but ordinarily lengthy quotations (ten
lines or more in typescript) are treated as block quotations (type double-spaced
and indented, without quotation marks, unless there is quotation within
quotation, in which case double quotation marks are used in the set-off extract). 

Use single quotation marks for quotations within quotations not in extract form. 

Use single quotation marks in linguistic contexts for definitions: 
Estrusia might be associated with extrusus ‘pushed out, thrust forth’. (Note:
no comma separates the italicized word from its definition, and punctuation
is placed outside the closing quotation mark.)

Dates: The correct form is “1390s,” not “1390’s” or spelled out. References to
early or late parts of time periods (e.g., early 1300s) take no hyphen, but “mid-”
requires the hyphen: mid-1300s, mid–twelfth century. Spell out the centuries in
running text, notes, and captions. The adjectival form requires a hyphen, as in
“twelfth-century manuscript.”

Possessive forms: When a proper name ends in “s” the following form is used:
Myers’s (except in standard cases such as Jesus’, Moses’, Xerxes’, etc.).

Capitalization: Capitalize the Middle Ages; the High Middle Ages; but—the
late Middle Ages. Capitalize Bible but not biblical. Capitalize proper adjectives
(e.g., Cistercian, Christian). Capitalize proper names and titles when directly
attached to proper names (the Cathedral of Christ the King / the cathedral in
Boston; King Philip / the king of Spain; Holy Roman Emperor / Roman
emperor; Duke Geoffrey / Geoffrey, duke of Suffolk). 
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On religious names and terms see the Chicago Manual, 14th ed., 7.77–95. Note
that church is generally lower-cased, unless it is part of the official name of a
denomination or building, or unless it refers to the whole body of Christians in
all times and places (the universal Church)—but this may vary according to
usage and discipline and may be subject to editorial decision.

Medieval texts: Follow standard practice if/when it exists. Use roman numerals
in reference to manuscript shelfmarks when such is the practice of the library in
question. 

If no standard exists, replace roman numerals with arabic. Note that the
distinction between the different levels in a citation (volume numbers, page
numbers, and subdivisions) must be unambiguous.

Primary sources: Models for citation (detailed information is provided in the
next section):

Medieval Author, Work 2.4.1.
(Note: no comma after title and no spaces between numbers.)

For example:
Merlin of Tours, Magic 2.4.1.

Cite all ancient and medieval works in this fashion, with the particular
subdivisions of the given work listed in descending order: book, section,
paragraph, or whatever. If the Work above is divided into books, sections, and
chapters, the reference is read as book 2, section 4, chapter 1. 

If necessary, cite line number(s) and page number(s), following a comma; the
word line should be spelled out to avoid confusion with the number one:

Medieval Author, Work 2.4.1, line 5.
Medieval Author, Work 2.4.1, p. 25.
Medieval Author, Work 2.4.1, p. 25, line 2.

If the reader might have difficulty in deciphering this system as it applies to a
given work, the reference should be spelled out in full. If any confusion may
result, paragraph (para.) may be specified.

Secondary sources: Models for citation are provided in the next section.
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DETAILED INSTRUCTIONS FOR REFERENCES

Books

Use the full titles of books in the bibliography; this includes subtitles given on
title pages.

Publication data includes the place of publication, the name of the publisher,
and the date of publication (and reprint information; see “Later Editions and
Reprints,” below).

List only the first place of publication from the title page. Give the conventional
English form of the place name (Turin, not Torino; Munich, not München),
including the country or state abbreviation if there is possible confusion
(Cambridge, Mass.). More detailed publication information may be justified for
rare or obscure works.

Simplest form

Thorne, Samuel E. Essays in English Legal History. London: Hambledon
Press, 1985.

Short citation: Thorne, Essays, pp. 93–110.
(Note that punctuation is in the style of the preceding type—here
underlined.) 

Later editions and reprints

Tenney, Frank. An Economic History of Rome. 2nd ed. New York: Cooper
Square Publishers, 1962.

Cruel, Rudolf. Geschichte der deutschen Predigt im Mittelalter. 1879; repr.
Hildesheim: G. Olms, 1966.

When the original date of publication is given primarily for the sake of interest,
and the book is an old one, the date without place of publication suffices.

When the reference is to a newer book, and the original place of publication
differs from the place of publication of the reprint, provide both places of
publication:
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Beeson, Charles H. A Primer of Medieval Latin: An Anthology of Prose
and Poetry. New York: Scott, Foresman, 1925; repr. Washington, D.C.:
Catholic University of America Press, 1986.

If the reprint was published in the same place as the (reasonably recent) original,
the place of publication for the original should be omitted:

Doe, John. Title. 1975; repr. New York: Scholarly Press, 1987.

Multiple volumes

Manitius, Max. Geschichte der lateinischen Literatur des Mittelalters. 
3 vols. Munich: C. H. Beck, 1911–31.

Short citation: Manitius, Geschichte 1:78. (vol. 1, p. 78; note that there
is no space between the colon and the page number)

OR: Manitius, Max. Geschichte der lateinischen Literatur des Mittelalters. 
Vol. 1. Munich: C. H. Beck, 1911.

Short citation: Manitius, Geschichte, p. 78.
(Give the date of publication of the one volume cited, not compre-
hensive dates of publication for all of the volumes.)

Monographs in a series: When very full bibliographical data relating to the
source cited is not necessary to an argument or crucial to locating the volume(s),
etc., a simple citation suffices:

Borst, Arno. Die Katharer. Stuttgart: Hiersemann, 1953.
(Series name, number, and any editor may be omitted [e.g., 
Schriften der Monumenta Germaniae Historica 12], if appropriate.)

Edited or translated works: Provide sufficient data; omit series names and
numbers if not vital:

Charles d’Orléans. Choix de poésies. Ed. John Fox. Exeter: University of
Exeter, 1973. 

(Here “ed.” means “edited by” and does not change when there is 
more than one editor.)
Short citation: Charles d’Orléans, Choix de poésies, p. 12.
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(If more than one edition of the work is cited, include the editor’s name
in the short citation: Charles d’Orléans, Choix de poésies, ed. Fox,
p. 12.)

Friedberg, Emil, ed. Corpus Iuris Canonici. 2 vols. Leipzig: B. Tauchnitz,
1879–81. 

(Here “ed.” means “editor”; plural, “eds.”)
Short citation: Friedberg, Corpus Iuris Canonici 2:lxiv.

Bloch, Marc. Feudal Society. Trans. L. A. Manyon. Chicago: University of
Chicago Press, 1961.

Non-English titles: Assure care and accuracy in the use of diacritical marks.
Follow the prevailing rules for the given language in the capitalization of non-
English titles; preserve the original punctuation.

In Latin titles, capitalize only the first word, proper nouns, and proper adjectives. 

In French, Italian, and Spanish titles capitalize only the first word and proper
nouns. Retain the initial article in short citations:

Joyce, Les femmes, p. 7.

A translation may be provided in the bibliography for titles in languages other
than classical and medieval Latin and Greek, French, Italian, German, and
Spanish. The translation follows the title in brackets and is not italicized; only
the first word and proper nouns and adjectives are capitalized:

Porshnev, Boris. Feodalizm i narodnye massy [Feudalism and the masses].
Moscow: Nauka, 1964.

Short citation: Porshnev, Feodalizm, p. 97.

Articles in Journals, Annuals, etc.

Wilmart, André. “Les réponses de Priscien le philosophe sous le nom de
saint Augustin.” Revue bénédictine 49 (1937), 3–12.

Short citation: Wilmart, “Les réponses,” p. 10.
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Bourgeois, Robert. “La théorie de la connaissance intellectuelle chez Henri
de Gand.” Revue de philosophie, n.s. 6 (1936), 238–59.

Essays in Volumes of Collected Essays, etc.

Makdisi, George. “The Sunni Revival.” In Islamic Civilization, 950–1150,
ed. D. S. Richards, pp. 156–68. Papers on Islamic History 3. Oxford:
Cassirer, 1973.

(Note: series name and number have been retained here as an example,
should these be necessary.)
Short citation: Makdisi, “Sunni Revival,” pp. 169–75.

 
Manuscripts

Both in the text and in the notes the abbreviation “MS” or “MSS” is used only
when it precedes a shelfmark. [Note: no period follows either MS or MSS.] Cite
the shelfmark according to the practice of the given library, followed by, e.g.,
“fol. 259r.” Folio numbers must include a recto/verso reference, abbreviated and
written on the line, not as a superscript. The plural of “fol.” is “fols.”; complete
folio numbers should be given for inclusive numbers, e.g., “fols. 151r–188r,”
“fol. 125rv.”

The bibliographical reference to a manuscript must give the place name, the
name of the library, and the shelfmark:

Paris, Bibliothèque nationale de France, MS lat. 4117, fols. 108r–145r. 
Vatican City, Biblioteca Apostolica Vaticana, MS Vat. lat. 6055, fols.
151r–228r.
London, British Library, MS Add. 24565.

Short citations may be abbreviated:

BnF lat. 4117, fol. 108r.
Vat. lat. 6055, fol. 151r.
BL Add. 24565.
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Ancient and Medieval Works, Including the Bible

The system of citation used in the following examples is explained above. For
canonical collections, registers, etc., prevailing abbreviations and citation style
should be used.

Bede. Historia ecclesiastica. Ed. Bertram Colgrave and R. A. B. Mynors.
Oxford: Clarendon Press, 1969.

Short citation: Isidore, Etymologiae 12.1.59; Bede, Historia
ecclesiastica 2.3, p. 143. 
(On occasion, abbreviations, e.g., Hist. eccles., may be appropriate, 
as long as usage is consistent throughout the volume.)

The Bible or parallel works [do not italicize books of the Bible]:

Prov. 2:5.      
1 Thess. 4:11, 14. [verses 11 and 14]

At the beginning, it is desirable to declare which version is used; if more than
one version, declare each, and identify at each usage.

Series

Many series titles are familiar enough to allow the use of standard
abbreviations; use capital letters and do not italicize. Examples:

PL 123:347.
CSEL 24:95.
MGH SS 13:229.   [Editor’s name and date may usually be omitted.]

If the series is subdivided:

MGH LL 2/1:263.   [read as volume 2, section 1, page 263]
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If in doubt, use the full title of the series (roman, not italicized), with the same
form of citation: volume number followed by a colon followed by the page or
column number.

*Note: Both series titles and series names are set in roman type rather than
italicized.


