
 

Eisenbrauns	Guidelines	for	Authors	and	Editors	

Section	1:	General	Information	
Editorial Responsibilities of the Author 
Style Guides 
Gender-Neutral Terminology 

Section	2:	Preparing	Your	Manuscript	Files	
General Submission Information 
Consistency Across Files 
Organizing Your Manuscript 
Word Processing Setup 
 Margins and Line Spacing 
 Justification and Paragraphing 
 Fonts, Diacritical Marks, and Special Characters 
 Page Numbers 
Treatment of Special Manuscript Elements 
 Acknowledgments 
 Chapter Titles and Subheadings 
 Epigraphs 
 Extracts 
 Notes 
 Bibliographies and Reference Lists 

Section	3:	Eisenbrauns	Editorial	Style	
Editorial Responsibilities of the Press 
Spelling, Hyphenation, and Italicization 
Punctuation 
 Quotation Marks 
 Commas 
Numbers and Numerals 
 Inclusive Numbers 
 Acceptable Changes to Roman Numerals 
Cross-References 
Abbreviations 
 Eras 
 Ages/Periods 

820 N. University Drive
usb 1, Suite C
University Park, PA 16802

t: 814.865.1327
f: 814.863.1408

www.eisenbrauns.org

An Imprint of Penn State University Press



Eisenbrauns Guidelines (rev. 6/18) 2 

 Citation, Measurement, and Geographic Abbreviations 
List of Field-Specific Terms 

Section	4:	Documentation	of	Modern	Scholarship	
General Guidelines 
Notes-and-Bibliography Documentation 
 Full and Short Citations in Notes 
 Placement of Note Markers 
 Placement of Citations in a Note 
 Name of Author 
 Title 
 Place of Publication and Publisher 
 Page Numbers 
 Examples  
  Book with One Author 
  Book with Two or Three Authors 
  Book with Three or More Authors 
  Edited Volume 
  Dissertation 
  Multivolume Work 
  Book in a Series 
  Chapter in an Edited Volume 
  Article in a Journal 
  Dictionary Entry with Author 
  Dictionary Entry Without Author 
  Sample Bibliography 
Author-Date Documentation 
 Parenthetical Citation Form 
 Multiple Citations 
 Page Numbers 
 Sample Reference List 

Section	5:	Citing	Ancient	Texts	
Language 
Italicization and Capitalization 
Punctuation 
Abbreviations 
Specific Ancient Sources 
 Greek and Latin Literature 
 Biblical and Deuterocanonical Books 
 Dead Sea Scrolls and Other Papyri 
 Rabbinic Literature 



Eisenbrauns Guidelines (rev. 6/18) 3 

Section	6:	Transliteration	
General Principles 
Hebrew and Aramaic 
 Verb Stems 
 Hebrew Consonants 
 Hebrew Vowels 
Greek 
Coptic 

Section	7:	Permissions	and	Copyright	
Fair Use 
When Permission Is Required 
Sample Permission Letters 
 Sample Text Permission Request 
 Sample Art Permission Request 

Section	8:	Illustrations	
General Guidelines 
Organizing Your Illustrations  
Image Permissions 
Tables, Graphs, Maps, and Diagrams 
Artwork 

Digital Images 
Photographs, Transparencies, and Slides 

Physically Submitting Your Illustrations  

Section	9:	Instructions	for	Edited	Volumes	

Section	10:	Final	Checklist	
 



Eisenbrauns Guidelines (rev. 6/18) 4 

Section	1 

General	Information	

All books submitted for publication are expected to conform to the 
requirements set forth in these guidelines. If they depart from them in major 
ways, the manuscript may be returned to the author or editor for corrections 
before it is considered for publication, or a surcharge may be assessed for editing 
and typesetting expenses. A final manuscript must be complete before it will be 
transmitted to production and published. A manuscript is considered complete 
when: 
 • an electronic copy of the manuscript has been submitted in both Word 

.doc or .docx format and PDF format on a flash drive or via a cloud 
service, with  

 • all original illustrations (plus a photocopy of each illustration with 
cropping instructions);  

 • any necessary permissions for reproduction of text or illustrations;  
 • an art inventory sheet, if you have illustrations; and  
 • a completed final submission checklist.  
In addition, we must have your Author Information Form. Your manuscript will 
not be sent to copyediting and a detailed production schedule will not be prepared 
until all components have been received in proper form.  

Editorial	Responsibilities	of	the	Author	

Authors or editors of books selected for publication will receive a copyedited 
manuscript for approval along with any queries requiring the author’s attention. 
Any changes that need to be made to the manuscript to address lack of clarity, 
inconsistencies, grammatical errors, or matters of documentation should be 
addressed at this stage. Do not make any major changes to the manuscript 
beyond what is required to address the copyeditor’s changes and queries. Authors 
next receive first page proofs, which they are expected to read carefully, check 
against the edited manuscript, correct, and return promptly. At the proof stage, 
no further substantive changes should be made; this is the time to ensure that the 
text is free of grammatical, typographical, and alignment errors and that the art is 
correctly placed, cropped, and sized. 

Style	Guides	

The following instructions are based on the guidelines in The Chicago Manual of 
Style, 17th ed. (henceforth CMS), and The SBL Handbook of Style, 2nd ed. 
(henceforth SBLHS2). For spelling and hyphenation, we follow the first entry in 
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Webster’s Third New International Dictionary or Webster’s Collegiate Dictionary, 
11th ed. (henceforth MW, online at http://www.m-w.com) and the hyphenation 
table in CMS §7.89 (online at 
http://www.chicagomanualofstyle.org/book/ed17/part2/ch07/psec089.html).  

Gender-Neutral	Terminology	

Books submitted to the Press should not employ the term man generically 
(likewise for men, mankind, family of man, brotherhood, etc.). Instead, use 
inclusive terms (for example, human being, human, humanity, humankind, people, 
etc.) to designate individuals and groups. Moreover, translations of other texts 
(whether ancient or modern) should not be more gender specific than the 
originals are judged to be. 

Section	2	

Preparing	Your	Manuscript	Files	

General	Submission	Information	

The electronic copy of your manuscript should be submitted on a flash drive or 
via a cloud service. The files that you send to the Press for editing and typesetting 
must contain the final version of the manuscript. Discrepancies between the 
Word files and the PDF of the manuscript are unacceptable. They will result in 
time-consuming problems during editing and in typesetting—problems that 
could be costly to you and delay the book. If your manuscript contains characters 
with accents or non-Latin alphabets, your PDF must include embedded fonts. 
Before submitting the files, make sure that no technical errors were introduced in 
the conversion to PDF (e.g., square boxes in place of characters, misformatted 
tables). 
 
The electronic files that you submit to the Press will eventually be used to typeset 
your book. Do not submit any hard-copy text without the accompanying 
electronic files unless this arrangement has been agreed upon in advance. The 
Press will not do any rekeying, except to enter the editorial changes to which you 
and the manuscript editor agree.  
 
After submitting your final files, under no circumstances should you submit 
additional files containing further corrections or changes. You will have an 
opportunity to make minor corrections when you review the copyedited 
manuscript. 
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Organizing	Your	Manuscript	

Submit front matter (title page, dedication, table of contents, foreword, preface, 
acknowledgments, list of illustrations, and list of abbreviations, as applicable) 
together as a single file. For monographs, all chapters should be submitted as a 
single file. For edited volumes, submit a separate file for each chapter and name 
the files sequentially. Appendixes and bibliography should each be submitted as 
separate files. 
 
All additional elements of the manuscript—graphs, charts or tables, maps, line 
art, or digital art—should be submitted in separate files, labeled with the 
appropriate figure numbers. Do not embed any of these elements within the text. 
They should also be logged into the Art Inventory Sheet. For more information 
on submitting graphs, tables, and digital art, see section 8, “Illustrations,” below.  

Word	Processing	Setup	

Files should be created in Microsoft Word; do not submit files in any other 
format. If you have used WordPerfect or another word-processing program to 
create your files, please contact your editor. File conversion may require extra 
steps. 
 
For the editing and typesetting process to work efficiently, you must be careful 
and consistent in preparing your manuscript. Be sure that there are no 
annotations, comments, tracked changes, or other revision marks remaining in 
your manuscript.  
 
The designer of your book will lay out the pages using a specialized software 
program, not Microsoft Word, so it is best to submit your manuscript with the 
least amount of formatting possible. The manuscript should be typed in 12-point 
Times New Roman (except where other fonts may be needed for special diacritics 
or non-Latin alphabets—please contact your editor if this pertains to your 
manuscript). There should be no hidden text, no colored text, no borders or 
other ornaments, and no hidden fields. The manuscript editor will need to undo 
such formatting, which can be a time-consuming and difficult task.  

Margins	and	Line	Spacing	

Set your page size to 8.5 × 11 inches and use 1-inch margins on all sides. The 
manuscript should be double-spaced throughout (including in the notes and 
bibliography). 

Justification	and	Paragraphing		

The text in your manuscript should be aligned at the left margin. Be sure that the 
text is not justified. Do not use the automatic hyphen feature (there should be no 
“optional” hyphens in your manuscript). 
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The first paragraph after a title or subsection heading should be flush left. All 
other paragraphs must be indicated by an indent using the tab key. Never use the 
spacebar or your word processor’s automatic indent feature. 
 
Use hard returns only at the end of each paragraph. Do not insert an extra line 
space between paragraphs unless a break in the text is necessary, and do not insert 
more than one space between sentences.  

Fonts,	Diacritical	Marks,	and	Special	Characters	

Use 12-point Times New Roman for the entire manuscript, including notes, 
lists, and tables. 
 
Use alternate fonts only when you cannot produce the characters you need with 
Times New Roman. Many accented Latin characters (e.g., á, ö, ç) and even some 
non-Latin alphabets (e.g., Cyrillic, Greek, Hebrew) can now be rendered by 
Times New Roman using Unicode—in which each language has its own “space” 
and specific character location, according to a well-defined universal standard. 
This is preferable, but where this is not feasible, special fonts may be used so long 
as you provide the fonts along with the manuscript submission. Please contact 
your editor if this pertains to your manuscript. If you are using a non-Latin font, 
be sure that the PDF version of your manuscript has those fonts embedded. 
Please note: in some cases, font-licensing restrictions may prevent the Press from using 
the fonts you provide.  

Page	Numbers	

Use the “insert page number” feature in Word. Do not manually insert page 
numbers; this often introduces errors.  
 
Use Arabic numerals to number the manuscript pages consecutively from the 
introduction or chapter 1 to the end of the manuscript. (In other words, do not 
restart each chapter on page 1.) The front matter should be numbered separately 
with lowercase Roman numerals. 

Treatment	of	Special	Manuscript	Elements	

Acknowledgments	

Monographs often include acknowledgments in the front matter. Many authors 
take the opportunity to acknowledge previous advisors, mentors, library staffs, 
and the like. If you do, please be sure to treat those individuals as professional 
colleagues: avoid excessive references to your dissertation, undergraduate or 
graduate classes, and so on. For edited volumes, general acknowledgments (if 
needed) may appear in the front matter, while other acknowledgments may 
appear in individual chapters. 
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Chapter	Titles	and	Subheadings	

Chapter titles and subheadings should be styled consistently throughout the 
manuscript (e.g., avoid using a subtitle for only one chapter, or starting only one 
chapter with an “Introduction” subheading). Ensure that the titles and 
subheadings match those listed in the table of contents. In the case of works with 
contributions by several authors, ensure that chapter titles are followed by the 
name of the author in the table of contents. 
 
All chapter titles, parts, subheadings, and the like should use Arabic rather than 
Roman numerals. If you number your subheadings, be sure to use the chapter 
number as the first numeral (e.g., chapter 2, section 1 would be 2.1). In addition, 
it is helpful when subheading levels are marked by the following tags before the 
subheading: <1> for section, <2> for subsection, <3> for sub-subsection. The use 
of more than three levels of subheadings is discouraged. 
 
Chapter titles should not be footnoted. If there is background information about 
the title that you would like to include, work it into the text or another note; if 
this is not feasible, the Press will convert the note to an unnumbered footnote at 
the start of the chapter. Subheadings should not be footnoted. 

Epigraphs	

Any epigraphs should be followed by the name of the author (or source) and the 
date. Full publication information is not necessary.  
 
Epigraphs should not be footnoted. If additional context or bibliographic 
information is necessary, please work it into the text; if this is not feasible, the 
Press will convert the note to an unnumbered footnote at the start of the chapter.  

Extracts	

For poetry, lists, and other material that must be set line for line, use the tab key 
to indent. Never indent by using the spacebar.  
 
For short lists, avoid using Word’s automatic numbered and bulleted list features. 
Instead, use a numeral or bullet symbol (•) followed by a space before each item. 
 
Quotations of fewer than 100 words should be run into the text in quotation 
marks. Extracts of 100 words or more should be formatted as a block quote, 
without surrounding quotation marks. For added clarity, you may place the 
callouts <EXT> </EXT> around the extract to mark its beginning and end. 

Notes	

Both footnotes and endnotes are acceptable. Use Word’s “insert 
footnote/endnote” feature. This feature automatically embeds and numbers the 
notes. Do not manually insert footnotes using superscript numbers, as this will 
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likely introduce errors during editing and typesetting. Notes should be double-
spaced and in 12-point Times New Roman. For information on styling your 
notes, see section 4, “Documentation of Modern Scholarship.” 
 
As the last step before submitting your manuscript, make sure that the number of 
note reference numbers in the text of each chapter matches the number of actual 
notes. This will prevent costly errors and delays. 

Bibliographies	and	Reference	Lists	

Do not manually create hanging indents for your bibliography or reference list by 
using hard returns and tabs in the middle of an entry. Instead, use Word’s 
“hanging indent” feature—or simply indent the first line of each entry with a tab.  
 
For information on styling your bibliographic entries, see section 4. 

Section	3	

Eisenbrauns	Editorial	Style	

Editorial	Responsibilities	of	the	Press	

The Press assumes responsibility for mechanical editing (i.e., copyediting). This 
involves reading the manuscript for (1) consistency in matters of capitalization, 
spelling, and hyphenation; (2) grammatical correctness; (3) insertion of 
instructions to typesetters concerning page layout; and (4) other style matters, as 
outlined in this style sheet. Not infrequently, the copyeditor will also need to edit 
for clarity of content, especially when authors are using English as a second or 
third language. In any extensive reworking of the material, the author or editor is 
given an opportunity to see the changes made. 

Spelling,	Hyphenation,	and	Italicization	

The Press uses American English spelling. For spelling and hyphenation, consult 
the first entry in MW, the hyphenation table in CMS §7.89 (online at 
http://www.chicagomanualofstyle.org/book/ed17/part2/ch07/psec089.html), 
and SBLHS2. 
 
Most words with prefixes (e.g., inter, pre-, re-) are rendered as closed forms 
(intertextual, preempt, rewrite) unless they are attached to a proper noun (e.g., 
pre-Babylonian). 
 
In addition, SBLHS2 generally prefers to render generic terms and many 
adjectival forms in lowercase roman type. Italics are generally reserved for 



Eisenbrauns Guidelines (rev. 6/18) 10 

foreign-language terms that do not have an entry in MW; words found in MW 
are considered to have entered the English language and should therefore be set 
in roman.  
 
In addition to these general principles, see the list of preferred spellings and 
capitalization for some field-specific terms at the end of this section.  

Punctuation	

Quotation	Marks	

The Press uses American punctuation standards. Quotation marks should 
generally be standard double quotation marks, with commas and periods inside 
quotation marks, in the American style (but see the discussion of glosses below). 
Place colons and semicolons after quotation marks, however, and place 
exclamation and question marks before quotation marks if they are part of the 
quotation (e.g., I said, “Shall we go?”) or after if they are not (e.g., Who do you 
mean by “we”?). 
 
Quotations within quotations should appear within single quotation marks. If a 
quotation is set off as a block quote, however, no quotation marks should 
surround the text, and quotations within the block quote should then be 
enclosed in double quotation marks (see CMS §6.120).  
 
An accepted style should be followed for formatting definitions (glosses) of 
foreign words (see CMS §7.50). The Press prefers treating such glosses like other 
quotations, using double quotation marks (e.g., melek, “king,” ׂשר, “prince.”). 
The linguistic style for definitions (CMS §7.50, last paragraph) is also acceptable 
if used consistently (e.g., melek ‘king’, רׂש  ‘prince’.). 
 

Commas	

Always use the final serial (or Oxford) comma. Example: Hebrew, Aramaic, and 
Greek; not Hebrew, Aramaic and Greek. 

Numbers	and	Numerals	

In general, spell out numbers from zero to one hundred, as well as any 
combination of these with hundred, thousand, or hundred thousand (e.g., two 
hundred, ninety-nine thousand). For round figures of millions and billions, use a 
numeral plus the word (e.g., 3 billion, 24 million); percentages and degrees 
should be treated similarly (e.g., 3 percent). For other questions about when to 
spell out numbers and when to use a numeral, see CMS §§9.2–25. In the case of 
a highly technical manuscript (such as an excavation report) with abundant 
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numbers, it may be permissible and even preferable to use numerals more often. 
Consult with your editor if this is the case for your manuscript. 

Inclusive	Numbers	

Follow the guidelines in CMS §9.60 for the abbreviation of inclusive numbers 
(ranges). Examples: 1–5, 71–72, 100–104, 101–8, 321–28. All page numbers 
should be abbreviated in this manner. 

Acceptable	Changes	to	Roman	Numerals	

When citing plate numbers and figure numbers, we prefer to convert all Roman 
numerals to Arabic numerals for clarity of reading (e.g., pl. 24:2, not pl. 
XXIV:2).  
 
Do not change column numbers in Dead Sea Scrolls citations to Arabic 
numerals, though, as this can cause confusion with fragment numbers. Era and 
period designations should also retain Roman numerals (e.g., Iron Age II). 
Stratum numbers and other archaeological numerical designations normally must 
adhere to the form assigned by the excavator.  
 
Front matter should always be cited as lowercase Roman numerals.  
 
Never abbreviate any Roman numerals in inclusive ranges. 

Cross-References	

Avoid internal cross-references to text pages or to other notes in your manuscript 
(e.g., see page 263, note 5) whenever possible. The final page numbers will not 
be determined until the proof stage—sometimes as late as second proofs—and 
notes may be renumbered along the way, leading to errors in cross-referencing. 
Cross-references to chapter numbers or subheading numbers are acceptable. 

Abbreviations	

Except for ancient source citations, abbreviations should be avoided in the main 
text. Abbreviations are permitted in parentheses and notes.  
 
Abbreviations for metric units may be used in the text when following a numeral.  
 
Spell out the English equivalent of abbreviations like i.e., e.g., and ca. in the 
main text. When i.e. or e.g. is used in the notes, or parenthetically in the main 
text, the following typographical guidelines should be used: (1) no space between 
letters, (2) periods always used, and (3) comma following the abbreviation. 
 
In highly technical works (such as archaeological reports), a greater use of 
abbreviations in the main text is permitted to avoid cumbersome reading. 
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See section 5, “Citing Ancient Texts,” for abbreviations of ancient texts.   

Eras	

AD, BC, BCE, and CE are always capitalized with no periods or spaces. AD 
should precede a specific year but follow centuries. BC, BCE, and CE always 
follow the year. BCE and CE are preferred, but AD and BC are permissible. Do 
not mix both systems in your manuscript. 

Ages/Periods	

Ages and periods typically use Roman numerals to designate subdivisions. 
Note that the abbreviations do not use periods. 
 
 
EB Early Bronze Age 
MB Middle Bronze Age 
LB Late Bronze Age 
LB IA Late Bronze Age IA 
Iron I Iron Age I (not IA) 
Iron II Iron Age II (not IA) 
Per Persian Period 

Hel I Hellenistic Period I 
Hel II Hellenistic Period II 
ER Early Roman Period 
MR Middle Roman Period 
LR Late Roman Period 
Byz Byzantine Period 

 
 

Citation,	Measurement,	and	Geographic	Abbreviations		

The following abbreviations may be used in parentheses and notes but should be 
avoided in the main text, except in technical discussions (as in archaeological 
reports) where frequent use of the term would make spelling it out cumbersome. 
 
 
c. century 
ca. circa 
ch(s). chapter(s) 
col(s). column(s) 
e.g. for example (not italic, no 

spaces, preceded and 
followed by commas)  

et al. (no period after “et,” not 
preceded by a comma when 
it follows only one name)  

Ḥ. Ḥorvat (Modern Hebrew for 
“ruin”) 

Ha hectare (no period, space 
between number and 
abbreviation) 

ibid. (not italic; refers to the 
preceding work cited) 

i.e. (not italic, no spaces, 
preceded and followed by 
commas)  

Kh. Khirbet (Arabic for “ruin”)  
km kilometer (no period, space 

between number and 
abbreviation) 

l(l). line(s) 
LXX Septuagint  
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m meter (no period, space 
between number and 
abbreviation)  

MT Masoretic Text 
n(n). note(s) 
obv. obverse 
pl(s). plate(s) 

r recto (no period, no space, 
not superscript: e.g., 56r) 

repr. reprinted 
rev. reverse 
v verso (no period, no space, 

not superscript: e.g., 56v) 
v(v.) verse(s) (with period) 

 
SBLHS2 uses US postal abbreviations for abbreviating state names. These should 
only be used in citing publication information for cities that are not well known 
and that are not home to a university press. 

List	of	Field-Specific	Terms	

This list has been updated to reflect the preferences in SBLHS2 §4.3.6. 
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adviser (not advisor)  
Aegean (not Aegaean)  
analogue (not analog)  
ancient (e.g., ancient Near East, 

ancient Mediterranean) 
apostle (e.g., apostle Paul, apostle 

John)  
appendixes (not appendices) 
a priori (not italic)  
Aramaean (not Aramean)  
archaeology  
Assurbanipal (not Ashurbanipal) 
Assur (not Ashur) 
Atrahasis or Atraḫasis (not 

Atraḫasis or Atra-ḫasis)  
 
bedouin (sing. and pl.)  
biblical (generic) 
Biblical (with languages, e.g., 

Biblical Hebrew) 
book of Isaiah (e.g., not Book of 

Isaiah)  
book of the covenant (e.g., not 

Book of the Covenant) 
Book of the Twelve  
bulla, bullae 
burnt offering 
 
catalog (not catalogue)  
Chaldean (not Chaldaean)  
Chronicler (capital C)  
church (generic)  
Church (denomination, e.g., 

Catholic Church; proper 
name, e.g., First Baptist 
Church) 

church fathers  
Cisjordan 
classics, classical 
counselor (not counsellor) 
crucifixion 
 
Davidic 
Decalogue 
demotic 
deuterocanonical 

Deuteronomic 
Deuteronomist 
Deuteronomistic History/Historian 
dialogue (not dialog) 
 
Early Bronze Age (early is part of 

the period name) 
early Iron Age (early is not part of 

the period name) 
empire (but Persian Empire) 
aesthetic (not esthetic) 
etiology (not aetiology) 
exile (even Babylonian exile) 
exilic 
extrabiblical 
extracanonical 
 
flood, the (Noah’s) 
Former Prophets 
forward (not forwards) 
 
Gentile (noun and adj.) 
gospel (good news, genre) 
Gospel (in place of a title or as part 

of a title, e.g., Gospel of 
Mark) 

Gospels, the (canonical division) 
gray (not grey)  
Greco-Roman (not Graeco-Roman)  
 
haggadah, haggadic  
halakah, halakic 
Hammurabi (not Hammurapi)  
hegira 
high priest(ess)  
history/historical, a (not an 

history/historical)  
Holiness Code  
Ḥorvat (modern Hebrew for “ruin”; 

abbreviated Ḥ.)  
 
indexes (not indices)  
 
Judean (not Judaean)  
 
kaige (lowercase, italic)  
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ketiv (lowercase, italic) 
Khirbet (Arabic for “ruin”; 

abbreviated Kh.)  
kingdom (e.g., Babylonian 

kingdom) 
Kingdom of (e.g., Kingdom of 

Judah, Kingdom of 
Damascus) 

king list (but Sumerian King List)  
 
Latter Prophets  
loanword 
 
Maccabean (not Maccabaean)  
Mandean (not Mandaean)  
Manichean (not Manichaean)  
Masorah 
Masoretes 
masoretic (but the Masoretic Text) 
medieval (not mediaeval)  
messiah (general) 
Messiah (as substitute for “Jesus”) 
messianic  
midrash, midrashic  
Mishnah, mishnaic 
monarchy, monarchic (even 

united/divided monarchy)  
monologue (not monolog)  
Mycenaean (not Mycenean)  
 
Nabatean (not Nabataean)  
Neo-Assyrian  
Neo-Babylonian 
Northern Kingdom 
Northwest Semitic  
 
O (always capitalized and never 

followed directly by 
punctuation)  

oh (only capitalized at the start of a 
sentence; usually followed 
by comma or exclamation 
mark)  

ostracon (pl. ostraca) 
 
paleography (not palaeography)  

paraenesis (not parenesis)  
Pentateuch, pentateuchal  
per se (not italic)  
Peshitta (not Pesitṭa) 
place-name  
postbiblical 
postdeuteronomic/istic  
post-Deuteronomist  
postexilic (even postexilic period)  
practice (not practise)  
preexilic (even preexilic period)  
prefect (not praefect)  
praetorian/ium (not pretorian/ium)  
priestly (generic) 
Priestly (referring to the Priestly 

Code, Priestly Writer, 
Priestly Source)  

primeval (not primaeval)  
prologue (not prolog)  
Proto-Semitic  
Proto-Sinatic 
psalter (generic) 
Psalter (book of Psalms) 
Pseudepigrapha 
pseudepigraphic  
psalm(s) (generic, genre)  
Psalm(s) (part of the book of 

Psalms) 
psalmist  
 
qere (lowercase, italic) 
Qoheleth (not Qohelet)  
Qurʾan (not Koran) 
 
rabbi(s) (generic) 
Rabbi (with name, e.g., Rabbi 

Akiva) 
rabbinic, rabbinical 
Ramesses (person)  
Ramses (place)  
 
Scripture(s) (referring to Bible as a 

canonical text) 
scriptural 
Shema, the  
sic (lowercase, italic)  
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Southern Kingdom  
stela, stelae (not stele, steles)  
Sufi(s) 
Synoptic Gospels, the 
Synoptics, the 
Synoptic 
 
Talmud 
talmudic  
tel (Hebrew site)  
tell (Arabic site, generic term for 

an archaeological mound) 
terra-cotta (not terra cotta, 
terracotta)  

Tiglath-pileser  
time frame, time scale  
Torah 
toward (not towards) 
Transjordan  
 
versus (not italic)  
 
worldview  
 
YHWH, Yahweh (not JHWH, 
Jahweh) 

Section	4	

Documentation	of	Modern	Scholarship	

General	Guidelines	

Either notes-and-bibliography or author-date style documentation is permissible, 
but a manuscript should use one or the other, never both. Work in the 
humanities tends to employ notes and bibliography for documentation. The 
author-date system is commonly used in books of a more scientific nature, such 
as in archaeology. Eisenbrauns follows SBLHS2 for both systems, including in 
cases where SBLHS2 diverges from CMS. (Note this is a departure from past 
iterations of the Eisenbrauns guidelines, which were previously based on 
BASOR’s style guide.) Some sample entries for both formats appear below. 
 
For additional examples and explanations, see CMS, chapters 14 and 15. CMS’s 
“Chicago-Style Citation Quick Guide” is also a valuable, convenient source for 
authors and editors alike 
(http://www.chicagomanualofstyle.org/tools_citationguide.html). 
 

Notes-and-Bibliography	Documentation	

In this style of documentation, use footnotes or endnotes (but not both) to cite 
modern scholarship. (Ancient source citations, by contrast, should be given 
parenthetically in the main text unless they are extensive or require separate 
commentary.)  
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In monographs, use a short citation form throughout the footnotes/endnotes and 
include a full bibliography with the manuscript. In multiauthor edited volumes, 
give full documentation at the first citation of each work in each chapter; use a 
short citation form for subsequent citations in the chapter. 

Full	and	Short	Citations	in	Notes	

A full citation gives all the information necessary for the reader to find the 
source, interpret citations from it, and contextualize it. Full citations should 
include 
 • full names of authors, editors, and translators 
 • full title (including subtitle) 
 • number of volumes, if more than one 
 • edition, if not the first 
 • series and series number if applicable 
 • publisher city, press name, and year (placed in parentheses) 
Commas are used to separate components of the citation. Only the publisher 
city, press name, and year are placed within parentheses. 
 
Short citations consist of last name(s), shortened title, and page numbers, if 
applicable. The short title should consist of six or fewer consecutive words from 
the beginning of the title, omitting any initial article (e.g., a, the, un, la, eine, 
der). Do not include words from the subtitle unless it is necessary to 
disambiguate similarly titled works. 
 
You may use “ibid.” only if it refers to the work cited in the immediately 
preceding note, and only if no other works are cited in that previous note. “Ibid.” 
(like other common Latin abbreviations) should not be italicized. Many 
successive references to the same work can lead to an undesirable “string of ibids” 
in the notes. You can often avoid this problem by putting line or page numbers 
in parentheses in the text instead. 

Placement	of	Note	Markers	

In most cases, it should not be necessary to have more than one note reference in 
a sentence. If there are multiple footnotes in a sentence, combine them if 
possible. Move citations to the end of the sentence. For example, “Barr6 and Tov7 

agree on this.” may be changed to “Barr and Tov agree on this.6” If an entire 
paragraph repeatedly cites the same source, footnotes may also be combined into 
one note at the end of the paragraph. 

Placement	of	Citations	in	a	Note		

When a footnote comments on an issue and includes a bibliographical reference 
within a sentence, the reference should be set entirely within parentheses, not 
commas, at the end of the sentence if possible. Example: But C. C. Torrey thinks 
that the name “Cyrus” has been interpolated in Isa 45:1 (“The Messiah Son of 
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Ephraim,” JBL 66 [1947]: 253). Note that square brackets are used for parentheses 
within parentheses. 
 
If a note cites two works, separate them with a comma and the word “and.” If a 
note lists three or more citations, separate them with semicolons; you may use 
“and” between the semicolon and last citation, but this is optional. 

Name	of	Author	

The Press prefers to use full first names instead of first initials in full citations and 
in the bibliography (e.g., Joshua Blau, not J. Blau). Likewise, the Press prefers use 
of the full first name at the first mention of a person in the main text. 
 
For works by the same author, do not use idem or eadem; instead, repeat the 
author’s last name. 

Title	

English-language titles should be capitalized headline-style, and all prepositions 
five or more letters long should be capitalized. Titles in other languages should 
generally be set in sentence case.  
 
The first letter of the title, subtitle, and sub-subtitle should always be capitalized.  
 
Some minor changes to titles are permissible. Replace ampersands (&) with 
“and” in book and journal titles. Single quotation marks (‘ ’) may be changed to 
double quotation marks (“ ”) in book titles. For books with extremely long titles 
or numerous sub-subtitles (especially common in books before the twentieth 
century), you may abbreviate the title in the full citation in the notes (the full 
title should still be given in the bibliography). 
 
To refer to previously cited works, do not use “op. cit.” or “loc. cit.”; use the 
work’s short title instead. 

Place	of	Publication	and	Publisher	

Use English forms of place names (e.g., Cologne, not Köln) and of terms such as 
“edited,” “revised,” “translated,” “volume,” and the like. 
 
Do not include the words “Press,” “House,” “Inc.,” and so forth in the name of 
the publisher (e.g., Baker, not Baker Book House), except in the names of 
university presses (e.g., University of Chicago Press). There are a few exceptions 
to the rule, especially where removing Press or the like could result in confusion 
or an awkward formulation (e.g., Scholars Press). See further SBLHS2 §7.1.4.1. 
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Page	Numbers	

Never use f., ff., or passim. Give full page numbers instead. For page ranges, use 
an en dash to separate the numbers and use the abbreviation principles in CMS 
§9.61 (e.g., 32–33, 100–101, 122–23, 1093–102). 

Examples	

Book	with	One	Author	

Bibliography:  
Ramsay, William Mitchell. The Letters to the Seven Churches of Asia and Their 

Place in the Plan of the Apocalypse. 2nd ed. London: Hodder & 
Stoughton, 1906. 

 
Full citation: William Mitchell Ramsay, The Letters to the Seven Churches of Asia 

and Their Place in the Plan of the Apocalypse, 2nd ed. (London: Hodder & 
Stoughton, 1906), 39. 

 
Short citation: Ramsay, Letters to the Seven Churches, 12. 

Book	with	Two	or	Three	Authors	

Bibliography:  
Robinson, James M., and Helmet Koester. Trajectories Through Early 

Christianity. Philadelphia: Fortress, 1971. 
 
Full citation: James M. Robinson and Helmet Koester, Trajectories Through Early 

Christianity (Philadelphia: Fortress, 1971), 26. 
 
Short citation: Robinson and Koester, Trajectories Through Early Christianity, 12. 

Book	with	Three	or	More	Authors	

Bibliography:  
Oates, John F., William H. Willis, Roger S. Bagnall, and Klaas A. Worp, eds. 

Checklist of Editions of Greek and Latin Papyri, Ostraca, and Tablets. 5th 
ed. BASPSup 9. Oaksville, CT: American Society of Papyrologists, 2001. 

 
Full citation: John F. Oates et al., eds., Checklist of Editions of Greek and Latin 

Papyri, Ostraca, and Tablets, 5th ed., BASPSup 9 (Oaksville, CT: 
American Society of Papyrologists, 2001), 18–20. 

 
Short citation: Oates et al., Checklist of Editions, 18. 

Edited	Volume	

Bibliography:  
Sanders, Donald, ed. Nemrud Dagi. Winona Lake, IN: Eisenbrauns, 1996. 
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Full citation: Donald Sanders, ed., Nemrud Dagi (Winona Lake, IN: 

Eisenbrauns, 1996), 23.  
 
Short citation: Sanders, Nemrud Dagi, 34. 

Dissertation	

Bibliography:  
Miller, Douglas. “The Text of Hosea.” Ph.D. diss., Melbourne College of 

Divinity, 1984. 
 
Full citation: Douglas Miller, “The Text of Hosea” (Ph.D. diss., Melbourne 

College of Divinity, 1984). 
 
Short citation: Miller, “Text of Hosea,” 10–11. 

Multivolume	Work	

Bibliography:  
Rad, Gerhard von. Old Testament Theology. 2 vols. New York: Harper & Row, 

1962–65. 
 
Full citation: Gerhard von Rad, Old Testament Theology, 2 vols. (New York: 

Harper & Row, 1962–65), 1:100–104, 107–8. 
 
Short citation: Von Rad, Old Testament Theology, 2:14–19. 

Book	in	a	Series	

Bibliography:  
Ollenburger, Ben C., ed. Old Testament Theology: Flowering and Future. SBTS 1. 

Winona Lake, IN: Eisenbrauns, 2004. 
 
Full citation: Ben C. Ollenburger, ed., Old Testament Theology: Flowering and 

Future, SBTS 1 (Winona Lake, IN: Eisenbrauns, 2004), 126–31.  
 
Short citation: Ollenburger, Old Testament Theology, 126. 

Chapter	in	an	Edited	Volume	

Bibliography:  
Attridge, Harold W. “Jewish Historiography.” Pages 311–43 in Early Judaism 

and Its Modern Interpreters. Edited by Robert A. Kraft and George W. E. 
Nickelsburg. Philadelphia: Fortress, 1986. 

 
Full citation: Harold W. Attridge, “Jewish Historiography,” in Early Judaism and 

Its Modern Interpreters, ed. Robert A. Kraft and George W. E. 
Nickelsburg (Philadelphia: Fortress, 1986), 311–12.  
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Short citation: Attridge, “Jewish Historiography,” 315.  

Article	in	a	Journal	

Bibliography:  
Skehan, Patrick W. “Exodus in the Samaritan Recension from Qumran.” JBL 74 

(1955): 182–87. 
 
Full citation: Patrick W. Skehan, “Exodus in the Samaritan Recension from 

Qumran,” JBL 74 (1955): 182–87. 
 
Short citation: Skehan, “Exodus in the Samaritan Recension,” 183. 

Dictionary	Entry	with	Author	

The bibliographic information for a dictionary or lexicon should be entered into 
the abbreviation list and the abbreviation used in place of name, title, and 
publication information in full citations in notes.  
 
Bibliography:  
Beyer, Hermann W. “διακονέω, διακονία, κτλ.” TDNT 2:81–93. 
 
Abbreviations page:  
TDNT Kittel, Gerhard, and Gerhard Friedrich, eds. Theological Dictionary of the 

New Testament. Translated by Geoffrey W. Bromiley. 10 vols. Grand 
Rapids, MI: Eerdmans, 1964–1976. 

 
Full citation: Hermann W. Beyer, “διακονέω, διακονία, κτλ,” TDNT 2:81–93. 
 
Short citation: Beyer, “διακονέω, διακονία,” 2:81. 

Dictionary	Entry	Without	Author	

The bibliographic information for a dictionary or lexicon should be entered into 
the abbreviation list, and the dictionary entry should be separated from the 
dictionary abbreviation with s.v. Do not include the entry in the bibliography. 
All citations of the entry take the same form. 
 
Abbreviations page: 
Bauer, Walter, Frederick W. Danker, William F. Arndt, and F. Wilbur Gingrich. 

Greek-English Lexicon of the New Testament and Other Early Christian 
Literature. 3rd ed. Chicago: University of Chicago Press, 2000. 

 
All citations: BDAG, s.v. “παρρησία.” 
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Sample	Bibliography	

Achtemeier, Elizabeth. The Community and Message of Isaiah 56–66. 
Minneapolis: Augsburg, 1982.  

Ackroyd, Peter R. “The History of Israel in the Exilic and Post-exilic Periods.” 
Pages 320–50 in Tradition and Interpretation: Essays by Members of the 
Society for Old Testament Study. Edited by G. W. Anderson. Oxford: 
Clarendon, 1979.  

Ahl, Sally W. “Epistolary Texts from Ugarit: Structural and Lexical 
Correspondences in Akkadian and Ugaritic.” Ph.D. diss., Brandeis 
University, 1973.  

Andersen, Francis I., and David Noel Freedman. Hosea: A New Translation with 
Introduction and Commentary. AB 24. Garden City, NY: Doubleday, 
1980.  

Dahood, Mitchell, and Tadeusz Penar. “Ugaritic-Hebrew Parallel Pairs.” Pages 
71–382 in Ras Shamra Parallels, vol. 1. Edited by Loren R. Fisher. AnOr 
49. Rome: Pontifical Biblical Institute, 1972.  

Fox, Michael V. Proverbs 10–31: A New Translation with Introduction and 
Commentary. AB 18B. New Haven: Yale University Press, 2009. 

Fox, Michael V., Victor Avigdor Hurowitz, Avi Hurvitz, Michael L. Klein, 
Baruch J. Schwartz, and Nili Shupak, eds. Texts, Temples, and Traditions: 
A Tribute to Menahem Haran. Winona Lake, IN: Eisenbrauns, 1996. 

Sanders, Donald, ed. Nemrud Dagi. 2 vols. Winona Lake, IN: Eisenbrauns, 
1996.  

Skehan, Patrick W. “Exodus in the Samaritan Recension from Qumran.” JBL 74 
(1955): 182–87.  

Talmon, Shemaryahu. “The Emergence of Institutionalized Prayer in Israel in 
the Light of Qumran Literature.” Pages 265–84 in Qumrân: Sa piété, sa 
théologie et son milieu. Edited by Mathias Delcor. BETL 46. Paris: 
Duculot, 1978. 

———. King, Cult, and Calendar in Ancient Israel: Collected Studies. Jerusalem: 
Magnes, 1986.  

Tigay, Jeffrey H., ed. Empirical Models for Biblical Criticism. Philadelphia: 
University of Pennsylvania Press, 1985. 

———. The Evolution of the Gilgamesh Epic. Wauconda, IL: Bolchazy-Carducci, 
2002. 

Author-Date	Documentation	

The author-date system uses short parenthetical citations in the main text. 
Footnotes are used only to elaborate on the discussion in the text. A reference list 
must also be included, either after each chapter or cumulatively at the end of the 
manuscript.  



Eisenbrauns Guidelines (rev. 6/18) 23 

Parenthetical	Citation	Form	

Citations in the text should include last name(s) and year of publication, with 
appropriate page numbers separated from the year by a comma. For example: 
(Sanders 1996, 58). If the author’s name occurs in the sentence, the name may 
be omitted from the parenthetical citation. For example: “. . . as Sanders (1996, 
58) has shown.” If more than one publication by the same author corresponds to 
a given year, add a letter suffix to the year (e.g., 2000a, 2000b, etc.). 

Multiple	Citations	

Use a comma to separate multiple years by the same author (Charlesworth 1997, 
1998) except when page numbers are given (Charlesworth 1997, 1–6; 1998, 
102). Use a semicolon to separate authors (Charlesworth 1997; Taylor 2000). 

Page	Numbers	

Never use f., ff., or passim. Give full page numbers instead. For page ranges, use 
an en dash to separate the numbers and use the abbreviation principles in CMS 
§9.61 (e.g., 32–33, 100–101, 122–23, 1093–102). 

Sample	Reference	List	

Bibliographic information is the same as in notes-and-bibliography style, with 
the following exceptions: (1) the publication year is placed directly after the 
author/editor information instead of at the end of the citation; (2) the 
bibliography is ordered by author last name, but multiple entries by the same 
author are ordered by year instead of by title; and (3) multiple publications by 
the same author from the same year should be given sequential letter suffixes 
(e.g., 2000a, 2000b, 2000c).  
 
Ahl, Sally W. 1973. “Epistolary Texts from Ugarit: Structural and Lexical 

Correspondences in Akkadian and Ugaritic.” Ph.D. diss., Brandeis 
University. 

Gitin, Seymour. 1990. Gezer III: A Ceramic Typology of the Late Iron II, Persian 
and Hellenistic Periods at Tell Gezer. 2 vols. Jerusalem: Hebrew Union 
College.  

Skehan, Patrick W. 1955. “Exodus in the Samaritan Recension from Qumran.” 
JBL 74:182–87. 

Talmon, Shemaryahu. 1986a. “Emendation of Biblical Texts on the Basis of 
Ugaritic Parallels.” Pages 279–300 in Studies in Bible. Edited by Sara 
Japhet. ScrHier 31. Jerusalem: Magnes. 

———. 1986b. King, Cult, and Calendar in Ancient Israel: Collected Studies. 
Jerusalem: Magnes. 

Tigay, Jeffrey H., ed. 1985. Empirical Models for Biblical Criticism. Philadelphia: 
University of Pennsylvania Press. 

———. 2002. The Evolution of the Gilgamesh Epic. Wauconda, IL: Bolchazy-
Carducci. 
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Section	5	

Citing	Ancient	Texts	

Ordinarily, citations of ancient literature should be included in the text itself, 
enclosed in parentheses. A footnote may be used when the number of passages 
cited would make a parenthetical citation too cumbersome. The Press follows the 
abbreviation standards in SBLHS2. 

Language	

You may use either English or ancient languages for the titles and abbreviations. 
Try to be consistent within a class of citation. For example, render all 
Pseudepigrapha in one manner, all works by Philo in one manner, all Latin 
authors in one manner. Even if you must diverge from this principle, ensure that 
all references to the same work are rendered in the same way. Note that it is 
acceptable, though not ideal, to use conventional Latin abbreviations for works 
while still referring to them by their English titles, so long as these are entered 
into the abbreviations page. 

Italicization	and	Capitalization	

Ancient works with known or attributed authors should be italicized, both when 
spelled out and when abbreviated (e.g., Philo, Embassy to Gaius; Homer, Il.). 
Ancient works without attribution or with only pseudepigraphical attribution 
should be given in roman (e.g., Apoc. Dan., 4 Ezra, Didache). Biblical and 
deuterocanonical books, rabbinic texts, and Qumran texts should be set roman. 
In general, when you would place an author’s name before the title of an ancient 
text, it should be italicized; otherwise, it should be set roman. 
 
Capitalize English titles in headline style; capitalize Hebrew, Greek, Latin, and 
other ancient language titles in sentence style. Example: Philo, On the Creation of 
the World, but Philo, De opificio mundi.  

Punctuation	

Biblical and deuterocanonical books, rabbinic texts, and any other ancient text 
without attribution or with only pseudepigraphical attribution should use an 
unspaced colon to separate chapter from verse. Examples: Gen 1:1; Tob 2:4; m. 
Ber. 1:4; 4 Ezra 2:3; Did. 3:5. 
 
Ancient texts with known or attributed authors, including most Greek and Latin 
authors, should use periods to separate book, chapter, and paragraph/verse. 
Example: Josephus, A.J. 3.120. Note that some texts (such as Plato, Republic) are 
traditionally cited by manuscript page (40a); this is acceptable. 
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Abbreviations	

A full list of abbreviations for ancient texts can be found in chapter 8 of SBLHS2. 
Use Matt, Mark, Luke, and John rather than Mt, Mk, Lk, and Jn; likewise, use 1 
John, not 1 Jn. Biblical and deuterocanonical books should be abbreviated 
without the use of a period. 
 
When abbreviating ancient texts other than these, use the following principles as 
a guide: (1) use truncated words rather than acronyms, (2) use a period after each 
truncation, (3) retain at least one whole syllable in each truncated word, (4) avoid 
truncating words between consonants, (5) truncate words after a consonant when 
possible, (6) omit initial prepositions and articles. Examples: Plato, Apol. = 
Apologia; Plutarch, Adul. am. = De adulatore et amico; Tertullian, Adv. Jud. = 
Adversus Judaeos or Against the Jews. 
 
See SBLHS2 §8.3.4 for Pseudepigrapha abbreviations. 

Specific	Ancient	Sources	

Greek	and	Latin	Literature	

In references to classical and patristic literature, the current English or Latin titles 
are to be used, followed by appropriate book, chapter, and paragraph/line 
numbers (where available). Thus, Homer, Il. 24.200; Eusebius, Hist. eccl. 3.3.2; 
4.15.3–5. For Josephus, cite book and line (Niese) number, rather than using the 
book-chapter-paragraph (Whiston) method (e.g., A.J. 2.160, not 2.8.16 or 
2.8.16 §160). For Philo, likewise, cite by section (book and section where 
appropriate) rather than chapter and section (e.g., Cher. 50, not 14.50; Alleg. 
Interp. 1.6, not 1.3.6). For more detail and an extensive chart of abbreviations, 
see SBLHS2 §8.3.14. 

Biblical	and	Deuterocanonical	Books	

The names of biblical and deuterocanonical books are not italicized and their 
abbreviations do not use periods. Use the abbreviations listed in SBLHS2 §8.3.1–
3. Chapter and verse numbers should be separated by a colon, with no 
intervening space (e.g., Gen 1:2). When listing multiple citations, use a 
semicolon to indicate a change in book or chapter; use commas to separate verses 
cited from the same chapter. For example, Gen 1:2–3, 6–7; 3:4; 5:16; 1 Kgs 1:2; 
Amos 1; 2. Spell out the name of the book fully when it occurs at the start of the 
sentence or when it is not followed by chapter and/or verse. Avoid using v. and 
vv.; repeat the chapter before the verse(s) instead. Spell out chapter(s) in the main 
text; ch(s). may be used in parentheses and notes, but it is generally preferable to 
repeat the book abbreviations instead. For most academic works dealing with the 
Hebrew text, when Hebrew and English versification do not match, cite the 
Hebrew (MT) chapter/verse numbers, with the English numbers following in 
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square brackets: Jonah 2:1[1:17]. If the chapter number is the same, then repeat 
only the verse number: Jonah 2:11[10], Ps 75:10[9]. When citing from the 
Septuagint and context does not make this absolutely clear, add LXX after the 
citation to indicate this (e.g., Jer 28:1–4 LXX). 

Dead	Sea	Scrolls	and	Other	Papyri	

Dead Sea Scroll citations should be given in non-bold roman typeface. For papyri 
from the Qumran caves, the location of the text’s discovery is given first (e.g., 1Q 
= cave 1), followed by its number or letter designation without spaces (e.g., 
1QM; 11Q27). Different copies of the same composition from the same location 
are indicated by superscript lowercase letters (e.g., 1QIsaa; 1QIsab). After this, 
give (in order, and where appropriate): fragment (Arabic numeral), column 
(uppercase Roman numeral), line number (Arabic numeral). Fragment and 
column numbers should be set apart by a space; a comma should separate a 
column from a line number. Example: 4QpIsac 4–7 II, 2–4 (Pesher Isaiah from 
Qumran cave 4, third copy, fragments 4–7, column 2, lines 2–4). See also 
SBLHS2 8.3.5 and Appendix C.  
 
Some texts have fairly standard English titles (e.g., Damascus Document, Temple 
Scroll). English names have not all remained consistent, however. If you wish to 
employ English titles for Qumran manuscripts, also give the manuscript 
identification in parentheses at the first reference (or if this is too complicated, in 
a note). 
 
Other papyri follow simpler naming conventions. Give the abbreviation for the 
edition in which the papyrus was published (in roman typeface), followed by 
volume number and papyrus number (separated by a space). For example: 
P.Oxy. 41.2951; P.Cair.Zen. 1.59016). For a list of papyrus abbreviations, see 
the Checklist of Editions of Greek, Latin, Demotic and Coptic Papyri, Ostraca 
and Tablets: 
https://library.duke.edu/rubenstein/scriptorium/papyrus/texts/clist_papyri.html. 

Rabbinic	Literature	

Citations of rabbinic literature should be given in roman typeface with each word 
capitalized. Abbreviations should use periods. It is preferable to reference these 
texts by their Hebrew titles rather than translating them into English. Include 
any abbreviations your manuscript uses for rabbinic texts in your list of 
abbreviations. 
 
For transliteration and abbreviation of rabbinic texts, follow the revised SBLHS2 
guidelines at https://sblhs2.com/2016/11/10/mishnaic-talmudic-related-
literature-abbreviations/. Note that this update uses the general-purpose 
transliteration style instead of the technical transliteration style given in the 
original SBLHS2 guidelines. 
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To distinguish tractates in the Mishnah, Tosefta, Babylonian Talmud, and 
Jerusalem Talmud from one another, use m., t., y., and b., respectively. These 
initials should be lowercase with period, and there should be a space between the 
initial and the tractate name (e.g., t. Peʾah). Use an unspaced colon to separate 
chapter and paragraph (e.g. m. Peʾah 1:2–3). 

Section	6	

Transliteration	

General	Principles	

The audience and subject matter of the book should be the deciding factors in 
determining whether to transliterate or use the original script in citing ancient 
languages. Books that extensively quote words, phrases, or sentences in ancient 
languages—or whose arguments hinge on linguistic and grammatical points—
should generally use the original script. Books that refer to ancient languages 
sparingly, or whose broader audience cannot be expected to know the ancient 
language, should transliterate. Consult with your editor if you are unsure whether 
ancient languages should be transliterated in your manuscript. Editors of 
multiauthor volumes should ensure that all contributors know what decisions 
have been made in this regard and have abided by them. 
 
In cases where transliteration seems appropriate, the systems specified below 
should be used for Hebrew (general-purpose style) and Aramaic (SBLHS2 §5.1–
2) and Greek (see SBLHS2 §5.3). For other languages, see SBLHS2 §5.4–9. 
 
Whether or not one transliterates, an English translation should normally 
accompany at least the first occurrence of any Hebrew, Aramaic, or Greek word. 
All transliterated terms should be italicized. 

Hebrew	and	Aramaic	

As a general principle, unless the vowels or the vowel marks themselves are 
critical to the argument, Hebrew characters should be given without vowel 
pointing. Cantillation marks should not be included in Hebrew text except in the 
rare case that they are critical to the argument. 
 
In the event that vowel pointing is needed, if a letter has both a dagesh and a 
vowel, key the dagesh in before the vowel but after the letter. Failure to do so can 
cause problems during typesetting. 
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Verb	Stems	

Verb stems should be rendered lowercase and roman and spelled out as follows: 
qal, niphal, piel, pual, hiphil, hophal, hithpael. 

Hebrew	Consonants	

 alef ʾ (or omit) א
 bet b; v (spirant)  ב
 gimel g; gh (spirant) ג
 dalet d; dh (spirant) ד
 heh h ה
 vav w ו
 zayin z ז
 het h or kh ח
 tet t ט
 yod y י
 kaf k; kh (spirant) כ ך
 lamed l ל

ם מ  mem m 
ן נ  nun n 
 samekh s ס
 ayin ʿ (or omit) ע
ף פ  peh p; f (spirant) 
ץ צ  tsadi ts 
 qof q ק
 resh r ר
 sin s ׂש
 shin sh ׁש
 tav t; th (spirant) ת

 

Hebrew	Vowels	

 patakh a בַ 
 furtive patakh a חַ 
 qamets a בָ 
 final qamets heh ah ָבה
 segol e בֶ 
 tsere e בֵ 
 tsere yod e ֵבי
 segol yod e ֶבי
 short/long hireq i בִ 
 hireq yod i ִבי

 qamets khatuf o בָ 
 ֹ  holem o ב
 full holem o ֹו
 short/long qibbuts u בֻ 
 shureq u ּו
 vocal shewa e בְ 
 khatef qamets o בֳ 
 khatef patakh a בֲ 
 khatef segol e בֱ 

 
Note that the Press follows SBLHS2s general-purpose style for transliterating 
Hebrew and Aramaic. This style is simpler, easier to read, and less likely to cause 
problems in copyediting. If the transliteration style seems too imprecise for your 
needs, this may be a sign that you should use Hebrew script. 
 

Greek	

For academic audiences that can be expected to know Greek, it is generally 
preferable to use Greek characters rather than transliterating. However, if Greek 
is used sparingly and/or the intended audience may be expected not to know 
Greek, transliteration may be permissible. Consult with your editor if you are 
unsure whether Greek should be transliterated in your manuscript. 
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α alpha a 
β beta b 
γ gamma g 
δ delta d 
ε epsilon e 
ζ zeta z 
η eta ē 
θ theta th

ι iota i 
κ kappa k 
λ lambda l 
µ mu m 
ν nu n 
ξ xi x 
ο omicron o 
π pi p

ρ rho r 
σ, ς sigma s 
τ tau t 
υ upsilon y or u 
φ phi ph 
χ chi ch 
ψ psi ps 
ω omega ō 

 
Use h for the rough breathing. Use y for υ, except when it is part of a diphthong 
(e.g., αυ, ευ, υι). There is no allowance made for iota subscripts, diaeresis, 
digamma, or accents in SBLHS2’s transliteration style. If use of these features is 
essential, you should use Greek characters rather than transliteration in your 
manuscript. 

Coptic	

The system described above for Greek is to be used for Coptic letters that are the 
same as Greek. For the seven extra characters at the end of the alphabet, the 
following should be used: š for say, f for fay, ḫ for hay, h for hori, č for djandja, q 
for kyima, and ti for ti (the digraph). For the supralinear stroke, a superscripted 
italic e should be used (thus: empčoei). 

Section	7	

Permissions	and	Copyright	

Before submitting the manuscript, it is your responsibility to obtain and pay for 
permission to reproduce any image in the book that you did not create yourself. 
You must also obtain permission for text taken from other sources that you 
cannot justify as “fair use” or that is not in the public domain. The Press does not 
obtain permission on your behalf. Since you, as the author, guarantee in your 
contract with the Press that you will not use copyrighted materials without 
permission, a manuscript received in final form for publication is assumed to be 
cleared for use of all material from other sources, with written permission and 
payment of any necessary fees. 
 
Unless you are otherwise instructed, request permission for nonexclusive rights 
throughout the world in English and all formats, including print as well as digital 
(online and ebook formats). If a publisher cannot give you world rights, ask for 
information about other organizations that control the rights in other parts of the 
world, particularly the British Commonwealth. 
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The Press must have copies of all signed permission letters or printouts of 
permission granted via e-mail (with address and signature, not taken out of 
context). Make sure these are appropriately labeled with figure number for image 
permissions or chapter and page(s) for text permissions. For more detailed 
information on permissions for artwork, see section 8, “Illustrations,” below. 
 
Material that is in the public domain or that is covered by fair use may not 
require permission. Some institutions require that you ask for permission to use 
their photographs of public domain works, and if they do so, ask for the rights 
listed above. Provide sources for all of your images, including those you may have 
found on Wikimedia Commons or open access websites. All images, whether in 
the public domain or not, must have a source.  
 
Whether a work is still protected by copyright or is in the “public domain” (and 
hence free to use without permission) is governed by a complex set of laws that 
have come into effect from the passage of the 1976 Copyright Act on. If you 
have any trouble applying these rules to any materials you want to reproduce in 
your book, please consult your editor.  

Fair	Use	

Use of short quotations in scholarly books for accurate citation of authority or for 
criticism, review, or evaluation is regarded by law as “fair use,” and obtaining 
permission for such use is not necessary. You should therefore save yourself and 
the Press needless correspondence by trying to ascertain whether your use of 
copyrighted material comes under the category of fair use. Section 107 of the 
Copyright Act specifies four factors that determine whether any given use is fair 
or not: 
 
(1) “the purpose and character of the use, including whether such use is of a 
commercial nature or is for nonprofit educational purposes”  
That the Press is a nonprofit educational publisher helps here, but if you receive a 
royalty on sales, the use may be considered to have some “commercial” benefit to you. 
Usually more important, though, is the fact that the “character” of the use in works of 
scholarship is generally considered to be “transformative.” 
 
(2) “the nature of the copyrighted work”  
Use of “expressive” material like fiction or poetry is less likely to be “fair” than use of 
material that is more “factual” in nature. 
 
(3) “the amount and substantiality of the portion used in relation to the 
copyrighted work as a whole”  
Important here is not only the “amount” used in relation to what is considered to be 
the “whole” work but also the significance or “substantiality” of the material used, 
even if relatively short, if it contains the core or “heart” of the work’s substance. 
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(4) “the effect of the use upon the potential market for or value of the 
copyrighted work”  
Here it is not only direct competition with the original work as published that is of 
concern but also the potential market for licensing use of parts of the original work).  
 
Another key point to bear in mind, also highlighted in Section 107, is whether or 
not the work used is unpublished. “Fair use” applies to unpublished materials, 
but in a much more restricted way than for published works.  
 
If you are in doubt about how to conduct this four-factor analysis for materials 
you want to reproduce in your book from copyrighted sources, consult the editor 
of your book before writing the copyright owner.  
 
The one category of work that can be used freely in any amount by a U.S. author 
is any work of the U.S. government (but not necessarily the work of foreign 
governments). 
 
Even when permission is not required, it is a matter of courtesy to the original 
source and a convenience to the reader of your book to give a full citation 
indicating the source of the quoted material. 

When	Permission	Is	Required	

Permission to reproduce material is required: 
 

(1) When you reproduce a complete unit, whether it be a poem, letter, short story, 
article, complete chapter or section of a book, map, chart, or other illustrative 
material. In the case of poetry, permission is required to reprint more than one 
line of a short poem that is still under copyright or any words or music of a 
popular song. Note that if you obtain a reproduction of work still under 
copyright from an image bank, such as Art Resource or Artstor, you will still need 
to clear permission from the copyright holder or the holder’s representative. Even if 
the original object is in the public domain, a photograph of a work “in the 
round,” such as sculpture or architecture, may still require permission from the 
photographer or the photographer's representative. 
 

(2) When material is quoted for its own sake, no matter what the length, as in an 
anthology of readings. The publisher of the material quoted in this instance 
especially is justified in requiring a fee. For this reason, when writing the 
publisher for permission, you should give the exact location of the material 
requested and a rough estimate of the number of words. 
 

(3) When quoting from your own work previously published in copyrighted 
magazines or journals (or any other serial publication or collective work), but for 
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works published after January 1, 1978, only if you have signed a written 
agreement transferring copyright to the publisher (for otherwise the copyright 
remains in your possession and permission is not needed). 
 

(4) When making arrangements for publication of a chapter or section of your 
manuscript in a scholarly journal, after acceptance of your work for publication 
here. In this case you should clear your plan with your editor, who will advise 
you on what you need to do in order to keep the status of copyright ownership 
clear. 
 
Permission need not be obtained for material that is not a direct quotation, but 
material paraphrased or summarized from another source should of course be 
clearly indicated as such (that is, it should be kept clearly demarcated from the 
author’s own statements and credited to the original source). For an unusually 
extensive summary, paraphrase, or digest, especially if used for its own sake and 
not merely for criticism or illustration, the permission of the original publisher is 
required. 
 
For additional information on copyright and image issues, consult the useful 
FAQ on copyright maintained by the Association of University Presses, 
http://www.aaupnet.org/aboutup/issues/copyright/index.html, and the College 
Art Association’s resource page on intellectual property and fair use, 
http://www.collegeart.org/standards-and-guidelines/intellectual-property. 
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Sample	Permission	Letters	

The following letters can be used to request permission for text and artwork 
reproduction.  
 

Sample	Text	Permission	Request		

[DATE] 
[ADDRESS] 
 
 
Dear [NAME]: 
 
I am the author/editor of the book [TITLE], to be published by Eisenbrauns, an 
imprint of The Pennsylvania State University Press, in [EXPECTED YEAR OF 
PUBLICATION]. I am writing to request permission to reproduce an excerpt 
from [WORK] in this publication. 
 
The Pennsylvania State University Press is a not-for-profit academic publisher, 
and [BOOK TITLE] is a scholarly work, which will be published in an edition of 
fewer than 5,000 copies. I request that you grant nonexclusive world rights in 
English for reproduction of this excerpt in all formats of the book. 
 
I would be most grateful if you would waive any reproduction fees. 
 
Please sign below and return this letter to me at your earliest convenience, 
retaining a copy for your records. 
 
Thank you very much for your help. If you have any questions, please feel free to 
contact me at [PHONE/EMAIL]. 
 
Sincerely, 
 
 
 
[YOUR NAME/AFFILIATION/ADDRESS] 
--------------------------------------- 
 
APPROVED: ______________________________ ________________ 
  (Signature)    (Date) 
 
PREFERRED CREDIT LINE: 
_______________________________________________________________ 
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Sample	Art	Permission	Request	

[DATE] 
[ADDRESS] 
 
 
Dear [NAME]: 
 
I am the author/editor of the book [TITLE], to be published by Eisenbrauns, an 
imprint of The Pennsylvania State University Press, in [EXPECTED YEAR OF 
PUBLICATION]. I am writing to request an [SPECIFY: b/w glossy, color 
transparency, etc.] of [TITLE OF ARTWORK, by ARTIST] from your 
collection, as well as permission to reproduce it as an interior [SPECIFY: b/w or 
color, ¼, ½, or full page] illustration in this publication. 
 
The Pennsylvania State University Press is a not-for-profit academic publisher, 
and [BOOK TITLE] is a scholarly work, which will be published in an edition of 
fewer than 5,000 copies. I request that you grant nonexclusive world rights in 
English for reproduction of this image in all formats of the book. 
 
I would be most grateful if you would waive any reproduction fees. 
 
Please sign below and return this letter to me at your earliest convenience, 
retaining a copy for your records. 
 
Thank you very much for your help. If you have any questions, please feel free to 
contact me at [PHONE/EMAIL]. 
 
Sincerely, 
 
 
 
[YOUR NAME/AFFILIATION/ADDRESS] 
--------------------------------------- 
 
APPROVED: ______________________________ ________________ 
  (Signature)    (Date) 
 
PREFERRED CREDIT LINE: 
_______________________________________________________________ 
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Section	8	

Illustrations	

General	Guidelines	

 • All original artwork—including maps, diagrams, and other line art—
must be sent with your final manuscript. We do not consider the 
submitted manuscript complete and final until all artwork and 
permissions are present. 

 • High quality 300 dpi (dots per inch) or higher resolution digital files at 
the preferred reproduction size are required. 

 • If not created by you, all graphs, maps, diagrams, and other artwork will 
need permission documentation (see section 7, “Permissions and 
Copyright”).  

 • If you are unsure about whether an image meets our guidelines, please 
submit a sample to your editorial assistant so that our production 
department can evaluate it. 

 • Do not resave or adjust images from the original source. 
 • Avoid scanning from previously printed images.  
 • Provide clear cropping instructions.  

Organizing	Your	Illustrations		

Illustrations should be numbered sequentially throughout the manuscript. 
Frontispiece and proposed cover illustrations should be labeled as “frontispiece” 
and “cover.” Do not include these in the illustration numbering sequence.  
 
Label all maps, tables, and figures separately (map 1, figure 1, table 1). If you are 
the single author of your manuscript, label the figures consecutively (figure 1, 
figure 2, figure 3, etc.) for all figures throughout your manuscript. If you are the 
editor of a collection, have your contributors label their figures by chapter 
number (figure 1.1, figure 1.2, figure 2.1, figure 2.2, etc.). 
 
If your editor has approved a section of color plates, label the art to be 
reproduced as color as “color plate 1,” “color plate 2,” and so on. (See “Artwork,” 
below, on physically tagging your photographs.) 
 
In your text files, call out images (fig. 1) where you discuss the image thoroughly. 
Indicate where you would like the figures to be placed by using this callout: 
<figure 1 about here>. The angle brackets alert the compositor to a figure 
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placement. Manuscripts without such notations are considered incomplete. All 
angle brackets should be placed at the end of paragraphs, not in the middle of 
paragraphs or sentences. The angle brackets should come after the paragraph in 
which you first discussed the figure and called it out to the reader. 

Image	Permissions		

The following guidelines apply to all images and text that are protected by 
copyright and to some public domain images, depending on the institution’s 
policies, if you are requesting images from museums or libraries. See section 7, 
“Permissions and Copyright,” for more information. 
 
When organizing and submitting permissions, be sure to: 
 
1. Write the figure number of the corresponding illustration(s) in pencil on all 
permissions. 
 
2. Retain a copy of all permissions for your own records, and send the original 
documents to the Press. Remember to copy both sides of the document if there is 
any text on the back. The reverse side often contains important information 
about the terms of the reproduction. Send all permission documentation, 
including any terms and conditions you may have been given. 
 
3. Where permission has been granted by email, print out the email and include 
it with any other permissions when you submit the final manuscript. 
 
4. Highlight any required language for photo credits and captions. 
 
Do not have images or image permissions sent directly to the Press from artwork 
licensing agencies and the like. You will need to organize all the images by figure 
number and check the color and quality of the images before submitting them to 
the Press. Include a figure number with every piece of art and corresponding 
permission form.  

Tables,	Graphs,	Maps,	and	Diagrams	

Place each table in a separate file. Do not include tables as part of the text file 
unless they are simple in format. We must have an accurate printout of the tables 
so that the typesetter can follow the format easily. 
 
When typing tables, use Word’s “table” function, or the tab key, to define 
columns. Do not use the spacebar. Please consult CMS on how best to organize 
information in tables and avoid tables that are too large for the printed page. 
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If your manuscript contains a chart or graph, include the native file from which 
the figure was created (generally a Microsoft Excel spreadsheet or an Adobe 
Illustrator file). Do not embed the figure in your chapter document. Save it as a 
separate file (and do not convert it to a TIFF or JPG). 
 
Unless otherwise discussed with your editor, prepare your charts/graphs in black 
and white, using percentages of black when necessary. Color is not acceptable. 
 
Maps that are submitted as digital files also need to be 300 dpi (1200 dpi for line 
art) at actual size. EPS files are preferred.  
 
If you have used special fonts in creating maps, line art, and the like, include 
them on your disk, as well as any linked artwork. 

Artwork	

Digital	Images	

Digital art files should be submitted at the actual size to fit your book, with a 
resolution of 300 dpi (dots per inch) or higher. (Line art needs to be 1200 dpi.) For 
example, if your book is to be 6 × 9 inches, a full-page image would be 5 × 8 
inches, and a half-page image would need to be no smaller than 3–4 inches wide 
or 4 inches tall. If your book is to be 9 × 10 inches, a full-page image would be 
about 8 × 9 inches, and a half-page image would be no smaller than 5 inches 
wide or 5–6 inches tall and 3–4 inches in width. No images should be smaller 
than 2 inches wide. Note: If you are using a detail from a larger image, be sure 
that the detail follows the above for sizing, not the larger image from which it will 
be taken. 
 
TIFF files are preferred, but JPEG files are acceptable. File names should include 
the correct figure numbers. Do not submit any BMP, GIF, PNG, PICT, or PDF 
art files. 
 
Do not alter your original source image in any image editing software such as 
Photoshop, Photo Elements, and the like. (For example, do not use Photoshop to 
adjust color, contrast, or any image qualities or to increase the resolution or size 
for a small image.) 
 
Avoid using previously printed images (such as halftones from books and 
magazines) as your original art, as they can result in unwanted pattern effects 
called moirés. Printed photographs contain a dot pattern as a result of the 
halftone process, so scanning printed images creates an overlapping array of 
patterns: (1) the pattern present in the printed piece and (2) the new pattern 
created from the scan. When these two patterns overlap, a moiré is formed. 
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While descreening techniques can be used to minimize the effect of moirés, these 
techniques usually result in a softening of detail in the image. 

�

�

Image at 300ppi  Image at 72ppi (note the pixelized edges and loss of details)

Moiré pattern Descreened (notice softening of details)

	
 

Photographs,	Transparencies,	and	Slides	

If you cannot acquire a digital file for the art, photographs, transparencies, or 
slides are acceptable. The optimal size for transparencies is 4 × 5 inches or larger.  
 
Black and white photographs should be continuous-tone prints and not printouts 
of digital files. Submit glossy prints that are suitable for reproduction, with high 
contrast and no obvious imperfections.  

Physically	Submitting	Your	Illustrations		

Group all original art together, with each piece properly tagged. All digital art 
should be submitted together, properly numbered and labeled with the 
appropriate figure number, on a flash drive or via a cloud service.  
 
Please provide a printout of each original image as well, with figure numbers 
accompanying each image. These are helpful to the copyeditor and designer 
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during production. Submit these copies in a packet with the original art, if any, 
and digital images. 
 
Detailed sizing and cropping instructions must be noted. On a photocopy of the 
illustration, indicate the desired image size and show clearly where to crop the image. 
All cropping instructions must be included; otherwise, the manuscript will not be 
turned over to Production. If you prefer, you may submit digital scans of the 
images that include crop marks. 
 

No cropping indicated, entire image should be shown Cropping indicated to remove text below

No cropping indicated, frame should be shown Cropping indicated to remove frame

 
 
Enclose a complete art inventory. This includes the figure number; the preferred 
size of each image within the book (full page, half page, quarter page, etc.); 
whether it is to be printed in color or in black-and-white; a description, caption, 
or short title of the image; the format of the art as you are submitting it; and any 
other pertinent information (e.g., name of the digital image file, comments on 
permission status, and an explanation of fair-use or public-domain status, as well 
as any cropping, layout, or modification desired).  
 
Figure sizes must be decided before the manuscript goes to proof, because 
changing sizes at the proof stage may result in changes to the book’s pagination. 
Confirm all figure sizes before sending the manuscript to Production. 
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Submit complete and final captions for any artwork, maps, graphs, or tables in a 
separate document. Do not embed captions into the main text files, digital image 
files, or Excel files. All captions must include accurate permission and credit lines 
as requested by the permission-granting agency or other source. Double-check 
your captions so that they match the credit lines given in the permission letter. 
Failure to do so will result in production problems and delays.  

Section	9	

Instructions	for	Edited	Volumes	

The editor of a volume has special responsibilities. These include the following: 
 
1. Create a style sheet to share with volume contributors so that each chapter 
follows the same transliterations, spellings, and citation format. Verify that 
contributors have followed the style sheet correctly. Submit the style sheet to the 
Press so that we and the copyeditor may use it for reference. 

2. Ensure that all of the essays are formatted consistently. All of the book’s essays 
should use one citation format—either author-date or notes-and-bibliography—
consistently and correctly. If the volume will have an end-of-book reference 
section, there should be no end-of-chapter reference lists.  

3. Ensure that all contributors have obtained any necessary permissions, and 
submit them to the Press. 

4. Make sure that all contributors are aware of Press guidelines, especially for 
artwork. 

5. Prepare a List of Contributors, including their rank and institutional 
affiliations (if applicable). 

6. Receive all chapters from contributors; complete any necessary front or back 
matter; and organize, label, and submit the manuscript as a unified whole.  

7. Review the entire copyedited manuscript. Address any queries with the 
contributing authors in a timely manner. Volume editors, not contributing 
authors, are responsible for implementing changes to the copyedited manuscript. 

8. Review proofs and ensure that corrections have been properly implemented. 
Volume editors, not contributing authors, are responsible for marking proofs. 

9. Prepare an index for the volume at first proofs, or pay for it to be prepared in 
the timeframe given by the Press.  
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Section	10	

Final	Checklist	

Again, we cannot begin the production process until all elements of your 
manuscript have been submitted: the manuscript, all images, all permissions, and 
the Author Information Form. Please use this final checklist to ensure that your 
submission is complete. 

Electronic	Files:	Ensure	that…	

! Front matter is saved as a single document, chapters are saved as a single 
document (for monographs) or separately (for edited volumes), and bibliography 
and appendixes are saved as separate files, all labeled appropriately. 

! Notes are created with Word’s “insert endnote” function.  

! Tables, captions, map labels, and other text elements are in files separate from 
the main text. 

! There is only one version of each chapter, and it is the final version, with no 
tracked changes or comments remaining. 

! A Word .doc/.docx file has been provided for every item in the table of contents, 
along with any caption copy (if applicable). 

! An error-free PDF of the final manuscript with fonts embedded has been 
provided. 

Formatting:	Have	you…	

! Double-spaced your entire manuscript, including quotations, references, 
extracts, notes, table titles and sources, and bibliography? 

! Set the main font in text and notes to 12-point Times New Roman? 

! Paginated your manuscript with Arabic numerals consecutively from the 
introduction or first chapter through to the end and with Roman numerals in 
the front matter? 

! Set all margins at 1 inch? 

! Set document size to 8.5 × 11 inches (U.S. letter size)? 

! Aligned your text on the left margin (not justified)? 

! Properly labeled all graphics and illustrations?  

! Ensured that Word files and PDF match exactly? 

Extracts	and	Quotations:	Have	you…	

! Checked the wording of all quotations in your manuscript against the original 
source? 
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! Provided complete source information, including page numbers, for all 
quotations? 

! Determined whether any text extracts are covered under fair use or need 
permission to be published?  

Images	(if	applicable):	Have	you…	

! Discussed your illustration program with your acquisitions editor? 

! Made sure that the number of illustrations submitted is equal to the number 
stipulated in clause 4 of your contract?  

! Ensured that all digital images have a resolution of 300 dpi or higher at the size 
they will be printed in the book? 

! Ensured that all digital images are in either TIFF or JPG file formats? 

! Ensured that all line art has a resolution of 1200 dpi or higher at the size it will 
be printed in the book? 

! Completed an art inventory sheet, including the preferred sizing for each image? 

! Included callouts in angle brackets to indicate image placement? 

Does	your	manuscript	include…	

! Title page? 

! Dedication (if applicable)? 

! Table of contents?  

! List of illustrations, tables, and/or graphs (if applicable)? 

! Captions for illustrations, tables, and/or graphs (if applicable)? 

! Callouts within the text for all illustrations, tables, graphs, maps, and/or 
diagrams (if applicable)? 

! Foreword (if applicable)? 

! Preface and/or acknowledgments (if applicable)? 

! List of abbreviations (if applicable)? 

! All chapters? 

! Notes and appendixes (if applicable)? 

! Bibliography (if applicable)? 

! Credit lines for all previously published material (if applicable)? 

! List of contributors (if the manuscript is an edited volume)? 
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Final	manuscript	materials	submission:	Have	you	included...		

! A flash drive or a link to a cloud service containing all electronic text files, a PDF 
with embedded fonts of the complete and final manuscript, and all digital 
images, tables, graphs, and/or maps, properly labeled? 

! All original illustrations, line art, and other graphics, properly tagged?  

! One PDF or printed copy of all digital art, properly labeled with figure numbers 
and cropping marks? 

! A completed art inventory sheet? 

! The font used for any non-Unicode special characters or alternate alphabets? 

! All art permissions, correspondence, and documentation organized by figure 
number and properly labeled? (Remember to keep photocopies for your own 
reference.) 

! All text permissions correspondence? (Remember to keep photocopies for your 
own reference.) 

! Any required acknowledgments for permissions? 

! A completed Author Information Form? (Please note: We will not move your 
project into a production slot without having your AIF on file.) 

! This completed final checklist? 
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