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TYPEFACE, EMPHASIS, AND PUNCTUATION 
– Italics should be used for:

 words, phrases, and sentences treated as linguistic examples;

 foreign-language expressions;

 titles of books, published documents, newspapers, and periodicals.

– Italics may be used to:

 draw attention to significant terms at first mention only;

 emphasize a word or phrase in a quotation, if so indicated |[emphasis mine]|.
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– Boldface type may be used sparingly to draw attention to a particular linguistic feature in numbered

examples (not in running text). 

– Please do not use any other kind of emphasis; italics, boldface type, underlining or capital letters

used for emphasis are undesirable. 

– Single quotation marks should be used only for the translation of non-English words, e.g., |cogito ‘I

think’|. 

– Double quotation marks should be used in all other cases, i.e. for:

 direct quotations in running text;

 “qualified” words or phrases.

– Use rounded quotation marks | “...” | not straight ones | "..." |.

– Do not use double round brackets: brackets within parentheses should be square brackets.

– Full stops should be placed last, following any other punctuation, e.g., |... word).| ; |... word”.| ;

|...word.7| (but |... word7| within a sentence). 

TITLES AND HEADINGS 
– The text should be divided into sections and, if necessary, subsections, with appropriate headings.

– All headings begin flush left.

– For all headings in the file, please do not use generic codes but the following numbering  system:

1. Main heading

1.1. Section heading 

1.1.1. Subsection heading 

– Do not end a title or heading with a period when it is to appear on a line separate from the text.

– Capitalize only the first letter of the first word and of those words which the orthography of the

languages requires to begin with a capital letter (e.g., proper nouns). This also applies to the table of 

contents. 

PARAGRAPHS 
All paragraphs should start with a tabulator 1 cm from the left margin. 

QUOTATIONS 
– Short quotations (fewer than 60 words) should be run on (i.e., included within the text) and should

be enclosed in double quotation marks. Single quotation marks enclose quotations within quotations. 

– Longer quotations:

Longer quotations should appear as a block, separated from the text by at least two carriage returns and indented 

by 1 cm from the left margin. They are not to be enclosed within quotation marks and must be written in Times 

New Roman 10. 



– All quotations should follow the original text exactly in wording, spelling, and punctuation. Any

additions by the author should be indicated by square brackets. Indicate omissions by ellipsis points 

within brackets. 

– All quotations in languages other than the four official languages (English, French, Spanish,

German) are to be followed by the translation in square brackets. 

CITATIONS 
Full bibliographical details are given in the reference section at the end of the article. Brief citations 

are used in the text. Examples: 

(Bouissac 1985) - One author.  

(Smith and Jones 1995) - Two authors.  

(Uexküll et al. 1993) - Three or more authors (but give all the authors in the reference entry). 

(Bouissac 1987a, 1987b, 1994) - Works by one author.  

(Bouissac 1985; Deakin 1993) - Works by different authors. 

(Hockett 1964: 140–145) - No dropped digits in inclusive numbers. 

(Balat and Dove 1992, 1: 210) - Volume number. 

(Dickens [1854] 1987: 73) - Reprints: with original date at first mention; (Dickens 1987: 73) in all 

subsequent citations. 

(Tufte 2014: n.p.) - An authored page on a website.  

(Audit Scotland raises . . . : 2014 n. p.) - Shortened title on a web page with no author credited.  

– The date is always given in brackets: |Bloomfield (1933: 123–125) introduced the term|; |In his

(1922) article Sapir argued that ...|. 

– Avoid referring to a whole book, unless necessary: give exact page numbers whenever possible.

Always give the page number with quotations, unless not possible (e.g., web pages). 

– Always give the full author-date citation:  do not use |op. cit.|, |ibid.| or the likes.

ABBREVIATIONS 
– Use only the simplest and most common abbreviations: |i.e.|, |etc.|, |e.g.|, |et al.|.

– Do not use periods after acronyms.

– Common abbreviations should be written out in full in the text the first time they are mentioned.

– Do not use sequences of letters to represent names of theories, titles of books or names of

publishers; thus: |the Spatialization of Form Hypothesis|, not |the SFH|; |Oxford University Press|, not 

|OUP|. 



TABLES, FIGURES, AND ILLUSTRATIONS 
Tables and figures should be numbered consecutively and be given titles. All illustrations should be 

provided in high resolution, in JPG or TIFF format. 

NOTES 
– Notes should be numbered consecutively throughout the text and placed as footnotes.

– Note numbers in the text should be superscript (small raised) numbers without parentheses.

– The note number should directly follow the word in question or a punctuation mark, with no blank

space. 
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