
  
 

LG Series 
Style Sheet   1 

Lieven	  Gevaert	  Series	  Style	  Sheet	  
 
1. ESSAY STRUCTURE: 

 Title – Author 
 Body of the text 
 Endnotes 
 Bibliography  

Please note: Figures and captions should be attached separately.  

A short biography should also be provided for the “Notes on Authors” section. It should 
include your name, position, and affiliation, as well as concise details of your research or 
key/recent publications. 
 
Example: 
	  
Louis Kaplan is Associate Professor of History and Theory of Photography in the Graduate 
Department of Art at the University of Toronto, and Director of the Interdisciplinary Institute 
of Communication and Culture at the Mississauga campus. He is the author of numerous 
books including The Strange Case of William Mumler, Spirit Photographer (Minnesota, 
2008) and American Exposures: Photography and Community in the Twentieth Century 
(Minnesota, 2005).  In the spring of 2010, he co-edited a special issue of the Journal of Visual 
Culture entitled “Regarding Jean-Luc Nancy.” His current projects include essays on Patrick 
Clancy’s photoscroll 365/360 and Wallace Berman’s Verifax collages. 

 

2.  FORMATTING 

• Use Times New Roman font size 12. 
• Line spacing: 1.5. 
• Use single spacing between sentences. 
• Do not break or hyphenate words at the ends of lines. 
• Indent each paragraph. 
• For headings throughout the essay, capitalize the first letter of each word, except for 

minor words such as “a,” “an,” “the,” “of,” etc. Always capitalize the first word of a 
heading, no matter what it is. 

• Unlink any hyperlinks in the text or bibliography. 
 

3. PUNCTUATION 

• Use a long dash, with no space before or after (e.g.: “what it’s all about—or, rather, 
what it’s not about—is…”) 

• Always place the titles of books in italics and the titles of articles in double quotation 
marks. 

• Put full stops and other punctuation before the quotation mark (e.g.: “…as did 
Magritte,” but the author also added that “there was nothing he could do about it.”). 

• References to books, articles, and figures should be put after the full stop and after the 
quotation mark, e.g.: “Only the shallow know themselves.” (Wilde, 1882: 17) (fig. 1) 
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If there is a long block quotation with no quotation marks, place the reference after the 
full stop. 

• Place endnote after the quotation mark, full stop, or comma.  
• If you are making lists, inventories, or registers, make sure to use an Oxford comma. 

That means that you should put a comma before the final conjunction of the sentence 
(e.g.: “lists, inventories, or registers”). 

 

4. SPELLING  

• Use American English. 
• Capitalize ‘-isms’ and ‘-ists’ (e.g. Impressionism, an Impressionist painter). 
• Spell out numbers under 100. 
• Use ‘20th-century art’ instead of ‘twentieth-century art’ and use ‘the 19th century’ 

instead of ‘the nineteenth century.’ 
• Use ‘the 1960s’ instead of ‘the ‘60s’ or ‘the sixties.’ 
• Use ‘World War II’ instead of ‘Second World War.’ 
• Use ‘May 1, 2004’, ‘July 23, 1946’, etc. instead of ‘1st May 2004’, ’23 July 1946’, 

etc. for date notation.  

 

5. TRANSLATIONS 

Always translate quotations into English. If absolutely necessary, put the original quotation in 
an endnote. If you have translated a passage, add “my translation” in brackets after the 
translated passage, e.g. [my translation]. 

Use original titles for articles, books, etc. (unless you refer to a translation). 

 5.1 Foreign words 

o Italicize foreign words. 
o Some Greek, Latin, and French words (e.g., catharsis, habeas corpus, 

croissant) have become familiar in English and should not be italicized. Words 
or abbreviations such as ‘ibid.’, ‘viz.’, ‘etc.’ shouldn’t be italicized either. 

o Make sure all accents are marked in the typescript, preferably generated by 
your word-processing program. Umlauts should be used in German words, 
rather than ‘ue’ or ‘oe.’ 

o We recommend that a translation be provided after the first occurrence of a 
foreign term, in parenthesis, unless it is a commonly used term. 

 

6. QUOTATIONS 

• Use double quotation marks for full quotations as well as words or phrases used in a 
special way. 

• Place quotations longer than 50 words in separate blocks, without indentation. All 
other quotations go in the body of the text. Use double quotation marks (e.g. “…”) for 
quotations in the text, but not for quotations in separate blocks. 

• Use single quotation marks inside of a quotation (e.g. the author observed that “it was 
not so much what Freud had called ‘disavowal’ that was at stake, but rather…”). This 
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includes long block quotations that themselves have no quotation marks. In other 
words, use single quotation marks for quotations within block quotations as well. 

• If you have added italicized emphasis to certain key words or phrases in a quotation, 
add “my emphasis” in brackets after the quotation, e.g. [my emphasis]. 

 

7. REFERENCES 

• Use abbreviated references throughout the text: (Author’s last name, year: page 
number), e.g. (Greenberg, 1965: 211). 

• If the citation comes from a footnote or endnote instead of a page number, use page 
number and ‘n.’ to signal this, e.g. (Greenberg, 1965: 130, n. 5). 

• If there is more than one reference for the same author in a year, use ‘a, b, c,’ e.g. 
(Greenberg, 1967b: 321). 

• Generally cite unpublished references in parentheses in the text but not in the 
reference list, e.g. (P. Cameron, unpublished observations, 2000) or (T. Hirschhorn, 
personal communication, 1999) 

• Place a reference after the full stop of a sentence for both a short quotation or a long 
block quotation. 

• A full list of references should be included at the end of the chapter in the 
Bibliography (see section 9). 

 

8. NOTES 

• Use endnotes instead of footnotes. 
• Try to use as few notes as possible. Include as much information in the body of the 

text as possible. 

 

9. BIBLIOGRAPHY 

• Provide a full bibliography at the end of the essay. It should only include articles, 
books, etc. that have been cited in the text. 

• Do not use ‘p’ or ‘pp’ for page numbers.  
• Do not elide pairs of numbers, e.g. use 126-128 instead of 126-8. 
• Use ‘n.p.’ instead of ‘s.p.’ if no page numbers are mentioned. You may also put the 

page number between square brackets if you wish to refer to particular, unnumbered 
pages, e.g.: E.L., “Petite chronique,” Le Précurseur, 56, 333 (1891): n.p. [32-34]. 

• Place titles of articles or essays between double quotation marks, and italicize titles of 
books or exhibition catalogues. 

• Include ‘a’, ‘b’, ‘c’, etc. after the year of publication if there is more than one 
publication for an author in a particular year (the same letters should be used in the 
references throughout the text).  

• Each time you reference an author, use their full name. 
• Please note: ‘eds’ does not require a period at the end, whereas ‘ed.’ does. 
• Remove all hyperlinks. 

 

Examples of references in the bibliography: 



  
 

LG Series 
Style Sheet   4 

BOOKS: Author (first and last name in full), Title (Place of publication: Publisher, Date of 
publication). If it is not the first edition, include both the original publication year and new 
publication year, separated by a forward slash (/). 

Susan Sontag, On Photography (London: Penguin, 1977/2008). 

CHAPTERS IN EDITED VOLUMES: Author (first and last name in full), “Title of 
chapter,” in Title of Book, ed./eds Editor/s name (Place of publication: Publisher, Date of 
publication), page numbers. If it is not the first edition, include both the original publication 
year and new publication year, separated by a forward slash. 

Victor Burgin, “The Time of the Panorama,” in Situational Aesthetics: Selected Writings by 
Victor Burgin, ed. Alexander Streitberger (Leuven: Leuven University Press, 2005/2009), 
293-312.  

ARTICLES: Author (first and last name in full), “Title of article,” Title of journal, Volume, 
Number of issue (Month Year): Page numbers.  

Rosalind E. Krauss, “Reinventing the Medium,” Critical Inquiry, 25, 2 (Feb 1999): 289-305.  

CATALOG: Author/Editor (first and last name in full), Title of Exhibition Catalog, exh. cat. 
(City: Museum or gallery, Year), Page numbers. 

Robert Rosenblum, Mary Anne Stevens and Ann Dumas, Art at the Crossroads, exh. cat. 
(New York: Solomon R. Guggenheim Museum, 2000), 123-129. 

ONLINE PUBLICATIONS: Author (first and last name in full), “Title of article,” Title of 
journal, Volume (Month and Year of Publication, if both available), weblink (accessed on 
Date You Last Linked to It). 

Christopher Pavsek, “Harun Farocki’s Images of the World,” Rouge, 12 (Aug 2008), 
http://www.rouge.com.au/12/farocki.html (accessed April 7, 2014). 

ONLINE NEWSPAPERS: Author (first and last name in full), “Title of article,” Title of 
newspaper, Date of Publication, weblink (accessed on Date You Last Linked to It). 

Mathieu van Rohr, “White Sheep, Black Sheep: Bringing Rancor to a Swiss Election,” 
Spiegel Online International, October 17, 2007, 
http://www.spiegel.de/international/europe/0,1518,511849,00.html (accessed September 5, 
2014). 

 

9. ARTWORKS AND FIGURES 

• Italicize titles of artworks.  
• Always capitalize the first letter of the first word in the title of the artwork, and 

capitalize the first letter of each subsequent word that is not a minor word such as “a,” 
“an,” “the,” “of,” etc. 

• Use the English title of an artwork, but provide the original title (if not in English) in 
square brackets the first time the work is mentioned (do not italicize). Also provide the 
date of the work, when first mentioned, in round brackets, e.g. Magritte’s The Age of 
Pleasure [L’Art du Plaisir] (1946). 
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• Weights and measures: American system and metric system –– e.g. the statue is 48 
in/90 cm tall. 

• References to figures in the text should be “fig. 1”, “fig. 2”, etc., and should be placed 
in round brackets, after the full stop and quotation marks, e.g. which, as the author 
observed, “is hardly the case in Magritte’s painting.” (fig. 1) 

• In the text, any reference to each figure should be by number: e.g. see Figure 2. Do not 
use expressions such as ‘see above’ or ‘see below.’  

• Indicate clearly in the text where figures should be placed: e.g. [Figure 2 near here]. 
• Captions to figures should be attached in a separate document (not embedded in text) 

and should include (1) the name of the artist, (2) the title (in English and in italics), (3) 
the date of the work (with a full stop after it) and (4) the correct copyright credits 
(with again a full stop after it) e.g.: René Magritte, The Age of Pleasure, 1946. © 
London and Paris, DACS, 2007. 
 
 

10. IMAGES AND ILLUSTRATIONS (DIAGRAMS, TABLES, PICTURES, ETC.): 

Attach all images separately. You are responsible for gaining permissions to publish images 
and for paying any affiliated fees. It is important that you begin acquiring permissions as soon 
as possible because it can often be a slow process. 

• Note: even diagrams, tables, and captions are illustration material and should be 
delivered in a separate file (not included in the body of the text). Include the original 
Excel files for diagrams.  

• Use square brackets in the text to indicate clearly where figures should be placed. 
• To label the figure, use the chapter number and the location in the chapter, e.g. 

[Figure/table 1.1]. Use the same label for the reference as well as for the name of the 
separate document. 

• Use tabs (as few as possible) to compose tables, i.e. NOT spaces! When creating a 
table, keep in mind the maximum width of a table on the page: 12 cm. 

• Illustrations should have a minimum resolution of 300 dpi applied to the size in which 
they have to be printed, meaning a type page of 11 x 20 cm. If images are to be printed 
as a full page, then the type page is 17 x 23 cm. For a spread, a type page of 34 x 23 
cm should be possible. The concrete size of your images is to be discussed in advance 
with your book editor (if there is one) or the Series editors. 

• Colored illustrations will be printed in black and white, unless it is decided with your 
book editor (if there is one) or the Series editors that they are to be included in a 
special color quire. 

• All illustrations need to have the extension jpg, tif, or eps. Bitmap files (bmp) are not 
accepted. 

• Attach captions to illustrations in a separate Word file in the correct order, using the 
same numbering. 

 

 


