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Northamptonshire Record Society 

Northamptonshire Past and Present - Notes for Authors and Style Guide 

 

Introduction 

The Editor welcomes original research on all aspects of history in Northamptonshire. The 

maximum length is 7,000 words, but shorter articles, research notes, reports on work in 

progress and small news items are very welcome. Draft texts may be sent for discussion. The 

deadline for material is the end of April. 

All contributions should be submitted in Word.doc or docx, with images in separate digital 

files, either JPEG or TIFF, preferably with a resolution of at least 300dpi. Please use the 

existing house style of NP&P. 

Text, in Times New Roman, should be left unjustified but otherwise completely ready for 

typesetting and printing. The beginning of a new paragraph should not be indented but there 

should be a two-line gap between one paragraph and the next. 

Heading 

The title of the article should be in lower case, and in bold. The author’s name, not in bold, in 

upper case throughout, on the line below. Both the title and the author’s name should be 

centred. Any section subheadings should be italicised and left-justified. 

 

Conventions 

In general, the conventions of the Oxford University Press should be used. (See New Oxford 

Style Manual, 2012.) This can be consulted at the following link: 

https://archive.org/details/newoxfordstylema0000unse  

Where the instructions in this guide conflict with OUP usage, please follow these guidelines. 

 

Numbers 

Numbers up to and including ten should be in words not figures, similarly ordinals (second, 

third but 25th) except with ‘century’ where numbers should be used (7th century, 20th century). 

Sequences of numbers. For numbers up to 99 the numbers should be given in full. Thereafter 

elide where appropriate to the last two digits, e.g. pp.337-39 (not 337-339 or 337-9). 

Punctuation in numbers. Compound numbers when spelled out should be hyphenated (e.g. 

twenty-three). Figures over 1,000 should include commas as appropriate. (See New Hart’s 

Rules p.189 for the inappropriate). 

Percentages. Per cent should be written out in full. The use of the % symbol should be 

confined to statistical tables. 

 

Dates 

Specific dates should be given as: 20 January 1975 (no 0th abbreviations).  

Decades should be: the 1960s, or, if appropriate, the 60s.  

https://archive.org/details/newoxfordstylema0000unse
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Captialisation 

Capitalise denominational terms (Protestant, Catholic), titles (Archbishop, Prince of Wales). 

Note, however that it is the Prince of Wales, not The Prince of Wales or The Duke of... 

While lower case should normally be used for north, south east and west, these should be 

capitalised if part of the proper name (East Riding). 

 

Abbreviations 

The abbreviations Mr, Mrs, Ms, Mlle, Dr, Rev or Revd should not be followed by a full stop 

nor should St (as in St Peter). However Prof., Maj., Gen., and similar designations of rank 

should have a full stop. Similarly other abbreviations like pp., vol. should be followed by a 

full stop. 

 

Italics 

Italicise words and phrases not in English and also the names of ships and the titles of books 

or periodicals. 

 

Quotations 

Quoted passages should follow the original text exactly, however erratic the spelling or 

capitalisation may be. Short quotations should be enclosed in single quotation marks. Quoted 

passages in excess of about 25 words should start on a new line, be without quotation marks 

and indented 5 spaces from the left margin. The type size should be one point smaller than 

the main body of the text. 

 

Citations 

Footnotes should be at the bottom of the relevant page, not grouped together at the end of the 

article/chapter. 

The following formats should be used for sources cited: 

 

Secondary sources: 

Author, Initial[s]. Title of book, 2 vols., 3rd ed. [if relevant], place of publication, date of 

publication, p.17 [pp.17-19] 

Author, Initial[s]. Title of article, Name of Journal, volume, (number), date of publication, 

p.17 etc. 

Author, Initial[s]. Title of article, in Title of book ed. A. Other, place of publication, date of 

publication, p.17 etc. 

 

Primary sources: 

Newspaper title, 24 September 1739. 

Repository. Collection, catalogue number. 

 

Where a source is cited more than once, an abbreviated author and title reference may be 

used in later footnotes. 
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Online sources can be unpredictable, altering or vanishing over time. If their use is 

unavoidable, cite a link or URL together with the date on which it was accessed. 

 

Illustrations 

If at all possible, each article should have at least one illustration and full articles at least 

three. Images should be submitted as separate digital files, preferably of a resolution of at 

least 300dpi, with the caption included in the text to indicate its preferred placing.  

 

Copyright 

It is the author’s responsibility to check the copyright status of images and text to be used 

and, where necessary, obtain permission from the copyright holder. When negotiating 

permission, please bear in mind that the issue will be published on our website a year after 

publication in print - copyright holders need to be made aware of this. 

 

Northamptonshire Record Society will display the following copyright statement in 

forthcoming editions of Northamptonshire Past & Present: 

 

The copyright in the text of the work and in any illustrations supplied by the author(s) shall 

remain vested in the author(s), but the publishers shall during the legal term of copyright have 

right from the date hereof to produce, print and publish the work in book form and in any other 

form or medium including all print media and electronic media either known about or as yet not 

invented. The licence so granted extends to all languages and all parts of the world. 

 

This statement not only protects both author(s) and the Record Society but also allows 

authors to register for Public Lending Rights. 

 

Hon. Editor 

August 2024 


