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Format and Standardisation of the Typography 

 

Formatting must be strictly limited to highlighting the logical structure of the text while respecting the 
basic typographic norms. 
 
The use of capitals must be limited to initial capitals, especially for authors’ names in bibliographies. 
 
If the text contains special characters such as phonetic characters, mathematical symbols or any other 
non-Latin character, it is strongly recommended to use Unicode fonts (for example: Arial Unicode MS, 
Lucida Grande, Times New Roman, which are fairly complete Unicode fonts). Otherwise, specify the 
name(s) of the font(s) used and possibly attach the files of the fonts concerned to the text file. In all 
cases, provide a reference printout or a verified PDF file. 
 
The manuscript, including the abstracts in English and in French, should be proofread by a person 
with a good command of the language. Otherwise, an external proofreading will entail an additional cost 
that will be invoiced to the research unit that finances the publication. 
 
Structure of the text 

The logical structure of the text should be highlighted in accordance with the recommendations 
described below. 
 
Headings 

Headings must be concise. Their hierarchy must be clearly indicated (using different typography or 
numbers). The use of capital letters must be limited to initial capitals. 
 
Paragraphs 

New paragraphs should be indented. A line break between paragraphs must only be used to indicate an 
important and significant break (e.g. after an introduction or before a conclusion). 
 
Quotations 

Short quotations (less than two lines of text) follow the text between quotation marks. Long quotations 
must be introduced by strong punctuation and separated from the main text, being indented on the left 
with a line break before and after, with no quotation marks. 
 
Deletions / omissions within a quotation are to be indicated by […]. Likewise, the links or comments 
inserted in the quotes must be placed within square brackets. 
 
The quotations must exactly correspond to the original text and be systematically accompanied by a 
note giving the reference of the work from which they have been taken according to the format (Author 
year: page). For the presentation of references in the text, see below. 
 
Footnotes 

Insertion and numbering procedure. Footnotes must be inserted using the automatic numbering 
system in Word (“insert” > footnote). DO NOT enter a number at the start of a footnote nor place the 
notes at the end of the document. 
 



Placing of the footnote reference. The footnote reference must be placed after punctuation (with the 
exception of the dash), and, in case of a quotation, it must be placed after the closing inverted commas. 

Contents. The footnotes must be as concise as possible (a short explanatory comment…). Under 
no circumstances will they be used to give only references, which must be provided in the text in 
brackets on the mode (Author year: page). 

References in the text 

References are all given in the form: Author date of publication (followed by a, b, c, etc. in case of 
several titles by the same author in the same year), colon, pagination without the abbreviation “p”. 

“This is a well-known fact (Lefebvre 1959: 123-126).” 
“Lefebvre (1959: 123-126) has documented this well-known fact.” 
“This fact (as shown by Lefebvre 1959: 123-126) is well-known.” 

In the case of two authors, one will quote Author 1 & Author 2. 

(Hammond & Griffith 1973: 12-14). 

In the case of three or more authors, cite Author 1 et al. 

(Bouchet et al. 1968: 128). 

Any short reference (Author year) should be expanded in the list of bibliographic references at the end 
of the article. 

Examples 

The examples should be presented as follows: 
1. Example text
(example reference)

Please use italics, in case you wish to highlight a word or a sequence in the example. 

Basic Typographic Norms 

Italics 

Italics are to be used for words and quotations in a foreign language or to give emphasis to a term or 
expression (if it is within a quotation, add a note “our italics”). 

Inverted commas 

Use single quotation marks in a quote to indicate a quotation within a quote. 

Proper names and forenames 

They will never be completely in capitals but in lower case with the exception of the initial capital letter 
(in order to preserve accentuation). Forenames, in bibliographical references, will be noted in the form 
of initials. 

Acronyms 

Use capital letters without a full stop (UNESCO, CNRS). If the acronym is not well known, provide an 
explanation between brackets in the text when first used. All the names of companies, parties, 
ministries... will be in Roman. 



Abbreviations 

Here are some common English abbreviations: 15th century, B.C., etc., Mr., Ms. and Mrs., 1st, 2nd, ed.,
eds., chap., vol., t., no., sq., p. 14 and p. 124-127 (and neither pp. nor p. 124-7). 
In the case of specific disciplinary practices, exceptions may be made subject to the drafting of a table 
of abbreviations. 



Bibliographical References at the End of the Paper 

Book 

Surname Initial. (publication date, followed by a, b, c, etc. in case of several titles by the same author 
in the same year), Title, number of the edition, Place of publication, Publisher (Name of the 
Collection; number in the Collection), number of volumes. 

Gross G. (1996b), Les expressions figées en français, 2nd ed., Paris, Gallimard (Bibliothèque des 
sciences humaines; 12), 3 vol.

Collective work 

Surname Initial of the editor(s). (publication date followed by a, b, c, etc. in case of several titles by the 
same author in the same year), Title, Place of publication, Publisher (Name of the Collection; number 
in the Collection). 

Groussier M. (ed.) (1999c), La construction du réel, Paris, Gallimard (Bibliothèque des sciences 
humaines; 12).

Contribution to a collective work 

Surname Initial. (publication date, followed by a, b, c, etc. in case of several titles by the same author in 
the same year), “Title of the contribution, in Roman font and in inverted commas”, in Title of the 
collective work, initial of the editor’s forename followed by the editor’s Surname (ed.), Place of 
Publication, Publisher (Name of the Collection; number in the Collection), p. x-y. 

Marsier L. (1997a), “Remarques autour de quelques prépositions”, in La construction du réel, 
M. Groussier (ed.), Paris, Gallimard (Bibliothèque des sciences humaines; 12), p. 121-128.

Paper in a Journal 

Surname Initial. (publication date, followed by a, b, c, etc. in case of several titles by the same author in 
the same year), “Title of the paper, in Roman font and in inverted commas”, Title of the journal, volume, 
number, p. x-y. 

Marsier L. (1992b), “Les dix intonations de base du français”, Travaux de linguistique, t. 19, 
no. 3, p. 225-238. 

Unpublished Thesis / Dissertation 

Surname Initial. (publication date, followed by a, b, c, etc. in case of several titles by the same author in 
the same year), Title, Thesis / Dissertation, University, number of volumes, number of pages. 

Gilbert A. (1992b), Les maisons du Temple du diocèse de Bayeux (1148-1307), master’s thesis, 
University of Caen Normandy, 2 vol., 654 p. 



Artwork 

Selection and constraints 

It is essential to limit the number of images 

- Selection of illustrations: they must be selected carefully, be linked to the text and support what is to
be demonstrated.
- Colour of illustrations: in colour or in black and white. For economic reasons, the number of
illustrations in colour must be strictly limited and be justified by scientific argumentation.
- Size of illustrations: make sure that the illustrations are in keeping with the format of the text (maps
and graphics may become illegible when reduced to book format).

Submit a separate file for each illustration. 
Correspondence between the numbering of the elements of an image: make sure there is an accurate 
correspondence between the numbering of the reference to an image in the text and the image file as 
well as to its caption. 

- copyright permission: it is essential that the permission to reproduce all the images not belonging to
the author should be obtained. Please contact us for rights application procedures.

Numbering of the image files 

Each image file (drawings, diagrams, graphics, maps, photographs…) must be numbered from 1 to n in 
order of appearance in the text. Numbering starts at 1 for each paper. Each image file must be numbered 
as follows: 

Fig_figure number (fig_01, fig_02, etc.) 

Indication of position (reference to a figure) 

The illustrations (drawings, diagrams, graphics, maps, photographs…) must not be inserted in the text. 
Their insertion will be effected by the PUC. The illustrations (each in a separate file) must be grouped 
together in a folder entitled “Artwork”. 
The position of each image must be indicated by a reference to the figure (fig. n) in the text. Add the 
caption for each image (following the relevant paragraph). 



A model request for permission to reproduce an illustration 

The Reproduction permits are to be transmitted in the “Artwork” folder. 

I am currently writing a paper entitled “xxxxxxxxx” to be published by the Presses Universitaires de 
Caen (PUC) in a journal entitled Syntaxe & Sémantique . I would like to illustrate my
paper with a reproduction of xxxxxxxxxx 

Provide details of all the elements needed to identify the work to be reproduced, for example, 
classification mark or other reference (if available), Title of the work, Author of the work… 
whether the reproduction is for an illustration inside the book or on the cover. 

I would be very grateful if you would provide us with a digital copy of the image (high-resolution digital 
copy) and grant us the authorisation to reproduce it in the paper and digital versions of the article 
(HTML, PDF and ePub formats).
I draw your attention to the fact that this publication has a very low circulation. It is an academic 
publication intended for an academic audience. The print-run is very low (less than 200 copies for the 
paper edition) and the digital versions will be published on a platform dedicated to 
scientific publications in the humanities.
Furthermore, the Presses Universitaires de Caen is a non-profit organisation and forms part of the French 
university system. It publishes and distributes the works of the university’s research departments. 




