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1. Text
• Format: Word document (or rich text file). You may use the “Manuscript Author Template” Word document, which has preset 

paragraph styles and easy-to-use instructions. If you are the main editor for a work, you will also need the “Front Matter Author 
Template.” Download both templates at: oi.uchicago.edu/research/oriental-institute-publications-office

• Style: Chicago Manual of Style
Style note: Chicago prefers the serial comma.
  Example: Hatshepsut, Thutmose, and Tutankhamun.
  Not: Hatshepsut, Thutmose and Tutankhamun.
Style note: Chicago prefers “that” as restrictive, “which” as nonrestrictive
  Restrictive: These are the artifacts that we excavated at the site. 
  Nonrestrictive: These are the artifacts, which we excavated at the site. 
  Not: These are the artifacts which we excavated at the site. 

• Fonts: Use Unicode fonts (most fonts are Unicode, but if given a choice, use Unicode). 
• References: Footnotes use author-date reference style (see p. 2). 

Note: Please make sure any references in footnotes, tables, and images are also included in the bibliography.
• Include a list of any abbreviations used (at beginning or in a separate document).
• Include title, author name(s) as they are to appear on the final publication, and relevant affiliations.
• ISAC Publications prefers American (rather than British) spelling.
• Measurements should adhere to the Chicago Manual of Style and conform with conventions used in the appropriate field. Gener-

ally, numerals are used with units of measure, and measurements are abbreviated and set without periods. E.g., “The statue was 
found 5 m from the door in Area B, whose area was 13.5 ha.”   

2. Figures and Images
• Send figures/images as separate files from text.
• If possible, TIF, PNG, or Bitmap format; resolution of 300 ppi (or above) at minimum 4 × 6 in.; clearly named.
• For large transfers, use wetransfer.com, UBox, Dropbox, or a similar means of transfer.
• Provide a caption for every figure, which should be clearly numbered; group the captions at the end of the text document or in a 

separate document.
• Name image files corresponding to the figure captions provided.
• Every figure should be mentioned at least once in the text—for example, “Indiana Jones opened his briefcase (fig. 4).” Unless the figures 

are grouped at the end of the chapter or book, the figure will be placed as close to the first mention in the text as the layout allows.
• Foldouts are not permitted, though very large images may be placed on two facing pages.
• Image permissions are the author’s responsibility, as are permissions for long text quotes.

Manuscript Approval and Publication Process
• Authors should submit their initial manuscript as a PDF to the ISAC managing editor (e-mail address at top). 
• For a contributed volume (e.g., conference proceedings, Festschrift), all contributors submit their manuscripts to the volume editor. The 

volume editor gathers the contributions and submits them as a single PDF. 
• After an initial review, the managing editor forwards the manuscript to the ISAC director for an initial decision (either peer review or 

desk rejection). If the director decides the manuscript has merit, the manuscript is forwarded to the ISAC publications committee, which 
sends it out for external review.

• Once peer review is complete, the reviewer’s comments about the manuscript are evaluated by the publications committee, which rec-
ommends to the ISAC director that the manuscript be accepted (usually with revisions) or rejected. If accepted, the reviewer’s report is 
shared with the author, who revises the manuscript for final submission in accordance with the reviewer’s suggestions.

• The author formats the final submission as described under “Manuscript Submission Guidelines” above and sends it to the Publications 
office. The author can use the Word templates, “Manuscript Author Template” and “Front Matter Author Template,” to ensure proper 
formatting. The manuscript is edited in Word, with changes tracked, and the author reviews and returns the edited version. 

• The final edited manuscript is laid out in InDesign, and a PDF proof is shared with the author for approval.
• Upon publication, authors receive a secured PDF offprint that they are free to distribute. The volume is made available on the ISAC web-

site for free download at https://oi.uchicago.edu/research/catalog-publications
• Authors maintain copyright of the content of any work published throughout the University of Chicago. However, the University maintains 

the copyright to the editing and formatting.
• If you have any questions or concerns, please do not hesitate to contact us.
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FOOTNOTES:
The surname(s) of the author(s) and the year of the work’s publication are given, followed by page numbers and other applicable informa-
tion. Figure, table, or plate numbers are separated by a comma and use the appropriate abbreviation: fig(s). for figures, pl(s). for plates, etc. 
For example: 

	 Smith 2012, 14.		  Frankfort 1970, 154–55, fig. 52.	 Jones 2020, pl. 3.		  Johnson 2022, table 1.
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