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3.2 Text format

3. Document Composition

The elaboration of the text file must aim at making the structure of the document 
and all its textual and non-textual components (tables,  gures, graphs) clear 
and intuitive. Therefore, it is not necessary to create a file that simulates or 
anticipates – graphically or typographically – an arbitrary layout. Any special needs 
of the Author must be discussed beforehand with the Publisher.

Superior 3 cm, inferior 4 cm, laterals 2 cm.

Left flushed. Avoid centering, tabs or preset formatting from the text editor (they 
will be ignored in any case).

All figures must have a caption, in the form of “Figure *number*”, ending with no final 
punctuation mark. Captions should follow the figures they refer to and contain all 
the available information, according to the following scheme : Figure 1. Author, Title. 
Year. Technical/Support/Material, Measures. Place, Institution, Location. Source of 
Image, copyright (no final punctuation mark).

Bottom right.

Not necessary.

Titles must use both UPPERCASE and lowercase letters (not all UPPERCASE).

It is preferable to divide the text into sections, which should all be numbered 
consecutively starting from number 1. No text portions should be left unnumbered 
(e.g. an Introduction section will be numbered ‘1’). Sections should also be titled: 
tiltles are in 14 point size, bold/bold Italics type (not fully Italics, or full UPPERCASE). 
Sections may also be further divided into subsections, numbered 1, 1.1, 1.1.1 and 
so on up to a maximum of four levels (1.1.1.1), with no point after the last number. 
The subdivision of a section into subsections assumes that the subsections are at 
least two (1.1 is always followed by at least 1.2).

Notes must be inserted into the text using a dedicated tool, available in all word 
processing programs. Notes use the same type font as the main text, are in 8 
point size and left flushed. The reference to the notes must always be placed after 
punctuation.

Footnotes should never be attached to articles, essays, sections or appendix titles, 
otherwise both footnotes and their content will be automatically suppressed. 

Alternatively place the note at the beginning of the text body. Similarly, you should never 
attach footnotes to tables of contents.

3.1.1 Margins

3.2.1 Titles

3.2.2 Sections

3.2.4 Captions

3.2.3 Footnotes and Internal 
Reference to Notes

3.1.2 Justification

3.1.3 Page Number

3.1.4 Running Heads and Footers
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3.3 Formal Notations: 
Rules and Usages

3.2.5 Cross-References

3.3.1 Character

3.2.7 Numbers

3.3.2 Character style

3.2.6 Puntuaction

Generally cross-references to the document are to be avoided, they are ONLY allowed 
in monographs and articles of more than 50 pages. Terms such as Ibid., Id., Ead., 
Cited, etc. are not to be used. Any reference recurring several times must be repeated 
according to the basic scheme. Moreover, references to page or row numbers are not 
allowed.
In the body text and in the notes, it is permitted to use “see” to refer to another part of 
the contribution (section, page, graph or table, image) and to refer to general sources 
with “Cf.” to make a direct and specific comparison with a bibliographical source.

It must respect the style (Roman or Italic) of the main text to which it refers to (e.g. in 
a list of titles, commas are in Roman style, except for those that are part of the titles).

I like adventure books: Treasure Island, Robinson Crusoe, Follow the Titanic!, Go, 
Baby, Go!. 

As Smith (1953, 170-5) writes...
The Volcano eruption destroyed the island in the years 2005-7.

Use a font that includes the whole Unicode map (e.g.: Times New Roman, or 
equivalent): body 11, spacing 1.

It is allowed the use of:
• Roman for the main text;
• Italics for foreign words and titles;
• Bold for titles of sections and for any other form of highlighting;
• CAPITAL LETTERS are mandatory for abbreviations, acronyms and Roman 

numerals. If semantic distinctions are needed (for example in the indication 
of books and sections of a particular work), numbering will follow the order 
CAPITALS-small capitals-lowercase (eg. “iv, iii, ix, 13”, meaning “book IV, 
chapter iii, section ix, page 13”). In such cases, specified abbreviations for 
parts should not be used (ch., p., etc.).

In body text, numbers should be abbreviated by omitting the digits that do not change.

Ex

Ex

The following are NOT allowed:
1) SMALL CAPS (except for specific uses and semantic necessities within 
specification to be agreed upon with the Publisher).

2) Underlined, Spatial, Strikethrough and similar, included their variants (expect for 
those dictated by semantic needs to be agreed upon in advance with the Publisher).
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This type of emphasis should be used only when necessary and in a non-pervasive way. It 
is not allowed the use of simple apostrophes (') both in opening and closing (' ').

It is not allowed to insert into the text custom-made fonts or characters saved as image 
format. In special (and sporadic) cases, you can systematically use a “placeholder” 
character and give the Publish instructions on how this should be replaced.

3.3.3 Special Characters

3.3.7 Smaller Size Texts

3.3.8 Numbers, Dates, 
Hours, Measure System, 

Percentages, Fractions

3.3.5 Dashes

3.3.6 Quotation Marks

3.3.4 Logical, Mathematical, Chemical 
and Similar Expressions

Letters, symbols and all sorts of glyphs must be incorporated using the appropriate 
“special character input function” (or similar) provided by the text editor in use.
They must be included in the Unicode map.

They must be written in all its variants: superscript, subscript etc. as much as possible. 
When this is not possible, notations will be written using dedicated softwares. In 
this case, to use the Dejavu serif font, freely available in the specific section of the 
Edizioni Ca’ Foscari website //www.edizionicafoscari.unive.it/it/edizioni/
norme-redazionali/.
These notations must be provided in eps image format, and numbered according 
their appearance in the text. 

The hyphenation function on your word processor should be turned off. The 
only hyphens that should appear in the document are those that would appear 
regardless of their position in the text (e.g. in compound words). All hyphens 
between inclusive numbers and those with the role of “traits d’union” are to be 
replaced by little dashes -, whereas, when separating two phrases, the long dash – 
has to be use –.

Use double quotation marks (“ ”) for in-text quotations, double and single ones (“ ‘ ’ ”) 
to put a quote within a quote and single quotation marks (‘ ’)for emphasis. Single 
quotation marks are used also to:
- highlight a specific ‘concept’
- describe the precise meaning  of a ‘term’
- highlight an ‘idiomatic’, ‘metaphorical’ or ‘inappropriate’ use of a term
- highlight the ‘meaning’ of a foreign word.

The Publisher do NOT use texts in lower size. In some specific disciplines (e.g. epigraphy) 
minor bodies for glosses and comments are accepted; in such cases, the Author should 
consult the scientific direction of the magazine or serie and the Editors.

The forms to be choosen are the following:
• for numbers: 10,100 1,000 10,000 100,000,
• for decimal numbers: 1.5
• for percentages: 60 %
• for fractions: 2/4.
In the body of the text dates should always be written in full form (in all other 
contexts of the document follow the yyyy-mm-dd). The hours must be specified 
in standard form HH:mm. Units of measurement (which are always written in 
abbreviated form) must follow the corresponding number.

http://www.edizionicafoscari.unive.it/it/edizioni/norme-redazionali/
http://www.edizionicafoscari.unive.it/it/edizioni/norme-redazionali/
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The abbreviation of the word ‘number’ is no. (plural nos.) and it must be used in 
references and notes.

3.3.9 Institutions Name, 
Societies, ecc.

They must be indicated in UPPERCASE letters. In case you are using an acronym, 
this must be spelled out in the body text only in the first instance (in round 
parentheses).

In an article published on Daily Mirror on 12 April 2016...
See you at 10:45.
20 cm; 4 l; 120 kg.
The portrait measure 120 × 240 cm.

A program by BBC (British Broadcasting Corporation).

Ex

Ex

If the Author employs more than 2 abbreviations on a recurring basis, a list of all the 
abbreviations used and their meanings will be necessary and will figure as a special 
section, called “Abbreviations”, at the end of the document, before the final bibliography. 

In the bibliography, the spelled-out form will follow the acronym after a comma.

President Lincoln
General Bradley
John Smith, General Director
Pope Benedetto XVI

Humanism
Golden Age
sance

The twenty-first century
The Eighteenth Dynasty

3.3.10 Civil and Religious Titles,  
Honors, Military Degrees, ecc.

3.3.11 Historical and Cultural Terms

3.3.12 Historical Period

They begin with a CAPITAL letter when they precede their name and are used as 
part of the name itself.

They begin with a CAPITAL letter and are written in Roman.

The numerical designation of a period is lowercased unless it is considered part of 
a proper name.

Ex

Ex

Ex
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We refer here to the essay by Smith (2012) “My work”, contained in the collection Studies 
on the work of John Smith..

Here we recall the work of Smith (2010), “I tell ‘My work’” published in The work 
of John Smith.

Mnemonics That Work Are Better Than Rules That Do Not
A Little Learning Is a Dangerous Thing
Four Theories Concerning the Gospel according to Functional Matthew
Taking Names Down, Spelling Them Out, and Typing Them Up
From Homo erectus to Homo sapiens: A Brief History

Essays in miscellanies, articles, chapters, sections and other parts of a text should be 
written in Roman and enclosed in inverted commas “ ”.

The inversion of Roman and Italics in titles is never allowed.

3.4.1 Cited Titles

3.4.1.1 Foreign Titles

3.3.13 Web Site URL

They should be used in 3 cases: cited titles, foreign words and titles of primary 
sources.

Titles of volumes and magazines must be written in Italics.

If the title contains parts enclosed in inverted commas (titles or quotations), they 
must be enclosed in single inverted commas.

In the body text, titles in foreign languages should be followed by their translation, 
written in Roman and enclosed in parentheses.
For titles in English, the following rules apply:
• Use a capital letter for words with a significant semantic function (nouns, 

verbs, adjectives, adverbs);
• Use lower case for articles and conjunctions;
• Use lower case for prepositions, except for those used with adverbial or 

adjectival function, or in phrasal verbs.

General titles of websites mentioned or cited in the text or notes are normally in 
Roman type, headline-style, without quotation marks. Since many websites do 
not have either a formal title or a title that distinguishes them as a website, they 
can usually be identified by the entity responsible for the site along with the URL 
in its most specific form http://www.chicagomanualofstyle.org/home.html. If a 
website is cited only in notes, citation must be followed by the last access in round 
brackets (yyyy-mm-dd).

3.4 Use of Italics

Ex

Ex

Ex

http://www.chicagomanualofstyle.org/home.html
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3.4.1.2 Titles of Works of Art 
 (Statues, Paintings)

3.4.1.3 Titles of Plays, Movies, 
 Musicals, etc.

3.4.1.4 Titles of Poems

3.4.1.5 Titles of Multimedia Works

3.4.1.6 Titles of Unpublished Works

If the Author is known, titles must be in Italics.
Names of ancient works (whose creators are often unknown) should be written in 
Roman.

They must be written in Italics. Any reference to a specific part (act, scene, etc.) 
must be indicated in Arabic numerals.

They must be written in Italics. If part of an anthology, they must be in Roman and 
included in inverted commas “ ”.
A lengthy poetic section, even if it is part of a longer work, should be indicated in 
Italics. Any reference to a specific section (canto, stanza, etc.) must be indicated in 
Arabic numerals.

Movies, television and radio productions, video games, etc., must be indicated in 
the body of the text and not in the final bibliography.
They must be written in Italics. When referring to a single episode, this should be 
written in Roman and enclosed in inverted commas “ ”.
The names of broadcasters, Publishers or manufacturers should also be written in 
Roman.

Titles of unpublished works (theses, speech transcripts, etc.) must be written in 
Roman and enclosed in inverted commas “ ”.

The Mona Lisa by Leonardo da Vinci
The Venus of Milo

Romeo e Juliet, 3, 2.

Frost (1914) “The Housekeeper”, in North of Boston.
The Hell of Dante.
Paradise, 2

“Casualties” an episode of The Fortunes of War series
House of Cards, a series produced by Netflix
Assassin's Creed, by Ubisoft

In the dissertation “The work of Smith John”, Smith describes... (2015).

Ex

Ex

Ex

Ex

Ex
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3.4.2 Foreign Words

3.5.1 In-text Short Quotations

3.4.3 Primary Sources

They should be written in Italics, unless they have entered the common English 
vocabulary.
Specific terminology: if it is not common but recurs often in the text, it must be 
written in Italics at its first occurrence and in Roman in the following instances.

In-text quotation: they must be indicated in Italics and should NOT be enclosed in 
quotation marks “ ”. The translation of the text should immediately follow in round 
brackets.
Off-text quotations: they should be written in Roman.

Quotations counting less than 10 words should be included in the main text and 
enclosed in inverted commas “ ”.

If a citation concludes a period, the full stop follows the quote. If the quotation is 
followed by a bibliographical citation, the full stop (as any other punctuation mark) 
should be placed after it.

If the quotation contains more quotes, the use of double inverted commas “ ” and 
single inverted commas ‘ ’ should be used.

In text::
The ‘militarization’ of Psalm 45 then continues in verse 5, where the general 
statement of the Latin text conturbatae sunt gentes, inclinata sunt regna, dedit 
vocem suam mota est terra (the people were troubled, the kingdoms were 
folded, He spoke and the earth was shaken) has significantly changed.

Off text:
The ‘militarization’ of Psalm 45 then continues in verse 5, where the general 
statement of the Latin text

conturbatae sunt gentes, inclinata sunt regna, dedit vocem suam mota est 
terra 
nations were troubled, the kingdoms were folded, he spoke and the earth 
shook

As stated by Smith “the critical exercise is difficult to carry out”.
In the text the Author says “today is a good day” (Smith, 2006, 23).

3.5 Quotes and their Sources

Ex

Ex
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In text:
The Author writes: “‘Do not be absurd!’ Said Henry. ‘To Say That “I mean what I 
say,” is the same as “I say what I mean,” is to be as confused as Alice at the Mad 
Hatter's tea party.’” 

Off text:

“Do not be absurd!” Said Henry. “To say that ‘I mean what I say’ is the same 
as ‘I say what I mean’ is to be as confused as Alice at the Mad Hatter's tea 
party. You remember what the Hatter said to her: ‘Not the same thing a bit! 
Why you might just as well say That “I see what I eat” is the same thing as “I 
eat what I see”!’”
 1 

1 

As stated by Smith:

… today is a beautiful day. (Smith 2010 25)

The Secretum Secretorum (henceforth Secretum) was widely used as a speculum 
principum.

3.5.2 Off-text Long Quotes 

3.5.3 Citations of Primary Sources

Citations longer than 10 words must be:
• detached from the body text and preceded and followed by a blank line;
• indented 1 cm from the left with respect to the main body of text;
• maintain the font size (11) and line spacing (1) of the main body of the text;
• NOT be enclosed in quotation marks “ ”;
• end with a full stop.

They are in Italics in the body text and in Roman when off-text. The Author is obliged 
to use a system as consistent as possible. If the Author intends to use abbreviations, 
he must state it at the first occurrence after the quote (which should always be fully 
indicated).

Gaps [...] at the beginning and end of the quote are usually redundant and to be 
avoided.

If the Author employs more than 2 abbreviations on a recurring basis, a list of all 
the abbreviations used and their meanings will be necessary and will figure as a 
special section, called “Abbreviations”, at the end of the document, before the final 

bibliography.

Ex

Ex

Ex
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Abbreviations

LLT-A = Library of Latin Texts. Series A. Turnhout: Brepols 2009. 
LLT-B = Library of Latin Texts. Series B. Turnhout: Brepols 2009. 
PLD = Patrologia Latina. The Full Text Database. Electronic version of the first 
edition of Jacques-Paul Migne’s Patrologia Latina (1844-1855; 1862-1865).

“Sing, goddess, the anger of Peleus’ son Achilleus | and its devastation, which 
put pains thousandfold upon the Achaians” (Lattimore 1951, 1).

In text:
“SPEAKER-A Today is a beautiful day. | SPEAKER-B You're right.”

Off text:

SPEAKER-A Today is a beautiful day.
SPEAKER-B You're right.

3.5.4 Citations of Verses

3.5.5 Citations of Dialogues

3.5.6 Citations in Footnotes

3.5.7 Emphasis in Quotes

Off text: follow the same general guidelines for the off-text quotes.
In the text: the verses are separated by a vertical bar ( | ).

Speakers (their names, epithets, etc.) must be indicated in CAPITALS, and 
separated from the quote without any punctuation.
Off text: head to every line of dialogue. In the text: lines are separated by a single 
vertical bar |.

Regardless of their length, quotes in the footnotes must follow the rules imposed 
for short quotations.

The intentional use of Italics or bold by the Author should be indicated as follows:
“Quote” (White 1980, 33; italics added); (Bianchi 1980, 33; emphasis added) or 
more generally (Bianchi 1980, 33; emphasis added).
If the citation includes both Italics or bold that are in the original text and Italics or 
bold introduced by the Author, add the expression [italics added] [bold added] in 
square brackets immediately after the specific occurrence.
If the emphasis is already present in the original text, and only if necessary, specify 
(Author’s emphasis) or (italics in the original).

If the citation concerns the whole work and not one or more specific sections of 
it, no bibliographical reference is needed. When using sections of a cited text, the 
edition of the work must appear in the bibliography (see below).

Ex

Ex

Ex
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“My work is important” (Smith 2010, 25; emphasis added).
“My work is important [bold/emphasis added]. Therefore, it must be known all 
over the world [Author’s italics] "(Smith 2010, 25).

In text:
“original cited text” (Translation;  source of translation, if any).

Off text:

Hwaet. We Gardena in geardagum
þéodcyninga Thrym gefrúnon
Hu From æþelingas ellen fremedon.

Listen! We – of the Spear-Danes in the days of yore,
of those clan-kings – heard of their glory.
how those nobles performed courageous deeds.

3.5.8 Omissions and Gaps

3.5.10 Translations of Cited Texts

3.5.11 Foreign Terms: Transliteration 
and Translation

3.5.9 Interventions or Additions to 
the Text

They are indicated by ellipsis in square brackets [...] preceded or followed by the 
relevant punctuation.

They are indicated in square brackets [comment] inte[rpol]ation [conjecture] [s]
ubstitution.

Off-text: the translation follows the original text (separated by one blank line) and is 
treated as an off-text section. In-text: the translation is written in Roman, between 
parentheses, and immediately follows the original fragment. The source of an off-
text quote goes at the end of the quoted passage, after the full stop, in parentheses, 
and without additional punctuation.

All Latin or foreign words, except for those that are commonly used, are written in 
Italics.
If the term is frequently used in the text, it must be written in Italics at its first 
occurrence and in Roman in the following instances.
Transliterations must be in Italics.
Translations of individual words or expressions will be in single inverted commas 
‘ ’ and immediately follow the term they refer to. The same method applies to 
consecutive translations of individual words.

In the case of consecutive quotations with translations, a blank line will separate 
the original-translation pairs.

Sources of off-text translations: at the end of the translation, after the full stop, in 
parentheses, without additional punctuation.
If the translation belongs to the Author (and it is not taken from a source), it must be 
followed by: (Author’s trans.) and not: (my trans.) (our trans.) etc.

If the translation is taken from a translated edition, refer to the page numbers of it and 
not to the original. Report the translated edition in the general bibliography.

Ex

Ex
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Among the differences that appeared for institutional reasons, besides the 
already mentioned 普通話 pǔtōnghuà ‘common language’ and 漢語 hànyǔ 
‘Chinese’ and  國語 guóyǔ ‘national language’...

3.6.1 Tables

They must be numbered progressively and independently (Table 1; Table 2; Figure 
1; Figure 1; Figure 2; Table 3; Figure 2 etc.).

‘Tables’ are only those produced using specific formatting tools. They must be 
adjustable in every part of their structure and content. If a table is in image format, 
it is not considered a table. No cross-references or footnotes are allowed in the 
tables. If needed, one or more asterisks * ** *** may be used to refer to related 
comments, which will be added in a row below the table content.
The caption always precedes the table, as shown in this model: Table 1. Caption of 
a schematic representation of a sample table [no full stop].
The source or any other information will be included in the last row of the table, 
after the comments.

The use of the tables is necessary for all those types of texts that involve particular 
alignments.

Tabulations are not allowed: the document will be sent back to the Author, who will 
be asked to replace the tabs with tables.

3.6 Tables, Figures and Graphs

Ex

Quote in verse with line numbers indicated in the left column.

1255 Ne sondo me on ferhðe freo  from gewitene
cneorisn Caine  ac me þæt cynn hafað
sare abolgen.  Nu me sethes bearn
torn niwiað  and him to nimað
mægeð to gemæccum  minra feonda

1260 þær wifa wlite  onwod grome,

Ex

Intestazione Campo Valore

Contenuto 1* Contenuto 2 Contenuto 3 ** 

*Nota al contenuto 1
** Nota al Contenuto 3
Fonte: ISTAT 2015
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‘Figures’ are graphic reproductions and photographs.
The caption always follows the figure and includes the source or any other information.

The caption always precedes the charts. The source or any other information will 
be included in a final row below the chart.
In the body text, you should refer to a specific table number, writing, for example, 
“Table 3” and not “the following table”. For a short reference in the body text, use 
abbreviations between parentheses (g. 1) (tab. 4) (chart 10).
In case of groupings, distinguish whether the references are in succession or not: 
(gs. 1-2) (gs. 2a-b) (gs. 3-7) (gs. 2, 7, 10).

3.6.2 Figures

3.6.3 Charts

It is recommended that the textual content of graphics (text, symbols, numbers) 
is formatted using the font Source sans pro (free download in the section of the 
edizioni ca’ foscari’s website http://www.edizionicafoscari.unive.it/it/

edizioni/norme-redazionali/).

The Author is required to verify the correct numbering of tables, charts and figures. 
The use of automatic numbering or automatic reference systems is never allowed.

Figure 1. Author, Title. Year. Technique / Support / Material, measures. Place, 
Institution, location. Image source, copyright [no full stop]

‘Charts’ are the schematic representation of data. They must be produced with 
dedicated softwares and be editable in every part of their structure and content.

http://www.edizionicafoscari.unive.it/it/edizioni/norme-redazionali/
http://www.edizionicafoscari.unive.it/it/edizioni/norme-redazionali/

