Cahiers Chronos

Guidelines for Contributors

General issues

Contributors are requested to send a hard copy of their paper, along with a floppy disk containing a Word 97/Word 2000 for PC or Word 98 for Mac (or possibly using earlier versions of the latter software). Files on the disk should formatted following closely the instructions given below. Cahiers Chronos cannot guarantee it will respect the provisional publishing agenda if authors do not meet those requirements.
Recommandations for editors

When the proposal is accepted by the Cahiers Chronos scientific committee, the head of the editorial board will send to the authors templates and stylesheet files as Word 97 or Word 2000 documents (by electronic means, or by means of a floppy disk), in order to facilitate the application of the following guidelines.

The head of the editorial board for the volume will prepare a camera ready version of the volume, printed using a 600 dpi (or higher resolution) laser printer.

In order to guarantee the volume’s coherence, it is advisable to prepare the final version of the document while :


– 
using a single machine ; 


–
avoiding mixing MAC and PC files ; 


– 
using one and the same version of MS Word (e.g., do not mix Word 6 and Word 97, or Winword and Macword, if you are using a PowerPC).

Using guideline files (Windows PC)

Either sent by means of a floppy or by email, guideline files comprise an empty MS Word document (Winword 97 and 2000), which contains all the appropriate options and styles.

Instructions :

1. 
Open the empty Word document named « Document Vide Cahiers Chronos 97 & 2000 ». A window will pop up. Select “Read only”.
2. 
Change the document’s name using Save as in the File menu (use the author’s name, preferably).

3. 
You can now begin creating your document, using systematically all the required styles by selecting them in the menu bar Format. All paragraphs should be set up using the styles provided in the stylesheet (cf. the following guidelines, as well as the annex reviewing all the appropriate styles).

1. Setting up your document
The following values are selected in the empty Word file « Document vide Cahiers Chronos 97 & 2000 » (within the File/Page Setup menu bar)



Margins :
Top :

6 cm





Bottom : 
6,2 cm





Left :
 
5 cm





Right : 

5 cm





Binding : 
0 cm





Header : 
5,3 cm





Footer :
 
5,5 cm





Apply to : 
Whole document



Size : 

A4 (210x297 mm)





Apply to : 
Whole document



Layout menu
 :
Section start : 


Continuous






Header and footer : 

( Different odd and even










( Different first page





Vertical alignment : 

Top






Apply to : 


Whole document

2. Justification and text layout

–
The entire text should be justified (i.e., left AND right aligned), except the section containing the paper’s title ; v. 4.1. below.

–
The paper should not contain any (manually added) empty line. Space before/after (sub‑)headings, examples and quotations are automatically handled by the styles provided with the template file. 

–
To justify paragraphs correctly without superfluous spaces, authors are advised to hyphen their text manually (menu bar Tools/Language/Hyphenation). Warning : do NOT hyphen your text automatically.

3. Typefaces - Attributes
Times New Roman should be the only typeface used throughout the document, except for special characters. Please avoid using specific typefaces for international characters (e.g., accented characters) ; use Times New Roman whenever possible. Windows 98 has virtually every international character in Times New Roman, provided it was properly installed. Typeface size ranges between 13 points (Title – author’s name) and 9 points (notes, examples, headers, etc.). 

Attributes / appearance :
autorised :

bold (please do not use too freely !) 







italics







under-script







super-script







small caps




strictly forbidden :
underlined
shifting lines or characters upwards / downwards haut/bas (Format/Fonts menu) (replace with under-script/super-script)

4. Headings

Authors are requested :

– 
not to insert points after headings or sub-headings ! ! 

– 
not to insert headings in caps ;

– 
not to leave any ‘widow’ heading at the bottom of a page (headings can be attached to the following paragraph using the Format/Paragraph/TextFlow menu bar)

4.1. Beginning of text : order and layout

L1. Title of the paper :

[style : Titre]

- Font size 13 points – right justified – bold

- Space afterwards : 12 points (automatic)

L2. Author

[style : Auteur]


- Font size 13 points – right justified – NOT bold


- Order : first name (lower case) + name (caps)


- no space afterwards (automatic)

L3. Affiliation 

[style : Affiliation]


- Font size 10 points – right justified – NOT bold


- Line space afterwards : 12 points (automatic)

In case the paper is co-authored : please indicate each author’s affiliation after her/his name, using a 12 point line space between each author

L4. Beginning of text – first sub-heading

4.2. Sub-headings in body text [style : Sous-titre]

PLEASE DO NOT USE WORD’S BUILT-IN AUTOMATIC NUMBERING FUNCTION !

Layout : 


- Font size 10 points – bold 


- Justify sub-headings whose length exceeds 1 line


- Space before sub-heading : 12 points (automatic)


- Space after sub-heading : 9 points (automatic)

- There should be no space left between two consecutive sub-headings

Numbering : 



-
Decimal, please do not use more than 4 digits


-
Insert a dot after the final digit (ex. 1.1.)


-
Do not insert tabulations after numbers


-
The introduction (« 1. Introduction » or possibly « 0. Introduction ») and conclusion should be numbered too (for instance « 6. Conclusion(s) ») 
5. Body text [style : Normal]

Font size 10 points

Setting up paragraphs :

Menu bar Format/Paragraph/Line spacing : 



Alignment : 
Justified



Line space :
Simple



Tabulations :
Default tab stops : 0,75 cm

Format/Paragraph/TextFlow menu bar :



( Widow/orphan control
–
New paragraphs should be indented 0,75 cm (default tabulation), except the first paragraph, and paragraphs following immediately a sub-heading (no tab). 

–
Note : if a paragraph comments on a series of examples (following these examples), then it shouldn’t be indented. Contrariwise, if a paragraph following a set of examples does not comment on them, then it should be indented 0,75 cm.

– 
Spaces (ONLY as 6 point line spaces ; see the Format/Paragraph menu bar; DO NOT insert lines containing only carriage returns) can be inserted between paragraphs only if it is significant (do not do this systematically)

– 
Subdivisions noted e.g., a), (i) or using hyphens should not be indented, but preceded by a non-breaking space (Maj-Ctrl-Space bar).

6. Punctuation – miscellaneous

Most of the following instructions are automatically executed by MS Word (97 or higher), if :

1) French is the selected language (menu bar Tools/Language/French (standard))

2) you selected in the Tools/AutoCorrect/AutoFormat as you type the option : 

( Straight quotes " with « »
Quotes :


-
Please do not use ‘straight quotes’ ("…")


- Use guillemets instead (« … ») ; insert a non-breaking space (Maj-Ctrl-Space) after the left guillemets and before the right guillemets


-
 ‘Smart’ quotes can also be used “…” (please do not insert any space break after the opening quote, nor before the closing quote) to express commentaries, distance, and also for quotations within quotations.

Apostrophes : 


-
Replace ‘straight’ apostrophes (') with ‘smart’/‘curved’ apostrophes (’).

Punctuation :


-
Non-breaking space (Maj-Ctrl-Space) before punctuation marks, and normal space after : <;> <:> <!> < ?>


-
No space before, normal space after : <,> <.>


-
No space after opening parentheses / square brackets nor before closing parentheses / square brackets


-
A space before and after slashes (/), except for and/or.
Please do not confuse simple hyphens <-> with en-dashes <–> (Ctrl+- on num pad)

7. Header / footer [styles : En-tête – Pied de page]

Papers should have two distinct headers : the name of the author for even pages, the title of the paper for odd pages (abbreviated title if necessary). 

The first page of the paper should not have a header ; but its footer should mention the complete reference of the volume. This footer will be added by the editorial board of the volume.

7.1. Header for even pages
Style
 :
- Font size : 9 points



- Attributes : « normal », i.e., neither bold nor italics

- Centered tabulation at 5,5 cm

Content :
- Left margin :
page number



- Centered tabulation : 
author’s name (lower case)

7.2. Header for odd pages

Style
 :
- Font size : 9 points



- Attributes : « normal », i.e., neither bold nor italics

- Centered tabulation at 5,5 cm

- Right tabulation on the right margin (11 cm)

Content :
- Centered tabulation : 
Title of the paper (lower case)



- Right margin :
page number

7.3. Footer for even pages [style : Pied de page]

Style
 :
- Font size : 9 points



- Right aligned



- Space before : 9 points

Content :
- Copyright sign © + Cahiers Chronos + number + (Year) + « : pages ». 

Example :
  © Cahiers Chronos 5 (1999) : 23-58.

8. Presentation of numbered examples [styles : 
Exemple unique  

Premier exemple 

Autre exemple  

Dernier exemple]

PLEASE DO NOT USE WORD’S BUILT-IN AUTOMATIC NUMBERING FUNCTION !

Examples analyzed in the text should constitute separate paragraphs, and be numbered. Each series of examples should be preceded and followed by a 9 points space. Line space between each element of the series should be 3 points. Spacing will be automatically determined using the predefined styles (cf. below)

Description of styles for example :

- Font size : 9 points

- Attributes :
-
not italicized, except for examples ; 





- 
avoid bold characters within examples ; replace them with italics or small caps.

- Hanging indentation (using the ruler) : 1,25 cm

- Left tabulation gauche at 0,75 cm from the margin

- Disposition :


- Left margin : example number, in parentheses


- Left tabulation 0,75 cm : possibly a subdivision : a., b., c. (a letter followed by a dot)



- Hanging indentation 1,25 cm : beginning of the example text

- If need be, a reference (in parentheses) can follow the end of the example (do not create a new line for that purpose, though)

Spacing : Spacing before/after/between examples is automatically determined by the following styles :


One example only :
- Exemple unique (unique example)

· Space : before : 9 points – after : 9 points (automatic)

Several examples in a row :


– First example : 
- To be used for the first example in a series



- Space : before : 9 points – after : 3 points (automatic)


– Other example : 
- To be used from the second till the last but one example



- Space : before : 0 points – after : 3 points (automatic)


– Last example : 
- To be used for the last example in a series



- Space : before : 0 points – after : 0 points (automatic)

Example : (highlighting text makes it possible to distinguish line spacing)

Dans cet emploi autre semble se rapprocher des adjectifs qualificatifs, qui peuvent également modifier ce genre de pronoms, alors que ceci n’est pas le cas des déterminants :

(62)
a.
Il a trouvé quelqu’un de très convenable.
[First example]


b.
Il n’a trouvé personne de gentil.
[Other example]


c.
Je n’ai rien vu d’intéressant.
[Other example]


d.
Qui d’intéressant as-tu rencontré à cette réception ?
[Other example]

(63)

*Il a trouvé quelqu’un de ce / mon / plusieurs.
[Last example]

Cependant, si on examine ces exemples de plus près, on constate que autre fonctionne de façon très différente de ces adjectifs […].
Line spacing within paragraphs must be manually corrected in the following cases (menu Format/Paragraph) :


–
Last example, followed by sub-heading (Sous-titre) : line spacing 0 points after the example (the 9 point space associated with the sub-heading style Sous-titre is sufficient)


–
Long examples (more than one paragraph) : line spacing 0 points between the different paragraphs of a single example.

Miscellaneous :


–
Insert a non-breaking space between signs *, #, ?,??, etc. and the following word. Those signs should appear in normal position (do not insert them in super/under-script).


–
Examples in another language than the paper’s language, and their translation, should be treated as two distinct paragraphs ; therefore, a 3 point space must appear between them.

· Examples in footnotes : cf. 9. Notes below..

9. Notes [styles : Appel note de bas de p. – Note de bas de page] (footnote mark – footnote)

9.1. Footnote mark

The appel note de bas de p. style (footnote mark) inserts footnote marks as super-scripts.

Footnote marks should be separated from the preceding text by a protected (non-breaking) space. Footnote numbers should appear before punctuation.

9.2. Notes

Notes appear in the page footer.

Style description [Note de bas de page] (footnote)


- Font size : 9 points

- Note number : appear on the left margin as super-scripts (as automatically created by Word)

- Hanging indentation (see ruler) : 0,75 cm


- Number, followed by a tabulation (the text of the note thus begins at 0,75 cm from the margin, and is aligned from this position). 

Examples within notes :


- use the Autre exemple (other example) style


- numbering : (i), (ii), (iii), (iv), etc. ; insert the number at a distance of 0,75 cm from the left margin


- spacing : before / after : 3 points, should be manually adapted  (Format/Paragraph menu bar)

Long quotations within notes :


- use the Citation (quotation) style (cf. 10. Long quotations below)


- adapt manually :



- spacing before / after : 3 points (Format/Paragraph menu bar)


- Left indentation (using the ruler) of 1,25 cm

10. Long quotations [style : Citation]

Quotations whose length exceeds one line are paragraphs of their own.

Setting up long quotations :


- Left indentation (using the ruler) 0,5 cm 


- Right indentation (using the ruler again) 0,5 cm 


- Font size : 9 points


- Attributes : do not italicize the whole quotation


- The quotation should begin and end with guillemets « … ».

- A reference (in parentheses) can follow the end of the quotation (do not create a new, independent line by inserting an additional carriage return).


- Omitted segments within quotations should be indicated using the sign […].


- Spacing : before : 9 points – after : 9 points (automatic)

- Long quotations (more than one paragraph) :
remove manually the two 9 point spaces between the paragraphs of the quotation (Format/Paragraph menu bar)

11. References

11.1. Within the body text

–
Volumes and papers should be referred to as follows : « as indicated in G. Kleiber (1998a : 221)… » or « … (cf. Kleiber & Berthonneau 1982 : 23).. » ; or : « Example from Adelaar & Lo Cascio (1986) » ; do not mention the year and page information in parentheses if the reference is already between two parentheses.

–
When an author is mentionned as a person, her/his name should be preceded by her/his initial(s) (if two authors are involved, use “and”). When an author is mentioned for his works, her/his (sur)name is enough (two authors : « & »). If there is an ambibuity, add the author’s initial(s) : « according to S. Vikner (1986 : 245), quoting C. Vikner (1982 : 12) ». If need be, use two letters as initials : « Ch. Muller (1966 : 23), quoted by Cl. Muller (1999 : 12) », or use the full form of the first name : « according to Frédérique Dupont (1988 : 23), criticizing François Dupont (1983 : 12) ».

–
Some practical rules :



Initial(s) + « and » :
- for (syntactic) subjects (« J. Smith and P. Roy (1986 : 233) suggest that… »)



No initial(s) + « & » : 
- after the preposition in





- after « cf., see», etc.

- within the reference of a quoted example

11.2. References [style : Références]

References should appear at the end of the body text, and are preceded by the heading « References ».

Style description : Sous-titre (sub-heading), cf. 4.2. above ; BUT : it shouldn’t be a numbered heading.

Layout of references : 


- 
Font size : 10 points


- 
Hanging indentation (using the ruler) : 0,75 cm


- 
The first line of the reference starts where the left margin stands.


- 
Authors should be sorted alphabetically, then chronologically, in case an author published several papers/volumes for any given year ; use letters to distinguish the references.


- 
A collection of papers mentioned several times should be treated as an independent reference.

Miscellaneous :
- Abbreviation of « editor(s) »



- works in French : (éd.) / (éds)



- works in another language : (ed.) / (eds)



- do not insert a dot after the plural (no “eds.”)

11.3. Models

– papers appeared in a journal or maganize :

Akerstein, L. (1969). Remarques sur l’« aspect » et l’« ordre de pro​cès », Linguistica Antverpiensia 2 : 19-27.

Ducrot, O. (1979). L’imparfait en français, Linguistische Berichte 60 : 1-23.

Hopper, P. ; Thompson, S. (1980). Transitivity in grammar and discourse, Language 56 : 251-299.

Molendijk, A. (1983). Les notions de perfectivité et d’imper​fectivité dans l’explication de l’emploi du passé simple et de l’imparfait, Neophilologus 67 : 21-34.

– papers within a co-authored volume :

Adelaar, M. ; Lo Cascio, V. (1986). Temporal relation, localization and direction in discourse, in : V. Lo Cascio ; C. Vet, (eds), 251-297.  
[example of a collective volume mentioned several times ;  should be treated as an independent reference, see Collective Works below]
Beck-Busse, G. (1990). La généricité aspectuelle : les « states », in : M. Bracops, (éd.), Généricité, spécificité et aspect, Équivalences 17-18 : 19-30.

Bertinetto, P. M. (1986). Intrinsic and extrinsic temporal references. On restricting the notion of « reference time », in : V. Lo Cascio ; C. Vet, (eds), 41-78 ; also appeared in : Journal of Italian Linguistics (1982) 7: 71-108. 

[example of a collective volume mentioned several times ;  should be treated as an independent reference, see Collective Works below]
Kuroda, S.-Y. (1975). Réflexions sur les fondements de la théorie de la narration, in : J. Kristeva ; J.-C. Mil​ner ; N. Ruwet, (éds), Langue, Discours, Société. Pour Emile Benveniste, Paris : Seuil, 260-293.

Labov, W. ; Waletsky, J. (1967). Narrative analysis : oral versions of personal experience, in : J. Helm, (ed.), Essays on the verbal and visual arts, Seattle : University of Washington Press, 12-44.

– individual works (one or several authors) :

Berthonneau, A.-M. (1989). Composantes linguistiques de la référence temporelle. Les compléments de temps, du lexique à l’énoncé, Thèse d’état, Université Paris VII.

Damourette, J. ; Pichon, E. (1911-1940). Des mots à la pensée, Paris : d’Artrey.

Kleiber, G. (1994). Anaphores et pronoms, Louvain-la-Neuve : Duculot.

– collective works (one or several editors) :

Lo Cascio, V. ; Vet, C., (eds), (1986). Temporal structure in sentence and discourse, Dordrecht : Foris.

David, J. ; Martin, R., (éds), (1980). La notion d’as​pect, Paris : Klincksieck.

12. Figures

Dimensions of figures should fit the margins set in section 2. Justification and text layout above. 

Annex : styles used in « Document vide Cahiers Chronos 97 & 2000 »


Affiliation


Appel note de bas de p. (automatic) (footnote mark)


Auteur
(author)

Autre exemple  (other example)


Citation
(quotation)

Dernier exemple
(Last example)


En-tête
(Header / Running head)


Exemple unique
(unique example)


Normal


Note de bas de page (automatic)
(Footnote)


Numéro de page
(Page number)


Pied de page
(footer)

Premier exemple (first example)


Références
(references

Sous-titre
(sub-heading)


Titre
(heading)

Note : Word predefined styles Heading 1, Heading 2 etc. should not be used. 
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