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The Journal of the Royal Asiatic Society Hong Kong Branch (JRASHKB) invites the submission of original 
scholarly articles in the broad fields of the humanities and social sciences on Hong Kong and South China. 
The Journal's particular focus is on the nineteenth and twentieth centuries, though relevant articles on 
subjects outside those centuries are also encouraged.  
 
SUBMISSIONS  
 
Submissions conforming to the JRASHKB style sheet should be made electronically, formatted in 
‘word.doc' or 'word.docx' form. Delivery should be by email attachment to the editor at 
stephen.davies79@gmail.com or daiwaisi@hku.hk. If non-Roman scripts or characters are used, these 
should be rendered in Unicode. We do not accept articles formatted in 'TeX' or in hardcopy. Occasionally 
authors may wish to send CDs or USB-sticks to the editorial office by post. Postal correspondence should 
be addressed to: The Administrator, Royal Asiatic Society Hong Kong, GPO Box 3864, Hong Kong.  
 
Any article submitted must not have been published or accepted for publication elsewhere and any 
submission will be taken to be an affirmation of that. Authors are responsible for obtaining permission to 
publish, in both print and electronic media, material for which they do not own the copyright and for 
ensuring that appropriate acknowledgements are included in their draft text or typescript.  
 
ENGLISH  
 
All submissions are to be in the English language. Authors whose first language is not English, are 
recommended to have their English-language manuscripts checked by a native speaker before submission.  
 
EDITING  
 
Articles once accepted will be sent out for double-blind peer review. Anonymised review comments will be 
sent to authors and a final draft agreed with the Hon. Editor. The final draft is then sent to the JRASHKB 
copy-editors who will liaise directly with authors to produce the final version of articles to be sent to the 
printer.  
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A SIMPLE GUIDE TO STYLE 
______________________________________________________________ 
 
LENGTH OF ARTICLES 
 

• The Journal has a strong preference for articles that are less than 8000 words in length and 
authors should strive to stay within this limit.  

• The number of illustrations is limited to four full-page or eight half-page pictures.  
• All illustrations should be black and white. Colour illustrations must have an exceptionally 

strong justification and authors will be charged for the extra costs incurred in printing them.  
 
AUTHOR BIOGRAPHICAL NOTE 
 

• Please provide a brief (50 words or less) biographical note for the introductory material for your 
article. 

• For non-Chinese authors, if you have a Chinese name (a name in Chinese characters), please 
include that with your submission. For Chinese authors, please provide your name in its usual 
Romanised form and in characters.  

• The note should follow the author’s name at the beginning of the article. 
 
ABSTRACTS AND KEYWORDS 
 

• Authors are asked to provide an abstract of their article of up to, but no more than 200 words. 
This will be translated by the Society into Chinese for inclusion in the JRASHKB for greater 
accessibility. Authors are encouraged to provide translations of their abstracts if they are able so 
to do. 

• Author are asked to identify six keywords for their article. These are important for Internet 
search engines for the online versions of the JRASHKB. The keywords will be translated into 
Chinese. 

• Abstracts and Keywords should follow the biographical note with headings in 12 pt small caps. 
  
PAGE FORMATTING: 
 

▪ All text 12pt single-spaced with no space between paragraphs. 
▪ Flush-left the first line of a paragraph after a heading or sub-heading, then indent subsequent 

paragraphs (using the standard Word paragraphing format feature to effect this). 
 

SPELLING: 
 

▪ Standard English spelling. 
▪ Use ise, not ize. 
▪ Words and names in Chinese to be in pinyin with the Chinese characters in brackets. If another 

form of Romanisation is used for historical or similar reasons, the modern pinyin version should 
appear in the brackets before the characters. E.g. Manwyne (Mangyun, 芒允).   



▪ Words in other non-alphabetic scripts should conform to the same general pattern using standard 
systems of Romanisation.    

 
ABBREVIATIONS IN NAMES AND TITLES: 
 

▪ No space between initials, e.g. G.W.J. Jones. 
▪ No full-stop after an abbreviated word if the last letter of the abbreviation is the last letter of the 

word, e.g. Dr, Mr, St, as against Rev., Maj., Fra. 
▪ No full stops for the designating initials for ship names e.g. SS Merganser, HMS Warspite.  

 
TIME, DATES AND NUMBERS: 
 

▪ Show time of day as 4.30 p.m. 
▪ Use the standard date format, e.g. 19 July 1944. 
▪ Spell out centuries, e.g. twentieth, not 20th, century. 
▪ Spell out numbers up to and including twenty. There may be exceptions to this rule where many 

quantities occur in close proximity. 
▪ Do not use superscripts for ordinal numbers e.g. 2nd not 2nd. 
▪ No apostrophes, e.g. 1890s, not 1890’s. 
▪ Abbreviate three- and four-digit dates and numbers, e.g. 

o 627–634 becomes 627–34 
o 1943–1957 becomes 1943–57 
o Two-digit numbers are not abbreviated, e.g. 13–18 
o For all number ranges use an n-dash, not a hyphen  

 
PUNCTUATION: 
 

▪ Single quote marks around quotations. 
▪ Double quotes within single quotes. 
▪ Ellipses have a space before and after, but none between the dots. (Word automatically generates 

an ellipsis with Ctrl Alt.). 
▪ Square brackets within citations and within parentheses. 
▪ Hyphen shown as m-dash, with no spaces around m-dash, e.g. he tried hard—but not hard 

enough. 
▪ One space only between full-stop and new sentence. 

 
QUOTATIONS 
 
Quotations of less than about 40 words should be embedded in the text, longer quotes should be treated 
as block quotes. 
 
Quotations in the text 

▪ When a complete sentence is quoted, the full-stop should be before the final quote, i.e. the 
punctuation is part of the quotation. When an incomplete sentence, or a phrase, is quoted, the 
comma or full-stop should be after the quote. As in: 
o ‘The Journal is particularly interesting this month.’   
o  ‘in spite of fears about its length’, and ‘It is interesting but …’, 

 
Block quotes 

▪ Preceding text should end with a colon. 



▪ Do not use quotes at beginning and end.  
▪ Do not insert phrases such as ‘he said’ within block quotes. 
▪ Use square parentheses for inserted comments or additional words. 
▪ One line space above and below block quote. 

 
TITLES AND HEADINGS 
 

▪ The printer will convert titles and headings to the font used. 
▪ Titles flush-left, capitalised, 16pt. 
▪ Author name flush left, capitalised 14pt. 
▪ Headings flush-left, capitalised.  
▪ Always capitalise the first word after a colon in heading, even prepositions. 
▪ First-level sub-headings in 12pt small caps (found in font pull-down menu) with one line space 

above and below. 
▪ Second-level subheadings in 12 pt upper and lower case one line space above, none below. 
▪ Third level heading 12pt italic with one line space above and none below. 

 
ENDNOTES 
 

▪ These come at the end of each article. Footnotes are not used. 
▪ Use Word to write and place end notes (accessed under ‘References’ in the tool bar). 
▪ Whenever possible, endnote superscripts should come at the end of a sentence, after the full-stop, 

or after a comma or semi-colon where the sense demands it. 
▪ Notes should end with a full stop. 
▪ Superscript numbers in text are 1, 2, 3, not Roman numerals. 
▪ Embed references in the endnotes, not in the text or in a bibliography. 
▪ After a book or journal article has been referenced in the notes, subsequent references should use 

only author name and short title. 
 
ITALICISING 
 

▪ Italicise Latin and unusual foreign words, but not place names. 
▪ Titles of all publications, i.e. books, journals, newspapers, etc. 
▪ Names of ships but not their designator, e.g. RMS Douglas Castle. 

 
REFERENCES 
 
Journals:   

▪ Author,    ‘article title’,    Journal,    x:n (date) pages. (where x is volume number and n is issue 
number) 
As in—Li Zhenyu, W.P. Gregg, Li Dianmo, ‘Invasive species in China—an overview’, 
Biodiversity and Conservation, 10:8 (1984) pp. 1317–41. 
N.B.: Western names in first name, last name order in endnotes, not reversed as in an 
alphabetised bibliography. 
 
Journal articles, like their authors, will be found to vary greatly in appearance and presentation 
and it may not always be easy to apply some of the above rules.  When in doubt, consult the 
Chicago Manual of Style, Vol. 15. 
 
 



Books:   
▪ Author,    title    (place of publication: publisher, date)   pages. 

As in—Jack Reynolds, Daughters of an Ancient Race (Hong Kong: Heinemann Educational 
Books [Asia] Ltd, 1974) pp. 152–57.  
 

Paper in a Collected Volume; 
• Author    ‘article title’ in ….volume editors, ed., volume title (place of publication: publisher, 

date) pages. 
As in—Christopher Munn, ‘The Hong Kong Opium Revenue, 1845–85’, in Timothy Brook and 
Bob Tadashi Wakabayashi, eds., Opium Regimes: China, Britain and Japan, 1839–1952 
(Berkeley: University of California Press, 2000) pp. 105–26. 

 
Other items: 

• For official papers and other reference sources, please follow the standard style used in scholarly 
literature for such references. 

 
Chinese references 

• Where journal articles or books are referred to, for author, title and publisher, the pin-yin should 
precede the name in characters. Where an English translation of a title is provided, it should 
follow the characters. The title in characters and in English should be enclosed in one set of 
round brackets. If the item in a standard reference format as above would be in italics, the pin-
yin and English should likewise be in italics. 

            As in -  Jin Yaoru 金堯如, Zhonggong Xianggang Zhence Miwen Shilu (中共香港政策秘聞實錄 A 
Secret Record of the Chinese Communist’s Hong Kong Policy) (Hong Kong: Tianyuan Shuwu 田園書屋, 
1998) p. 3.  
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