PAGE  
1

 [image: image1.png]The Encyclopedia
of Greater Philadelphia




Guidelines for Writers (Revised 11/2011)
Contents:

Description of Encyclopedia
Audiences
Content Guidelines

Editorial Principles

Style (Documentation; Quotations; Numbers and Dates)

Manuscript Preparation

Project Organization and Policies

Types of Essays

Bibliography of General Histories

Description of The Encyclopedia of Greater Philadelphia
The Encyclopedia of Greater Philadelphia (hereafter, the Encyclopedia) is a work of scholarship, written in clear, jargon-free English by knowledgeable persons working from authoritative sources and incorporating the latest, best research. The project will use maps, graphs, charts, photographs, and other images to convey information and enrich text.  The Encyclopedia will provide a reliable, authoritative reference work and a touchstone of history and analysis useful to civic and community engagement and policy. Content created for the Encyclopedia will be published on the Internet and may also be selected for printed publication, including but not limited to a single-volume encyclopedia to be published by the University of Pennsylvania Press.

The Mid-Atlantic Regional Center for the Humanities (MARCH) at Rutgers-Camden is the institutional home of the Encyclopedia project and maintains the Web site, http://philadelphiaencyclopedia.org.

Audiences
The project seeks to serve the following audiences:

· Engaged information-seekers who patronize the region’s public libraries and numerous cultural institutions and who increasingly pursue their interests online.

· Educators (at all levels) and their students.

· Information distributors, including the tourist industry and mass media.

· Public policy-makers and other decision-makers who will benefit from increased historical and geographic context for charting the future.
Content Guidelines

Authors should: 
· Be attentive to the regional scope of their subjects, especially in southeastern Pennsylvania and South Jersey. See attached bibliography for general histories to consult.

· Write in jargon-free prose that will be accessible to a general audience.

· Write summary introductions that include important keywords and convey the scope of the essay as a whole. (Such introductions aid in discovery of the essay by Web search engines.)
· Regard assigned word lengths as maximums, which may be exceeded only with approval of the assigning editor.

· Include names of significant individuals. For each individual named, include dates of birth and death in parentheses following the first reference.

· Include names and addresses of significant places.
· End each essay with the following list:

· Bibliography: Books or articles for further reading, listed alphabetically by author’s last name with publication data as specified in The Chicago Manual of Style.
· Collections: Archives or artifact collections for further research. Provide the name of the collection, the archive or repository, including its location, and any identifying collection call or organizing numbers.
· Places:  One to three historic sites or other locations related to the topic, including street addresses.  “Places” may also include Web sites.
· Author identification (two to three sentences, which may appear online and in print).

· List of all related locations, with street addresses (to aid in creating maps).

· Provide suggestions for maps, graphs, charts, photographs, and other illustrations.
· Provide documentation for fact-checking (see Style, Documentation, below).
Editorial Principles

Content in the Encyclopedia should reflect the following principles:
We seek to understand Greater Philadelphia.
The Encyclopedia will be attentive to ways that Philadelphia is distinctive as well as its connections and relationships with the region, the nation, and the world.  The project does not have a fixed geographic definition of “Greater” Philadelphia. Each essay should be regarded as an investigation into the regional, national, and global connections of the assigned topic and its time. Writers are encouraged to identify and assess relationships and connections between core urban, regional, and even national and international ideas, interests, institutions, and identities.

We will situate Philadelphia at the hinge between its past and future.
The Encyclopedia will encompass history but also will be forward-looking in ways that are useful to citizens and policy-makers. For writers, this means that in addition to being retrospective, essays should, when appropriate, consider the influence and impact of the topic in the future. Suggest, when relevant, the implications of ideas, interests, institutions, and identities for making public policy and shaping civic and community life.

We strive to build community.
The Encyclopedia will create linkages between particulars (such as neighborhoods and ethnic identities) and patterns (such as urban development and immigration). Writers aid in creating these linkages by making reference to related essays noted on the guidelines cover sheet.

We seek to animate the Philadelphia experience.
The Encyclopedia will be lively as well as informative. Attention will be paid to significant individuals, institutions, and groups that have had impact on the city and region. Writers should emphasize the alliances, tensions, and dynamics that make the city work.

We will construct content from multiple ways of knowing.
The Encyclopedia strives to be multidisciplinary, though individual essays might vary as to the extent to which they follow that charge.  Writers are expected to incorporate multiple ways of knowing through textual sources; visual sources (such as photographs and works of art); and material sources (such as artifacts and built environment).   

We will provide an authoritative reference source.
The Encyclopedia will adhere to the highest standards of scholarship and undergo rigorous review and fact-checking.  We also invite public input and scrutiny. Writers will be expected to respond to questions that arise during this process.

We recognize that new knowledge is created both inside and outside the academy.
The Encyclopedia will build upon the foundation of public history and policy work as well as published scholarship. Writers should visit collections and places that are relevant to their topics and incorporate knowledge gained from these investigations into their essays. 

We are creating a legacy.
Your essay will identify you as an authority on your subject for generations to come.  To assure longevity of the work, avoid references to “today” or current events that may lose significance with the passage of time.
Style
In general, The Encyclopedia of Greater Philadelphia follows The Chicago Manual of Style.
Documentation

Encyclopedia essays will not include endnotes or footnotes, but in the draft of any essay submitted to the editors for review, writers should identify their source(s). This is essential for any quoted material or for material that substantially derives in content, wording, and emphasis from any single source.
Each reference should be as complete as possible to facilitate verification and fact-checking. For each printed work, provide the author’s name, title of work, publication data, and page or other identifying numbers. For unpublished items, provide the name of the collection or place from which the item came, the date(s) of the item, any particulars as to location of the item (e.g., box and file number in a manuscript collection), and contact information for the owners’ or possessors of the material. For works derived from on-line sources, provide the full URL address and the date of access.

Quotations

Quotations should be kept to a minimum and lengthy quotations should be avoided.  Quotations that provide essential meaning or highly illustrative expressions of ideas, descriptions, or identities are potentially useful. Any quotations of more than fifty words should be separated from the main text using indentation and no quotation marks; those of fewer than fifty words should run on in the text and be set inside quotation marks. All quotations should be entered in double-spacing (just like the text, the notes, and the bibliography).
All substantial quotations from material still in copyright require permission from the copyright-holder if they are to be reproduced in print. The contributor is responsible for alerting the editors of the need to secure copyright permission.  
Numbers and Dates
In the text spell out numbers up to ninety-nine, unless the reference is to specific quantities

(as in 60 years, 4 gallons, etc.). Thus, “eighteenth century,” not “18th century.” The “1930s” is

printed without an apostrophe. Elide pairs of numbers less than 99 (thus, for example, 23-27 and 144-49).  Spell out all numbers used at the beginning of a sentence (thus, for example, “Thirty-five years after . . .”  rather than “35 years after . . .”).
Dates should be rendered as follows: September 19, 1787; September 17; September 1787. All such dates should be followed by a comma within a sentence. 
Manuscript Preparation
Deadlines
At the time an assignment is made, the assigning editor and writer will set a mutually agreeable deadline for submission. Extensions to the deadline must be requested in advance.  If deadlines are not met, the editors may at their discretion cancel the assignment.
Creation and Delivery of Text
To allow for the publication of text on multiple platforms, including the Internet, essays must be created and submitted as electronic documents using Microsoft Word (preferably Word 2007 or subsequent versions).  Send the essay by email attachment to your assigning editor, who will remain your point of contact throughout the editing process.
In addition to the assigning editor, at least two peer reviewers will read each submission before it is published. Writers will be expected to respond to any queries and concerns raised and to make any revisions required at any point in this process. All editors will provide contributors the opportunity to review their edited work, but final decisions about changes remain with the editors.

Essays that fail to conform to assignment specifications or to respond to requests from the editors will be returned for reworking or they may be revised by the editors unilaterally.

Copyright
Copyright to all submissions will be held by The Encyclopedia of Greater Philadelphia, unless otherwise dictated by grant funding.  Writers will be provided with the necessary documents for assignment of copyright.
E-mail addresses for contacting the Editors:
Howard F. Gillette

hfg@camden.rutgers.edu
Charlene Mires

cmires@camden.rutgers.edu
 

Randall M. Miller

miller@sju.edu
Project Organization and Policies
Writers and Other Contributors
The contributors will be scholars and/or responsible, knowledgeable professionals with established credentials and expertise in the assigned areas. Where necessary or appropriate, some essays will be written by more than one scholar. Supporting materials for particular essays (e.g., maps, charts, photographic images) will in some cases be provided by scholars and/or knowledgeable professionals in the field and will be reviewed by the contributors and editors for accuracy, relevance, and utility. 
Editorial Board

The editorial board of the Encyclopedia consists of  Editors, Consulting Editors,  Associate Editors, and Advisers (Editorial and Technical). Any Editor or Associate Editor may serve as an assigning editor (that is, the first point of contact for one or more writers).

· The Editors are historians who have written on aspects of urban life, culture, and public policy related to Philadelphia, its metropolitan region, and beyond.  The Editors are responsible for the overall management of the project, including conceiving and managing content areas and design; identifying and contracting with contributors; making assignments; reviewing the work of  Associate Editors and  contributors; establishing and maintaining good relations with the publisher and content providers; supervising staff; tracking the progress of the work; and reading and editing final copy.
· The Consulting Editors will provide advice as to content, scope, and direction of the work, identify contributors, and work with the Editors to assure the integrity of the project.
·  The Associate Editors will help to identify topics and contributors and will read submissions in their areas of expertise and interest for content, coherence, and conformity to the purposes of the project.
· Editorial and Technical Advisers will provide expertise in specialized areas of content and methodology, especially in matters related to technology.
All the editors will supplement one another’s work through suggestions as to supporting materials, such as photographs and other graphics.  Editors might also write essays in their own areas of expertise, with such work to be reviewed by other editors and subject to the same standards of accuracy, relevance, and excellence governing the entire volume.

Types of Essays
As a digital-first project, the Encyclopedia is organized in layers, and foundational essays for each layer provide links and access to related content.  In practice, users online will more often locate information by keyword searching in search engines and the layering will draw them into additional content.  By specifying a hierarchy of types and lengths of content, we also seek to maintain the encyclopedia’s traditional role as an organizer of knowledge into hierarchies of relative significance. These distinctions also will assist with production of print versions of the work.

Foundational Essays
· Thematic (up to 2,000 words) .  These essays are built around phrases that have served to identify and describe Philadelphia at various points in its history, such as “City of Brotherly Love,” “Workshop of the World,” and “City of Neighborhoods.” These essays will establish the origins of the phrases and then, through such phrases, explore the ideas and their uses as sources and forms of civic identity, including the contradictions, ironies, and silences that such slogans may mask. See separate guidelines.
· Regional Time Period Narratives (up to 4,000 words).  These essays trace the development of the region over time with attention to such factors as population, the economy, and policy issues.  See separate guidelines.
· Peopling Philadelphia (up to 2,000 words).  These essays summarize migration and immigration patterns, from the earliest settlement of the region to the present.

Interpretive Essays (2,000 to 4,000 words) delve into topics that require significant new research, especially in areas of scholarship that have not been fully explored in terms of Philadelphia.  These essays will provide historical context and in many cases will be instructive to policy makers (for example, on topics such as public health, globalization, or social mobility).

Summary Essays and Entries
· Long / Integrative (up to 2,000 words).  These essays provide broad summaries of major topics, especially those that link to many other sub-topics in the Encyclopedia.  These essays describe and analyze large patterns of behavior and interest to show the linkages among various related institutions and interests across the region and the effects of such activity in defining urban life.

· Short to Medium (250 to 1,000 words). These essays provide succinct, factual summaries of particular places, processes, or institutions.

Animating features (1,500-2,000 words).  These essays emphasize people, from famous figures to everyday citizens, to show their impact on the region or their relationship to places and patterns in Greater Philadelphia’s history.  There are three types of animating features: 

· Features focusing on institutions show the development and evolution of the institution and what it represents in terms of identity, interests, and place, over time, with attention to the interplay of private interest and public policy.
· Features on “new knowledge” call attention to work in a particular place, such as a historic site or neighborhood, to build new understandings of historical questions and interpretations.
· Features on “representative” individuals focus on people who represent the experiences of particular places and processes. Through biography, these features reveal   the character, dynamics, and significance of that place and process for Philadelphia and the region.
Bibliography of General Histories
Writers for The Encyclopedia of Greater Philadelphia are expected to convey current scholarship and the regional scope of their subjects. For scholarship on the City of Philadelphia published since 1982, consult the bibliographic survey posted on the project Web site, http://philadelphiaencyclopedia.org. For narrative histories and reference works on Philadelphia and the region, the following are suggested as starting points. All writers should consult sources for New Jersey as well as Pennsylvania.
Philadelphia
Jackson, Joseph. Encyclopedia of Philadelphia. Harrisburg: National Historical Association, 1931-33.
Oberholtzer, Ellis P. Philadelphia: A History of the City and Its People. Chicago: S.J. Clarke Publishing Co., 1912.
Philadelphia: A Guide to the Nation’s Birthplace. Harrisburg: Pennsylvania Historical Commission, 1937. (Republished as The WPA Guide to Philadelphia, University of Pennsylvania Press, 1988.)
Scharf, John T. and Thompson Westcott. History of Philadelphia, 1609-1884. Philadelphia: L.H. Evarts & Co., 1884.
Simon, Roger. Philadelphia: A Brief History. University Park, Pa.: Pennsylvania Historical Association, 2003.

Toll, Jean Barth and Mildred S. Gillam, eds., Invisible Philadelphia: Community Through Voluntary Organizations. Philadelphia: Atwater Kent Museum, 1995.
Watson, John F. Annals of Philadelphia. New York: Carey & Hart, 1830. (Also published in various later editions.)
Weigley, Russell F., ed. Philadelphia: A 300-Year History. New York: W.W. Norton, 1982.
Pennsylvania
Klein, Philip and Ari Hoogenboom. A History of Pennsylvania. New York: McGraw-Hill, 1973.

Miller, Randall and William Pencak. Pennsylvania: A History of the Commonwealth. Harrisburg: Pennsylvania Historical and Museum Commission, 2002.

New Jersey
Dorwart, Jeffrey. Camden County, New Jersey: The Making of a Metropolitan Community, 1626-2000. New Brunswick: Rutgers University Press, 2001.

Fleming, Thomas. New Jersey: A History. New York: W.W. Norton, 1985.

Lurie, Maxine and Marc Mappen, eds. The Encyclopedia of New Jersey. New Brunswick: Rutgers University Press, 2004.

New Jersey: A Guide to Its Present and Past. New York: Viking Press, 1939. (Republished as The WPA Guide to 1930s New Jersey, Rutgers University Press, 1989.)
Delaware
Munroe, John A. A History of Delaware. 5th Ed.  Newark, Del.: University of Delaware Press, 2006.

