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Formatting 

 

All manuscripts must be submitted as a Microsoft Word document and formatted as follows:  

 

 Times New Roman font 

 12 point 

 One inch margins 

 Left justified 

 Double spaced (text and references) 

 Headings and subheadings in distinguishable formats 

 

 

Manuscript Layout  

 

Manuscripts must be organized as follows: 

 

 Title 

 Abstract 

 Key words  

 Text 

 Appendix 

 References 

 Notes  

 Tables and figures 

 

Title. The title should be limited to15 words. 

 

Abstract. The purpose of an abstract is to draw the reader into the article. In 250 to 300 words, 

provide an overview of the article highlighting key points. 

 

Key words. Three or four words that reflect the academic discipline or topic area under 

investigation. 

 

Text. The word count typically range from 6,000 to 9,000 words (not including the title page, 

abstract, references, exhibits, or other supplemental information). The text should be organized 

with distinct sections that reflect the stages in the research process. A typical structure is as 

follows: 

 

Introduction 

The development of the problem under investigation, including its historical antecedents, 

statement of the purpose of the investigation, and hypotheses of the study. 

 



Methodology 

A description of the procedure to conduct the investigation. 

 

Results 

A report of the findings and analyses of the investigation. Do not refer to the tables as the only 

means to report the results (i.e., see exhibit 1 for results). 

 

Discussion 

A summary and interpretation of the results of the investigation. 

 

Appendix. Supplemental methodological details of the study. 

 

References. Sources must be cited using the parenthetical author-date reference system with 

corresponding reference list. Authors should avoid excessive use of self-citations; minimizing 

references that could potentially reveal the manuscript’s authorship is important for the double 

blind review process. 

 

Notes. Do not use footnotes in the text; all notes must follow the reference section (insert section 

break after references and select “end of section” for location of endnotes). Each note must be 

consecutively numbered, beginning with one and correspond to its citation in the text.  

 

Tables and figures. Tables and figures must be numbered sequentially and have a title. Do not 

place tables or figures in the text section. At the point in the text where an exhibit is to be placed, 

indicate with a place holder (e.g., Insert Table 1). All tables must be editable. 

 

 


