Manuscript Style Guide and Example

An example is provided following these instructions.

This style guide represents style guidelines in effect for future issues, but always check for updates online.

Authors are responsible for checking for correct grammar, construction and spelling. Authors are also
responsible for formatting pictures, tables, and figures such that a pdf black and white file sent to the
publisher will reproduce in a readable manner.

General Setup:

All fonts other than exceptions noted below: Times New Roman. 10 point for text. Other sizes as noted
below

Margins: 1 inch on all sides of 8%x11 inch paper size.

No headers or footers,m other than page numbers centered lower.

Absolutely no footnotes or endnotes via footnote or endnote formatting. For footnotes or endnotes, place a
number of the footnote in the proper location as a superscript. Then at the end of the paper or bottom of the
page, add the footnote as text with a superscript number to correspond to that footnote.

Page numbering bottom centered.

No section breaks in the paper.

No color, including url’s. Format to black. No color in tables or figures. Use shading if necessary.

All pages must be portrait orientation. Tables and figures in landscape orientations should be reformatted
into portrait orientation.

All paragraphs should be justified left and right, single spaced, in 10 point Times font, no indent on first
line, I line between each heading and paragraph.

One line between each paragraph.

Titles, Authors, and Headings:

Title centered 14 point bold. one line between title and author’s name.

Authors: centered, 12 point. Name, affiliation, state, country.
One line space to ABSTRACT (title 10 point, bold, all capitalized, aligned left; text of abstract 10 point,
no bold)
After ABSTRACT, one line space, then Keywords. Followed by one line space to first major heading.
HEADINGS, MAJOR, 10 point, bold, all capitalized, aligned left.
The specific headlines will be based on the content of the paper, but major sections should at a minimum
include an abstract, keywords, introduction, conclusion, and references.
Sub-headings: 10 point, bold, first letter capitalized, no line to following paragraph. Align left.
Third level headings: Italic, 10 point, first letter capitalized, no line to following paragraph. Align left.
Keywords: heading: 10 point, bold, first letter capitalized, no line to following paragraph. Align left.
Your list of keywords in 10 point, no bold.

Tables, Figures and Graphs:

All fonts 10 point.

Numbered consecutively within each category. Table 1, Figure 1 etc.
Title: 10 point, bold, left justify title, one space, then the table, figure, etc.
Example: Table 1: Statistical Analysis

References:

APA format when citing in the text. For example (Smith, 2009).

References section: 8 point font, first line left margin, continuation lines 0.25 inch indent. Justify left and
right. No line spacing between references. List alphabetically by first author.

Specific references: Last name, First initial, middle initial (and additional authors same style) (year of
publication in parentheses). Title of article. Journal or source in italics. Volume and issue, page number
range.

Example: Clon, E. and Johanson, E. (2006). Sloppy Writing and Performance in Principles of Economics.
Educational Economics. V. 14, No. 2, pp 211-233.

For books: last name, first initial, middle initial (and additional authors same style) (year of publication in
parentheses). Title of book in italics. Publisher information.

Example: Houghton, P.M, and Houghton, T.J. (2009). APA: The Easy Way! Flint, MI: Baker College.



Example (note that this example represents a change from previous style guides )

Evidence to Support Sloppy Writing Leads to Sloppy Thinking (14 pt bold)

Peter J. Billington, Colorado State University - Pueblo, Colorado, USA (12 point)
Terri Dactil, High Plains University, Alberta, Canada

ABSTRACT (10 point, bold, all capitalized, left justified)

(text: 10 point Times font, no indent, justified, single space, 150 words maximum for the abstract)

The classic phrase “sloppy writing leads to sloppy thinking” has been used by many to make writers develop structured
and clear writing. However, although many people do believe this phrase, no one has yet been able to prove that, in
fact, sloppy writing leads to sloppy thinking. In this paper, we study the causal relationship between sloppy writing
and sloppy thinking.

Keywords: sloppy writing, sloppy thinking (10 point, bold title, first letter capitalized, left justified).
INTRODUCTION (10 point, bold, all capitalized, left justified).

The classic phrase “sloppy writing leads to sloppy thinking” has been used by many to make writers develop structured
and clear writing. However, since many people do believe this phrase, no one has yet been able to prove that in fact,
sloppy writing leads to sloppy thinking. Is it possible that sloppy writing is done, even with good thinking. Or perhaps
excellent writing is developed, even with sloppy thinking.

In this paper, we study the writing of 200 students that attempts to test the theory that sloppy writing leads to sloppy
thinking.

PREVIOUS RESEARCH

The original phrase came into wide use around 2005 (Clon, 2006), who observed sloppy writing in economics classes.
Sloppy writing was observed in other economics classes (Druden and Ellias, 2003).

RESEARCH DESIGN

Two hundred students in two business statistics sections during one semester were given assignments to write reports
on statistical sampling results. The papers were graded on a “sloppiness” factor using...

Data Collection (Sub-heading, bold but not all caps, 10 point, aligned left, bold, no line after to paragraph)
The two hundred students were asked to write 2 short papers during the semester...

Data Analysis(Sub-heading, bold but not all caps, 10 point, aligned left, bold, no line after to paragraph)
The two hundred students were asked to write 2 short papers during the semester...

DISCUSSION

The resulting statistical analysis shows a significant correlation between sloppy writing and sloppy thinking. As noted
below in Figure 1, the amount of sloppy writing increases over the course of the spring semester.



Figure 1: Sloppy Writing During the Semester (10 pt bold, 1 line after to table, left justify)
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The count results were compiled and shown in Table 1 below.

Table 1: Counts of Good and Sloppy Writing and Thinking (bold, 1 line after to table, left justify)

Good Sloppy
Thinking Thinking
Good Writing 5 22
Sloppy Writing 21 36

*-Indicates significance at the 5% level)
As Table 1 shows conclusively, there is not much good writing nor good thinking going on.
CONCLUSIONS

The statistical analysis shows that there is a strong relation between sloppy writing and sloppy thinking, however, it
is not clear which causes the other...

Future research will try to determine causality.

REFERENCES (title10 point, all caps, bold, align left, one line to first reference)

(1line spacing) (All references 8 point, indent second line 0.25 inch)
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(short bio section optional, can run longer than these examples; removed before sent to reviewers)

Peter J. Billington, Ph.D., is a professor of operations management at Colorado State University — Pueblo. His
research interests include lean six sigma and innovative education.

Terri Dactil, Ph.D., is a professor of business communication in the College of Business at High Plains University,
Alberta, Canada. His research interests include instructional methods to improve student communication skills.

Endnote: (do not use word footnote or endnote formatting to accomplish this; see comments above)



