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Paper Formatting Guidelines 

 

Length: 4000-6000 words, including references, charts, tables. etc. 
 
Text: Times New Roman, 12 pt, justified, single spaced. 
 
Paper size and margins: 2.5 cm top and bottom, 3 cm left and right margins, A4 paper. 
 
Title of paper: Times New Roman 14 pt, bold, centered. 
 
Author(s), affiliation and email address: Immediately below title, one free line above, Times 
New Roman 12 pt, centered. Author(s) name(s) bold, affiliation and email address normal. 
 
Abstract: Must be included; indented 1 cm right and left, italics. Maximum 200 words. 
 
Keywords: Provide three to five keywords representative of the background, method and 
contribution of the research presented in the paper. 
 
Headings: Major in bold, minor in italics, with one free line above. All in Title Case. 
 
Tables, Charts, Figures, Diagrams: To be included in the paper in the appropriate place and NOT 
SENT SEPARATELY. 
 
Titles for Tables, Charts, Figures, Diagrams: Times New Roman 12 pt, Title Case, Bold, beneath 
figure. 
 
NO Headers or Footers. 
 
References: 10 pt Times New Roman, Harvard style, indented 0.5 cm second & subsequent 
lines, italics (NOT bold) as appropriate, in list at end of paper, as follows: 
 

Smith, J. (2000) The Deregulation of Employment, Anyville: Nowhere Press. 
 


