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Format Guidelines 

 

*Please download the “Sample Paper Format” Word file from our website for your 

Word setting convenience. 

 

1. Paper Setting 

Manuscripts should be prepared using MS Word on A4 size paper setting, with 1.18 inch 

(3cm) margins on the top, left, and right, and 0.98 inch (2.5cm) margin at the bottom. 

Number all pages consecutively, beginning with the title page, and insert the page 

number at the bottom (center; Times New Roman with size 10) of each page. 

Paragraphs should be aligned as “Justified”, indented First Line by 0.8 characters, and 

set at a fixed 1.5 lines Before, After, as well as Line spacing. No other boxes are 

checked (see snapshot). The Fonts should be in Times New Roman with size 12. Total 

number of words in a manuscript should not exceed 20,000, counting the title, abstract 

and keywords.   
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2. Title Page and Abstract 

The title page should provide the Title (boldfaced, font size 14), Author Names 

(boldfaced, font size 12; add an * beside the corresponding author), Affiliations (font 

size 10), all aligned at center, and the corresponding author’s email address in the 

footnote (font size 11). The abstract (“Abstract” is boldfaced and centered) should have 

a maximum length of 300 words in total. Keywords (“Keywords:” is boldfaced) should 

be in lower case and should not exceed 6 keywords. 

 

3. Section Format 

Section headings (font size 14) and subsection headings (font size 12) should all be 

boldfaced and not to be indented. Use numerical numbers (1, 2, 3, 4…) for all heading 

numbering. For example: 

4. Empirical Results 

4.1 Descriptive statistics  

4.2 Logistic regression analysis 

… 

 

4. References 

Use ‘,’ to separate all authors. No ‘and’ is needed. Author names are all in the form of 

Lyles, M.A. (no space between M. and A.) Write the journal paper title in lower case 

except for the beginning word, ending with a period ‘.’ . Write the journal title with 

initial capitals, and use ‘,’ to separate in between: Journal Title, volume number (issue 

number), page number. End the reference item with a period ‘.’ . No italics or underlines 

or ‘:’ or ‘pp.’ . For books, write the book title with initial capitals, ending with a period 

‘.’, and write the publisher name and location (in the sequence indicated). Indentation 

should be Hanging by 2.25 characters (see snapshot). A few examples:   
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5. Figures and Tables 

All figures (charts, diagrams and line drawings) and tables should be placed at the end 

of the paper. 

 

6. Others 

All formulas should be indented. 

Chinese abstract is not needed for English written articles. 

 

 

 

 

 

 

 

 


