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MANUSCRIPT SUBMISSION
1. Submit your paper in Word format. The length of any paper should not exceed 30 pages, double-spaced.
2. At least two weeks before the conference send an electronic copy of the manuscript to the panel chair and rapporteur of your session. 
3. Submit the final version of the paper electronically to the President of the conference no more than six weeks after the end of the meeting. If a PowerPoint presentation was also prepared for the conference, submit that to the president as well. This can be helpful as a reference in the final editing of the paper for publication. 
4. Submission does not guarantee inclusion in the final set of Papers. The overall quality of a submission determines its inclusion. The President or Editorial Board may return your paper to you requesting changes or clarifications. Any paper requiring substantial corrections or reformatting to conform to these guidelines may be rejected. 
MANUSCRIPT FORMAT AND PREPARATION
1. Prepare your manuscript according to The Chicago Manual of Style (http://www.chicagomanualofstyle.org/home.html).
2. Double-space the entire manuscript, including block quotations, appendices, notes, and bibliographies.
3. Choose a system for source citations as outlined in The Chicago Manual of Style and use that style consistently throughout the paper. If using the notes system, use endnotes (at the end of the manuscript), not footnotes (at the bottom of the page). 
4. Place all tables, charts, and graphs in separate files, and place related notes and/or credits directly under the table, etc. Number the illustrations, charts, graphs, etc. and include a title for each one. Be sure all are referred to, by number, in the text. Be sure to identify clearly in the text where each is to be placed.
5. Submit original copies of illustrations (photographs, facsimiles, prints, line drawings, etc.) in camera-ready form. Include the captions/credits on a separate page, being sure to number them to correspond to the illustrations to which they refer. Identify clearly in the text where the illustrations are to be placed.

6. DO NOT
a. Do not justify margins.
b. Do not hyphenate at the end of a line.
c. Do not insert two spaces after a period, colon, question mark, exclamation point, or closing quotation mark. Insert only one space.
d. Do not insert headers or footers.
e. Do not use the lower case “l” in place of the numeral “1.”
f. Do not use underline or bold for emphasis. Try to convey the desired emphasis with appropriate wording in the text.

g. Do not number the citations in a bibliography.

7. ALWAYS

a. Always use Times Roman as your font, size12.
b. Always type main heads flush left, capital and lower case, bold. 
c. Always type subheads flush left, capital and lower case italic, not bold.
d. Always separate paragraphs with one hard return, not two.
e. Always use the tab key not the space bar to indent paragraphs.
f. Always left-indent entire paragraphs for block quotations (prose extracts). Do not use the Tab key, space bar, or hard returns to produce the desired alignment.
g. Always type the first line of a bibliographic entry flush left and indent subsequent lines.  Do not use the Tab key, space bar, or hard returns to produce the desired alignment.
h. Always italicize punctuation that follows italics. 
i. Always italicize all foreign words unless they are proper names. If a foreign word occurs numerous times in the paper, you need only italicize it on the first occurrence.
j. Always type two hyphens with no space before or after for a long dash (em dash). 
k. Always use one space between initials in a personal name, but do not space between letters in abbreviations (e.g., T. S. Eliot, J. P. Morgan; but U.S.A., U.K.).
l. Always spell out acronyms and abbreviations on their first occurrence.
m. Always use the two-letter postal abbreviation (caps, no periods) for states in bibliographic citations. A list of these can be found in, The Chicago Manual of Style.
n. ALWAYS Proofread your paper and have at least one other person proofread your paper prior to submission.
