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• Four hard copies of the manuscript (no cover page) 
• Computer disk copy of total manuscript in MS Word format AND PDF format 
• One separate copy of the cover page that includes:  on top right hand corner indicate what 

type of research - Quantitative or Qualitative; centered on the remaining page -
manuscript title, author name, mailing address, phone number, fax number, and e-mail 
address of all authors 

• 13 page maximum including abstract/tables/figures/references, plus cover page 
• 12 point Times Roman or Times New Roman font 
• All margins – 1 inch 
• All tables/figures placed within the body of the paper as soon after their first me ntion in 

the text as possible 
• The table functions command MUST BE USED for all tables 
• Manuscript title should be centered with initial letters in caps 
• Place abstract after manuscript title – 200 words maximum (on one page) 
• Main body of manuscript should come immediately after the abstract 
• Do not use headers, footers, footnotes, or page numbers 
• Single space the entire manuscript, double space between paragraphs and between 

headings/subheadings and text 
• Suggested Paper Sections:  Introduction/Theoretical Framework, Purpose(s)/Objective(s), 

Methods/Procedures, Results/Findings, Conclusions/Recommendations/Implications, 
References 
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