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Paper Submission Guidelines for Transactions 
This document details the submission format of papers for Transactions.  Please use only the standard formats indicated in this document when writing your paper. The easiest way to do this is to use the template ‘Transactions_standard.doc’ which contains all the formatting styles required and can be downloaded from the Transactions website http://www.cebe.heacademy.ac.uk/transactions/index.php
You should either write your paper by typing directly into the template (Transactions_standard.doc), or by copying and pasting your paper into the template.  You should format the text using the styles set up as part of the template.  These can usually be selected from the pull down menu in the top left-hand corner of Microsoft Word’s menu bar.  The relevant style names are indicated in brackets after each part of this document (there is no need to include these in your document).  If you are unsure about how to use styles contact your technical advisor. 
First Page

For the title of the paper please use the style ‘Title’ which has been set up in the template.  You should use upper case for the initial letters of each main word.  Please use the style “Heading 2” for the author’s name(s) and “body” for the author’s institution.
The abstract should be written in style body which has been set up in this document; it should be approximately 200 words in length and provide sufficient information to the reader about the content of the entire paper.  A list of keywords should be provided below the abstract, followed by a page break.

Text

The main body of the text should use the style Body.  Paragraphs should be separated by a single carriage return.  The style is set up to automatically place a space between paragraphs and to allow approx 1.5 line spacing.  Submissions should be written in a user-friendly manner - professional, efficient and informative rather than over-formal and academic.  The language should be understandable for an English-speaking audience. Words and phrases of foreign origin should be italicised, unless they are in common use as English idioms.  Headings within the text should use:  
Heading 1 

You should use this for the main section headings of the paper.  You should use upper case for the initial letters of each main word  

eg, History of Design Studio Teaching (Heading 1)
Heading 2 
You should use this for a sub title and include an initial capital for the first word only.  eg 
Two case studies (Heading 2)
Heading 3 
You should use this for subheadings eg Discussion of case study (Heading 3)
Footnotes

Avoid footnotes, except in Tables and Figures. Other information sufficiently relevant to warrant a footnote should be inserted in the text.

Numbers

Numbers less than ten should be spelled out.  Exceptions: 

· Percentages and decimal fractions 

· Numbers in a series containing one or more numbers greater than 10 

· Table, figure, and equation numbers 

· Dates 

· Within a single paragraph, numbers referring to a specific measure or type of item should be either all spelled out or all in numerals. 
Tables and Figures
All tables and figures must be cited in the text.  Tables and Figures should appear at the top of the next page following the initial mention of the table or figure in the text.

Tables should be numbered consecutively through the entire text. Table footnotes should be identified by lower-case letters, not numbers.  Table titles should be typed in the following style: TABLE 1: Title of Table (no full stop after the word Table). Titles should appear above each table.

Figures:  Initial submissions should include figures in final or near final form. They should be numbered consecutively. Titles should be typed as follows: FIGURE 1: Title of Figure (no full stop). Computer-generated graphics are preferred to scanned images.  Titles should appear below each figure.
Citing References 
General references to works or references to works supporting a claim should appear in the text, not in footnotes.  For example:
"Gaming methodologies have been shown to produce positive outcomes in multi-profession learning situations (Frank, 2001)."
"A useful diagramatic model of the studio assessment process is given in Roberts (2003, pp. 134-146)."

References pertaining to subject matter of tangential interest also should be addressed in the text, not via footnotes. For example:
"For a discussion of the medical profession’s approach to CPD see Unwin and Gallagher (2002)."

All citations should include the name(s) of the author(s) and the year of publication.  If the author name is used in the text (as in Roberts above), only the year and page reference (if any) should be included in parentheses.  If the entire citation is parenthetical, separate name, year, and page numbers by commas.  If it is a multiple-reference citation, separate the references by semicolons.
"et al."  Use "et al." for citing references having more than two authors.  However, all authors must be included in the Reference List regardless of the number of authors for the work.

Cite page numbers for all direct quotations.  Long quotes should be clearly separated from the text and displayed with wider margins than the rest of the text.

Only cited references should be included in the Reference list. The references should be listed in full at the end of the paper in the Harvard referencing guide HSL-DVC 1, see: http://www.shef.ac.uk/library/libdocs/hsl-dvc1.pdf. Electronic references should be cited using Harvard Guide HSL-DVC 2, see: http://www.shef.ac.uk/library/libdocs/hsl-dvc1.pdf. 
The list should be in alphabetical order based upon the first author's last name, and secondarily on subsequent co-authors.  Invert all author names; give only surnames and initials of the author's first and middle names if known.  
If references to two different works by the same author or set of authors are cited, they should be listed in order of ascending (earliest to most recent) publication date.  
If two or more works by an author or set of authors are published in the same year, use letter codes indicating the order in which they are cited in the text to delineate them.  
If the primary author of one reference is also the sole author of another reference, the single-authored piece should be listed before the co-authored piece.
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