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Abstract

In this paper, we describe the formatting guidelines for the ITALICS Journal of the Higher Education Academy-ICS.  All papers should start with a short abstract, summarising the paper. The abstract should have a maximum of 150 words and be typed in Helvetica, 10-point, italic and justified. 

Keywords

A maximum of 6 should be supplied.

1. Introduction
The Editorial panel hope to present the ITALICS journal using a unified, high-quality appearance. To do this, we ask that authors follow some simple guidelines. In essence, we ask you to make your paper look exactly like this document. The easiest way to do this is simply replace the content with your own material.

2. Page Size

All material on each page should fit within a rectangle, centred on an A4 page, beginning 2.54 cm (1") from the top of the page and ending with 2.54 cm (1") from the bottom.  The right and left margins should be 1.9 cm (0.75”).  The text should be in one column.

3. Language

Please ensure the submission is checked for spelling (UK English) and grammatical errors, and that inclusive (non-sexist) language has been used.  Please also try to avoid jargon and ensure that any acronyms are spelt out in full the first time they are used.

4. Typesetting Text

Prepare your submissions using a Word Processor and save as either Word for Windows (.DOC) or Rich Text Format (.RTF), such that the final copy will be readable on a PC running Microsoft Windows.

4.1 Normal or Body Text

Text should be typed in 10-point Helvetica font, or other sans-serif font, as close as possible in appearance to Helvetica in which these guidelines have been set. 
Text should have as little formatting as possible, and be set using the following style:

· single line spacing;

· right margins justified;

· no indentation on first line of each paragraph;

· one space only after all punctuation marks, except full stops where two spaces should be left;

· words should not be hyphenated over line breaks.

Please use serif or proportional fonts only for special purposes, such as distinguishing source code text. Source code text should be presented in Courier font, size 10 and left justified.

4.2 Copyright Notice

Papers and contributions published become the copyright of the Journal unless otherwise agreed.  A signed copy of the copyright agreement must be provided for every manuscript accepted for publication.  This will be attached for completion when the paper has been accepted to the Journal.
4.3 Subsequent Pages

For pages other than the first page, start at the top of the page, and continue in single-column format.  

4.4 Title and Authors

The title (Helvetica 18-point, bold, small caps), authors' names (Helvetica 12-point) and affiliations (Helvetica 10-point) run across the full width of the page.  E-mail addresses and URLs (for either personal or project WWW pages) must be included (Helvetica 10-point). The top of this paper shows an example for three addresses. If only one address is needed, centre all address text. For two addresses, use two centred columns etc. For more than three authors, you may have to improvise.
  Paper titles must be no more than 80 characters in length

4.5 Page Numbering, Headers and Footers

Do not include headers, footers or page numbers in your submission. These will be added when the final publication is assembled.

4.6 Emphasis and Quotation

Italic type should be used for emphasis.  Double quotation marks should be used for all quoted material; single quotation marks should not be used to highlight words or phrases in the text.

4.7 Lists and Bullets

Lists of short items (less than one sentence in length) should be in bullet point form and fully punctuated with semi-colon separators and a final full stop.  Longer items (full sentences or paragraphs) may be in bullet point or number form.  Bullet points should be indented.

4.8 Equations

Equations should be centred. Within this template file, apply the style named equation which leaves extra space to accommodate subscript, superscript etc.

5. Sections

Wherever possible the section should be subsectioned using headings and subheadings.  Headings and subheadings should be no more than 40 characters in length.  The heading of a section should be in Helvetica 12-point bold in small-caps, flush left.  Sections and subsequent subsections should be left justified and numbered using decimal numeration.  Do not leave any line spaces above or below headings and subheadings.

5.1 Subsections

The heading of subsections should be Helvetica 12-point bold with only the initial letters capitalised. (Note: For subsections and subsubsections, a word like the or a is not capitalised unless it is the first word of the header.)

5.1.1 Subsubsections

The heading for subsubsections should be in Helvetica 10-point bold with initial letters capitalised.  This is the lowest acceptable level of subsectioning.

6. Tables and Figures

Tables/Figures/Images should be incorporated in the text as close to the reference as possible and preferably being included on the same page as they are first discussed.  They should utilize as much of the page width as possible in order to maximize legibility.  Each one should have a self-contained caption which should be Helvetica 9-point bold and centred beneath each table, figure or image.  Tables, graphs and other illustrations should all be referred to as Figure 1, Figure 2, etc.

6.1 Illustrations

All submissions should be illustrated where possible with photographs or screen shots.  Please submit illustrations in .PCX, .TIF, .JPEG, .GIF, .PNG, .BMP or .CLP formats.  Camera ready copy should also be included.

7. Submission

All papers should be submitted in Microsoft Word format (97-2003 preferred), via heacademy-ics@ulster.ac.uk 
Additionally we would also like you to send a hard copy of your paper to ITALICS Secretariat, Higher Education Academy-ICS, Faculty of Engineering, University of Ulster at Jordanstown, Shore Road, Newtownabbey, Co. Antrim BT37 0QB.  Please ensure that all hard copies are of good quality, preferably using a laser printer.
All submissions will undergo a process of blind refereeing, which will be carried out electronically. Papers which are not submitted in both paper and electronic format will not be considered.
7.1 Length of Submission

Papers should not exceed 6000 words and should be submitted in MS Word or an equivalent word processed file.

7.2 Copyright

Articles submitted should not have been published elsewhere.  Copyright for papers remains with the author.  Authors will sent an Agreement for Authors form upon acceptance of their submission for publication which grants the Information and Computer Sciences Subject  Centre a licence to publish the paper.
8. References
A citation within the text should take one of the following forms:

· Jones (2003) or [if more than two authors] Jones et al (2003) have shown that… 

· Research (Jones, 2003) or [if citing more than one reference] (Jones, 2003; Brown, 2001) has shown that… 

Where there may be two papers by the same author in a single year differentiate by

· I. Adding a letter e.g. (2003a) and (2003b), and 

· II. By linking citations in the text to the specific entry in the reference list

References (citations of other works) should be listed separately at the end of the text. This list should be unnumbered, and ordered alphabetically by author. Where there is more than one publication by the same author(s), the most recent paper should be listed first. Items listed should be linked to from the text occurrences. References should be presented in the following form, giving the names of all contributing authors:

· Books: author(s) / editor(s) surname, initials, (year), title of book , publisher, location of publisher 

· Journals: author(s) surname and initials, (year), paper / article title, journal title , volume (issue), pp [inclusive page numbers] 

· Online sources: author(s) / editor(s) surname, initials, (year), title, title of source or parent website (not italicised), URL, (date accessed) [do not link HTML source] 

· Parts of a work (e.g. edited work, conference proceedings): author(s) surname, initials, (year), title of section, In title of work , edited by editor(s) name, publisher, location of publisher 

· Unpublished sources: author(s) / editor(s) surname, initials, (year), title , source of work, other identifying data as applicable

�	If necessary , you may place some address information in a footnote, or in a named section at the end of your paper





