ASAPM Publishing Template

From the ASAPM Editors This is one of two templates for articles that are longer than 3-4 pages, that will be posted and hosted on the ASAPM website. The other template is identical to this one, except that it is in 2-column format. Your completed article, in most cases, will be converted to Adobe Acrobat .pdf format.

This template contains all the standard ASAPM styles, together with a summary of our guidelines about structuring your article. For the full set of editorial guidelines, download the compressed file asapm pub guidelines.exe. 

To use this template to start your article, erase this content and replace it with your own.

1. The date this article was created: March, 2001 

2. The title of the article: ASAPM Publishing Template
3. If a re-print or excerpt, the names and dates of the publications in which the article appeared: This is original work
4. The names of the authors: Rose Johnston, ContentMatters, Stacy Goff, ProjectExperts
5. The single-point-of-contact email address: stacy@projectexperts.com
and phone number: 719.488.3850
6. If this article is the result of an original or revised proposal, the proposal number that was given to you upon acceptance of your article: 01-2001.

7. A list or table that names and describes the files that make up the article: 
This template is stand-alone. However, the recommended Authoring Guidelines include:
1 Article Proposal.doc

2 Article Writing Resources.doc

2a Authoring Guideline Details.doc

2b Article Copyright.doc

2c Article References.doc

3 Editing Checklist.doc

4 Article Sending.doc

8. A list of key words a reader would search for to find this article:
publishing, template, editing, article, writing, word
Structuring and Formatting Your Article

Note: this template contains all the standard ASAPM styles, together with a summary of our guidelines about structuring your article. For the full set of guidelines, download the compressed file asapm pub guidelines.exe. 

To use this template to start your article, erase this content and replace it with your own.

When writing your article, please follow our guidelines for structuring and formatting these elements:

· File Front Matter

· Title of the Article

· Abstract and/or Introduction, if any

· Headings and Paragraphs

· Tables and Figures

· Credits and Acknowledgements, if any

· Citations and Bibliographies, if any

· Author Biography

The remainder of this discussion provides the details about formatting and structuring each of the above elements.

File Front Matter Guidelines

Begin the first page of the file with information we can use to identify your article (especially crucial when we have to locate it among many other articles on our desk or server). Your file front matter is the equivalent of a cover letter and includes the following information:

1. The date this article was created

2. The title of the article

3. If a re-print or excerpt, the names and dates of the publications in which the article appeared

4. The names of the authors

5. The single-point-of-contact email address and phone number 

6. If this article is the result of an original or revised proposal, the proposal number that was given to you upon acceptance of your article

7. A list or table that names and describes the files that make up the article

8. A list of key words a reader would search for to find this article

Titling Guidelines

Begin your article on the second page of your file. Create the title in a large, bold font (use Heading 1 in our template) or in all capital letters and center it on the page.

Headings and Paragraphs Guidelines

Use up to three heading levels for your article. Format headings and paragraphs so that the hierarchical structure of your article is clear.

The next table further describes the guidelines for formatting headings and paragraphs, including placement, capitalization, and the use of fonts. By following the guidelines, you will make it easier for us to identify and retain the hierarchical structure of your article regardless of its file format or any conversions we make before we publish it. It will also reduce errors when we replace your formatting with our styles.

	Item
	How to Format

	Headings
	Limit headings to three levels. For unformatted ASCII, use numbered headings. For other file formats, numbering is optional.

Our standard is to use bold Arial 14 and 12 point, respectively, for Heading 1 and 2. Heading 2 can be italicized, or not, depending on your preferences. Put Headings 1 and 2 on separate lines from text. 

Put Heading 3 on the same line as text, separated by a colon and two spaces. Format it using an emphasized normal style; do not use a heading 3 style.
Capitalize consistently. Either capitalize the first letter of all words, or use lowercase letters for articles and prepositions (a, an, the, of, to, …”).

	Font types, number, and emphasizing text
	For body text, use the Normal style. Our standard template modifies Normal to use the Book Antiqua typeface.

Use a black font and no more than four sizes total.

Use your text processor’s default fonts and styles or use our templates. 

Use bold or bold-italic to emphasize words within text; no underlining.

In tables, you may either use the standard styles, or if you prefer, use the TableHeader, TableBullet, and TableText styles. The rationale: tables seem to read better with a sans-serif typeface. You will notice that when we use Arial for tables, we reduce the size by one point (11point).
For unformatted ASCII, use asterisks to emphasize words (*like this*).

	Positioning, line returns, and spacing
	Center the title of the article, but start headings and text flush left and use a ragged-right edge.

Use “hard” line returns only at the end of a heading, paragraph, or list item, and not after every line. Use a “soft” return to force breaks in other situations (in Microsoft Word, you do this using Shift/Enter).

Double space between paragraphs, except for the first paragraph after a Heading 1 or 2; in those cases, use single spacing.


Tables and Figures Guidelines

Position tables and figures adjacent (above, below, or next) to the relevant prose. 

Immediately before or after each table or figure, write one or more complete sentences to help readers understand its relationship to the prose, by answering questions such as these:

· What is the relationship of the table or figure to the discussion? 

· Should readers focus on any particular aspects of the table or figure? 

Write and number captions for figures, which could be used as alternative text when readers have their graphics turned off. Number the captions in the order they appear in the article. Note that captions are not a substitute for the sentence(s) that describe tables or figures. 

Credits and Acknowledgements Guidelines

If you want to include a statement of appreciation to others for their help with your article, put it at the end of the article. Keep it short and specific (no Oscar Movie Award speeches).

Citation and Bibliography Guidelines

You are responsible for deciding whether you should add citations within text and a bibliography at the end of your article. To decide when citations and/or a bibliography is warranted, here are some questions you should consider:

· Have you explicitly or implicitly made substantial use of someone else’s works or ideas? 

· Are there facts or claims in your article that readers might question? 

· Is it common practice to acknowledge sources in the type of article you are writing? 

· Are there sources you’ve used that readers will want to investigate on their own? 

Citations in Text:  If a citation is warranted, then you also need to decide how formally to write it within text. An informal citation might be written as “Cole used experiments to validate her theory that every project manager is a latent control freak.”  

For formal citations, do not use footnotes, instead, use an author-date format, such as “The project manager control-freak theory was validated with experiments (Cole 2000).” 

Bibliographies: If you decide your article needs one for whatever reason, then include a bibliography at the end of the article (after any credits and before the author biography) in a section titled “References.”

Be sure your references are accurate and conform to a generally accepted format for the type of reference it is, (for example, book, journal, speech, email, web, or something else).

Author Biography Guidelines

At the end of your article, include an author biography titled “About the Author(s).” Write a short biography (up to 50 words) for each author. Include professional experience, education, professional affiliations, and anything else you want readers to know. You may also want to include a digital photo, as well as contact information where readers can send feedback to you.

