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These two pages provide guidelines to be used by authors and typists when preparing a full case manuscript for publication as a Full Case Paper in the SMA Proceedings. The format in which the information is laid out on these pages is intended to serve as a model of how your final case paper should look. Please read and follow these instructions carefully to ensure that your paper looks sharp in print.
Introduction

The SMA Proceedings will be produced from the case manuscript that you prepare and submit. You should submit your case manuscript electronically in final form in camera-ready condition. Please follow all instructions precisely; papers that deviate cannot be accepted. Do not insert page numbers on your manuscript. If you have any questions about these instructions, please contact the proceedings editor.

Before You Begin
Length


According to policies enacted by the SMA executive committee, four pages per case are the maximum that can be allowed without a page charge. One page prepared with the required Times New Roman 9-point type is approximately equivalent to four pages of double-spaced copy printed with a 12-point typeface. Therefore, by following these instructions, you should be able to accommodate the average fifteen-page case paper on four masters. Authors desiring to submit more than four master pages for the SMA Proceedings may purchase extra page rights for U.S. $50.00 per page (a partial page extra is also $50.00). If your paper runs longer than the allocated four free pages, you must include payment for additional page rights with your submission. (Note: Many Universities have a budget to cover page charges. Do not hesitate to ask about local procedures.) Please submit your check payable to “Society for Marketing Advances.” The cancelled check will serve as your receipt.

Word Processor Settings

Margins should be set at .875" top, 1.250" bottom, and .750" right and left.  Paper size should be set for 8 ½ x 11". Base font should be set to Times New Roman, in a 9-point size. Set tab settings to 0.25", so that the first line of a paragraph is indented by that amount. All text should be full justification, but headlines and sub-headings should be left justified. Set the body of your paper in a two-column format with 0.30" spacing between columns.

Preparing the Masters

Heading


A full horizontal rule, 0.02" thick, should be drawn at the top of the first page. One line is skipped, then the title should be printed in upper and lower case letters, 20-point type, and flush to the left margin. Titles that fill more than one line should be single spaced, and each line left-justified.


The author(s) and affiliation(s) should be flush-left, single-spaced, and typed beginning on the second line below the title as shown above. Use 12-point type. Do not use titles such as “Dr.” or “Professor,” etc. Additional authors and their affiliations should be stacked under the first.


Skip one line then place a full horizontal rule of 0.02" thickness after all the authors and affiliations have been listed.  This separates the heading from the text. After completing the heading section, set the body of your paper in a two-column format with 0.30" spacing between columns.

Sub-Headings within the Body

First level sub-headings should be left justified, boldface, in upper and lower case, and printed in 14-point type (see the “Introduction” first level sub-heading in the left column). Second level sub-headings should be left-justified, upper and lower case, in bold italics, and printed in 12-point type. (See the sub-heading for this section). Do not use headings other than these two types.

Abstract


All cases begin with an abstract of 150 words or less. Before typing the Abstract, make sure that you set the word processor settings for two columns with 0.30" space in between. The Abstract should be single-spaced, italicized, and positioned in the left column. Type size should be 9-point. Do not print a paragraph heading over the abstract. (See the first paragraph of these Style Guidelines for an example of an Abstract.)
Body

The body of the case paper should be single-spaced in Times New Roman 9-point type and should immediately follow the abstract. Be sure to begin with the first level sub-heading of “Introduction” after the abstract and before the first paragraph of the body of the paper to clearly separate the two. Use 14-point type for a first level-subheading and 9-point type for the body of the paper. (See the “Sub-Heading” section above for more information.)

Spacing

Single-space the body of the case paper. Double space before first or second level sub-headings (i.e., leave two blank lines) and between each listing in the reference section. Sub-headings that take more than one line should be single-spaced. Do not double space between paragraphs.

Figures and Tables

Figures and Tables should appear within the body of the case paper and should be numbers consecutively. They can be either one column wide (3.35" maximum) or two columns wide (7.0" maximum). The figure or table number and description should appear in boldface 9-point type at the top. Horizontal rules of 0.013" thickness are used to separate table column labels and also at the bottom of the table or figure (see example below). Any illustrations, symbols or parts of a figure that cannot be printed should be carefully drawn with black ink. Under no circumstances may tables or figures be printed sideways.


Past experiences have shown that figures supplied on color paper or printed on gray background do not print well enough to appear in the Proceedings. Please ensure that your graphs and figures are sharp and clear.

Table 1. Demographic Characteristics of Respondents

	Description
	Number
	Percent

	Age:

<35

36 to 55

>56
	65

46

29
	46

33

21

	Education:

Grade School

High School

College
	19

38

83
	14

27

59


Citing References


Citations in the text should be developed according to the style of the Journal of Marketing. Footnotes are not to be used; if the information is essential, it should be incorporated in the body of the text.


Citations in the text should list the author’s last name and year of publication, enclosed in parentheses without punctuation, e.g., (Kopp and Suter 2000). If the author’s name is used in the sentence, there is no need to repeat the name in the citation; just use the year of publication in parentheses, e.g., Goebel and Marshall (1998). If a particular page, section, or equation is cited, it should be placed in parentheses, e.g., (Bearden, Hardesty, and Rose 2001, p. 101). If two or more works by an author have the same publication date, they should be differentiated by lower-case letters after the date, e.g., (Jones 2003a) and (Jones 2003b).


A reference section that includes all the citations must be included in your paper. The word “References” should appear left justified as a first-level subheading above the list. Entries should appear in alphabetical order. Use double space between each listing in the reference section. If several works are cited for any given author, write out the name of the author in full each time the name appears. Do not use a dash or line. The form to be used for journal articles, books, and proceedings is shown at the end of these instructions. Please refer to recent issues of the Journal of Marketing for additional examples.

Appendices

Appendices, if used, should immediately follow the body of the case paper and precede the references. The word “Appendix” should be left justified at the top of each appendix. If there is more than one appendix, number each consecutively.

Page Numbering

Do not insert page numbers on your case manuscript. 

Final Inspection

Once you have prepared your manuscript, please make a final visual inspection to make sure your paper matches the style presented by this guide. Does the heading have the proper spacing between headline and author names? Are the horizontal rules drawn with the correct thickness and in correct position? Are the margins correct and balanced? 
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Please Note: Do not insert page numbers on your Full Case manuscript.
