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ABSTRACT

The first section of the paper should be a single paragraph abstract outlining the aims, scope and conclusion of the paper. While no word limit is imposed, authors should aim for an abstract length of about 150-200 words.

Keywords: Suggest 5–10 keywords (separated by semicolons); these are used for indexing purposes. 

MAIN SECTION HEADINGS IN BOLD AND UPPER CASE

Do NOT use Word styles anywhere in your document. Instead use the simple bold and italic commands.

Section headings (including ‘Abstract’) are to be in bold and upper case letters with Arial 10 point font. Leave one blank line between the heading and the first line of text. The blank line should be created using <return>, NOT a Word style.

There are to be two blank lines (using <return>) before each section heading. Between paragraphs of text, leave single line spacing (using <return>). Paragraphs should NOT have any indents.

The text in paragraphs should be in Arial 10 point font and be left and right justified, providing a vertical margin on both sides. Use single column format only.

All notes should be endnotes
 and not footnotes.

Secondary headings or sub-headings

Secondary headings are printed in bold with Arial 10 point font as shown above. Use upper and lower case letters. There is one blank line above a sub-heading and one blank line between the sub-heading and the first line of the text.

Tertiary Headings

Tertiary headings, if required, are printed in bold italics with Arial 10 point font as shown above. Use upper and lower case letters. Leave one blank line above and below tertiary headings.

Bulleted Lists

Bulleted lists should appear as follows:

· A first level bullet should be aligned with the left margin, have a hanging indent of 0.25”, and a 6 point space before it;

· Second level bullets are indented 0.25” with a hanging indent of 0.25” and a 6 point space before;

· Third level bullets are indented 0. 5” with a hanging indent of 0.25” and a 6 point space before.

· All bulleted list are left and right justified.

QUOTING THE WORK OF OTHERS

Quotations

Large portions of quoted text (more than one line) should be indented 0.5”. 

Citations

Citations in the text should include the author's name and year of publication where you use the source in the text, as in the following example: 

In this way, information technology can be seen to effect and influence changes in organisational structure (Orlikowski & Robey 1991).

FIGURES AND TABLES

Figures

The figure number (in bold italics with Arial 10 point font) and title (in italics with Arial 10 point font) should appear below the figure as shown below. Figures are to be left aligned on the page. Leave one blank line before and after the figure heading and two blank lines after the figure.

[image: image1..pict]
Figure 1: Entire caption for figure left aligned and below the figure

Tables

The table number (in bold italics with Arial 10 point font) and title (in italics with Arial 10 point font) should appear above the table as shown below. Tables are to be left justified on the page. Leave one blank line before and after the table heading and two blank lines after the table.

Table 1: Title in italics

	Level of knowledge
	Before viewing
	After viewing
	After one month (Retention)

	
	No. of R*
	Per cent
	No. of R*
	Per cent
	No. of R*
	Per cent

	Low (≤7) 
	35
	53
	0
	0
	2
	3

	Medium (8 to 24)
	31
	47
	44
	67
	50
	76

	High (25 to 40)
	0
	0
	22
	33
	14
	21

	Total
	66
	100
	66
	100
	66
	100


R* - Respondents
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Endnotes





� 	All notes should be endnotes and not footnotes. Notes should not be used for bibliographic information. Endnotes should have a hanging indent of 0.25”. 





