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Institute for Small Business Affairs
NATIONAL ENTREPRENEURSHIP &
SME DEVELOPMENT CONFERENCE
2-4 November 2004 - Newcastle-Gateshead

REFEREED PAPER FORMAT

1 Timetable for submission

Authors of accepted abstracts are asked to prepare and submit their formal papers in the following format by 30th June 2004 at the latest.  It will then be sent for expert refereeing and the Track Leaders will notify you of any suggested amendments.  The final deadline for submission of revised papers is 17th September.

Publication of the abstract and the full paper is subject to at least one author having registered and paid the appropriate fees to attend the Conference by 30th September 2004.  

2 Format for Refereed Papers

As all refereed papers will be published in both a hard copy and on a CD-ROM, they must be consistent in format and layout as follows:-      (Abstracts must comply with Info Sheet NC522 for publication in Conference Handbook.)

· Paper Size: A4  (210 x 297 mm approx 8.25 x 11.75 in) with 19mm (0.75 inch) margins all round. 
· Full paper should start with a title page formatted the same as the Abstract, but showing only:

· Title: Not more than ten words - bold centred 14 point Times New Roman (capitals + lower case).

· Author(s): name, position, organisation - bold centred 12 point Times New Roman (2 lines each author).

· Contact details: full address, phone, fax, e-mail, web site (if any) - centred 12 point Times New Roman.

· Keywords - up to six keywords to be provided for indexing, cataloguing and classification purposes. 

· To ensure an impartial refereeing process there should be no author identification after the title page. The page following the title page should show only:  Title, then the abstract within the paper, then the main text. 
· Main text - minimum 4000 maximum 6000 words - including tables, figures and references - single-spaced 

· Full Paper - including title page, abstract, full text, tables, figures, references etc. to fit on 20 pages maximum.

· Page numbering - all pages should be numbered in a footer in the bottom centre of each page.

· Headers - please leave empty so that we can add the conference title, date and location to every page.

· Citations and references - Harvard style (Jones, 2003); references should be listed at the end of the paper in alphabetical order.  Use end-notes rather than footnotes.

Papers should be submitted by e-mail to: papers@isba2004.org. The filename should be your paper reference number followed by the first author’s surname, (i.e. 25 jackson.doc) saved in MSWord 2000 or earlier - not XP.

3 Content of Papers

Refereed papers should demonstrate critical rigour and their make clear their contribution to knowledge.  They should also state their implications in relation to the theme of the conference, and their contribution to one or more of research, education, policy or practice. 

4 Requests for Amendments

Where the Track Leaders feel a paper needs to be updated or amended in some way they will contact the author, who will then have an opportunity to address issues raised and re-submit the paper by 17th September 2004.  The aim is to include, not exclude, so some suggestions to improve a paper may be made if necessary.

5 Publication of Accepted Papers 

All papers submitted by 30th June and amended if necessary by 17th September will be published in full in the Conference Proceedings on a CD-ROM issued to delegates on arrival.  Delegates will also have a Conference Handbook containing the printed one-page abstract of every paper that has been accepted for presentation. 

Refereed papers submitted and accepted by 17th September will also be published in a bound volume of Conference Proceedings available as an optional extra, if ordered by 30th September 2004.

6 Presentation Content & Format

The Presentation should focus in plain English on these key features of the paper:- objectives; source of data used; conclusions and policy recommendations. Unless the paper is specifically on research techniques, any detailed discourse on methodology and statistical analysis should be omitted from the presentation, as these aspects should be fully covered in the printed paper.  The preferred presentation format is Microsoft PowerPoint 2000 brought by the authors on a 3.5in disc with 30 photocopies of either the visuals or the full paper, to be handed out by the authors at the start of their presentation, which should not exceed 15 minutes plus 5 minutes discussion.
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