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1   Formatting, Font, and Style (14 point, bold Times New Roman Font)

Since all chapters will be published in the Quantitative and Mathematics Support Center Handbook, the papers need to be submitted conforming to a set of guidelines, in order to ensure uniformity and a polished finished product.   

1) Margins for the chapter should be set at one inch for all sides (left, right, top, and bottom).
2) Times New Roman font should be used for all text in this chapter.
3) Use 1.15 spacing between lines of text throughout the chapter.    
4) Use 16 point, bold font for the title, which should be centered after four lines of 12 point space from the top of the first page.
5) Center the author’s name and affiliation, with affiliation italicized, after one line of 12 point space after the title.  For example, Grace Coulombe, Bates College.
6) Leave four lines of 12 point space before the first major heading after the author’s name and affiliation.    
7) Use 12 point font in the body of the paper for everything other than the title and the major headings including lines of space.
8) Each paragraph should be fully justified (on both the left and right margins).
9) Capitalize the first letter of all of the words in the title of the chapter.  Capitalize all words in the major headings except for prepositions, articles and conjunctions. 
10) Multiple paragraphs within a heading of the body of the chapter should be separated by a line of space without indentation.
11) Do not include page numbers, headers, or footers.  These will be added once the full handbook has been compiled.  
12) References should be numbered and listed in the sequence in which they appear in the paper.  More details on references may be found in Section 5 below.
13) We encourage the use of hyperlinks within the document.  The hyperlink name should be the same as the url to which it links.

2   Major Headings

The major headings should be numbered and formatted as 14 point, bold font.  One line of space should be left above and one line of space below the major heading.  A heading should not appear as the last line on a page.  If necessary, insert a page break to push the heading to the top of the next page.  

3   Style for Illustration

The following describes formatting for charts, figures, and tables:

1) Make originals for illustrations that are sharp, noise-free, and of good contrast. 
2) Number figures in the order in which they appear in the body of the paper.  Figure captions should be 10 point font and centered beneath the figure.
3) Center captions above tables with one line of space between the caption and the table.

4   Elements of the Paper

The elements of the paper are listed below in the order in which they should appear: 

1) Title
2) Author’s name and affiliation 
3) Body of the chapter (possibly including headings, figures, and tables)
4) References
5) Acknowledgments, if needed
6) Appendices, if needed

5   References 

Structure references in accordance with the format given below.  References should be numbered and listed in the sequence in which they appear in the paper.  When referring to journal papers [1] or books [2] in the body of the chapter, the number of the reference should be given in square brackets.  In the case of two authors, the last names of both authors should be included in the citation with the word “and” separating the two authors.  In the case of three or more authors, only the last name of the first author of the reference should be included, with the other authors being denoted by “et al.”  The second and subsequent lines of a reference should be indented by one-quarter of an inch (0.25”).  Citations for material from the World Wide Web should include the date that the material was accessed as well as the url.  

See the following examples for the format to be used in the references:  

[1] A. B. Smith and C.D. Jones, “An Introduction to Journal Paper References,” Scientific Ventures Journal, vol. 22, no. 3, pp. 1-10, Sept. 1999.
[2] J. Q. Public, The Art of Referencing Text Books, 2nd Edition, New York, NY, 1999.
[3] M. E. Schuckers et al., “Creating a Handbook through Sweat and Tears,” Mathematics Tutoring Journal, vol. 19, no. 1, pp. 14-35, 2013.
[4] C. Moran, "From a High-Tech to a Low-Tech Writing Classroom: 'You Can't Go Home Again'," Computers and Writing, vol. 15, no. 1, Sept. 1998. Retrieved from www.cwrl.utexas.edu/~ccjrnl/Archives/v15/15_1_html/15_1_ Feature.html .
	
		
