ProMAC 2014
Paper Formatting Guidelines
------------------------------------------------------------------------------------------------------------

Paper Submission   

The content of the paper should be related to project management.  All ProMAC 2014 papers must be submitted in electronic form via official web-site.  The paper should be written in English. Microsoft Word (2000 or later) is acceptable.  For Macintosh users, please convert the file to a Windows format.

Length of Paper     

The maximum length of the papers should be 8 pages including paper title, authors’ names, abstract, keywords, figures, tables, references and appendices. (The minimum length of the papers should be 4 pages.)

Abstract and Keywords & Phrases

Abstract should be 150-200 words.  Words in the title and “Project Management” should not be used as Keywords & Phrases.  

Page Layout

All pages must follow the following layout: 
・Paper size : A4 size( 21.0×29.7 cm)

・Single-spacing in a single-column format
・Top and bottom margins: 2.6 cm
・Left and right margins: 2.6 cm

・Header and footer margins: 1.3 cm
Fonts
Times New Roman 10-12 point font should be used for the text.
Likely size of Arial font should be used for inside text of tables and figures.

Headings
The paper should have no more than 3 levels of headings (excluding the title and name(s) of author(s)). 
Level A headings: centered, 12 pt. bold 
Level B headings: left aligned, 11 pt. bold
Level C headings: left aligned, 11 pt. 
Title and name(s) of author(s): centered, 11pt. bold
Footer/Header
Header and footer cannot be used.

 Figures and Tables   
All figures and tables including charts, graphics and photographs should be numbered respectively, such as Figure 1 and Table 1. The numbers are in order in which they appear in the text consecutively. Titles and explanation of figures and tables must be written in the same language as the text. Title and explanation should be made easy to understand what they show without referring to the text. Color figures and tables are not acceptable. 
The detail illustration of all figures and tables must be given in the text.

Below are some tips for making your illustration:
1. Always use the simplest display that represents the necessary details. Large graphics are difficult to convert to PDF, and gif, jpg and photo files often make for extremely large files that are difficult for users to read.  It is also important that graphics be able to be adjusted if the paper needs to be reformatted.  

2. Be careful using graphics created in Visio as they are difficult to adjust if needed.

3. Arial font should be used for text inside your graphic illustrations. 

References and Appendices
The following points should be followed when using references and appendices:

1. At least five references are necessary for your paper.

2. Acknowledge the work of others used to advance a point in your paper.   References will be checked and questionable or non-referenced items will cause the paper to be returned for clarification.   

3. Do not use footnotes.  Electronically created footnotes loose all links when set in our publishing software. If you have a word processor that can automatically create footnotes, make sure this feature is turned off.  
4. Put references at the end of your paper. Do not use computer-generated endnotes.
Numbered references must be listed at the end of the text. The reference number must be shown in the text, such as "EVM[1] is well known ," and  "Fukuda[2] discussed."

Examples:
・Book 

[#] Author’s Last Name, Initials (Year):Title, Publisher, Place of  Publication.

・Article in a Periodical

[#] Last Name, Initials (Year): Title of article, Title of Publication, vol. 99, no. 99(issue number/month), pp. 99 - 99.
・Conference Presentations
[#] Last Name, Initials (Year): Title of article, Proc. Name of conference, vol. 99, Title of Publisher.
・Electronic Resources of a printed periodical

[#] Last Name, Initials: Title [Electronic Version], Retrieved on Date, URL without hyperlink.

 Note: If two authors use, “&” between names.  If more than two authors, use commas then an “&” before the last name.
5. An appendix can be used to provide more detailed information.  However, this must be included in the total pages. 

Editing Your Paper
When you have completed your paper, give special attention to the followings:

1.  Are figures and tables properly formatted and numbered in the order in which they appear in the text? Are they referred to in the text? Does each figure or table have a title? 

2. Did you limit the length of your paper to 8 pages including references, figures, tables, and appendices?  Papers over the limit will be returned to the author for editing to correct length.

3. All papers are subject to editing. ProMAC reserves the right to edit for grammatical style, length, and clarity.   Papers requiring extensive editing are returned to the author with a deadline for return.  Papers not returned within the deadline risk being deleted from the published Proceedings and removal from the conference
4. Did check you spell and grammars? 

5. Are all references properly cited both in the text and in the reference section? A reference check will be applied to each paper to verify reference sources.  Authors will be notified if there is any question related to the source of material used.  
6. Papers found to be plagiarizing materials will be removed from the conference program. 
The following areas are found to cause the greatest reasons for return: 
・Incomplete, in accurate or improperly formatted references

・Illogical or incomplete sentences that cause reader confusion.

・Graphics that do not come through resulting in empty boxes.

・Poor margin formatting that, when corrected, leads to errors in graphic placement

・Figures/Tables incorrectly labeled.  (See area on Figures and Tables)

The attachment is the template complying with the ProMAC formatting guidelines. 

Attachment.
Title of paper (12 pt)
Authors name, job title, company or affiliation (11pt)
Co-authors name, company (11 pt)
{return twice after the last author then begin with the first heading or sentence}
Abstract

Abstract should be 150-200 words. 
Keywords & Phrases: Uuu, Vvv, Www, Xxx, Yyy, Zzz

(Space)
1. Introduction --- {Level A, centered, 12 pt. bold}

(Space)

Level B - {left aligned, 11 point bold}

(space)
Level C - {left aligned, 11 point}
(space)
Make regular text 10 pt.
An Example for using a reference: PMBOK Guide [2] describes project management. Modern project management recognizes nine knowledge areas.  Hallows [5] refers to characteristics of best performing projects.   

(Space)
#.  Conclusion --- {Level A, centered, 12 pt. bold}
(Space)

Make regular text 10 pt.
References

Examples:

[1] Ahuja, H.N. (1984): Project Management – Techniques in Planning and Controlling Construction Projects, 
John Wiley & Sons, New York.

[2] Project Management Institute (2008): A Guide to the project management body of knowledge 4th ed.,

Project Management Institute, Pennsylvania.
[3] Kaplan, R.S. & Norton D.P.  (1996): The Balanced Scorecard, Harvard Business School Press Boston, 
Massachusetts.
[4] Smith, J., Jones, J.P. & Brown, H. (1990): These are our stories, Harcourt Brace, Pennsylvania.
[5] Hallows, J.E. (1998): Managing for Benefits in Information Technology Project, PM Network, vol. 12, 

no. 12, pp. 10-15.

[6] Tominaga A. (2003): EVM: Earned Value Management, The Society of Project Management, Tokyo (in 
Japanese). 

[7] Wikimedia Foundation Inc.: Project Management, April 28,2009,  http://en.wikipedia.org/wiki/project_  

management.
















