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1. The Abstract 

The abstract should contain a description of the area of your research; an account of what you did, why you did it, and what the outcomes were; the relationship of your work to the academic field; relevance to the conference theme; and information of interest to the conference participants.  Please observe the following guidelines: 

1.1
Structure 

As with the paper title, brevity is essential in writing any abstract. Please write in around 200-250 words with:
· Introduction/research problem
· Objective/research goal 

· Research Design – where/when/how/what data? 

· Results

· Conclusion

1.2
 Style 

In terms of style, it is vital that your abstract is energetic and flows smoothly from one sentence to the next. 

· Be concise 

· Use short, simple sentences 

· Keep subjects and verbs close together 

· Employ the active voice where possible 

· Use present tense: “The paper argues/discusses/ probes/surveys”, etc. 

· Avoid jargon or overuse of terms that require clarification 

· Advertise the originality of your study 

· Don’t reference other works unless it is unavoidable 

2. The Paper
2.1 Length 

The conference paper is required to be verbally presented in around 20 minutes. You can break it down as INTRODUCTION (250 words), BODY PARAGRAPHS (4,000 words), CONCLUSION (250 words).
2.2 Structure 

2.2.1
Introduction 

· Introduce and define key terms 

· Situate these terms in the context of the paper (and conference) 

· Signpost the argumentative route: according to the sequence of the paragraphs, gesturing towards the conclusion(s) 

2.2.2
Body 

This is the ‘meat’ of your argument containing data, literature, and analyses. The paragraphs must 
· Build the argument logically 

· Drive towards a conclusion 

· Link fluently and consistently 

· Communicate independent aspects of your overall paper focus 

· Articulate an aspect of the argument in every paragraph 

· Find simple ways to discuss complex ideas 

2.2.3 Conclusion 
· Announce your conclusion: it will re-engage those whose attention has wandered 

· Revisit your main points quickly and concisely 

· Return to your research problem 

· Reflect upon your “solution” 

· Try not to repeat yourself 

· End positively and memorably: leave your audience with one clear “take away” message 
· Conclude forcefully – use punctuation and style to assert your stance
2.2.4 References 
Include appropriate references in your paper.
3. The Oral Presentation
3.1
Time 

· Practice your paper against the clock 

· Associate time with important points 

· Don’t waste time on preliminaries and lengthy introduction: at around 10%, 2-3 minutes are all you can afford 

· Make sure that your paper adequately covers the 

· Research question 

· Context 

· Research design 

· Findings 

· Take-away message 

3.2
The Message 

Have a clear sense of your “take-away” message: what do you want your audience to remember? 

· Convey the unique character of your research 

· Place it firmly in the context of 

– Your paper 

– The conference 

3.3
Audio-Visual Aids 

Remember that audio-visual support can be an asset and distraction. Use slides to
· Focus attention on the content, rather than you 

· Reinforce key points 

· Provide visual counterpoints to key ideas 

· Indicate structure 

· Elaborate a crucial definition or exquisite quotation 
3.4
Handling Questions 

· Practice the balanced response 

· Respond positively, even to criticism 

· Don’t get drawn into a tense or heated debate 

· Accept suggestions and speak to your inquisitor afterwards 

3.5
Beyond Writing: A Checklist 

· Have you checked the level of detail at which to give the talk? 

· Are you confident about what the audience has already known? 

· Have you rehearsed the paper? With an audience? 

· Are your slides readable? 

Annex 1: Paper Submission Guidelines
The conference proceedings will be published in an electronic format. The full paper file shall be written in compliance with the instructions in this document. The author is asked to submit the paper in MS-Word and Portable Document Format (PDF). Both files shall be saved with the full first author name as name of the file.

An abstract not exceeding 250 words, in English, should appear on the top of the first page, after the title of the paper in chapter titled "Abstract", after the names of the authors and the contact information of the corresponding author.

The paper length should not exceed 4,500 words. Papers should clearly describe the background of the subject, the authors’ work, including the methods used, and concluding discussion on the importance of the work. Papers are to be prepared in English. Technical terms should be explained. Acronyms should be written out at their first appearance.

It is expected that authors will submit carefully written and proofread materials. Spelling and grammatical errors, as well as language usage problems, are not acceptable in the final submission.
The Full paper and Abstract have to be submitted electronically by e-mail to paper2015@iam.org.hk, and it should be submitted by 5:00 p.m. Hong Kong time.
Annex 2: Paper Template Guidelines
1. Type Area, Margins and Page Numbers

The type area should be 13 cm wide by 24.62 cm high. This template has margins set for A4 paper size (21.0 cm x 29.7 cm): inside 4 cm, outside 4 cm, top 2.54 cm, bottom 2.54 cm.

Page numbers (1.2.3…) should be at bottom right in the footer line. Do not include running headlines. Final book page numbers and running headlines will be added by the Publisher.

2. Main Text Font and Paragraphs

Use Times New Roman, 12-point, justified at single line spacing for the main text. The first paragraph after a heading should be started flush left (not indented). The first lines of subsequent paragraphs should be indented 0.5 cm. Do not separate paragraphs with blank lines.

3. Full Paper Title, Author name and address

Full Paper Title in Title Case
(Font: Times New Roman 16 bold)

First Author Chow1 and Second Author Chan2 

1 Full address of first author, including affiliation and email

2 Full address of second author, including affiliation and email

 (use Times New Roman 11 typeface for author’s Affiliation)
Initial capitals for main words, 22-point space between title and author.

4. Abstract

Use “Abstract”: 13-point Times New Roman, justified, flush left, two line space between Abstract and Author address. Make the word Abstract bold.  The contents of the Abstract should be written in 12-point Times Roman, justified, flush left, in one paragraph.
Key Words: Maximum 6 Key words.

5. Paper Format
The uniform outlook will help the reader to follow the proceedings. The paper is in A4 format. All text paragraphs should be single spaced, with first line intended by 10 mm. Double spacing should only be used before and after headings and subheadings. No spaces should be placed between paragraphs. Please do not change any of the mentioned page, paragraph and font settings.

5.1 Headings and Subheadings

Styles for three levels of headings are provided. “Heading 1”: 15-point Times New Roman bold, flush left, two line space above, one line space below. “Heading 2”: 14-point Times New Roman bold, flush left, one line space above and below. “Heading 3”: 13-point Times New Roman bold, flush left, one line space above and below. Headings for sections and subsections of a paper should be numbered consecutively using Arabic numbers: e.g. 1, 1.1, 1.1.1, except for the References section, which should not be numbered. Use initial capitals for main words in levels 1 and 2 headings. In level 3 headings use initial capital for the first word followed by lower case.

5.2. Fonts
Papers should use 12-point Times New Roman font. The styles available are bold, italic and underlined. It is recommended that text in figures is not smaller than 10-point font size.

5.3 Equations

Equations should be centred, 6-point space above and below to the text. Equation numbers should be flush right. 
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5.4 Figures

Illustrations should be included directly in the files you submit. They should be at high resolution (300 dpi). All illustrations must be numbered consecutively using Arabic numbers in bold type (e.g. Figure. 1). The size of a figure should be commensurate with the amount and value of the information the figure has to convey. Please bear in mind that colour illustrations should remain clear when printed in monochrome. Centre figures on the width of the page. Position figures at the top and the bottom of a page. Do not assemble figures at the back of your paper, but place them as close as possible to where they are mentioned in the main text.  Figures not cited in the text should not be presented. 




Figure. 1 Name (use Times New Roman, 10 point, flush left, 6 point space above caption to figure, 12 point space below caption to text).

5.5 Tables

Tables should be numbered consecutively (in Arabic numbers) and centred on the page width. Table headings should be placed above tables: 10-point Times New Roman, 12-point space above table heading to text, 6-point space below to table. Detailed explanations or entries should be typed directly beneath the table. Position tables at the top or bottom of a page and place them as close as possible to where they are mentioned in the main text. Tables not cited in the text should not be presented. 

6. References

Do not force the References section to start on a new page. Use style “Heading 1” for the section heading and do not number the heading. Please follow the Harvard Referencing System. 

7. Permissions and Copyright Transfer

You are responsible for obtaining the necessary permissions to quote or reproduce materials, including figures, from already published works, and to reprint from other publications. Neither the conference organiser nor the Publisher is responsible for clearing any permissions on your behalf.

A copyright transfer statement will be supplied by the conference organiser for you to complete and submit with your paper. It will be assumed that copyright is assigned to the Publisher unless stated otherwise.

8. Fine Tuning

· Do not end a page with a heading or subheading.

· Do not end a page with one or more blank lines, except to avoid ‘widow’ headings and to end your paper. 

· Avoid starting a page with an incomplete line.

· Do not underline headings, subheadings, title, figure captions and table headings.

· Keep footnotes to a minimum or put them in a special section before the References.
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