
Complete Guidelines for Submitting a Paper to SAIS 

General Guidelines for Author: 

1. Completed papers must be received for review by Monday, October 25, 2021. 
2. Detailed abstracts must be received for review by Monday, October 25, 2021. 
3. The name(s) and address(es) must be on a detachable front page. The rest of the manuscript 

must not contain any reference to the authors. 
4. Each paper will be double blind refereed. 
5. Papers should not have been presented elsewhere before the 2022 MBAA Chicago conference 

or be under consideration by other conferences or journals. 
6. Only full length final papers (no abstracts) submitted by the October 25 deadline will be 

considered for the IS/QM Distinguished Paper. 
7. A letter of transmittal must be included containing the following for each author: (a) position, 

(b) affiliation, (c) mailing address, (d) telephone number(s)-office, home, and (e) FAX and e-mail 
if available. 

8. Upon acceptance, the author (or at least one co-author) must pre-register for the Society for the 
Advancement of Information Systems / Quantitative Methods Track at the MBAA Conference in 
April 2022. At least one author is expected to attend the conference and make a presentation of 
the paper. 

9. Please submit your paper electronically (an e-mail attachment) in Microsoft Word format to 
Stoney Brooks (stoney.brooks@mtsu.edu). 

Detailed Guidelines for Manuscript: 

Manuscript length (including all pages, tables, and figures) should be no longer than 35 pages total. 

Manuscripts will be submitted in electronic format to Stoney Brooks (stoney.brooks@mtsu.edu). 
Manuscripts will adhere to the format of the Publication Manual of the American Psychological 
Association.  

Text and references are to be double-spaced with tables and figures appearing on separate pages. 
Present figures and tables in electronic, final format. All manuscripts must include a 150 to 250-
word abstract, 2 to 5 keywords, and a 50-word (or fewer) biographical statement for each author. 

Contact information, including mailing address, telephone and fax numbers, and e-mail addresses 
for each author, must be included in a cover letter. Authors' names and affiliations along with the 
corresponding author’s complete contact information is required to be on the title page, which is 
the first page of the manuscript. 

 

Manuscript Preparation: 

Manuscripts should be prepared using the APA Style Guide (Sixth Edition). All pages must be typed, 
double-spaced (including references, footnotes, and endnotes). Text must be in 12-point Times 
Roman. Block quotes may be single-spaced. Must include margins of 1inch on all the four sides and 
number all pages sequentially. 

Sections in a manuscript may include the following (in this order): (1) Title page, (2) Abstract, (3) 
Keywords, (4) Text, (5) Notes, (6) References, (7) Tables, (8) Figures, and (9) Appendices. 
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1. Title page. Please include the following: 
 Full article title 
 Acknowledgments and credits 
 Each author’s complete name and institutional affiliation(s) 
 Grant numbers and/or funding information 
 Corresponding author (name, address, phone/fax, e-mail) 

2. Abstract. Print the abstract (150 to 250 words) on a separate page headed by the full article 
title. Omit author(s)’s names. 

3. Text. Begin article text on a new page headed by the full article title. 
a. Headings and subheadings. Subheadings should indicate the organization of the content of 

the manuscript. Generally, three heading levels are sufficient to organize text. Level 1 
heading should be Centered, Boldface, Upper & Lowercase, Level 2 heading should be Flush 
Left, Boldface, Upper & Lowercase, Level 3 heading should be Indented, boldface, lowercase 
paragraph heading that ends with a period, Level 4 heading should be Indented, boldface, 
italicized, lowercase paragraph heading that ends with a period, and Level 5 heading should 
be Indented, italicized, lowercase paragraph heading that ends with a period.  

b. Citations. For each text citation there must be a corresponding citation in the reference list 
and for each reference list citation there must be a corresponding text citation. Each 
corresponding citation must have identical spelling and year. Each text citation must include 
at least two pieces of information, author(s) and year of publication. Following are some 
examples of text citations: 
(i) Unknown Author: To cite works that do not have an author, cite the source by its title in 

the signal phrase or use the first word or two in the parentheses. E.g. The findings are 
based on the study was done of students learning to format research papers ("Using 
XXX," 2001) 

(ii) Authors with the Same Last Name: use first initials with the last names to prevent 
confusion. E.g.(L. Hughes, 2001; P. Hughes, 1998) 

(iii) Two or More Works by the Same Author in the Same Year: For two sources by the same 
author in the same year, use lower-case letters (a, b, c) with the year to order the 
entries in the reference list. The lower-case letters should follow the year in the in-text 
citation. E.g. Research by Freud (1981a) illustrated that… 

(iv) Personal Communication: For letters, e-mails, interviews, and other person-to-person 
communication, citation should include the communicator's name, the fact that it was 
personal communication, and the date of the communication. Do not include personal 
communication in the reference list. E.g. (E. Clark, personal communication, January 4, 
2009).  

(v) Unknown Author and Unknown Date: For citations with no author or date, use the title 
in the signal phrase or the first word or two of the title in the parentheses and use the 
abbreviation "n.d." (for "no date"). E.g. The study conducted by of students and 
research division discovered that students succeeded with tutoring ("Tutoring and APA," 
n.d.). 

4. Notes. If explanatory notes are required for your manuscript, insert a number formatted in 
superscript following almost any punctuation mark. Footnote numbers should not follow dashes 
(-), and if they appear in a sentence in parentheses, the footnote number should be inserted 
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within the parentheses. The Footnotes should be added at the bottom of the page after the 
references. The word “Footnotes” should be centered at the top of the page. 

5. References. Basic rules for the reference list: 
 The reference list should be arranged in alphabetical order according to the authors’ last 

names. 
 If there is more than one work by the same author, order them according to their 

publication date – oldest to newest (therefore a 2008 publication would appear before a 
2009 publication).  

 When listing multiple authors of a source use “&” instead of “and”. 
 Capitalize only the first word of the title and of the subtitle, if there are one, and any 

proper names – i. e. only those words that are normally capitalized. 
 Italicize the title of the book, the title of the journal/serial and the title of the web 

document. 
 Manuscripts submitted to XXX [journal acronym] should strictly follow the XXX manual 

(xth edition) [style manual title with ed]. 
 Every citation in text must have the detailed reference in the Reference section. 
 Every reference listed in the Reference section must be cited in text. 
 Do not use “et al.” in the Reference list at the end; names of all authors of a publication 

should be listed there. 


