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Style Checklist
Please use APA style for referencing – APA Referencing Style Guide.
	No
	Style
	Checklist

	1
	The document page size is set to A4.
	

	2
	All pages are portrait layout.
	

	3
	The margins are set to: Top and bottom – 2.54cm; left and right – 2.54cm (Microsoft Word "Normal").
	

	4
	The font is set to 12-point Times New Roman.
	

	5
	All paragraphs and body text are justified and single-spaced.
	

	6
	One blank line separates paragraphs or sections. Indented paragraphs are not used.
	

	7
	The manuscript is 1,000-5,000 words (excluding abstract, tables, figures, and references). If the manuscript does not follow the recommended word length, it will be returned for editing.
	

	8
	Main headings, subheadings, and sub-subheadings are formatted following the example in the Paper template. No more than three levels of headings are included.
	

	9
	All figures and images are inserted in a JPEG image format within the page margins.
	

	10
	All figures and images are centred. No loose objects such as arrows, lines or text boxes are present.
	

	11
	All figures and images have a number and caption above them (Figure 1: Caption), centre aligned.
	

	12
	Tables have been created within the Microsoft Word document and fit onto one A4 page (portrait).
	

	13
	Tables have a number and caption above them (Table: Caption) and are centre aligned.
	

	14
	All section/paragraph headers are bold and left aligned.
	

	15
	Page headers, footers, and page numbers are not included.
	

	16
	Footnotes are used sparingly. Footnotes have been inserted using Word’s footnote function and use Times New Roman 10-point font and are indented on the left.
	

	17
	A title page is at the start of the paper and includes: Title of the paper, Author List, Abstract, and Keywords
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