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Manuscript Guidelines 

MAJOR SECTIONS, TYPING AND FORMAT OF MANUSCRIPT 

The manuscript must contain title, abstract, keywords, body of the article, references, and if 

applicable also footnotes and appendices. All figures and tables must be included in the main body of 

the article. The entire manuscript (including tables and references) should be approximately 30 000 

characters (including spaces), however in extraordinary situations bigger contributions are also 

accepted.   

The text should be formatted in one column (A4 page format), justified, 12-point single-spaced Times 

New Roman, and with one-inch margins. All the tables and figures must feet the B5 ISO standard 

page (176 mm x 250 mm).  

If you have concerns about the structure, formatting etc. refer to APA guidelines 

(http://www.apastyle.org).  

ABSTRACT AND TITLE 

The manuscript title must not exceed 15 words. The title of the paper should appear at the top of 

this first page. It should be centered, bold-faced, and in all capital letters in 14-point font.  

The abstract limit is 200 words. Abstract should highlight the following points:  

 A statement of the background situation that led to the development of the manuscript; 

 A clear statement of the problem or the basic issues involved or the aim of the paper; 

 A brief description of the methodology used; 

 A brief summary of the key findings or conclusions of the research. 

The abstract should not be included in the main body of the manuscript. It should be placed below 

the title and above the keywords and main part of the manuscript. Do not submit a title page with 

your main manuscript document. 

Example: 
 
Abstract 

Background. It is essential to develop methodology for collection of innovation data in the public sector. It 
pertains also to monitoring the outputs and outcomes of managerial innovations. As the methodology must be 
sensitive for public subsector specificity, this paper is focused only on public cultural institutions.  

Research aims. Find a conceptual framework of effectiveness which might be used for monitoring the 
outcomes of managerial innovation implemented in public cultural institutions, and investigate to what extent 
such outcomes, perceived by their managers, are coherent with the chosen framework of effectiveness.  

Methodology. Search for and appropriate framework of effectiveness was based on scientific literature 
review. Exploration of actual managerial innovation results was based on the in-depth and partially 
standardized interview with ten managers directly engaged in the implementation process of innovation. 

Key findings. Among several conceptual frameworks of effectiveness the accountability-based effectiveness 
has been recognized as the most adequate to underlie investigating managerial innovation outcomes in public 
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cultural institutions. The managerial innovation outcomes perceived by the interviewed managers embraced 
three dimensions of accountability-based effectiveness. This is accountability for self-development of the 
institution; development of institution’s staff; and acting on the sake of the audience (customers) and local 
community. Many other dimensions were omitted. 

 

KEYWORDS 

A set of 3-5 key words to serve as indicators on the paper's contents should follow the abstract. 

BODY OF THE ARTICLE AND HEADINGS 

The body of the article begins immediately on page 1. Number all pages, including those with 

references, appendices, footnotes etc. 

Main headings should be used to designate the major sections of an article. Within the main body of 

the paper, the major headings typically include such things as INTRODUCTION, BACKGROUND, 

METHOD, RESULTS, DISCUSSION, CONCLUSIONS. Supporting material, such as references, footnotes 

and appendices are also treated as major headings. In all cases, major headings should be centered, 

bold-faced, and typed in all capital letters.   

Secondary headings should be typed flush with the left margin, in title case (small letters with major 

words beginning with capitals), and in bold. 

Third-order or paragraph headings should begin with a standard paragraph indention, be typed in 

sentence case (small letters with only the initial word capitalized), followed by a period, and in bold. 

The text should follow on the same line. 

DO NOT number headings and subheadings. 

Example: 

MAIN HEADING 

Text of the paragraph…. 

Secondary heading 

      Text of the paragraph…. 

Third-order or paragraph heading. Text of the paragraph…. 

HYPOTHESES OR RESEARCH PROBLEMS AND QUESTIONS 

In manuscripts reporting tests of formal hypotheses, or solving research problems or answering 
research questions  these should be explicitly identified as such. State each hypothesis, research 
problem or question that is a subject of your analyses separately and give it a distinct number (if 
more than one). 

LISTINGS 

Within a paragraph or sentence, identify elements in a series by lowercase letters in parentheses.  
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Example: 

–The participant‘s three choices were (a) working with another participant, (b) working with a team, 

and (c) working alone. 

Separate paragraphs in a series are identified by an Arabic numeral followed by a period. 

Example: 

1.Individuals who… 

2.Depressed persons exposed to… 

CITATIONS 

Giving proper credit to the sources of original ideas and previous work is an important aspect of good 

scholarship. Inappropriate or inaccurate citations do not do justice to the authors cited and can be 

misleading to readers. 

A tendency and a desire to cite one's own previous or current work is understandable. However, 

excessive use of self-citations is frowned upon. When submitting your manuscript for publication 

consideration, use self-citations cautiously. Minimize references that would reveal the manuscript's 

authorship. Doing this is important for protecting the double-blind review process. 

Citations should be made in the text by enclosing the cited authors' names and the year of the work 

cited in parentheses. 

Example: 

Several studies (Davies & Kotler, 1994; Lambin & McDonald, 2009; Melillo, 1996a, 1996b) support 

this conclusion. 

Please note the use of alphabetical order and ampersands. Also note that two or more works by the 

same author (or by an identical group of authors) published in the same year are distinguished by 

"a," "b," etc., added after the year. 

Citations to the source of a direct quotation must give a page number or numbers; these follow the 

date of publication and are separated from it by a colon. Example: Morgan has said that culture is 

"very interesting and dangerous phenomenon" (1985, p. 22). Also cite page numbers when you 

paraphrase or summarize specific arguments or findings of authors.  

If a work has two authors, give both names every time the work is cited in the text. If a work has 

between two and six authors, list all authors the first time it is cited, then use "et al." 

Example: 

Innovation research is routinized (Anderson, De Dreu, & Nijstad, 2004). (first citation) 

... because of routinization of innovation research (Anderson et al., 2003). (subsequent citation) 
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For more than six authors, use the "et al." form even for the first citation. But the matching reference 

at the end of the article should include a complete list of the authors. 

When citing the same manuscript more than once in the same paragraph, provide the date during 

the initial citation. For subsequent citations in the same paragraph, use only the names of the 

author(s). 

REFERENCES 

References should follow hanging indentation format. Specially, the first line should be flush with the 

left margin. Subsequent lines should be indented. 

Alphabetize references by the last name of the author (the first author) or the editor, or by the name 

of the corporate author (e.g., Ministry of Education) or periodical (e.g., Forbes) if there is no 

individual author or editor. Several works by an identical author (or group of authors) are ordered by 

year of publication, with the earliest listed first. If the years of publication are also the same, 

differentiate entries by adding small letters ("a," "b," etc.) after the years. Authors' names are 

repeated for each entry. 

Book entries follow this form: Authors' or Editors' Last Names, Initials. Year. Title of book. (Book titles 

are italicized and typed in lowercase letters except for the first letter of the first word and the first 

word after a long dash or colon). City Where Published, State or Country (add only if needed to 

identify the city): Name of Publisher. Please note and follow the punctuation used in these and 

subsequent examples. 

Periodical entries follow this form: Authors' Last Names, Initials. Year. Title of article or paper (in 

lowercase letters except for the first letter of the first word and the first word after a long dash or 

colon). Name of Periodical, volume number (issue number if needed), page numbers. 

Examples: 

Katz, D., & Kahn, R. L. (1978). The social psychology of organizations (2nd ed.). New York: Wiley. 

Mathieu, J., Maynard, M. T., Rapp, T., & Gilson, L. (2008). Team effectiveness 1997-2007: A review of 

recent advancements and a glimpse into the future. Journal of Management, 34, 410-476. 

If a periodical article has no author, treat the name of the periodical like a corporate author, in both 

the citation and reference. 

Examples: 

Citation: There is fear that Social Security rates may rise (Wall Street Journal, 1984). 

Reference: Wall Street Journal. (1984). Inflation rate may cause Social Security increase. September 

24, 14. 

Chapters in books follow this form: Authors' Last Names, Initials. Year. Title of chapter (in lowercase 

letters except for the first letter of the first word and first word after a colon). In Editors' Initials and 
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Last Names (Eds.), Title of book, page numbers. City Where Published, State or Country (only if 

necessary to identify the city): Name of Publisher. 

 

Examples: 

Berg, N. A. (1973). Corporate role in diversified companies. In B. Taylor & I. MacMillan (Eds.), 

Business policy: Teaching and research, (pp. 298-347). New York: Wiley. 

Lewandowski, M. (2013). Introduction to Academic Entrepreneurship. In A. Szopa, W. Karwowski, & 

P. Ordóñez de Pablos (Eds.), Academic Entrepreneurship and Technological Innovation: A 

Business Management Perspective, (pp. 1-28). Hershey, PA: Information Science Reference. 

Unpublished papers, dissertations, and presented papers should be listed in the references using the 

following formats: 

Examples: 

Kot, M. (2002). A multidimensional approach to organizational effectiveness. Unpublished doctoral 

dissertation, University of Lodz, Poland. 

Smiths, K. L. (1983). Strategic management in public organizations. Paper presented at the annual 

meeting of the Academy of Management, Dallas, TX. 

A reference to an electronic document should include the author's name, if known; the full title of 

the document; the full title of the work it is part of, if there is one; the ftp, http, or other address; and 

the date the document was accessed. 

To cite an article that is in press, include the publication information from the source (as much as 

possible). If the article has a DOI (digital object identifier) such as the Journal of Management Online 

First system generates, give that number at the end. 

Example: 

Schleicher, D., Bull, R.A., & Green, S.G. in press. Rater reactions to forced distribution rating systems. 

Journal of Management. doi:10.1177/0149206308318618 

TABLES AND FIGURES 

Useful tables and figures do not duplicate the text; they supplement and clarify it.  

Tables and figures must be prepared and captioned exactly as they are to appear in the Journal. They 

must be numbered consecutively (one series for tables, one for figures) in the text.  

Every single table or figure must have a title. Using tables and figures crated by other authors is 

strictly forbidden, unless providing a printed and signed permission of the appropriate party – an 

author or a publisher. The author of a manuscript takes the responsibility to all violations of the third 

party intellectual property. Translations of tables and figures to other languages DOES NOT allow to 

use it without permission. Every time in a manuscript a table o figure is quoted, one must include a 
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note below in which it is specified who is the copyright and who gave the permission to use quoted 

material.  

Do not use a color scale, as it will not be readable in print. Use a gray scale in all figures and tables if 

possible. Please note, that all color materials will be printed in black and white.  

Every single table of figure must have a referral in the text.  

ENDNOTES AND FOOTNOTES 

Do not use footnotes or endnotes in the manuscript. If the information is important please put it in 

the main text, otherwise please omit it.  

APPENDICES 

The appendices present lengthy but essential methodological details, such as explanations of the 

calculation of measures or items in a new survey instruments. Presentation should be concise but not 

abbreviated. Each appendix should be treated as a major heading. The title of each appendix should 

be typed in all capital letters, centered, and bold-faced. Multiple appendices are APPENDIX A, 

APPENDIX B, etc. A single appendix does not require a letter. 

ACKNOWLEDGEMENTS 

Please, do not place acknowledgements into the manuscript in any form (eg. In the text, as a 

footnote). 

ABBREVIATIONS, ACRONYMS, AND CODE NAMES  

Do not use unconventional abbreviations, acronyms, or code names. The names of constructs and 

variables should be expressed using ordinary words.  

For known and accepted acronyms, please spell out the term when sued for the first time, then use 

acronyms in subsequent references. 

 


