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I.  Manuscripts

Manuscripts of full-length articles should be between 1500 and 6000 words.  Please include an abstract of 200 words. 

Other material may be shorter, and no abstract is required.

With all material, please provide a biography of 50 words, and include your email address on the first page of the manuscript.

II. Electronic Manuscript (Windows 3.1 or 95 or 98, or later, MS-DOS, Apple Macintosh, PowerMac)

When preparing your electronic manuscript please bear the following in mind:

1. DO NOT use soft hyphens, i.e. do not break words. The only hyphens that should occur in your typescript should be in hyphenated compound words.
(Turn off the hyphenation feature of your word processor.)

2. DO NOT use footnotes. Notes should be grouped together in one or more separate files. Please DO NOT use the footnote capability of your word-processing software.

3. Keep all formatting to a minimum. 

4. In the text of your e-mail message, provide the following information: (a) The platform you used (e.g. Windows 98,  MS-DOS, Mac System 7, 8, etc.) and (b) The word processing program: e.g. Word for Windows 98, WordPerfect for Windows, WordPerfect for DOS, etc.

III. Copy

1. Use one side of the paper only, A4 size, with 1.5” margins on all four sides.

2. Number the pages.

3. Main text Times New Roman, font size 12, 1.5 line-spacing.

4. Double space between paragraphs.  First line of paragraph is not indented.

IV. Spelling and Punctuation

1. British spelling is preferred.   Authors should be consistent within their own article.  In quotations the spelling of the original is kept. 

2. `For example’ and `that is’ should be spelled out.

3. When a sentence starts with a number, the number must be spelled out.

4. There is no comma before the “and” in a list, for example “grammar, spelling and punctuation”.

V. Titles, Sections and Subsections

1. Title should be centred, 14pt., bold.  

2. Author’s name should be centred, 12 pt., bold.  

3. A 200-word abstract should be presented below the author’s name, font size 10, using the following format.

Abstract: Languages can be compared to economic theory. Alphabetic languages such as English have low fixed costs, whereas pictorial languages such as Chinese have high fixed costs.  The impact of this has wide sociolinguistic repercussions. 

4.  If there are acknowledgements, they should be in the same format as the Abstract, placed at the end of the paper, before the references.

5.  Section headings should be bold, 12 pt.  Sub-section headings should be 12 pt., no bold.

Sub-sub-section headings should be 12 pt. italics, no bold.   All headings should be flush left.

6.  Capitalize the first letter of all words in headings and sub-headings except articles (a, an, the), prepositions (on, at, of, with, etc.) and conjunctions (and, or, but, etc.).

7. Sections and sub-sections should not be numbered.

VI. Numbering Figures and Tables

1.
All figures and tables should be given a number and title, in bold, font size 10, as in:

Figure 5: Number of persons employed by the manufacturing sector, 1998

Table 18: Public expenditure by function, 1988–1998

2. Table names should appear above the tables.  Figure captions should appear below the figures.

3. All figures and tables should be referred to in the text.
VII. Italics

Use italics for:

1.
Titles of books, periodicals, journals and plays. 

2.
Short foreign phrases and foreign words that have not been naturalized. 

4. Words meant to be emphatic. However, it is best to be sparing with this practice.

VIII. Citations

· However, Vygotsky (2001) points out that prediction is possible.

· However, as Artemeva (1994) reminds us “genre analysis may not give us all the answers (p.276).”      (When there is a quotation, a page number must be provided.)

· Students are made aware of the importance of the process over the product (Cohen, 1994).

· Students do not know the difference between process and product (Lee & Tan, 2000). (Note the use of & between author names.)

· The website http://www.cnn.com  is a good example.

IX. Quotations and Quotation Marks

1.
Use double quotation marks for a simple quotation, no italics.

2.   Punctuation should be inside the final quotation mark, e.g. “Writing is a set of choices governed by purpose and audience.”

3.
For a quotation within a quotation, use single quotation marks.

4.
Block quotations (more than 40 words) should be indented 2.5 cm (an inch) from the left margin. No quotation marks are necessary at the beginning and end of the quotation, and no italics.

X. References

Notes: 

· Use “Ed./Eds.” for “Editor/Editors”, “ed.” for “edited” or “edition”.

· Use hanging indents.

1.
Printed Books:

Wong, Y.R. (1998). On privatizing public housing. Hong Kong: City University of Hong Kong Press.

University of Chicago Press (1993). The Chicago manual of style, 14th ed. Chicago: University of Chicago Press.

Li, S. & Tse, D.K. (Eds.) (1997). China’s industrial markets yearbook 1997. Hong Kong: City University of Hong Kong Press.

Lau, D. C. (Trans.) (1984).  Mencius, 2 vols. Hong Kong: The Chinese University Press.

2.
Reprint, subsequent editions:

Author. (year of original publication).  Title (reprint 1965). Place: Publisher.

Author. (year of edition). Title (2nd ed.). Place: Publisher.

3.
 Article in an edited book:

Mittan, R. (1989). The peer review process: harnessing students’ communicative power. In  L. Johnson & C. Roen (Eds.), Richness in writing: Empowering ESL students, pp. 207-219. New York: CC Publishing House.

 4.
 Article in a journal or a periodical:

Mangelsdorf, K. (1992). Peer reviews in the ESL composition classroom: What do students think?  ELT Journal, 46(3):274-283.

5.
Unpublished thesis/manuscript:

Author, Title (unpublished Ph.D. dissertation, University of ABC).

6. Conference paper:

Author. (year of publication). Title. (Paper presented at XYZ Conference held in Place).

7. Newspaper articles:

Eisenberg, A. (1999, March 25). Text-to-speech programs with touchy-feely voices. New York Times, p. 59.

8. Electronic publication (CDRom):

Ngoh, J. (1999). God makes the wildest dreams come true. CDROM Sydney: La Pacific Ltd.

9. Web page:

Notes:

1.  A web page reference must include:

· date of publication or update {if no date given, write (n.d.)}, plus date of retrieval (date on which you downloaded the information)

· address (URL)

· document title or description (name specific document rather than just home page name)

2.  For articles downloaded from the web that are also available in print, you should cite both the web  version and the print version. For example, a newspaper article downloaded from the web should have the newspaper reference as usual with [Electronic Version] and no page number.
Kjellerup, N. (1998). Call center productivity: a sustainable solution. The coaching call center website. Retrieved Jan. 1, 1998 from www.callcentres.com.au  
Greater New Mildford (Ct) Area Healthy Community 2000, Task Force on Teen and Adolescent Issues. (n.d.). Who has time for a family mean? You do! Retrieved October 5, 2000, from http://www.familymealtime.org

XI. Appendices

Appendices should be numbered and titled (e.g. Appendix 3, Questionnaire Form), and referred to in the text.

XII. Other Details

For any stylistic guidelines not referred to in this document, refer to the American Psychological Association (APA) guidelines.

XIII. Submissions  

We welcome submissions via e-mail to the Chief Editor, editor@stets.org.sg .  If you cannot submit via the e-mail, please mail one hard copy of your manuscript, along with the file on a 3.5” floppy disk.  Mail to: 

Dr. Deng Xudong,

Chief Editor 

STETS Language and Communication Review 

c/o Centre for English Language Communication 

National University of Singapore 

10 Kent Ridge Crescent 

Singapore 119260.
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