
Submission Guidelines

Article Submission: To submit your article for consideration to be published, please send the file to AIAR@caia.org.

File Format: Word Documents are preferred, with any images embedded as objects into the document prior to 
submission.

Abstract: On the page following the title page, please provide a brief summary or abstract of the article. 

Exhibits: Please put tables and graphs on separate individual pages at the end of the paper. Do not integrate 
them with the text; do not call them Table 1 and Figure 1. Please refer to any tabular or graphical materials as 
Exhibits, and number them using Arabic numerals, consecutively in order of appearance in the text. We reserve 
the right to return to an author for reformatting any paper accepted for publication that does not conform to this 
style.

Exhibit Presentation: Please organize and present tables consistently throughout a paper, because we will print 
them the way they are presented to us. Exhibits may be created in color or black and white.  Please make 
sure that all categories in an exhibit can be distinguished from each other.  Align numbers correctly by decimal 
points; use the same number of decimal points for the same sorts of numbers; center headings, columns, and 
numbers correctly; use the exact same language in successive appearances; identify any bold-faced or italicized 
entries in exhibits; and provide any source notes necessary.  Please be consistent with fonts, capitalization, and 
abbreviations in graphs throughout the paper, and label all axes and lines in graphs clearly and consistently. When 
pasting a graph into Word, paste as an object, not as a picture, so we have access to the original graph.  Please 
supply Excel files for all of the exhibits.

Equations: Please display equations on separate lines.  They should be aligned with the paragraph indents, but 
not followed by any puncuation.   Number equations consecutively throughout the paper, using Arabic numerals 
at the right-hand margin.  Clarify, in handwriting, any operation signs or Greek letters, or any notation that may 
be unclear. Leave space around operation signs like plus and minus everywhere. We reserve the right to return 
for resubmission any accepted article that prepares equations in any other way.  Please provide mathematical 
equations in an editable format (e.g., Microsoft Word, using either Equation Editor or MathType).

Reference Citations:  In the text, please refer to authors and works as: Smith (2000). Use parenthesis for the year, 
not brackets. The same is true for references within parentheses, such as: “(see also Smith, 2000).”

Endnotes:  Endnotes should only contain material that is not essential to the understanding of an article.  If it is 
essential, it belongs in the text.  Bylines will be derived from biographical information, which must be indicated in 
a separate section; they will not appear as footnotes.  Authors’ bio information appearing in the article will be 
limited to titles, current affiliations, and locations. Do not include full reference details in endnotes; these belong in 
a separate references list; see below.  We will delete non-essential endnotes in the interest of minimizing distraction 
and enhancing clarity.  We also reserve the right to return to an author any article accepted for publication that 
includes endnotes with embedded reference detail and no separate references list in exchange for preparation 
of a paper with the appropriate endnotes and a separate references list.



References List: Please list only those articles cited, using a separate alphabetical references list at the end of 
the paper.  We reserve the right to return any accepted article for preparation of a references list according to 
this style.

Copyright Agreement: CAIA Association’s copyright agreement form--giving us non-exclusive rights to publish 
the material in all media--must be signed prior to publication.  Only one author’s signature is necessary.

Author Guidelines

The CAIA Association places strong emphasis on the literary quality of our article selections. We aim for simple 
sentences and a minimal number of syllables per word.

Please follow our guidelines in the interests of acceptability and uniformity, and to accelerate both the review 
and editorial process for publication. The review process normally takes 8-12 weeks.  We will return to the author 
for revision any article, including an accepted article, that deviates in large part from these style instructions. 
Meanwhile, the editors reserve the right to make further changes for clarity and consistency.

All submitted manuscripts must be original work that hasn’t been submitted for inclusion in another form such 
as another journal, magazine, website or book chapter. Authors are restricted from submitting their manuscripts 
elsewhere until an editorial decision on their work has been made. 

Copyright

At least one author of each article must sign the CAIA Association’s copyright agreement form—giving us non-
exclusive rights to publish the material in all media—prior to publication.

Upon acceptance of the article, no further changes are allowed, except with the permission of the editor. If 
the article has already been accepted by our production department, you must wait until you receive the 
formatted article PDF, at which time you can fax back marked changes.


