CASE NUMBER
AUTHOR LAST NAMES
CASE NUMBER

SHORT CASE NAME

	[image: image2.jpg]



	University Affiliation 
or logo 
or blank


CASE NUMBER (ASSIGNED BY IF)
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CASE TITLE (Style: Heading 1)

The first page of each case must begin with a series of paragraphs that identify the issues facing the decision maker(s), sometimes referred to as the protagonist(s), of the case, and identify the types of decisions that need to be made. There should be enough detail provided to help the reader frame the questions he or she should be asking while reading the case. It is critical for the case writer to understand that a good discussion case must present the reader with issues that need to be resolved. The Informing Faculty Community web site provides substantial tutorial content on the different types of cases in common use and on the art of writing discussion cases.
In the event that this section is missing or—in the editor's opinion—is not sufficiently engaging, the case will be returned to the author with instructions along the lines of "Please frame the decisions that need to be made."
The introductory section should not run past the end of the first page. If the section does not fill the entire page, then the Informing Faculty layout editor will attempt to insert spacing to generate an appearance consistent with other case studies published by the journal.

Other elements on the first page of each case are as follows:

· The Informing Faculty logo. Authors may insert their own institute's name or authorized logo in the space provided. This should refer to the institution where the case takes place.

· The case number, which will be of the form VVNN - Case# - Sequence# - Revision# (where VV and NN are the volume and number where the case appears)

· A date, which may either reflect the case's submission (DRAFT), initial publication (PUBLISHED) or post-publication revision (REVISED).

· The author(s) name(s). Affiliations will be included in the Biography section at the end of the case. Submissions do not need to be anonymous (since trying to make them so is usually pointless), but author my omit names and biographies for the purpose of initial review.

· Copyright and permission statement. This differs slightly for standalone cases, and follow-on cases that are part of an (A), (B), (C), etc. sequence.

Section Heading (Style: Heading 2)
Each major area discussed by the case should be identified by a section heading. With respect to organization, Informing Faculty has no policies regarding what sections must be specified. As a general rule, however, you will probably want to provide the reader with some context relating to the institution, the subject matter being taught (where a teaching situation is presented) and the background of the protagonist(s). In presenting this information, please recall that Informing Faculty strives to be both multidisciplinary and international in its readership. As a result, context that may seem obvious to the participants in the case can be mysterious to readers, if not carefully explained.
Subsection Heading (Style: Heading 3)
Sometimes it may be beneficial to break large, related sections into subsections. This should be accomplished using subsection headings.

MS-Word Submissions
The best way to prepare a submission is to open this template in MS-Word, then save it as a Word document. You may then proceed to replace the text with your case content. If, for some reason, this proves to be impossible (e.g., MS Word is not available), you may submit a minimally formatted document, either in rich text format (RTF) or by using whatever word processor you choose and saving to MS-Word format.

In a minimally formatted document, use the following formatting:

· Title should be in Heading 1 format

· Section headings should be in Heading 2 format

· Subsection heading should be in Heading 3 format

· Exhibit headings should be in Heading 2 format

· Reference headings should be in Heading 2 format

· Biography headings should be in Heading 2 format

All other text should be in Body Text format. Prior to sending the submission out for review, we will then reformat it. If you have a reasonably recent version of MS-Word available, please try to use the template, since the required formatting may delay the review process.

HTML Submissions
Because Informing Faculty's layout staff is also its editorial staff, submissions in MS-Word that are formatted using this template are strongly preferred. Since some of our potential authors—particularly those in developing nations—may not have access to MS-Word, HTML formatted submissions will be accepted by reason of extenuating circumstances. These submissions should be formatted as follows:
· Title should be in <H1> format

· Section headings should be in <H2> format

· Subsection heading should be in <H3> format

· Exhibit headings should be in <H2> format

· Reference headings should be in <H2> format

· Biography headings should be in <H2> format

Tables, Graphics and Fonts

Tables should be created with <TABLE> containers. Any other exhibits or illustrations that require formatting should be rendered as GIF or JPEG images, and inserted with <IMG> tags. No CSS or <FONT> tags should be used, as these will interfere with our ability to reformat the case prior to publication.

Submission Format

HTML cases should be submitted as .zip files, with all embedded graphics and the case in the same folder.

Sequenced Case Submissions
Normally, sequenced submissions detail actions and outcomes relating to decisions faced in the first case of the sequence. For this reason, access to subsequent cases can disrupt discussions of the initial case. Thus, only the first case in a sequence will normally appear in the Informing Faculty journal itself—with subsequent cases being made available electronically on the Informing Faculty community web site.  Where a submission is a series of cases, each should be labeled alphabetically (i.e., Case Name (A), Case Name (B), Case Name (C), etc.) This template should be used for the initial case (the (A) case), with the "Follow On Case" template used for subsequent cases. All components of the sequence should be .zipped together for submission, with the resulting .zip file being uploaded.
Final Section
Although it is not an Informing Faculty mandate, the final section of the case—prior to the exhibits—will normally revisit the issues raised in the introduction, discussing them in greater detail.
Exhibit 1: Role and Placement of Exhibits (Style: Heading 2)

Exhibits appear at the end of the body of the case. They provide a flexible means for presenting complex source materials (e.g., syllabi, diagrams, charts, email transcripts). 

Each should begin on a new page, although multi-page exhibits are permissible. Names should be title case, and every exhibit must be referenced by number in the body of the case. It is also permissible to shift to landscape format to handle large tables or other oddly sized content. In MS-Word, this can be done by adding a couple of "Next page" section breaks (Insert | Break| Next page), then using Page Setup to change the orientation of the page in the middle (File | Page Setup | Margins-Orientation). Do not worry about adjusting headers and footers. That will be addressed by the Informing Faculty layout editor.
Following the Exhibits, the case ends with two sections—References (if required) and Biographies—that may begin on the same page.
Exhibit 2: Formatting and Sourcing
Whenever possible, original source formatting and content (including typos and awkward grammar) should be retained within exhibits. 
If an exhibit has no source specified, it is assumed to be the creation of the case authors. If this is not the case, then the exhibit must be sourced. To specify an external source, such as a web site, a reference should be made at the bottom of the exhibit, e.g.:

Source: http://grandon.coba.usf.edu referenced on 12/29/2005

OR

Source: ISM-101 Syllabus for Fall 2005

Because APA rules are unlikely to cover the huge variety of source types that end up becoming case exhibits, the any reasonable source format is considered acceptable. 
Exhibit 3: Formatting References

Normally, few if any academic references are required in a discussion case. Where they are, Informing Science Institute guidelines for references will be followed:
	References are to follow the current (5th edition) American Psychological Association (APA) guidelines. More detailed explanations and examples of these guidelines can be found at: 
http://www.english.uiuc.edu/cws/wworkshop/bibliography_style_handbookapa.htm  http://www.lib.usm.edu/~instruct/guides/apa.html
http://www.apastyle.org/faqs.html and 
http://webster.commnet.edu/apa/apa_index.htm.

Within the text of your paper, cite sources by placing the author's last name and the date in parentheses, as shown by the examples in the following paragraphs. 

List the sources alphabetically at the end of the paper under a level-one heading called “References,” as shown at the end of this document. Place entries in alphabetical order according to the last name of the first author.

Italicize titles of longer works such as books and journals (Denning, 2001; Katz, 1995). Do not italicize, underline, or put quotes around the titles of shorter works such as journal articles or essays in edited collections. Capitalize all major words in the name of a journal, but when referring to any work that is NOT a journal, such as a book, article, or Web page, capitalize only the first letter of the first word of a title and subtitle, the first word after a colon or a dash in the title, and proper nouns (Backhouse, Liebenau, & Land, 1991).

If the author of an article is unknown, begin the reference with the headline or title, as in the example for this reference, and use the first few words in the parenthetical citation (“How to handle,” 2002).

When there are two or more works by the same author, repeat the name of the author in each entry in the list of references and place them in chronological order by date of publication. If you a citing both works at once in the paper, list all relevant dates in the citation (Katz, 1995, 2000). To cite works by the same author and with the same publication date, add an identifying letter after each date (Roussev, 2003a, 2003b).

If a work has two authors, include both authors in both the list of references and each parenthetical citation. (Boyd & Cohen, 2003). If the work has three, four, or five authors list all authors in the reference list and in the first parenthetical citation to the work; in subsequent citations use the first author’s name followed by et al. (meaning “and others”) (Backhouse et al., 1991). For works with six authors or more authors, list the first six in the reference list, followed by et al. if there are more than six, but place only the first author followed by et al. in the parenthetical citation (Barg et al. 2000; Gorgone et al., 2002).

When citing sources from the Web, include the year of publication or the most recent update as well as the date of your search and the URL. Do not end the path statement with a period (Burgess, 1995; Roussev, 2003b).

Authors are encouraged to use appropriate links to on-line resources in their citations.

Do not use footnotes for references.
Source: Informing Science formatting template
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Biographies
[Each author should provide a brief biography and a picture, roughly square and 3.5 cm in height. See example below…]
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Grandon Gill is an Associate Professor in the Information Systems and Decision Sciences department at the University of South Florida. He holds a doctorate in Management Information Systems from Harvard Business School, where he also received his M.B.A. His principal research focus is in the area of IS education, and he has published many articles describing how technologies and innovative pedagogies can be combined to increase the effectiveness of teaching across a broad range of IS topics. Currently, he teaches programming, database and managerial courses to both undergraduate and graduate students.
� Copyright © 2006, Informing Faculty. This case was prepared for the purpose of class discussion, and not to illustrate the effective or ineffective handling of an administrative situation. Permission is granted to copy and distribute this case for non-commercial purposes, in both printed and electronic formats.
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