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Formatting for follow-on cases is similar to that of published cases. The key differences are as follows:
· Permissions are slightly different (electronic access to copies of follow on cases must be limited)
· Biographies section is not required, since it is present in the first case of the sequence

· Page numbers are not specified in the footer reference, since the journal page number scheme does not apply to them

· The introductory section does not necessarily have to specify decisions to be made, as the purpose of a follow-on case may be to identify decisions that were made and their consequences.

Roles of Follow-On Cases

Follow-on cases are generally used for one of two reasons: to satisfy participant curiosity regarding what happened after the initial case or to add elements to a discussion that is in progress. If the latter is intended, and the case is intended for classroom (as opposed to asynchronous) use, then the case should be as short as possible, otherwise reading the case will take up to much discussion time.

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. 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 a References section (if required). Only the initial case in a sequence requires a Biographies section.
Exhibit 2: 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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