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Before You Start: (Author to delete this blue italic explanation prior to submission) - The technical specifications used by the Guild of Project Controls (GPC) to review and score papers submitted to the GPC has been described in the various sections included below.  
If there are any questions which arise as you write your papers, the following references are where the Guild recommends you go to find answers to your questions:
· IEEE Authorship Series “How to Write a Technical Paper for Technical Periodicals and Conferences” https://www.ieee.org/publications_standards/publications/authors/author_guide_interactive.pdf
· Purdue University On-Line Writing Lab-https://owl.english.purdue.edu/owl/resource/560/01/ 
The GPC requires that you use APA formatting and footnotes (not Endnotes) for all citations and references, including all tables, graphs, charts, photos or other graphics. With the exception of legal case studies, the Guild does not accept papers with in line citations.  If the table, chart, graphs, photos were created by the author, they should be cited simply as being “by author”.

The Guild of Project Controls highly recommends that authors take advantage of any of the automated citation generators such as:
· Citation Machine- http://www.citationmachine.net/apa/cite-a-website
· Cite This For Me- http://www.citethisforme.com/citation-generator/apa
· CiteFast- http://www.citefast.com/?s=APA 
The Guild of Project Controls is very strict about plagiarism.  Accordingly all papers must be checked for plagiarism and no paper with more than 5% plagiarism will be accepted.  The GPC recommends the following software packages be used to check for plagiarism, with the expectation being that the authors are required to check for plagiarism and make the appropriate corrections prior to submitting papers to the GPC: 
· Turn It In, https://turnitin.com/gateway/index.html; 
· Check for Plagiarism http://www.checkforplagiarism.net/ or 
· Viper http://scanmyessay.com/
Use of Acronyms:
The first time you use an acronym you must define what that acronym stands for or represents. Example Work Breakdown Structure (WBS). Once you have defined what the acronym stands for, you can use the acronym alone (i.e. WBS) for subsequent uses. 
For those who are English as Second Language (ESL) authors, the GPC recommends that you write the paper in your native language and have it translated into English.
<INSERT TITLE OF PAPER> 
[bookmark: _GoBack]Author Guidance & Reviewer Marking Notes (Author to delete this blue italic explanation prior to submission) - The title of the paper must be 6-12 words AND it should accurately describe or explain what the objective or purpose of the paper is.   Ideally, the title should be "catchy" or "provocative" to encourage the reader to at least read the Abstract.   If the title is ambiguous, unclear or otherwise doesn't entice people to read further, then it is unsuitable.  The purpose of this paper should be to build, enhance or expand on the Guild of Project Controls body of knowledge, the Guild Compendium & Reference; (CAR) and to build or enhance the brand image of the Author as being a world class professional, capable of communicating effectively in writing to solve real life problems related to green project management.
ABSTRACT- 
< insert Abstract here>
Author Guidance & Reviewer Marking Notes (Author to delete this blue italic explanation prior to submission) - The abstract is a 100-175 word summary of the paper. It should be a clear and concise synopsis or "Executive Summary" of the entire paper.  The primary Pass / Fail of the paper is that it must be considered to be of use to other practitioners and to convey, explain or research relevant subjects or topics.   If the author cannot do this and cannot adequately communicate clearly within the abstract, it is a strong indication that the rest of the paper will be similarly written.  Abstracts under 100 words are also unacceptable.  It should include:
· Motivation: Why do or should we care about the problem and the results? 
· Problem statement: What problem are you trying to solve? 
· Approach: How did you go about solving or making progress on the problem? 
· Results: What's the answer? 
· Conclusions: What are the implications of your answer and how did it solve or address the problem statement? 

KEY WORDS-
< insert Keywords here>
Author Guidance & Reviewer Marking Notes (Author to delete this blue italic explanation prior to submission) - As the Guild of Project Controls website has a robust search engine, it is important that you include between 4-10 key words which relate to your paper.  This will help not only internally but will also help outside search engines to find your paper using the Keywords and the content of the Abstract and Title.
INTRODUCTION-
< insert Introduction here>
Author Guidance & Reviewer Marking Notes (Author to delete this blue italic explanation prior to submission) - The introduction should be a clear and concise synopsis of the entire paper. It sets the tone for the entire paper. If the author cannot adequately summarize the intent of the paper in the introduction, it is a strong indication that the rest of the paper will be similarly written. This is not supposed to be a copy of the abstract and needs to be clear, comprehensive and introduce the topic in a structured manner and should conclude with a very clear statement explaining what PROBLEM this paper is going to solve or prove or demonstrate:
· Motivation:  Why do we care about the problem and the results? If the problem isn't obviously "interesting" it might be better to put motivation first; but if your work is incremental progress on a problem that is widely recognized as important, then it is probably better to put the problem statement first to indicate which piece of the larger problem you are breaking off to work on. This section should include the importance of your work, the difficulty of the area, and the impact it might have if successful.

· Problem/Opportunity statement or Research Question:  What problem are you trying to solve or opportunity are you trying to exploit? What is the scope of your work (a generalized approach, or for a specific situation)? Be careful not to use too much jargon. In some cases it is appropriate to put the problem statement before the motivation, but usually this only works if most readers already understand why the problem is important.
METHODOLOGY-
< insert Methodology here>
Author Guidance & Reviewer Marking Notes (Author to delete this blue italic explanation prior to submission) - This section should include a very detailed explanation of the analysis method used. If it was an experiment, then the details of how the experiment was set up and run in sufficient detail to enable others to repeat the experiment. If it is a case study then the actual field data should be shown along with how that data was analyzed.  If the data is proprietary or confidential then the author should factor it in such a way that the relationship between the data is valid even though the actual values are for illustration purposes only. 
· Approach:  How did you go about solving or making progress on the problem? Did you use simulation, analytic models, prototype construction, or analysis of field data for an actual product? What was the extent of your work (did you look at one application program or a hundred programs in twenty different programming languages?) What important variables did you control, ignore, or measure?
FINDINGS-
< insert Findings here>
Author Guidance & Reviewer Marking Notes (Author to delete this blue italic explanation prior to submission) - In this section we publish the results of our narrative, experiment, model or data analysis:
· Results:  What's the answer? Specifically, most good technical papers conclude that something is so many percent faster, cheaper, smaller, or otherwise better than something else. Put the result there, in numbers. Avoid vague, hand-waving results such as "very", "small", or "significant." If you must be vague, you are only given license to do so when you can talk about orders-of-magnitude improvement. There is a tension here in that you should not provide numbers that can be easily misinterpreted, but on the other hand you don't have room for all the caveats.
If there is more than one question posed, or to be answered, then you should include a separate “Findings” heading for each question or for different parts of the same question.
CONCLUSIONS-
< insert Conclusions here>
Author Guidance & Reviewer Marking Notes (Author to delete this blue italic explanation prior to submission) - This section should contain ANSWERS to the QUESTION(S) contained in the INTRODUCTION.
· Conclusions:  What are the implications of your answer? Is it going to change the world (unlikely), be a significant "win", be a nice hack, or simply serve as a road sign indicating that this path is a waste of time (all of the previous results are useful). Are your results general, potentially generalizable, or specific to a particular case?
Check that there is a logical summary that actually addresses everything in the abstract and the introduction.  Remember, the summary section should be based on material already covered in the body of the paper and it MUST answer or address the research questions, hypothesis, problem statement or opportunity identified in the Introduction.
Not all papers require a conclusion when a summary is more appropriate. Generally, a conclusion is used when there is a hypothesis presented as the main point of the paper; an example would be testing a hypothesis or new idea with actual data and determining whether or not the hypothesis is valid or not.
This section cannot contain new material; all new material belongs in the body of the paper.  Graphs, tables or charts MAY be included in the Summary/Conclusion only to the extent they are necessary to directly support the conclusion but belong or would be more appropriate in previous sections of the paper.
FOLLOW ON RESEARCH-
< insert Follow-on Research here>
Author Guidance & Reviewer Marking Notes (Author to delete this blue italic explanation prior to submission) - This section should communicate two pieces of information:
· What (if anything) was discovered during the analysis that is beyond the scope of your paper but warrants further research, either by yourself or others?
· How are you going to track or measure to see if the conclusions you reached or the recommendations you made are in fact, working according to the model or experiment you created?
BIBLIOGRAPHY-
< insert Bibliography here>
Author Guidance & Reviewer Marking Notes (Author to delete this blue italic explanation prior to submission) - This section should contain ALL the references that you reviewed for your paper whether you actually cited them in your paper or not.  This section is extremely important.  Normally, if a technical paper does not have any references, it automatically “raises flag” in the eyes of the grader.  No in-line references to be included and no references at the bottom of the page are allowed.  Correct Format: 
· Author, A. A., & Author, B. B. (Date of publication). 
· Title of article. Title of Online Periodical, volume number (issue number if available). 
· Retrieved from http://www.someaddress.com/full/url/ last accessed date
APPENDICES-
< insert Appendix here>
Author Guidance & Reviewer Marking Notes (Author to delete this blue italic explanation prior to submission) – This section should contain any documentation which is necessary to support the findings of the paper but too long to be included in the body of the paper.  Typical examples would be a complete Work Breakdown Structure (WBS) or the detailed results of a simulation. The general “rule of thumb” is if the supporting information disrupts the flow of the story being told in the paper, then it should be included as an appendix 

AUTHOR HELP AND REVIEWER MARKING NOTES - (Provided to aid author in understanding what the Reviewer will require and be looking for) – The Review will provide a Pass / Fail and a comment explaining the reason for the same in regard to the 10 elements below:
1) Similarity Index / Plagerism: <Reviewer to insert Pass / Fail and Comments here>
a) Check that the Plagerism report provided by the Author indicates < 5%

2) Everything Included & Matches: <Reviewer to insert Pass / Fail and Comments here>
a) Check that the Title, Abstract, Key Words, Introduction, Methodology, Findings, Summary or Conclusion, Follow On Research and Bibliography have been provided and that they match with no major alignment problems

3) Word Count: <Reviewer to insert Pass / Fail and Comments here>
a) The count the words includes from the Introduction to the Conclusion but excluding the Abstract, Bibliography and Appendices (if any)  will ideally be between 2,500 and 5,000 words, discretion as to if too short or unnecessarily lengthy.  Papers that do not meet approximate length requirements will not be accepted, regardless of quality.  

4) Technical: <Reviewer to insert Pass / Fail and Comments here>
a) The primary Pass / Fail on the technical front is that, in the opinion of the Reviewer(s) the paper meets and explains / educated / elaborates upon the objective(s) posed by the Abstract.
b) Papers are to be written in a professional style suitable for inclusion in a "Best Tested and Proven Practice" by the Guild. Humor, cartoons, copyright infraction, company logos, etc. are not acceptable and papers will not be considered with disclaimer statements. 
c) A technical paper must have equations or figures and cannot simply be a narrative-only paper.
d) All papers must be generally in compliance with the definitions and spelling defined in the Online Business Dictionary. http://www.businessdictionary.com/. In the event the definition is not in that dictionary, then Merriam Webster or Oxford On line dictionaries are acceptable, but only as alternatives.
e) For project management terms, the preferred dictionary is Max Widemans "Comparative Glossary of Project Management Terms" http://www.maxwideman.com/pmglossary/index.htm. Use of any definition from this source will need to be put in quotations and cited accordingly. 
f) No other definitions used by any other organizations will be allowed, (e.g. PMI, AACE, ACostE, etc.) unless they are germane to the technical analysis or comparison. If used, they too must be cited appropriately.  WIKI definitions are not acceptable because the material can be changed ad-hoc by anyone and there is no quality control to the content.

5) Communication: <Reviewer to insert Pass / Fail and Comments here> 
a) Communication is the exchange and flow of information and ideas from one person to another; it involves a sender transmitting an idea, information, or feeling to a receiver. Effective communication occurs only if the receiver understands the exact information or idea that the sender intended to transmit. Many of the problems that occur in an organization are the either the direct result of people failing to communicate and / or processes, which leads to confusion and can cause good plans to fail. Explained another way, did the story the author told make sense or didn't it?

6) Grammar: <Reviewer to insert Pass / Fail and Comments here>
a) Papers are not to be written in a conversational style through the paper. For example: "Let's discuss...", "As you can see..." , "WOW, only yesterday did...", "I thought I had seen it all..."  Prose is the ordinary language people use in speaking and writing. Papers can be written using either the First or Third Person or a combination of both:

i) First person: I, we, me, us
ii) Third person: he, she, it, they, him, her, them

For more on this topic, see http://eloquentscience.com/2011/02/are-first-person-pronouns-acceptable-in-scientific-writing/ 

While research papers need to be clear and transparent, they should convey facts, figures, and methodologies in a manner that is objective.  If in doubt, tests for a good paper are:

i) Professional: The paper can be presented to a CEO, company leadership or industry professionals as a professional paper that is representative of GPC commitment to being the premier organization in project controls knowledge and research.
ii) Clear and Transparent: The paper can be understood by everyday industry practitioners.

7) Product Endorsements: <Reviewer to insert Pass / Fail and Comments here>
a) If the paper is focused on concepts and features that are common to a class of software packages, (i.e. MS Project, P6, @Risk) and there is no direct marketing intent or implied, then the paper is allowed. Papers and presentations that demonstrate techniques based on features are allowed. Authors are to provide papers that demonstrate application and are not commercial in nature.
b) No logos are allowed. 

8) Commercialism/Marketing: <Reviewer to insert Pass / Fail and Comments here>
a) If the paper is commercial in nature or is self-promoting, then the paper will be rejected. 
b) Authors are not allowed to endorse their own books and / or promote their consultancies. 
c) Papers that state a company name, or display the company warnings of "Confidential, Do Not Disclose Outside…." will not be allowed.  

9) Copyright: <Reviewer to insert Pass / Fail and Comments here>
a) Quoting: If any non-author content or materials have not been cited properly, as required under Creative Commons License, then the paper is rejected. 
b) Figures: Citations for figures used are required but are not a grant of permission by the original author or publisher to be used. The author is required to verify in writing that the figures are their own artwork.  If the artwork is not the author's then the author must furnish a copyright release from the author and / or publisher. Without copyright release the paper will be rejected.
c) Pictures: The pictures in the presentation will need credited to the parties that took the pictures and those parties will have to provide written release statements to use the pictures. Without written approval the material must be removed or the paper will be rejected.
d) Project or Proprietary information: For the purposes of review shall mean certain proprietary or confidential business or technical information including, but not limited to, technical, financial, commercial, marketing or other business information that the disclosing party desires to protect against unrestricted disclosure or competitive use.  Project data is normally and customarily considered proprietary.  Information from projects may not be used unless the author can provide the equivalent publically available report or written authorization from the company. Just because the author worked on or was associated with the project does not constitute permission of the company to use the data in the author’s paper. Papers containing project data which has not been authorized in writing or proprietary information will be rejected.
e) Previously Published: Papers is intended to build, expand or enhance the Guild Library, be a benefit to Guild Members and support the continued growth and development of the Compendium & Reference.  The Guild will not accept / publish papers that do not represent the best interests of the Guild, promote the Guild, reference Guild's CAR or are blatantly focused on the processes or methodologies of other organizations (PMI, CII, RICS, etc.).  The Guild will not publish papers that have been published with other professional organizations because of copyright laws unless the Author retains ownership of his/her IP. 

10) Trademark: <Reviewer to insert Pass / Fail and Comments here>
a) Every company name or registered trademark must be formatted correctly. Be sure to use “®”, “™” and “©” where appropriate (Microsoft Word®).  The author is required to make corrections to bring paper into compliance.  

Dispute Resolution: Any disputes arising over the submittal, review, acceptance or rejection of the paper or any part of the paper are subject to binding and non-appealable decision.  If the paper has been rejected, the author will be provided with an explanation from each of the reviewers as to why the paper was rejected. While the Author has the opportunity to respond within a reasonable time frame to the comments with additional proof, support or validation refuting the reasons for rejection, the decision of the reviewers is final and is not subject to further appeal.  

Please send any questions in regard to the above to Admin@GuildofProjectControls.com

Questions, Comments or Suggestions: Any questions, comments or suggestions pertaining to the writing, the review or the disposition of papers once submitted should be directed to the Guild of Project Controls Administrator admin@guildofprojectcontrols.com who will forward them along to the appropriate decision maker(s).

Suggestions in regard to improving this template will be gratefully received.
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