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1. Introduction


The aim of this formatting model is to make it clear to the authors the form to be used in the articles submitted to the ADM 2007. It is written, exactly, as the model indicated to the articles, this way, it is a reference.

Read carefully the instructions and format your article accordingly to this pattern. It is recommended to use the pre-defined formatting styles that are in this document. So that, just copy and paste the texts from the original directly in a copy of this document.

It worth saying that, a proper formatting is essential for a good evaluation of your article. Articles out of the formatting will be excluded of the evaluation process.

2. General Formatting

The complete article must have at least 6 (six) pages and must have not exceed 8 (eight) pages and 500 Kb of file size.  Try to treat the images and the information table, so your file size will not be big.

The borders (superior, inferior, left side, right side) must have 2,5 cm. The size of the page must be A4. Pay attention to this, because if the size of the page is another, the proper formatting will be compromised.

The article must be written in the program Word for Windows, version 6.0 or newer, but it must be converted to .PDF file, to be submitted  to the event. Pay attention to the conversion, because if you do not, your article will be not accept. 2 files must be sent: 1) authors and co-authors names and 2) without the names.

The title of the article must be in Times New Roman font 15, centralized, in bold. The data of the authors in size 10. On the Abstract and key words, the letter size is 11. The titles of the sections must be placed to the left, in bold, numbered with Arabic algorisms (1,2,3, etc.). The font to be used is Times New Roman, size 12, in bold. Do not put final dot on the titles.

The subtitle of the sections must be placed on the left, in bold, numbered with Arabic algorisms in subtitle (1.1, 1.2, 1.3, etc). Also using the Times New Roman font, size 12, in bold.

The introduction starts under the abstract, followed by the body of the article, the font to be used is Times New Roman, size 12, justified on the left and right, with simple intervals between lines, also is used a interval  of 6 points or more after each paragraph, exactly as this paragraph.

· If you are using lists, you must use the marker that appears in the beginning of this phrase;

· The lists must be justified on left and right, used in parts of the text too.

· After the lists, leave a simple interval , as the following.

Bottom Notes: must not be used notes at the bottom of the page.   

Breaks can be used too, which must be alphabetic ordered by small letters preceded by parentheses; each break must be separated by dot and a comma and the last break must finish in a dot.

a)

b)

3. Information table and pictures formatting

The pictures and information tables must not have titles (headlines), but subtitles. To a better viewing of the objects, must be predicted a simple interval between the text-object and between the subtitle-text.  The subtitles must be set under the Pictures and Information Table, which must be centralized, the same occurs with its corresponding subtitles. (Picture 1, for example), the font to be used is Times New Roman, size 10.
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                     Source: LIMA (2006, p. 14)

Graphic 1 – Evolution of qualification

In the information tables must be used, preferable, Times New Roman font, size 10. Important: must be avoided the use of objects which “float over the text”. Use the option “….. to format object……layout…..aligned” instead, as you click with the right button of the mouse over the current object. The information Table 1 shows the pattern indicated for the tables. It is important to remember that the information tables must be separated from the body of the text by a white line (12 points).

INTERVAL TABLE– THIS LINE IN WHITE

	Item
	Quantity
	Percentage

	Age up to 25 years
	22
	7,9%

	Minimum scholarly
	34
	12,3%

	Female
	54
	19,5%

	Male
	33
	11,9%

	Nationality
	10
	3,6%

	Source: Adapted from Mays apud Greenhalg (1997)


Table 1 – Qualitative research versus quantitative research

4. Quotation and Reference Formatting

According to LIMA ( 2004), to quote correctly the literature is very important. Observe that the author quotation in the text is done in small letters, while the author quotations between parentheses, at the end of the paragraph, must be done in capital letter, as demonstrated in the next paragraph.

Actually, to quote other authors works, without the proper reference, can be considered plagiarism. (JOHN DOE, 2005)

Accordingly to the ABNT rules – Information and documentation – quotations presentation in documents, there are 04 definitions to quotation:

1) Quotation: mention, in the text, to a information extracted from another source;

2) Direct Quotation: textual transcription of the consulted author;

3) Indirect Quotation: free transcription of the consulted author;

4) Quotation of Quotation: direct or indirect transcription which the consult have not been done on the original work.

Any doubts, is important to check the ABNT rules, following some of the general rules:

a) When the mentioned authors are in the body of the text the letters must be in small letters, and when it is between parentheses it must be in capital letter.

b) Must be specified, the year of the publication, book, section, and if possible, the page(s).

c) The quotation of a maximum of 03 lines goes along with the body of the text and stands out with double inverted commas. Examples: 1) LIMA (2005, p.35) describes “the study of Knowledge management, have been stood out in all the administration areas” 2) “ The continuous innovation, started to make part of the organizations” (LIMA; JOHN DOE, 2006, p.72)

d) The quotations with more than 03 lines, must have a recoil of 4,0 cm on the left border, lowering the font and without inverted commas . Example:
We must be clear to the fact that every behavior properly ethical can be lead by one or two fundamentally and unconsolidated different maxim: the behavior must be oriented to a “ last purpose ethic”, or to a “responsibility ethic”. This is not saying that a last purpose ethic is identical to the responsibility, or that the responsibility ethic is identical as the opportunism without any principle. (WEBER, 1982, p.144)

e) The same authors quotations with publications in different dates, and in the same sequence, must be separated the dates by a comma. Example: (JOHN DOE, 1999, 2004, 2006)

Abbreviation and short forms: when they appear for the first time, must be put on extensive and the abbreviation between parentheses.

To the references, must be used text with Times New Roman font, size 10, simple intervals, with 6 points after each reference, exactly as in the following random references. The references must appear in alphabetic order and do not to be numbered. All the references quoted in the text, and only these, must be included at the end, in the References section.
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ANNEX 

 The annex must be at the end of the work. Observe that the complete work, including the bibliographic reference and the annex, must not exceed 8 pages and 500 kb, after the compression.

