Submission Guidelines
Submit manuscripts in Word format to the online ScholarOne submission system at
https://mc.manuscriptcentral.com/asq. The site does not accept pdf files for upload. (Authors
who are unable to submit anything but pdf files must contact the ASQ Editorial Office to ask a
system administrator to upload those files for them. Should the article be accepted for
publication, authors will have to convert pdf text files to Word for copy editing.) Upload a title
page, with contact information for all authors, and be sure that all authors’ names are entered into
the manuscript submission form.
 A submitted manuscript should not be under review for publication in another outlet (e.g.,
book chapter, journal) while it is under review at ASQ. ASQ does accept submissions of
papers that have been accepted for publication in much shortened form in the Academy
of Management Best Papers Proceedings.
 Authors should not re-submit a manuscript that ASQ has rejected at an earlier time.
 Authors should take reasonable precautions to preserve the integrity of the blind review
process and avoid potential conflicts of interest in the submission process. This includes
not requesting as reviewers people who have previously seen the paper, previous or
current coauthors, or colleagues at the authors’ institutions. The editors are not obliged to
accept the author’s suggestions for preferred or non-preferred reviewers. Authors should
also refrain from requesting handling editors who would have a conflict of interest in
handling the paper. Please remove submitted manuscripts from public websites during the
review process to the degree that is possible.
 Cover letter: Please copy and paste a cover letter into the submission form that lists
people who have already viewed the paper, members of thesis committees and colleagues
who would have a conflict of interest in reviewing the paper, and any other circumstances
that might affect the integrity of the blind review process. It is not useful to include a
description or summary of the paper in the cover letter. Authors should use the cover
letter to tell the editor whether any of the data in a submitted manuscript have been
published elsewhere or are used in manuscripts under review in another outlet and how
the submitted manuscript differs. Authors are asked to upload manuscripts using the same
data and under review elsewhere as part of their ASQ submission, using the file
designation “Additional Editorial File.” Files with this designation will be available to the
editors but not to reviewers.
Manuscript Preparation Guidelines


ASQ does not have page limits, but we favor manuscripts that offer high intellectual value
per page. Because of the difficulty of finding scholars who are willing to review very
long manuscripts, we suggest, as a general guideline, that authors aim for manuscripts of
45 pages or fewer of text (not including references, tables, figures, or appendices).
Editors reserve the option of returning very long manuscripts to authors for cutting before
considering them for review.
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Include an informative abstract of 200 words or fewer. Good abstracts describe the
material presented in the paper, including the question or focus, the type of study reported
(e.g., empirical, laboratory, qualitative, field, network study, etc.), the context and in what
country it was done if that’s important to context (e.g., work groups, Fortune 500 firms,
hospitals in Canada, cooperatives in Germany, factories in China, biotechnology firms),
the main data source, and the most significant findings. The better your abstract, the
higher web search results. See abstracts of published work on the ASQ web page
(http://journals.sagepub.com/home/asq) for examples.
Provide three or four keywords for the paper from the ASQ ScholarOne keyword list.
Type all copy, except tables, double-spaced in 12-point Times New Roman type. Tables
may be single spaced and in smaller fonts, if necessary, for formatting. Use footnotes
sparingly. Essential material should be incorporated in the text; material with weak
relevance should be deleted. Organize the manuscript by using primary, secondary, and
tertiary headings (see a recent issue of ASQ for format), rather than numbered headings.
To preserve anonymity in the blind review process, authors should avoid revealing their
identity in text through obvious self-references to previous work or in footnotes. If
authors cite their own published work or work in progress, however, these references
must be included in the references with full bibliographic information. Authors should
reference their own work as they would the work of any other scholar. Reviewers will ask
what the contribution of a manuscript is above what has already been published and must
have this information.
Omit italics unless absolutely necessary. Use only abbreviations and acronyms known to
the general public and avoid acronyms invented only to save page space; spell out an
abbreviated term when first used. Avoid parentheses in textual material. Use quotation
marks only for direct quotations. Spell out numbers from one to nine and those that begin
a sentence. Write out "percent" in text; use percentage sign in tables.
Type each table or figure on separate pages at the end of the manuscript after the
references, rather than inserting it in the text. Include a note (i.e., Insert table 1 about
here) at the point in text where a table or figure is referenced. Present graphic material so
that the meaning is immediately clear by including a title on every figure and table and
labeling axes and diagrams.
Use the active voice whenever possible, but use "we" only for multiple authors. Use the
past tense for discussing earlier studies or for presenting methods. Use the present tense
for discussing tables or figures as they are presented in text (e.g., “Model 3 in table 1
supports hypothesis 2, that…).
Define a term accurately when it is first used and use it consistently with that meaning
throughout. Find the best way to express an idea once, rather than repeating the same idea
in different words. Do not use a clause where a phrase will do or a phrase where a word
will do. Avoid jargon; do not mistake it for technical terminology.
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References: To avoid symbolic or ceremonial references, discuss only literature that pertains
directly to the thesis or research of the paper, and make it clear how it relates to your work. Cite
a representative set of references when there is a large literature. References to articles, books,
and other source works should be cited in the text by noting—in parentheses—the last name of
the author, the year of publication, and page numbers for direct quotations or to refer to a point in
a book. Do not number references or use "ibid.," "op. cit.," or "loc. cit."; specify subsequent
citations of a source in the same way as the first citation. In the reference section, list every
reference cited in the manuscript and remove those not cited in text. Use the following guidelines
in citing references:










If the author's name is in the text, follow it with the year in parentheses [e.g., "Glaser
(1992) recommended . . ."]. If the author's name is not in the text, insert it in parentheses,
followed by a comma and the year. Multiple references are listed chronologically in
parentheses, separated by semicolons.
For two or three authors, give all the authors' last names in text each time the work is
cited (e.g., Haidt, Koller, and Dias, 1993). For four or more authors, give only the first
author's name followed by "et al." and the date (e.g., Sasovova et al., 2010) in each
citation, including the first one.
Page numbers, to indicate a passage in a book or to give the source of a quotation, follow
the year and are preceded by a colon.
If there is more than one reference to the same author in the same year, postscript the date
with a, b, c, etc. (e.g., Chan, 2009a, 2009b).
For a source that is forthcoming or in press but not yet available, give an estimated year
of publication and use that date for citations in text. Add "in press" or "forthcoming" in
parentheses at the end of the bibliographic information in the references. If the source is
published online ahead of print and is available, give the name of the publication (and
“forthcoming”), the online publication date, and the DOI identifier, showing where the
source can be found.
For an online source, cite the publication date of the source if there is one, or the date that
the source was accessed, and provide the URL where the source can be found.

List all references as an appendix to the manuscript. Alphabetize by author and, for each author,
list in chronological sequence. List the authors' last names and initials. Use no italics or
abbreviations. Use one tab between the date and the title. See examples:
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For Journals Using Suggested Reviewers
As part of the submission process you may suggest the names of peers who could be called upon
to review your manuscript. Suggested reviewers should be experts in their fields and should be
able to provide an objective assessment of the manuscript. Please be aware of any conflicts of

4

interest when recommending reviewers. Examples of conflicts of interest include (but are not
limited to) those below:
• The reviewer should have no prior knowledge of your submission
• The reviewer should not have recently collaborated with any of the authors
• Reviewer nominees from the same institution as any of the authors are not permitted
The editors are not obliged to accept the author’s suggestions for preferred or non-preferred
reviewers.
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