
A guide to format your article 	
Please use this guide/template to format your article before 
you submit it to thewarwickelt@gmail.com. In preparing your 
article, please refer to APA citation and referencing format.  	

[<Title>; Use Times New Roman 16 pt., in Bold. Maximum 15 
Words. Alignment: Centred; Single Line Spacing; 24 pt. spacing 

after] 

Name(s) of author(s) use Times New Roman 12 pt., emboldened. Alignment: right; spacing 
24 pt. after. If there are multiple authors, each additional author should be placed on a new 

line. 

Abstract 

The title word ‘Abstract’ should be aligned to the left, 18 pt. spacing before, and 12 pt. spacing 
after, single line spacing. The body of the abstract should be approximately 150-200 words, 
justified, Times New Roman 12 pt., single line spacing. 

Keywords 

The word ‘Keywords’ should be emboldened and followed by a colon. There should be 
between three and five keywords, italicised and separated by commas. For example: 
 
Keywords: Philippines, English language teaching, status, attitudes 

Body of the text 

All sub-headings should be aligned to the left, 18 pt. spacing before, and 12 pt. spacing after, 

single line spacing. The body should begin with an introduction and finish with a conclusion. 

The text should be Times New Roman 12 pt. with 1.5 line spacing. Paragraph spacing should 

be 6pt. 

Short quotations 

If your quote from another writer is under 40 words, put the quote inside double quotation 

marks. It is necessary to include the year of publication with the name of author, and to put the 

page number after the quote. For example, Pinter (2007) also argues that “tasks encourage 



learners to communicate with each other in real time” (p. 190).  

 

Long quotations 

If the quotes are longer (more than 40 words), it is not necessary to use quotation marks. However, the 
text must be indented from the left margin (1.26cm). For example: 

Drew and Heritage (1992) coined the term ‘institutional talk’ in which they place emphasis on 

the disparity of the term with ‘ordinary conversation’: 

We will address some aspects of interaction which often are cited when analysts seek 

to distinguish ‘institutional talk’ from ‘ordinary conversation’. We stress that we do 

not accept that there is necessarily a hard and fast distinction to be made between the 

two in all instances of interactional events, nor even at all points in a single interactional 

event. Nor do we intend to offer a definition of ‘institutional talk’, nor to make any 

attempt at synoptic distinction (p. 21). 

In the context of this study, the interaction in institutional talk is a naturally occurring 

conversation which happens for a reason or task related. It involves people who do not know 

each other, for instance, a service provider and service receivers. 

Paraphrasing 

If you paraphrase an author’s work, it is necessary to include the author’s name and year of 

publication. The page number is preferable, but not necessary. For example: Finally, Hoey 

(2001) mentions that the interaction is controlled by the writer(s).  

Tables  

If you have tables, give a number and a title to them. For example: 

 

 

Table 1 



Frequency of AWL words in the MATA corpus, counted by Compleat Lexical Tutors 

Freq. Level 
Families 
(%) Types (%) Tokens (%) 

Cumul. 
token % 

K-1 Words 644 (53.22) 1259 (41.33) 19470 (74.46) 74.46 

K-2 Words 222 (18.35) 334 (10.97) 1223 (4.68) 79.14 

AWL 
[570 fams] 
TOT 2,570 344 (28.43) 598 (19.63) 2360 (9.03) 88.17 

Off-List: ?? 860 (28.23) 3095 (11.84) 100 

Total 
(unrounded
) 1210+? 3046 (100) 26148 (100) ≈100.00 

 

Figures 

If there are figures and maps in your manuscript, please mention as they should be in article 
as well as send us separately in jpg format. They should also bear a number and a title. For 
example: 

 

 



 

 

Figure 3. Concordance of “status” in MATA corpus. 

 

References 

The title word ‘References’ should be emboldened and aligned to the left, 18 pt. spacing 

before, and 12 pt. spacing after, 1.5 spacing. Author’s names should be alphabetised by last 

name. If the reference entry is longer than one line, any additional lines should be indented 

from the left margin (1.26 cm). Between each entry there should be 6 pt. paragraph spacing. 
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Appendices 

Any appendices should be numbered and titled. Please submit appendices in both .pdf and .doc 
form. The title word ‘Appendices’ should be emboldened and aligned to the left, 18 pt. spacing 
before, and 12 pt. spacing after. Each Appendix should be numbered, with the title on the line 
beneath. For example: 

Appendix 1 

Original Text for Analysis 

 (Author’s Bio: It should be maximum 60 words and in third person. Start with your 
bold face name and highlight some important achievements. Format: 12 point in 
italics, 1.5 line spacing, justified. Put them in parentheses.) 		

	 	


