
 

 
 

 
 

 
 
The Centre for Policy Development welcomes contributions. The best way to pitch ideas and 
submit articles is via email: editor@cpd.org.au  
 
Attach a separate, appropriately named word or rtf document for each article you are submitting.  
 
Please provide a contact phone number and a brief (100 words maximum) biography with your 
submission. If possible attach a small jpeg photograph of yourself, which we may run with your 
article if accepted.  
 
Authorship 

Authorship must be identified for submission and for publication. 
 
Feel free to include a list of email contacts to whom we can send copies of your story. 
 

Copyright 

The copyright remains with the author. We ask authors to wait 2 weeks before republishing 
elsewhere, with a link back to the original & acknowledgment that it was first published by the 
Centre for Policy Development.  
 
In future we will be encouraging all our authors to release their work under a Creative Commons 
license.   
 
Defamation and warranties 

You must warrant that your work is original, has not been published elsewhere, does not breach 
copyright nor defame any person.  
 
Submission 
 
Unsolicited InSight articles can be submitted to a maximum length of 1500 words. Please note 
we are currently publishing InSight editions at irregular intervals and each edition tends to have a 
specific issues or policy focus. Contact editor@cpd.org.au to discuss your proposed contribution. 
 
All our writers are currently donating their work and we thank them. 
 
Permissions 
 
It is your responsibility to obtain permission to use copyright material and to bear any associated 
costs. Permission should be sought in all cases where doubt exists. 
 
Under Australian copyright law, you may need to obtain permission to reproduce extracts of text 
and other material such as graphs and tables, diagrams, charts, photographs, advertisements and 
illustrations created by someone other than yourself. You must obtain permission to reproduce a 
‘substantial part’ of any written work protected by copyright. This usually means about 250 words 
taken from a medium-length work, but includes any shorter extract that summarises the crux of 
the original author’s argument or research.  
 



 

Please keep in mind that Copyright permissions can take weeks to obtain. 
 
All material quoted and all illustrative material must be appropriately acknowledged, and a list of 
acknowledgements should accompany your article. 
 
Presentation 
 
General appearance 
 
Use Arial font in 11 point size for all text, including indented quotes, notes and bibliography. 
 
Allow generous margins by setting the left and right margins to at least three centimetres. Please 
number all pages. 
 
Justification 
 
All copy, including headings, must be aligned against the left-hand margin. Do not justify the text, 
but leave the right-hand margin at its various (ragged) lengths.  
 
Spacing of lines and paragraphs 

Use single line spacing throughout. Key in a return only at the end of each paragraph, and leave an 
extra line of space between paragraphs. Please do not double-space between sentences.  
 
Headings 
 
Titles and the first level of subheading should be typed in upper and lower case, with capitals for 
the initial letters of the first and important words only. The next level should have a capital for the 
first word only. Headings do not have punctuation at the end. 
 
Presentation of notes 
 
Notes must be presented as endnotes not as footnotes. For InSight articles we encourage authors 
to avoid the use of notes where possible and instead include hyperlinks to sources within the body 
of the text.  
 
CPD style 
 
Spelling 
 
CPD prefers Australian English spelling and the OED and Macquarie dictionaries.   
 
Hyphens should not be used in ‘co-operate’ and ‘co-ordinate’ etc.  
 
Abbreviations and contractions 

Abbreviations, which do not end with the final letter of the whole word, are followed by a full 
point: 
 

ed. (editor, edited) 
vol. (volume) 
ch. (chapter) 
p. (page) 
pp. (pages) 

 



 

Those such as USA (United States of America), UN (United Nations), do not need full points 
between the letters. 
 
Contractions, which end in the last letter of the whole word, should not be given a full point: 
 

Dr (Doctor) 
St (Saint) 
edn (edition) 
eds (editors) 
 

Acronyms must be first spelt out in the article. 
 
Personal initials 
 
Insert a space between personal initials, for example, A. N. Other. 
 
Dates and numbers 
Avoid unnecessary punctuation: 
 

24 June 1992, not 24 June, 1992 or June 24th, 1992. 
 
When referring to a person’s age, use the spelt-out form; for example, ‘He was in his eighties’; but 
use figures in the hyphenated form of ‘an 80-year-old man’. 
 
In text, use 1990–92 (with an en rule), not 1990–2; and 1902–3, not  
1902–03; but in headings use the longer form, 1990–1992. For financial years, use 1991/92. 
 
In spans of numbers, use as few digits as possible except within the range 11–19, where the 1 is 
repeated; for example, 132–3 but 112–13. 
 
Numbers up to ninety-nine should generally be spelt out in the text, except where figures are 
needed in a string of hyphenated words (35-hour week). 
 
Numbers over ninety-nine can be spelt out when approximations are involved (about a thousand 
people, nearly five hundred sheep) or where figures seem inappropriate to a narrative text. Where 
a number begins a sentence always use words, even for dates or percentages. 
 
Use figures for sums of money ($14.95, £2 2s 6d, but three cents, two shillings), times (3 a.m., but 
three o’clock), weights and measures, percentages (93 per cent), degrees of inclination and 
temperature, and information of a statistical kind. 
 
In numbers of four digits no space or comma is required (5000), but in numbers of five digits or 
more insert a space (45 689 not 45,689). The exception to ‘closing up’ four-digit numbers is in 
tables (see page 13). 
 
For percentages use ‘per cent’ in text and ‘%’ in notes, tables and illustrations. 
 
Quotations 
 
Quotations of more than 50 words should be indented, with an extra line of space above and 
below. Indented quotes do not require opening and closing quotation marks. Short extracts of less 
than 50 words may appear within the text, enclosed in single quotation marks. Quotation marks 
should go inside the final full stop if there is any authorial comment within the sentence. 

 



 

Use double quotation marks only for quotes of spoken words. 
 
Indicate any omission from the quotation by the use of an ellipsis (...), with a single space keyed 
before and after. Do not insert an additional full point if the ellipsis occurs at the end of a 
sentence. 
 
Notes 
 
In all straightforward texts, notes will be typeset as endnotes, placed at the end of the article. 
Endnotes must be limited to sources you have used, published or unpublished, and to brief 
discussion of those sources. They can also give cross-references to other parts of the text. 
 
Indicate notes in the text by a superior numeral and number them consecutively within chapters. 
Notes should be as few as possible.  
 
For information on how to cite official government publications, letters and primary source 
material, see the Australian Government Publishing Service’s Style Manual. 
 
Tables 
The preferred table layout is shown below. Note that if there are numbers containing five or more 
digits, all 4-digit numbers must include spaces. Text turnover lines within the body of the table are 
indented by 2 spaces. Footnotes are indicated by a superior roman lowercase letter unbracketed 
rather than by figures, daggers or asterisks. 
 
You may wish to use special table-creation facilities in your word processing program. If so, please 
apply rules and borders sparingly. Many programs produce a plethora of vertical and horizontal 
rules by default. You will have to turn this formatting off. 
 
To prepare a table in an electronic file as plain text use one tab only between columns and key 
in a return at the end of each row of the table. 

Table 1: Australian horse exports 1861–1900 
Date NSW Vic. SA Tas. WA Qld Total 
 no. no. no. no. no. no. no. 
1861–70a 7 139 25 639 351 4 357 3 101 60 40 647 
1871–80 2 322 26 855 378 953 5 766 163 36 437 
1881–90 4 717 35 411 822 31 6 283 301 47 565 
1891–1900 31 652 44 025 1 668 106 922 12 189 90 562 
Total 114 793 214 328 24 997 5 804 19 038 159 923 538 883 
a Footnotes to a table should be indicated by a superior roman lowercase letter. 
Source: Statistical Registers and Commonwealth Year Books 


