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Abstract

Question: What stops papers submitted to the Lean Construction Journal (LCJ) going for review as soon as they are received?
Purpose: The purpose of this note is to help you get your papers ‘right first time’ for the Lean Construction Journal, to demonstrate the way to format documents and to help you use the format to excite our readers with your ideas, your research and your experience so that together we can make a difference in our industry.

Research Method: observation of submissions over first six years of the journal 
Findings: this paper documents what stops papers being ready and spells out how to prepare papers so that they are ready for review.
Limitations: it is impossible to anticipate every eventuality and we expect that on occasions you will need to format within the spirit of these guidelines rather than sticking to the letter.
Implications: failure to follow these guidelines will delay publication of your paper
Value for authors: this paper will help you get your message across and get your paper accepted for publication more quickly.
Keywords:  styles, communication, making a difference
Paper type: Readme and template for Journal authors
Introduction

Tariq Abdelhamid, my fellow co-editor, and I want LCJ to make a difference in our industry and we assume you would like your paper to do that too.  Our aim is to help you get your message across as clearly as possible so that you, and we, can make a difference in the world. 
Please read this before you start to format your paper — it has important information that can help you, help your reviewers and help us as Journal editors. 
To do that please pay attention to the following as you write: 
· Your audience and your customers

· Content

· Styles – this is x-text•
· Tables

· Figures

· Citations and references

· Use of English

We discuss all of these and more below and conclude with a brief description of the review process so that you know what to expect.

Whatever type of paper you write, one requirement is common to all: it is easy to read so that it will be accessible to practitioners and to people who’s first language is not English.  

Please make your paper a joy to read by getting your ideas across clearly and succinctly with the help of the ideas below.  

Keep it simple

Good communication starts with clear ideas.  Too many papers I read are not clear, the language is overly complex, and it is difficult to grasp the key idea.  What do you want people to know?  And as you write, think about what others want to know.  They are not interested in how many long words or how much jargon you know — they want to know what you have learnt and how you have learnt it.

What you have learnt may be very simple but no less profound for that.  How can you tell it simply?  I’d much prefer to receive a two-page paper that tells me your story simply and quickly than a ten pager that I have to wade through.

Start with the abstract, then write the paper, then review your abstract.
Your reviewers are your customers

LCJ reviewers are volunteers giving you their time for free.  We ask them to help you improve the paper.  We want you to make it as easy as possible for them to read and understand.  The formatting and the structured abstract is designed to do that.  

As with any communication activity, it will help you to think about your audience as you write.  Think about your reviewers.  At least one will be a practitioner and one a scholar.  They may be on the other side of the globe, on the next continent or in a neighboring town.  Help them make a picture of your situation and of what you did as well as of the results you got.  You are their eyes and ears.

Your reviewers are your customers - make it easy for them.  If they have to struggle to make sense of your paper they are less likely to recommend that it be accepted.

Content

As it says on the label The Lean Construction Journal is a journal concerned with lean construction.  Please ensure that you make the connection between your paper and the emerging field of study known as lean construction.

It is highly unlikely that we will accept your paper if you make no or only superficial reference to lean or your references ignore the prior work from the global lean or lean construction communities.

Length

10-12 pages is a good length for a paper.  Clarity and conciseness of thought is more important.  Some papers will need more than 12 pages.  Some will need far less.  However long your paper, make sure it is clear and concise.  If you include a lot of unnecessary detail you are asking your reviewers – your customers – to spend more time reviewing it.  Please ensure that your reviewers’ time is well spent.
Choosing what sort of ‘paper’ to write
We welcome a number of different types of paper in the journal from practitioners, consultants and scholars:

· Main Papers – report basic and applied research and developments that provoke new thinking or chronicle the history of Lean Construction and are of archival value
· Forum Essays – thought-provoking and ‎stimulating opinion pieces on practices ‎in the field, experiences with Lean ‎Construction implementations, ‎reflections on Lean ‎Construction principles and tools.  Essays may ‎be ‎founded in fact, conjecture, and/or speculations of the author(s). ‎
· Case Studies – descriptions of the application of lean thinking to any aspect of the construction process and the results obtained.  We welcome reports of failure, particularly where the authors also record their learning, as well as success. There is no requirement for case studies to be backed up by extensive references to theory and literature.  All we ask is that case studies acknowledge their sources – books or people – and are easy to read.  
· A3s – A3 documents reporting on any of the above.  Please use standard formatting guidelines such as Shook 2008 or Sobek and Smalley 2008.

· discussions, rejoinders and closures to previous contributions — formal and ‎considered comments, rejoinders and/or questions about the technical ‎content of a ‎paper. Authors’ responses/closures respond to arguments ‎and clarify issues raised in ‎discussions.‎
Preparing your paper for LCJ

When you submit your paper please:

· use LCJ format - that includes styles - see below
· include a full structured agenda - see below
· have each graphic as a single item in-line with the text - see below 
· format all captions correctly

· use MS word for tables

· name the file <title> yymmdd.doc – where yymmdd is the last save date – this helps the editors ensure that they are working with the most recent version

Why it’s important to format your document correctly
Our format –this template is an example – creates the look and feel of LCJ.  We believe that it contributes to the readability & accessibility of ideas in the papers we publish.  Without correct formatting your paper won’t get reviewed let alone published. That’s why it is important.

And it has to be right, not just look right.   We frequently get papers that have the ‘appearance’ of being right but the wrong styles are used or the ‘normal’ style in MS Word is modified to look ‘right’.  One paper was delayed 9 months because the author did not know how to format his paper and refused to learn – he thanked us when he did.

As editors, one of the first things we check is the Navigation pane or document map in Word (see Figure 1).  If we cannot see the full outline in the Navigation pane we know it is not formatted properly.  If you don’t know about the Navigation Pane in Word, it is worth learning about – It will help you move quickly around documents and save you time. You need to be using styles (see next section) to make it work.

To turn Navigation pane or document map on:

· on a PC in MS Word 2007 go to ‘View’ then click on ‘Document Map’; 

· on a Mac go to View and select ‘Navigation Pane’.  

If you see thumbnails to the left of your document, select ‘Document Map’ from the pull-down menu top left where it says ‘Thumbnails’.
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Figure 1.  Examples of Document Map view for this document – PC (left) Mac (right).
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Do you understand what we mean by “Styles”? style - x-H1

Styles are an important feature of MS Word
 and most other word processors.  They are there to improve work flow so you can write and edit faster & more easily.  – x-Text
For example, when you click on the title of your paper, it should show the style being used as “x-Title”. 

To see styles: 
· on a Mac, in your toolbar click this ‘Formatting Palette’ icon ( 
or open View, select Formatting Palette and open Styles within it; 

· on a PC, click the following key combination (Ctrl+Alt+Shift+S)].
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If this is something you don’t know about please talk to the IT people in your organization and get them to explain – most universities, for example, run courses in MS Word that explain how to use styles to save yourself time and hassle.

Take this template and one of your existing papers with you on your course.  You’ll learn more if you have a real project to practice on – and you can get help from your tutor.
Almost all the Styles you need to write your LCJ paper are pre-defined in this template.  Most begin x-…  so that they appear in a group at the bottom of your styles list.  Scroll down and check.  We have also included two character styles z-italic and z-bold.  We are using these styles in this ‘paper’.  In this section we have signaled which style we are using in blue at the end of the first paragraph where it is used.

Follow these steps if you are comfortable with MS Word:

· the easiest way to do this is first save the template file {LCJ_Format_Readme_&_Template_100930.dot} on your hard disk. – x-text•
· Open the { LCJ_Format_Readme_&_Template_100930.dot} and save it as a new .DOC file name, for example:  {00_000 Your Paper Title yymmdd.doc}.

· Open the {00_000 Your Paper Title yymmdd.doc} and open the {LCJ_Format_Readme_&_Template_100930.dot}

· Go to the file {00_000 Your Paper Title yymmdd.doc}.  Work on your paper, switching to {LCJ_Format_Readme_&_Template_100930.dot} to see which styles to use.

· If your paper is already written in a different format and you want to convert it, save it as {00_000 Your Paper Title yymmdd.doc}.

Format>Style…>Organiser and import the required styles from {LCJ_Format_Readme_&_Template_100930.dot} – x-texto
Reformat your paper – there are various shortcuts you can use to do this – if you are not familiar with them please consult your in-house Word trainer for advice.

Structured Abstract

The purpose of a structured abstract is to ensure that key information is available and readily identifiable at the top of the paper so that readers can quickly see whether the paper is relevant to their needs.  It is like a shadow board and an example of visual management for papers.  
We want the complete abstract on the first page.  To do that you will need to strike a balance between the length of your abstract, the length of your title and the number of authors.

Use MS Word Style ‘x-abstract’: and use style ‘z-bold’ on everything before the colon. Reponses are required to all headings unless otherwise noted—the only exception is A3 papers – they need no abstract at all.
Here is some guidance on each of the headings:
Research Question/Hypothesis: if you are writing a Full Paper or a Forum Paper you may delete either question or hypothesis as appropriate; if you have more than one hypothesis please number them H1: H2: ditto for research questions Q1: Q2: etc.
this sub-head is optional for case studies – 

Purpose: state the purpose of your paper.
Research Design/Method: you can choose whether to outline your research design or your research method.  This is not the place for a methodology discussion!
this sub-head is optional for case studies

Findings: what is the contribution to knowledge of this paper or case study? 
What did you find out? 
What have you learned?
Limitations: what are the limitations on your findings, your method, your design, etc.?

Implications: what are the implications for research, for the industry, …?

Value for practitioners: what is the relevance of this paper to practitioners in design, construction, facilities management, procurement, etc. – why should practitioners read this paper?  Put yourself in their shoes and tell them:
what have you learnt that will help practitioners do a better job, get better results,  Tell practitioners how they might be able to use your findings. 
no hype please.

Keywords:  no more than ten please 

Paper type: choose from: Full paper, Forum essay, Literature review, Case Study 

Headings 

Because it is easier to read, please use upper and lower case in all your headings, table headings and titles.  When everything is in upper case (capitals) all words have the same shape, and our brains have to work much harder to read them.  With upper and lower case together each word has a distinct shape and we can read much faster.

We prefer Sentence case to Title Case throughout.
Figures and graphics
Use the style x-figure for all graphics and figures.

Please ensure that each graphic is a single item in-line with text - nothing should float above or below the text or be wrapped - ensure that all images are legible and text is of similar weight (even if it is a different size) to that in the main text - we prefer font trebuchet 

Each figure or graphic should have a caption below in style x-figure caption (bottom)
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Figure 2: style = x-figure caption (bottom)

Tables
Heavy black vertical and horizontal rules (i.e. lines, borders) can make it much more difficult to read the information in a table.  We prefer something lighter and softer as in table 1.  It clearly isn’t possible for us to say in advance what is most appropriate for the table(s) you will use so please think carefully about what it is necessary to include and what rules (lines or borders) will help you get your message across.

Table 1: style = x-table caption (top)

	
	x-TableHeader
	x-TableHeader

	x-TableHeader
	x-TableText-

· x-TableText•

· and this one too
	2

	x-TableHeader
	3
	4


Please: 

· place the caption above the table using style x-table caption (top)
· use MS Word tables rather than graphic objects that look like tables
· use table styles within the tables – x-TableHeader, x-TableText-, x-TableText•

· feel free to use font size 9 in a table if that will help make it work – the default size is 10.
Lists

You will have noticed that I use a lot of lists. Please liberate lists from paragraphs – bulleted or numbered lists break up the text and draw attention to important distinctions that you are making, and improves readability. 

Please use x-text • for any lists where numbering would add nothing to readers’ understanding.
Numbered lists – x-H3
Some people use numbered lists and then make no use of the numbers.  That seems to us to be waste – it has no value for the reader.

You may change to a numbered list x-text # if you refer to individual items in your list by number.
Do you need an x-box?
If you wish to draw attention to something such as a quote or a hypothesis you can include it in an x-box like this

Measurements

Our standard measurements are metric/SI.  If you want to use imperial measures please add appropriately rounded metric equivalents in parentheses. E.g. 55 foot (17m). 
Citations & references

Please use standard Chicago in-text citations & references as described in e.g. Chicago Manual of Style (2003) and use footnotes sparingly. 
Use of English

Many scholars have been trained to write in an impersonal way in the belief that this is a more objective or a more precise way to present research.  This often involves the use of the passive voice and finding ever more convoluted ways of referring to yourself without using I or we.

More than anything, we want your writing to be clear and as simple as possible (and, as Einstein said, no simpler).  We notice that it is usually easier to understand things that are presented in the active voice and we are not against the use of the first person singular or plural – it is often clearer, precisely because the subject or object in the sentence are clearly stated.

First person

It seems to me that if you did it, it is fine to say “I” – and that if you and your team did it together use “we” so long as you are clear about who “we” are.  Use of the first person makes your writing more direct and generally clearer.  Please do not use the first person if it creates ambiguity.
Active voice

Use the active voice – it is generally shorter than the passive and much more interesting to read.  Compare:

· Examination of samples was accomplished by this researcher who was looking for …. (passive)

· I examined the samples for …. (active)

If English is not your first language

If English is not your first language, find someone to review your paper and help you edit it – many universities have such people.  Remember that the purpose of your paper is to communicate — whether your readers are your reviewers, busy practitioners looking for ideas to help them improve what they do or fellow scholars around the world – make it as easy for them to understand what you have to say.

If you want help finding someone to advise you please let the editors know.
The review process

The review process begins once the editors have a correctly formatted paper and a copyright form (see Appendix 2).

Sometimes the Editors will offer you feedback before your paper goes for review.  You may choose to ignore this if you wish.  Just let the editors know that is your decision and that you want the paper to go for review.

Double blind review 

The editors send a copy of your abstract and title to potential reviewers with a request to complete a review by a specific date – generally in three weeks.  If the reviewer accepts the request, the editors send the full paper (with the author details removed) as a pdf.

Full papers are accompanied by a form that includes the questions in Appendix 1.

For Forum essays, reviewers are asked to make sure the spirit of a forum essay has been met (Forum essays are not expected to be a synthesis of a research-based endeavor or to be of archival value). We ask reviewers for an open-ended and personal reaction to the manuscript, so there is no specific review form.

A3s and Case studies are reviewed in a similar way to Forum Essays.

All papers are reviewed by at least one practitioner and one scholar and there are generally at least three reviewers.

Once the Editors have received all the reviews they are collated into a single document. A copy is sent to the author(s) with the editors’ decision and a copy is also sent to the reviewers.  

The reviewers don’t know who the other reviewers are, nor do they know the identity of the author(s).  If authors subsequently want to accept an offer of help from a reviewer they contact the Editors, who make the connection.

If your paper is declined with encouragement to resubmit, your resubmitted paper will go back to the reviewers

Once your paper is accepted, it can be published.

How long does the review process take?

The clock only starts ticking on the review process once we have a correctly formatted paper and the copyright form.  From then the minimum review time is four weeks – that requires that the editors are able to begin the process immediately, all our reviewers to honor their promises to deliver their reviews on or before the requested date and to recommend the editors to Accept your paper as it is, and the editors then process the reviews in good time.

If your paper is not accepted-as-is then it is most often the case that you, the author(s), determine the length of time in the review process.  If you respond to reviewer’s comments quickly … the process moves faster.

Publication

LCJ is an on-line journal, so, once it is accepted, your paper can be published very quickly.  This usually happens within a week of your receiving the acceptance notice.
Conclusions

Be clear about who is the customer and who is the supplier in this process.  To start with you, the author(s), are the supplier and the journal editors and reviewers are your customers.  Write with your customers in mind.  Focus on making your customers’ lives as easy as possible – and remember that they are all volunteers.

For rapid consideration of your paper:

· Format it correctly

· Send it with the copyright form (Appendix 2).
Good luck and thanks for thinking of Lean Construction Journal for your paper. 

Which other journal requires you to start with a little x-citation even before you write the title?
Acknowledgments (if any, use x-H1)
We’d like to acknowledge the work that Prof Iris Tommelein started in 1999 to improve the quality of the formatting of papers in the lean construction community.
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x-reference – please use the minimum of punctuation and include a url if there is one. Use a tinyurl or bit.ly if you wish (www.tinyurl.com; www.bit.ly 11sep10) and please add the date you last saw the item on the web.

Ballard, Glenn (2006) “Rethinking Project Definition in terms of Target Costing”. Proceedings of the 14th Annual Congress, International Group for Lean Construction, Santiago, Chile, July 2006, pp77-90. Also available at www.iglc.net (5 mar 08)

Chicago Manual of Style (2003) http://www.chicagomanualofstyle.org/16/contents.html 11sep10

Shook, John (2008) Managing to Learn: Using the A3 management process to solve problems, gain agreement, mentor, and lead; Lean Enterprise Institute; Cambridge, USA

Sobek, Durward K & Art Smalley (2008) Understanding A3 thinking: A critical component of Toyota’s PDCA management system Productivity Press, Taylor & Francis Group; Boca Raton, USA

Appendix 1 – Review form

The job of an LCJ reviewer is to provide critical, useful, kind, and constructive reviews of submissions and to help make papers better, to the benefit of both the authors and their readers. To that end, please provide specific feedback and suggestions. 

Normal journal review guidelines also apply; please check the paper belongs in this journal, is clearly written, is aware of and cites relevant publications and practices.
If you have questions or concerns please mail to editors@leanconstructionjournal.org
Please address the following points in the review in the spaces below – the boxes will expand to accommodate your comments – or use a blank page:
	1.
Is it relevant to the journal's scope (to “stimulate a systematic rethinking of the construction process both on and off-site”)?
	

	2.
How does the paper add to the theory and/or practice of Lean Construction?  What is original? 
	

	3.
arguments – are they sound?
	

	4.
method(s) – is it appropriate and correctly used?
	

	5.
advancement of Lean Construction – what contribution does it make?
	

	6.
how could clarity be improved – Use of English, presentation, structure, readability, figures, tables, etc?
	

	7.
what additional references to Lean Construction published literature should the author(s) consider?
	

	8.
Suggested improvements 
	

	9. how well does the abstract reflect the content of the paper and how could it be improved?
	

	10. Your recommendation for publication (please delete all but one of the choices right):
	a.
Accept as is.

b.
Accept subject to listed changes.

c.
Decline with encouragement to resubmit.

d.
Reject for the stated reasons

	11. Other comments
	

	12. Are you willing to have a dialogue with the authors to help them improve the paper? 
	Yes/no


Appendix 2 – Copyright form

See next page

Please print the page, fill it out, sign it, scan it and return the scan with your paper 

Please name the scan <your paper title copyright yymmdd>

(or you may fax it)

Copyright transfer

Present title:


Author(s):


I hereby transfer exclusively to the Lean Construction Institute, all rights granted to me by the copyright laws of the United States of America and other countries, subject to the specifications and reservations below.

1. The transfer of copyright is effective upon acceptance for publication of the work in the Lean Construction Journal.

2. The authors reserve all propriety rights (such as patent rights) in this work other than the copyright transferred to the Lean Construction Institute by this document.

3. The authors will inform the journal editors when the work, titled above, is republished, reproduced, and/or reused elsewhere.

4. Any republication or personal use of the work must explicitly identify prior publication in the Lean Construction Journal.

5. If this work is in the public domain, such as government work, the authors simply authorize its publication.

6. If this work is subject to security clearance, the authors certify that as of the date below it has been cleared.

7. The authors warrant that the above work has not been previously published, or if it has, that they have obtained permission for its publication by the Lean Construction Journal editors and credited the original publication and copyright owner.

I understand that until at least one author of this work has furnished as executed copy of this document to the Lean Construction Journal editors, the above work will not be processed for publication.

I affirm that I have notified the other authors (if any) and they have agreed to this transfer of copyright.


Date
Signature of First Author
Printed Name of First Author
Please print this page, fill it out, sign it, scan it and return the scan with your paper 
(or you may fax it to Tariq Abdelhamid at +1 (517) 355-7711)
� 	use style x-footnote for footnotes and insert a tab to separate note from number – Note: The paper should be A4 size portrait format (210 x 297 mm) with margins set: Top & Bottom: 3 cm; Left & Right: 2.5 cm. �almost all the ‘Styles’ you need are already set up in this template – look at the bottom of your styles list.


� 	Co-editor, Lean Construction Journal.  �HYPERLINK "mailto:editors@leanconstructionjournal.org"�editors@leanconstructionjournal.org�   �use the footnote for author affiliation and contact info (+ qualifications if you wish)


� 	If you are not familiar with Styles in MS Word please read one or more of:�•  �HYPERLINK "http://office.microsoft.com/en-us/word/HA102308821033.aspx"�http://office.microsoft.com/en-us/word/HA102308821033.aspx��•  �HYPERLINK "http://office.microsoft.com/training/training.aspx?assetid=rc011039261033"�http://office.microsoft.com/training/training.aspx?assetid=rc011039261033� 


� 	avoid complex background to images if possible


� 	use “keep with next” to ensure that tables do not break over pages (unless they are larger than one page in which case do not allow rows to break across pages)
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