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1. Format of the manuscripts 

All manuscripts must be well-organized, well-written, and readable.  Manuscripts should be a 

written with the following format: 

Abstract 

This provides a summary of the paper. It should be well-written such that it provides a snap 

shot of the paper by highlighting important aspects of the paper from title to conclusion. 

 

Introduction: Importance of the Problem:  

This section ought to provide a sufficient background on the problem or subject addressed by 

a manuscript and should contribute to knowledge or theory pertinent to field or area of 

expertise addressed. The purpose of the paper should be clearly and unambiguously stated. 

This typically requires a clearly described research problem. 

 

Literature Review:  

Research and scholarship should be linked to relevant empirical and theoretical literature. 

The applicability of the research and the quality of the discussion are more important than the 

length of the literature review. 

  

Methodology:  

The approach and procedures must be appropriate for addressing the stated research 

problem(s) and purpose(s). It is open to different research methodologies, as long as they are 

relevant to the topic and are employed rigorously. 

 

Findings:  

Findings must be presented and documented to show clear relationships to the purpose(s) and 

research question(s). Evidence needed to support conclusions must be clearly identified and 

amply arrayed, including (but not limited to) the presentation of statistics, charts, and graphs; 

use of quotations; observational data; references; and citations.  

 

Conclusions:  

Conclusions and logical inferences should be pertinent, clearly drawn, and convincingly 

supported by evidence. 

  

2. Type setting of manuscript 

Font and margin 

Manuscripts should be printed using good-quality papers and if possible printed using laser 

jet printer on one side of an A4 paper, Times New Roman Font 12, double spaced and with 

margins of two inches. 

 

Numbers 

Numbers should be written in words up through one hundred. The exceptions to the rule 

being volume and numbers of magazines and other statistical indicators as well as years. 

 



 

 

Dates 
The decades should be written as follows: the 1940s not 1940’s; Dates should be in this form: 

5 May 1990. When referring to a period, use the form from 1930 to 1960 (not in this form: 

1930-1960). 

 

Spelling 

Authors are advised to use British spelling for their publication. However, if an author writes 

consistently in American spelling this is acceptable. Authors are requested to consult 

dictionaries for the differences. 

 

Footnotes 

(a) Include footnotes in the text only if their use is unavoidable 

(b) Number them consequently with a superscript number at the relevant authors name or 

point in the text 

(c) Separate them from text by using a line across the half the page below the main text 

(d) The use of footnotes for references is discouraged. Authors are advised to include them 

in the reference list and cite in the text accordingly. 

 

Tables 

When constructing a table, keep in mind the physical limitations of the journals' size. The 

following format shall be used during construction of Tables 

(a) Provide these in separate sheet or appendix in case they cover half a page or more. 

(b) Use upper case “T” for the word “Table” when citing tables in the text 

(c) Number them consecutively by using Arabic numbers in the same order they are 

referred to in the text. 

(d) Type adequate and self-explanatory captions above tables 

(e) Capitalize only first letter of the first word of captions and column headings in table 

except where otherwise necessary 

(f) Write the source of the information provided in the Table, use the format; e.g. Bank of 

Tanzania (2007) 

 

Illustrations 

All illustrative materials are referred to as "Figures”; the journals do not use "Plates," 

"Maps," or other such terms. Every figure must be cited in the text and must be numbered 

sequentially in the order it appears, using the following form. Do not abbreviate the word 

"Figure." Example: (Figure 2), (Figures 2–5), (Figures 1 and 2), (Figure 7a–f), (Figures 1, 2, 

and 5), "As shown in Figure 5. . . ." When constructing figures consider the following: 

(a) Provide these in separate sheet or appendix in case they cover half a page or more.  

(b) Number figures sequentially by using Arabic numbers in the same order they are 

referred to in the text. 

(c) Type adequate and self-explanatory captions above figures  

(d) Use upper case “F” for the word “Figure” when citing figures in the text 

(e) Photographs are only accepted if they have good contrast and intensity 

 

3.  Citations and List of References 

Authors are advised to check all references most carefully. The Editorial Board cannot be 

held responsible for careless referencing, nor can it trace missing details in reference.  The 

references and citation must be written by using the following formats. 

 

 

 

 



 

 

3.1 Citations 

One author 
(Saline 2003) or Saline (2003) 

 

Two authors  
(Rosen and Gayer 2010) or Rosen and Gayer (2010)  

 

Three or more authors  
(Maliyamkono et al. 2012) or Maliyamkono et al. (2012) 

 

Two or more references by same author or authors in same year  
(Jones and Brown 1972a, 1972b; Wilson 1973c) or Jones and Brown (1972a, 1972b) and 

Wilson (1973c). 

 

Several authors cited in one place or several references by same author  
Arrange the authors by alphabet and their publications must be arranged in order of the years 

starting with old to latest e.g. (Chimilila et al. 2011; Mugoya 2009, 2012). 

 

No author specified  
Cite the group or agency issuing the report or the publisher. E.g. (United Nations 1963), 

(Committee on Ethics 1977), or United Nations (1963), Committee on Ethics (1977) or 

Wikipedia (2012). 
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