
 

 

 

 
 
 

Writing for Primary Times  
Preparation of article files 
 

 

Word file 
 

Article title: The title should be brief. It should entice the reader to read more. A subtitle can provide more 

detail, if necessary. 

Author name(s): Please list author names in the appropriate order and include each author’s job description 

and organisation name. Authors’ academic qualifications will not be listed. Groups/organisations can be listed 

as authors. 

Article intro: The intro is two or three sentences that set the tone of the article and briefly show what to 

expect from the rest of the article. Intro text should summarise the story and attract the reader’s attention.  

Main article text: Think ABC: accuracy, brevity, clarity. Please include subheadings where applicable and 

reference citations in the Vancouver Style (i.e., sequential superscript numerals).  

As a guide, the lengths of articles are as follows:  

• 450 words – half page  

• 900 words – full page  

• 1400 words – double page feature spread. 

Pull quotes: Pull quotes can be used in longer articles to emphasise the most important and interesting parts 

of the article. They can be taken directly from the main text or they can be summarised excerpts. If a pull 

quote is a direct quote from another source, please include the source’s name. 

Text boxes: Text boxes are used for additional information that complements the main article. They can 

contain paragraph text or displayed lists. 

References: References should be listed in numerical order at the end of the paper. See Submission 

Guidelines for more information and examples. 

Figure captions: Please include clearly labelled captions in your Word file for each image/graphic that you 

provide. Where applicable, captions should detail the names of people pictured, and their relevant 

organisations and titles, from left to right, or details of other relevant entities in the images.  

Author bio: Author bios are optional. If you would like to include an author bio, please summarise your 

achievements and career highlights in no more than 50 words. 

Additional files 



 
 
 
 

Page 2 of 2 

 

 

Headshots, logos, images and graphics must be 300 dpi (approximately 1MB) and should be emailed as a 

clearly labelled attachment, not embedded in the Word file. If you use an iStock photo, please label the 

image file with a description and the iStock number.  

Please see Submission Guidelines for more information. 


