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AUTHOR INSTRUCTIONS 

 

The IIA‐Australia Journal is the ideal platform to reach a wide range of 

high‐level internal audit, risk, compliance and governance professionals.  

Through our annual print publication, you can reach the internal audit 

leaders and decision makers. 

›› INTRODUCTION 

The IIA–Australia Journal will consider for publication material directly or indirectly 
related to the practice of internal audit including, but not limited to, risk management, 
control and governance processes which provide: 

 thought leadership for the internal audit profession 

 theory and academic research with practical applications 

 technical peer reviewed guidance for the internal audit practitioner, audit 
committees and other stakeholders 

 studies and surveys that will provide analysis, insight and advice on the impact 
of and current challenges facing the profession 

Submissions can take the form of either: 

 short form (1500 to 3000 words plus a maximum 50 word abstract), or 

 long form (4000 to 6000 words plus a maximum 100 word abstract) 

All submissions are to be material that has not been previously published and is not 
under consideration for publication elsewhere.  Authors will be asked to sign a 
Copyright Assignment Form, assigning copyright to IIA-Australia for one year from 
date of publication.  In signing the form the author accepts responsibility to have 
obtained permission to use any copyrighted or previously published material.  All 
authors must read and agree to the conditions in the form and must sign the form.  
Submissions will not be published until a signed form has been received. 

All submissions will undergo a blind peer review process prior to acceptance.
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›› OUR EDITORIAL TEAM 
The IIA-Australia Journal will be Australia’s only independent peer-reviewed research 
publication dedicated to covering emerging issues in internal audit, risk management, 
compliance and governance in corporate Australia. 

The Journal editors are: 

 Stefano Giorgini MIIA(Aust) BBus FCPA  
Head of Group Risk Management & Assurance  
BHP Billiton  

 Dr Len Gainsford CMIIA 
Director Audit & Assurance 
Victoria Department of Transport 

 Tania Stegemann CFIIA CIA CCSA 
Internal Audit Operations Manager 
Rio Tinto 

 Norman Marks CRMA CPA, OCEG Fellow,  
Honorary Fellow of the Institute of Risk Management 
Vice President, Evangelist for Better Run Business 
SAP 

 Stephanie Koehn CMIIA CIA CPA(USA), Staff Editor, 
Manager, Technical 
Institute of Internal Auditors - Australia 

An international Editorial Advisory Committee will be established to act as referees 
during the peer review process. 

All material should be submitted to the Staff Editor electronically in accordance with 
the Editorial, Style and Formatting Guidelines to: 

Stephanie Koehn 
Journal Staff Editor 
IIA–Australia 
Via email to: technical@iia.org.au 
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›› EDITORIAL GUIDELINES 
All submissions must include a cover page presenting the following details: 

 name of author(s) 
 relevant academic / professional qualifications and institutional affiliations of the 

author(s) 
 postal address and an email address for correspondence 
 title of submission 
 date of submission 

Both short and long forms should be arranged as follows: 

 cover page 

 disclaimer, if required.  This is appropriate where a submission reflects the 
personal views of the author(s) and not those of their employer.  Appropriate 
wording could be: ‘The views expressed in this article are those of the author 
and are not necessarily those of [insert employer]’ 

 abstract – a concise summary of the content of the submission.  Length to be 
no more than 50 words for short form or 100 words for long form 

 text of article – ideally, short form submissions should be 1500 to 3000 words, 
long form submissions 4000 to 6000 words.  Contact the Staff Editor for 
guidance if the submission is outside these guidelines 

 submissions should include an introduction, methods, results, discussion, 
conclusion and references (in the required format).  The text may include 
statistical tables, figures, diagrams and photographs 

 acknowledgement – this should be brief and only acknowledge persons who 
have made substantial contributions to the submission.  Authors are responsible 
for obtaining written permission from everyone acknowledged by name as 
readers may infer their endorsement of the data or conclusions, and 

 references should be included to substantiate assertions made in text 

Applications for submission will be reviewed by the Journal Editorial Advisory 
Committee and subject to approval.  Applicants will be advised as to the outcome of 
the blind peer review process within 90 days of submission. 
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›› STYLE GUIDELINES AND GENERAL FORMATTING 
Language 

Submissions should be written in clear, simple English.  Vague unsubstantiated 
statements, jargon, unnecessary use of acronyms, sexist or racist language and words 
not defined in dictionaries should be avoided. 

Spelling 

UK spelling is to be used in all submissions, in accordance with the Encarta Dictionary:  
English (UK). 

Abbreviations and acronyms 

Abbreviations and acronyms are acceptable in text.  They should be written in full 
when first presented or when they begin a sentence.  Do not use the ampersand 
symbol (&) as a substitute for ‘and’ in text or tables. 

Font size and style  

Submissions should be made in ‘Arial’, 11 points with left and right margins justified. 

Headings  

No more than four levels of headings and subheadings should be used.  The Journal 
uses the following levels: 

 BOLD, ALL CAPS 
 bold 
 bold italics 
 italics 

Measurements  

All units of measure should be expressed in the SI System (Système international 
d’unités).  If the use of other units is considered to be necessary (for example, for 
ease of comparison), the SI equivalent should also be provided in parentheses.  A 
space should be inserted between the number and the unit, except for ˚, ‘, “ and %. 

Figures 

All figures (line drawings, graphs, charts, diagrams and photographs) should be 
suitable for easy reproduction.  Only good quality glossy photographs should be 
submitted (alternatively, images can be supplied as high resolution .jpg files). 
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It is important that the lettering in figures is of a size that will remain legible if the 
original needs to be reduced.  All figures should be to the same scale in order to 
ensure uniformity throughout the article, unless it is desired that a particular figure 
take prominence. 

To assist in the consideration of the effect of reduction of artwork, the Journal will be 
produced in A4 with three columns per page.  Artwork may be presented using the 
width of one, two or all three columns. 

Figures should be referred to in the text and should be cited in numerical order.  Their 
approximate position in the final, printed text should be clearly indicated.  Appropriate 
legends and captions should accompany each figure.  The axes of graphs should be 
clearly labelled and all abbreviations explained. 

Do not embed figures within the text.  They should be inserted at the end of the 
article.  Adobe Illustrator (.ai) is the vector graphics program which is most 
compatible with the Journal’s production processing of figures. 

Tables 

Tables are used to show data which are not able to be easily included in the body of 
the text.  However, too many tables obscure the main points of the article.  It is 
advisable to keep the number and sizes of tables to a minimum, but do not try to 
convey too much information, at the cost of simplicity, in any one table.  On the other 
hand, data from short, simple tables could easily be incorporated into the text. 

Type each table on a separate sheet and number consecutively.  Each table should 
have a short descriptive title which makes the table self-explanatory.  All nonstandard 
abbreviations and units of measurement used should be explained in a footnote to 
each table.  Absolute numbers should be given percentages in parentheses.  Cite each 
table in the text in numerical order and indicate its approximate position within the 
text. 

Do not embed tables in the text.  Insert them at the end of the article.  Use an en 
dash (-) in tables to indicate data that are not available. 

Statistical data 

A statistician will referee material presenting quantitative data.  The aim of the 
statistical refereeing is to ensure that data are presented clearly and that their 
analysis is true and fair.  Do not report data with unwarranted precision.  In most 
cases, statistics should be given no more than two decimal places.  Except in unusual 
circumstances, percentages should be rounded to whole numbers. 
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References 

References should be cited chronologically in the text by superior numbers (placed 
after the punctuation).  Number references consecutively in the order in which they 
are first mentioned (based on the Vancouver system). 

If a referenced publication has six or fewer authors, all of the authors should be listed.  
If there are more than six, list the first three and add “et al”. 

The accuracy of reference is the author’s(s’) responsibility.  Verify each reference in 
the submission and again in the final edited version of the material which is 
submitted. 

Authors are responsible for ensuring that their words do not infringe copyright. 

Examples of the correct methods of citing include: 

 books – 1. Hopkins, A. Lessons from Longford. Sydney: CCH Australia Limited, 
2000, p 149. 

 journal article – 1. Lowery, JT et al. Analysis of construction industry burden by 
type of work. Am J Ind Med 2000, 37(4): 390-399. 

 conference proceedings – 1. Wakula, J and Wimmel, F. Ergonomic and medical 
analysis of plasterwork: a basis for ergonomic redesign. In the proceedings of 
the Second International Conference of the CIB Working Commission, W99: 
Implementation of Safety and Health on Construction Sites, Honolulu, Hawaii, 
24-27 March 1999, pp 365-372 

 parliamentary speeches – 1. New South Wales Legislative Council and 
Legislative Assembly Parliamentary Debates (Hansard), 2 November 1984. New 
South Wales Government Printer, p 187 per Mr Sheahan (Legislative 
Assembly). 

 official reports – 1. Interim National Occupational Health and Safety 
Commission. Report May 1984. Canberra: Australian Government Publishing 
Service, 1984. 

 legislation – 1. Occupational Health and Safety Act 2000 (NSW), section 8(1). 

 cases – 1. Judd v Amaca Pty Ltd (No 2) (2003) 25 NSWCCR 488. 

 theses and unpublished data and reports – 1. Brooks, B. Culture and claims 
data: the building blocks for decision support in OHS. Melbourne: Monash 
University Accident Research Centre (in-progress PhD thesis). 
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Footnotes 

Footnotes interrupt the flow of the article for the reader and should be used sparingly.  
Place them at the end of the article, double spaced with an extra line between entries.  
Number the footnotes consecutively throughout the text; use superior numbers 
without point, thus: ‘,,, accepted’.²  Place footnote reference numbers in text outside 
comma or full stop. 

Quotations 

Quotations must be accurate.  Authors are responsible for the accuracy of their 
quotes. 

Sources of assistance 

Acknowledgements of financial and material support, and of financial relationships 
that may be seen as a conflict of interest, must be acknowledged. 

Acknowledgements 

Acknowledgements should be limited to those who made substantial contributions to 
the study.  Authors are responsible for obtaining written permission from everyone 
acknowledged by name, as readers may infer their endorsement of the data or 
conclusions.  
 
›› PUBLISHING PROCESS 

1. Submission deadline 

The final deadline for receipt of submissions is 31 July for publication the 
following March.  Submissions received after 31 July will be considered for future 
years’ publication.  Submissions should be made via email to technical@iia.org.au. 

2. Receipt of material 

IIA–Australia acknowledges receipt of the submitted material in writing, via email. 

3. Assessment 

The submitted material is sent to Journal Editors and / or members of the Editorial 
Advisory Committee and / or other subject specialist(s) for assessment (peer review). 

4. Advice of acceptance 

IIA–Australia advises the author(s) in writing: 

 if the material has been assessed as unsuitable for publication in the Journal, 
or 
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 if the material is accepted for publication, within 90 days.  If acceptance is 
subject to revisions, the author(s) is(are) advised at this time as to what 
revisions are required.  The onus is on the author(s) to return the revised 
material.  If the material is still not acceptable with revisions, the author(s) 
is(are) advised. 

 if the material is accepted for publication, the IIA–Australia may ask for ethical 
clearance to be satisfied.  

5. Scheduling for publication 

Once accepted, the article is scheduled for publication.  IIA–Australia advises the 
author in which issue the material will appear and when. 

At this time the author(s) is(are) required to assign copyright for a period of one year.  
Although publication elsewhere is prohibited by assignment of copyright, for one year, 
the material may be used by the author(s) for academic purposes, private use 
(excluding sale for profit), professional advice to clients, teaching purposes, and as 
part of non-commercial instructional publications. 

For more information about the IIA–Australia Journal contact:  
 
Stephanie Koehn 
Manager, Technical 
E: technical@iia.org.au 
T: +612 9267 9155 
 


