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Instructions to Contributors
Revised December 22, 2004

1. (The purpose of the series) The working paper series, covering researches conducted under the 21st
Century Center of Excellence (COE) Program “Policy Innovation Initiative: Human Security Research in
Japan and Asia,” aims at timely publication of research results and eliciting comments and furthering
debate. Accordingly, all the researchers affiliated with the COE program (twenty nine members whose
names are listed on the COE web page) are strongly encouraged to submit relevant research papers
to this series. Along with this Series, a new “Policy and Governance Research Data and Document
Series” has been introduced in June 2004 to put up various research materials. The nature of the COE

program is explained on the homepage (see the URL at end of this note).

2. (The nature of the papers) The series includes research papers written, as a general rule, in Japanese,
English, or Chinese language. Given the aim of the series, the papers of the series include reports
of ongoing research, papers presented at the COE-sponsored workshops and conferences, relevant
published research papers, as well as original unpublished formalized research papers. Although the
papers may vary in their theme and scope, all papers are expected to address either the issue of policy
and governance or its methodology, or the issues involved in the various aspects of human security.
Specifically, the relevancy to the issue should be expressed in the title or subtitle of the paper, or in the
abstract of the paper, and all the submitted papers must include the word “policy,” “governance,” or

“human security” in either the main title, subtitle or the abstract of the paper.

3. (Submission procedure) Contributors are requested to store the paper in a single document file
(using, as a general rule, MS Word or LaTeX) and to transmit the paper as an e-mail attachment. It
should be sent to the editors of “Policy and Governance Working Paper Series” (see below for the e-mail
address). Hard-copy printouts of the manuscript are not required unless editors specifically request

them. Working papers are going to be continuously published and there is no time limit for submission.

4. (The requirement of the author) While the COE members and Keio University Fujisawa-Campus
researchers may submit papers directly, all other collaborating researchers are requested to submit the
paper to one of the COE members who are expected to edit, correct and ensure that it meets the criteria

of the series.

5. (Refereeing) Given the aim of the series, there is no refereeing process per se. However, any
submitted paper may be excluded, if the editorial committee regards the manuscript inappropriate for
the series. The editorial committee may ask for minimum revisions before printing. Upon acceptance of
the paper, the Secretariat may request the author to provide original data (such as Photoshop EPS) to

improve the clarity of the printing.

6. (Submission fee) There is no submission fee. Forty copies of the paper will be provided to the

author free of charge (and more will be available upon request).

7. (Copyright) Copyright for all papers remain with the authors.
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8. (Forms of publication) All the papers are made accessible in two ways: (a) in a booklet form, and

(b) in downloadable PDF file format on the internet homepage of this COE program.

9. (Style instructions) Although all the papers will be reformatted before printing, authors are
requested to make the manuscripts conform to the following format:

1) The manuscript should be typed with double line-spacing (including all notes and references) on
A4 size paper.

2) The font size should be 10.5-11point in the case of Japanese or Chinese, and 11-12 point in the
case of English. (In the case of other languages than these three, interpret the guidelines appropriately
here, and below also.)

3) The title page (page 1) should contain the following information: (1) the title; (2) the name(s) and
affiliation of the author(s), (3) the email addresses of the author(s) , (4) the background of the paper,
such as conference presentation, and acknowledgments (if applicable). If the paper is in any way funded
by the COE or its related programs, it must be so mentioned.

4) The second page is for the abstract of the paper. The abstract must be in a single paragraph
that summarizes the main argument or the conclusion of the paper in about 150 words in the case of
English, and 7-12 lines of characters in the case of Japanese or Chinese. At the end of the abstract, a list
of four to six keywords should be included. If the paper is written in languages other than Japanese or
English, a corresponding Japanese or English version of the abstract should also be printed.

5) Main text should begin on page 3. Beginning from the cover page (page 1), all pages should be
numbered consecutively.

6) Footnotes should be numbered consecutively and should be placed at the bottom of the
appropriate page.

7) Tables and charts may (1) be placed in the appropriate place in the text, or (2) be prepared on
separate pages and attached at the end of the text, provided that the place to be inserted is indicated in
the text.

8) Reference list must be attached at the end of the text. Only works referred to in the text should be
included in the list.

9) Although there is no exact limit of the length of the paper, the editorial committee requests that
the paper be of approximately 15-30 pages in length.

10. (The revision of the instructions) This Instructions to Contributors will be revised from time to

time, and the current version is always shown on the COE web page.

11. (Correspondence)
-Submission of the paper: coe2-wp@sfc.keio.ac.jp
-Requesting the booklet version: coe2-sec@sfc.keio.ac.jp

-PDF file version of the paper: http://coe21-policy.sfc.keio.ac.jp/

Editorial Committee Members of the Working Paper Series:
Mitsuaki Okabe (Managing Editor), Michio Umegaki, Masaaki Komai.
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