
 

 
GUIDELINES AND AUTHOR INSTRUCTIONS FOR THE PREPARATION OF PAPERS FOR PUBLICATION IN THE 

JOURNAL OF THE NEW ENGLAND WATER WORKS ASSOCIATION, Inc. 
 

LENGTH 
 

There are no 
requirements on 
length, papers can be 
short or long.  As a 
reference, 5,000 words 
with plentiful and clear 
visuals including 
tables, graphs, and 
images would lay out 
as a 12-page article.  
 

FORMAT 
 

A 100-word abstract is required for all 
papers. 
 
The text should be subdivided by major 
headings such as, but not necessarily 
limited to, Introduction, Discussion, 
Results, Summary, Conclusions, 
References, etc.  
 
Please include, title, date of submission 
or presentation, full author information 
and a headshot. 

IMAGES 
 
High quality and original photos ideally in 
.jpeg or .png format (minimum 300 dpi) 
must be sent as separate files AND inserted 
into the word document for placement 
purposes. Photos and charts should include 
captions and be labeled as Figures; Figure 1, 
Figure 2, etc.  Tables should be labeled as 
Table 1, Table 2, etc. 
 
Scanned photos and photos under 100 kBs 
are generally not high quality and will not 
reproduce well. 
 

 
What to Send  

The author is responsible for submitting the following items. Material provided will not be returned. Materials 
should be submitted by email to Michelle Clements, Journal Editor, at newwajournal@gmail.com. If content is too 
large to email, photos can be sent in multiple emails or a link provided to download items. 
 
1. Signed and dated Copyright Transfer Agreement form. 
2. An electronic file version (Word document) of the paper (no pdfs). 
3. High quality images (graphs, diagrams, photos) as separate attached files and within the word document for 

placement purposes. Photos should be captioned and labeled appropriately as Figure 1, Figure 2, etc. 
4. A headshot and contact information for all authors.  

Author’s full name 
Author’s title 
Current employment\affiliation 
Postal and email addresses 
Telephone number 
Head shot/portrait 

 
Copyright Transfer Agreement. Papers must be original work and not published in its present form. No paper can 
be included in a NEWWA, Inc publication without this copyright transfer form. Do not alter this form. The form can be 
found on the reverse side. 
 
Approvals and Permissions. It is the author’s responsibility to obtain all necessary approvals from the author’s 
employer prior to submission of the paper. If a figure, photograph, or table has been published previously, the 
author must obtain written approval from the original publisher. NEWWA, Inc cannot reproduce a previously 
published item without this permission. In addition, all photographs must have the photographer’s permission to 
print. 

mailto:newwajournal@gmail.com


 
 
 
General Information 
 
The Journal will consider papers for publication which are pertinent to the drinking water field and are presented 
before a meeting of the association; or are solicited by the editors or Program Committee from knowledgeable 
individuals but which may not be formally presented at a meeting of the association; or are papers of general 
interest to the water works industry. 
 
Unsolicited papers are received with the understanding that they have not been published nor are they under 
consideration by any other publication. If a paper is not scheduled for publication within one year following its 
receipt, the author(s) may request its return and this will be done promptly. 
 
Editorial Policy 
 
The JOURNAL reserves the right to edit all papers for style, grammar, and readability. All papers must be written in a 
factual and objective manner. If specific services or products are involved, it is preferred to have the paper written 
from the perspective of the user of the service or product. Galley proofs will be sent to authors for review before 
publication, and each author will receive two complimentary copies of the JOURNAL in which the paper appears. 
Reprints of papers can be arranged at the time of publication at the author’s expense. Published papers, unless 
otherwise noted, become the property of the association and will be copyrighted as part of the JOURNAL. Content of 
the paper is the responsibility of the author; the association as a body and the editors are not responsible for the 
content of published papers. 
 
If the author or his/her employer wishes to repost a JOURNAL article for marketing or educational purposes, the 
following language must be used: “Article reprinted (or reposted, if online) with permission by the New England 
Water Works Association, Inc.” 
 
Style 
 
The paper must be written in best possible technical and grammatical English. Titles should be concise and should 
describe the content of the paper. If you have a long title, please consider a Title: Subtitle format.  
 
System of Units. Each author must use the International System of Units (SI) and units acceptable in SI. Other units 
may be given in parentheses, dual-unit tables, or an appendix. A complete guide to the SI system and its use is 
available from ASCE at http://www.asce.org/codes-standards/ or the National Institute of Standards and Technology 
at http://www.nist.gov/pml/pubs/sp811/. 
 
 
References: All references should appear together, single-spaced, at the end of the paper. References are listed 
alphabetically by last name of the first author. When two or more references by the same author are listed, year of 
publication is taken into account, and the earliest work is listed first. Wherever reference is made in the text to an 
author’s work, the author’s name and year of publication should appear in parentheses. All listed references must 
be cited in the text. For material that is not cited in text, create a section or an appendix called “Additional 
Information” or “Related Materials.” Chemical Abstracts style is followed. For example: Book - Author’s last name, 
initials. Title of book. Publisher, place published (year of publication). Government publication - Title of reference. 
Publication’s name and number. Agency’s name, city, state (date). Journal Citations - Author’s last name, initials. 
Title of article. Name of journal (spell out), volume number; issue number; beginning page number of article (month 
and year of publication). 
 
Examples:  Burka, L.P. (1993). “A hypertext history of multi-user dimensions.” MUD history, 

http://www.ccs.neu.edu/home/lpb/mud-history.html>(Dec. 5, 1994). 
Fisher, J.W., and Struik, J.H.A. (1974) Guide to design criteria for bolted and riveted joints, Wiley, New York. 

http://www.asce.org/codes-standards/
http://www.nist.gov/pml/pubs/sp811/
http://www.ccs.neu.edu/home/lpb/mud-history.html%3e(Dec
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COPY TRANSFER AGREEMENT 
 
 

Article Title: __________________________________________________________________________________________  
 
 
Author(s) – Names and Addresses of all authors: 
 
Name:  __________________________________  
 
Title:  ____________________________________  
 
Company:  _______________________________  
 
Address:  _________________________________  
 
City, State, Zip:  ___________________________  
 
Phone:  __________________________________  
 
Email:  ___________________________________  

 
Name:  __________________________________  
 
Title:  ____________________________________  
 
Company: ________________________________  
 
Address:  _________________________________  
 
City, State, Zip:  ___________________________  
 
Phone:  __________________________________  
 
Email:  ___________________________________  

 
Name:  ________________________________  
 
Title:  __________________________________  
 
Company:  ______________________________  
 
Address:  _______________________________  
 
City, State, Zip:  _________________________  
 
Phone:  ________________________________  
 
Email:  _________________________________  

 
Return form to: Michelle Clements, Journal Editor at newwajournal@gmail.com. 
 
The author(s) warrants that the above-cited manuscript is the original work of the author(s) and has never been 
published in its present form. 
 
The undersigned, with the consent of all authors, hereby transfers, to the extent that there is copyright to be transferred, 
the exclusive copyright interest in the above-cited manuscript (subsequently called the “work”) in this and all subsequent 
editions of the work, and in derivatives, translations, or ancillaries, in English and in foreign translations, in all formats 
and media of expression now known or later developed, including electronic, to the New England Water Works 
Association, Inc. subject to the following. 
 
 The undersigned author and all coauthors retain the right to revise, adapt, prepare derivative works, present orally, 

or distribute the work provided that all such use is for the personal noncommercial benefit of the author(s) and is 
consistent with any prior contractual agreement between the undersigned and/or coauthors and their employer(s). 

 
 In all instances where the work is prepared as a “work made for hire” for an employer, the employer(s) of the 

author(s) retain(s) the right to revise, adapt, prepare derivative works, publish, reprint, reproduce, and distribute the 
work provided that such use is for the promotion of its business enterprise and does not imply the endorsement of 
NEWWA, Inc. 

 
 No proprietary right other than copyright is claimed by NEWWA, Inc. 
 
 An author who is a U.S. Government employee and prepared the above-cited work does not own copyright. If at least 

one of the authors is not in this category, that author should sign below. If all the authors are in this category, check 
this box  and sign here: ________________________. Please return this form by mail. 

 
SIGN HERE FOR COPYRIGHT TRANSFER (Individual Author or Employer’s Authorized Agent (work made for hire)] 
 
Print Author’s Name: __________________________________________________________________________  
 
Print Agent’s Name/Title: _______________________________________________________________________  
 
Signature of Author (in ink) _____________________________________________________________________  
 
Signature of Agency Rep (in ink)  ________________________________________________________________  
 
Date: _______________________________________________________________________________________  
 
Note: If the manuscript is not accepted by NEWWA, Inc. or is withdrawn prior to acceptance by NEWWA, Inc. this transfer 
will be null and void. 
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