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Disclaimer: The views expressed in this publication are those of invited contributors and not necessarily those of the Institute and Faculty of Actuaries. The Institute and Faculty of Actuaries do not endorse any of the views stated, nor any claims or representations made in this publication and accept no responsibility or liability to any person for loss or damage suffered as a consequence of their placing reliance upon any view, claim or representation made in this publication. The information and expressions of opinion contained in this publication are not intended to be a comprehensive study, nor to provide actuarial advice or advice of any nature and should not be treated as a substitute for specific advice concerning individual situations. On no account may any part of this publication be reproduced without the written permission of the Institute and Faculty of Actuaries.


Instructions for use
As a Learned Society and professional membership body with a Royal Charter, is important that any research papers produced under IFoA sponsorship are of good quality and clearly communicate the valuable research undertaken by our membership.  IFoA research is published in the British Actuarial Journal (BAJ) and Annals of Actuarial Science (AAS). Our research is open access and able to be assed by a variety of audiences worldwide. With this in mind this template and guidance has been designed to assist in the production of sessional meeting papers. For additional information regarding the completion of the template please contact research@actuaries.org.uk 
· Please populate this template with your own content by clicking on the explanatory text and replacing with your own text using Arial font size 10 for text and Times New Roman italiciased for formulae and equations 
· A reasonable paper length is in the region of 8,000 - 10,000 words, which can equate to around 20-30 pages (using 10 point font and excluding graphs)
· The paper should be written in the third person. 
· Where a bold heading has been provided, please do not delete, they are necessary for typesetting
· Please do not change the order of the headings
· Front and back covers and a disclaimer have been provided. Insert the title of the paper, authors, date and place of presentation in the relevant section on the front cover. 
· Do not delete the disclaimer

Structure 
The following structure is suggested for guidance.
· Title
· Author name(s)
· Abstract
· Keywords
· Correspondence details
· Introduction
· Research methodology
· Literature Review
· Results and analysis
· Conclusions
· Acknowledgements (if any)
· References (mandatory, your paper will not be published without references)
· Glossary (if required)
· Appendices

Title

Author/Authors
The author or authors’ names should appear as an initial and the author’s surname. The main author of the paper should be the first author listed.  An asterisk should be placed at the name of the main author for correspondence, e.g. R. Smyth and L. A. Brown*


Abstract
Although the abstract is at the beginning of the paper, it is generally left until the end to write as it summarises the main points of the final paper.  The abstract should be no more than 800 words and should not contain references or abbreviations. The abstract should contain a summarised overview of the following: 
Background or rationale for the research
Research problem/question being addressed
Literature Review topics
Methodology
The key message/topic of each section of the paper
Results/outcomes or impacts
Further research or next steps (if appropriate)
Conclusions & recommendations

Keywords
The keywords will be used to search for your paper and to assess the relevance. Keywords should refer to the specific topics and themes you are investigating. Terms used in the title should be used in the keywords as title keyword searches are often used to retrieve research material. 
You should supply no more than five keywords, spelled with an initial capital and separated by semi-colons. You may use abbreviations in your key words, e.g.
Pension shares; Valuation methods; Market values; PBCG; Pricing

Correspondence details
The name and contact address of one corresponding author with e-mail address should be provided in the event of the paper appearing in the British Actuarial Journal. This is a journal style convention and useful for readers who may wish to discuss the research in further detail. We understand that authors may not wish their contact details to be made public, however wherever possible we would encourage the details of the corresponding author to be made available.
E.g. 
*Correspondence to: Lawrence Brown, Department of Statistics, University of Southampton, Southampton, SO10 1AG, UK. E-mail: lbrown@sotonuni.co.uk 
Introduction
Introduce the background and context of the research, where the idea came from, what is being investigated and why. This may include references to relevant papers or publications that provide context to the research. Also set the scene for what will be coming in the next sections, you are engaging the reader’s attention to read more. 
Methodology 
The methodology section outlines what you did, how you did it, the research methods selected and why these where the most appropriate for the research. You should also discuss any methods that you discounted and why.

Literature Review
The literature review is the starting point for all research projects and builds upon any research or investigation which relates to your topic. Your literature review will provide context to your topic and if properly structured provide a framework for your investigation.  Most importantly the literature review will contain an overview of the seminal and important work already conducted in the area. 

Main text
Use this section of the template to discuss the main body of your work. Include the various headed sections and sub-sections. Please be economical with your sub-headings; we generally advise no more that two levels of sub-heading  of your paper and remember to cite your sources.
Tables & Figures
All tables and figures should be numbered sequentially and have a title in italics. If the source is not from the primary research conducted for the research paper, place the source in brackets in line with the Harvard Referencing System. For example: Table 2. Life expectancy of UK males over 65. (Source: ONS Population Survey 2010).  If you use work from material you have previously authored this must also be referenced.
 Please use explicit references to the figures and tables in the text for example ”see table 4.1”. Avoid phrases such as “the table above” or “the figure below”, as after typesetting the figures and tables might not appear as they do in the manuscript. 
Ensure that the material you submit is of the best possible quality, particularly if it has been reproduced from another source.
Please provide images that print equally well in black & white as in colour. For example, formatting lines in a graph with both colour and pattern. 
Please do not use tinted panels or surrounding borders.
If you are reproducing the work of others for example a table or photograph, please ensure that you have sought the correct copyright permissions. The Research and Knowledge Team can provide guidance if you are unsure. 

Formulae and equations should be in Times New Roman italicised. 
If formulae are numbered, do so consecutively after each formula with the number placed in brackets 
e.g. ,	(1)
Mathematical expressions such as equations should use the standard mathematical conventions. 
Footnotes should be used to make minor points about material that appears in the text if necessary. Footnotes should not be used as references. 
Page numbering should be in Arabic numerals and centre aligned at the bottom of every page. 
Results and analysis
You may include one “Results and Analysis” section or, if it is more appropriate two separate sections for “Results” and “Analysis”. How you present your results may depend upon your research methods or complexity of the results. In both cases your paper should contain an in-depth analysis of the results of your research and how the results related to the original research question. You make link previous research to your own findings by referring to material from your references. 

Conclusions
This section is in essence where you summarise your paper and if relevant recommend any future research that was not within the parameters of your investigation which your work may have uncovered. You can also make recommendations for future research.

Acknowledgements
Often authors like to include acknowledgements to those who have helped them in the development of their paper, e.g. 
The authors would like to thank the University of Bristol for their help and funding of this paper.
 

References 

Failure to include proper referencing conventions can lead to unintentional accusations of plagiarism, i.e. passing off the work or ideas of another as your own. The sources you use in your paper must be referenced using the recognised Harvard Referencing System mentioned above which includes in-text citations and references.  The IFoA Guidance for Writing Research Papers and the Services to Researchers section of the IFoA web site provide additional guidance on referencing. Books, journals and conference papers, anthologies and the various other media available for conveying and presenting information have their own referencing conventions set out in the Harvard method.  For authors unfamiliar with the process of referencing the Research & Knowledge Team are always available to advise.
Word provides a Reference function which will create in text citations and list of references at the end of the document.  Alternatively any reference manager such as Mendeley can be used create references. Please make sure whatever system you choose the style is set to Harvard. 
Appendices

Appendices must follow the references and be labelled with the name of appendix and numbered sequentially. E.g. Appendix 1 Survey Results
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