
 

 

Style Guide for Case/Teaching Note Submissions to Ivey Publishing 
 
Case Type We have a very strong preference for interview-based cases that have 

been “released” for general distribution by the subject organization. For a 
sample release form, see page three of this document. 

 
Formatting ● text - single spaced, Times New Roman 11 pt 
 ● first level headings – Arial 10, bold, uppercase 
 ● second level headings – Arial 10, bold, mixed case 
 ● margins – top .75”; left, right and bottom 1.0” 
 ● exhibits - at the end and referenced sequentially within the text 
 
References Footnotes are the preferred method of reference.  The layout of the 

footnote should be as follows: Author, “article title,” book title, edition 
number, publisher, place of publication, year of publication, page number.  
All references to websites must note when the website was accessed. A 
bibliography of academic sources utilized in the case preparation should go 
in the teaching note, not in the case. When there are more than 30 
footnotes, they can be moved to the end of the case as endnotes. 

  
Exhibits We require a source for each exhibit.  Advise as to whether the exhibit is 

an original document extraction or a creation of the author using data from 
the original document. Exhibits should be of reproductive quality.  
Spreadsheets and tables should be inserted into the document as editable 
objects, not as images, in case further editing is required. All tables, figures, 
appendices, etc. should be referred to as Exhibits and inserted at the end 
of the case or teaching note. 

 
Permissions The public availability of information does not imply that anyone is free to 

reproduce it.  To legally reproduce copyrighted material (in exhibits, for 
example) written permission must be obtained by the author from the 
copyright holder.  Photographs, logos, website content and large 
extractions of text are examples of material requiring permission.  Unless a 
case is about the logo, do not include. 

 
Case Length/File Size Unit sales of cases drop off very quickly once a case exceeds about 20 

pages (exhibits included). The average length of our best sellers is 15 
pages. Number the pages. Photographs significantly increase the electronic 
file size so use them only where necessary.   

 
Poetic Licence In cases written from public sources, it is not legal to attribute statements, 

or actions, or feelings, etc. to actual persons. You do not know for certain 
that they are true. Speculating or fictionalizing not only erodes the 
credibility of the writing but leaves you open to a lawsuit.  

 
Financial Statements When possible, include a balance sheet and income statement. At a 

minimum, this is usually important context. Some professors will not adopt 
any case that does not include financial statements.  

 



 

 

Tense Cases should be written in the past tense. The events have already 
occurred. Industry notes and teaching notes can be written in the present 
tense. 

 
Layout  The teaching note should contain the following: synopsis, case objectives, 

position in course, relevant readings, assignment questions, teaching plan 
and analysis (suggested/possible answers to assignment questions).  
Although it may not necessarily be relevant to your pedagogical objectives, 
some instructors like to see a short “What Happened” section at the end of 
the teaching note.  

 
Overall  When in doubt, it is very useful to first review existing Ivey cases and 

teaching notes. 



 

 
 
 
 CONSENT TO USE CASE STUDY 
 
To:  Richard Ivey School of Business Foundation (“RISB Foundation”); and 
       The Richard Ivey School of Business (the “Ivey Business School”); and 
       The University of Western Ontario (“UWO”) 
 
 
The undersigned has read the attached case study entitled _________________________________ 
 
________________________________________________________________ bearing version date 
 
____________ which was written by ______________________________________________ under 
 
the supervision of __________________________________________ in which I, and/or the 
organization with which I am affiliated, is described.  I understand that typically, but not always, the 
Ivey Business School and/or UWO may test the use of this case study in a classroom environment 
and that as a result of this use, the case study may be modified, but not in a material way. 
 
On the basis of my review of the attached case study, I agree that the case study may be used as 
outlined above and I agree that the case study does not require changes, except as noted on the 
attached case study.  I further agree that RISB Foundation, in its sole discretion, may change the 
case study from time to time to correct typographical and grammatical errors and to rearrange 
paragraphs, exhibits, etc.  On behalf of my company and myself personally, I agree that other 
changes may be made to this case study from time to time by RISB Foundation to enhance its use in 
a classroom environment and agree that  0 I do  0 I do not wish to review such changes to this case 
study. 
 
On behalf of my company and myself personally: 
 

A. I hereby authorize the use of this case study at: 
i. the Ivey Business School and/or UWO, and 
ii. other educational institutions and other organizations; 

B. I acknowledge that the copyright for this case study is held by RISB Foundation, and that RISB 
Foundation may, in its sole discretion, distribute, sell, authorize use of this case study in a book or 
otherwise deal with this case study in whatever way it deems appropriate. 
 
I have authority to execute this agreement: 
 
Name:  _____________________________________________________________ 
 
Position:  _____________________________________________________________ 
 
Organization:  _____________________________________________________________ 
 
Address:  _____________________________________________________________ 
 
 _____________________________________________________________ 
 
Date: _____________________________________________________________ 
 
Signature:  _____________________________________________________________ 


