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Papers may be submitted only by Fellows, Affiliates, Associates, and Correspondents of the Cana-
dian Institute of Actuaries. However, such persons may collaborate in joint authorship with others, 
including persons not associated with the CIA.

A Word version of the manuscript should be sent electronically to the Communications Manager 
at the CIA Secretariat. 

Papers that have been published or widely distributed elsewhere are not acceptable unless the out-
side publication or distribution involved exceptional circumstances which, in the opinion of the 
Research Committee, will not detract from its originality as part of the CIA’s literature. 

Guidelines on Form 

• The manuscript should be single-spaced. 

• In technical papers, paragraphs may be numbered to simplify references; but paragraphs in 
non-technical papers should not be numbered. 

• Table headings should be clear, concise, and complete. 

• The first reference to any prior publication should be given in detail, for example: John 
Smith, “The Social Security Act,” TASA XXXVII, 593. 

• Mortality, morbidity, and experience tables developed in any paper should be given com-
plete names by which they can be identified later. When reference is made to mortality 
tables in any paper, the first reference should be to the official name, such as, “Canadian 
Standard Ordinary Life Experience 2000 and 2001.” 

• Use a computer software program that supports mathematical symbols. 

• Particular care should be exercised that the symbols are legible, especially Greek symbols, 
subscripts and superscripts. The international actuarial code of symbols, described in Ap-
pendices 3 and 4 of “Actuarial Mathematics,” Bowers et al., should be used. 

• Authors should preface their papers with a brief abstract of content from which readers will 
be able to determine the scope and objectives of the paper. This description will be trans-
lated. 



• In a covering letter, provide the name, address, e-mail address and phone number of the corresponding au-
thor, as well as a statement indicating that the manuscript is original and not being considered by another 
publisher, has not been previously published, and has been approved by all authors. 

• Where material has been previously published, in whole or in part, include a letter from the publisher of the 
original document with permission to reproduce. 

Procedure for Review of Papers 

Upon submission, the CIA Secretariat will acknowledge receipt of the paper and will transmit it to the Research 
Committee. The committee will arrange for the paper to be reviewed by two reviewers, both knowledgeable in 
the subject matter of the paper. The names of the author(s) will be revealed to the reviewers. However, the names 
of the reviewers will not be revealed to the author(s) unless the reviewers themselves wish to disclose their iden-
tity. 

The reviewers will be asked to decide on one of three possible options regarding the acceptability of the paper for 
publication. These options are as follows: 

• Accept the paper, possibly subject to minor revisions such as corrections of typographical errors, or minor 
changes in wording, terminology, etc. 

• Return the paper with suggestions for a substantial revision. 

• Reject the paper outright. If this option is chosen, the reviewer should provide a detailed explanation for the 
author of why the paper is being rejected. 

The reviewer will be guided by the following considerations: 

• The paper should contain sufficient actuarial content to make it suitable for publication by the CIA. 

• The paper may present original ideas or methods, or it may be of educational value, containing an exposi-
tion which is not readily available elsewhere. 

• The paper should be well written and of a general quality which will reflect credit on the Institute. 

• The paper should not be rejected solely on the grounds of unorthodox or controversial opinions. Indeed, the 
Institute welcomes different points of view, provided they are relevant and logically presented. 

After receiving the reports of the two reviewers, the committee will make a final decision as to which of the three 
options above will be chosen. If the two reports contain substantially different opinions, the committee may de-
cide to send the paper to additional reviewers. 

It is hoped the review process can be completed in three months. There may be exceptions with extremely long 
or highly technical papers. 

Accepted papers will be posted on the CIA website, and if possible presented at an Institute meeting. Comments 
and discussion from the membership should be submitted within two months of posting or within 20 days follow-
ing the Institute meeting at which the paper is presented, whichever is later. Edited discussions will be posted with 
the paper on the website together with a reply by the author(s).


