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PROCEEDINGS PAPER: PAGE LAYOUT SPECIFICATIONS

Papers for the workshop proceedings are to be between 10 and 15 pages in length (including references, figures and tables) and based on the following specifications.  

DOCUMENT SETTINGS

Use 12-point serif type (e.g., Times New Roman or CG Times), and use single-space line spacing for the entire document.  Margins should be set as follows, according to the paper size setting used on your computer:

8½-in × 11-in paper: 1.25-in left and right, 1.0-in top and bottom

A4 (21-cm × 30-cm) paper: 3.0-cm left and right, 2.5-cm top and 4.5-cm bottom

Use 12-point type throughout — title/author, all section headings, the text, the references, and all table and figure captions.  The only exception is within tables and figure labels, where you may use a sans serif font (e.g., Arial, Univers); the font used within complex tables and figures can be reduced, but type smaller than 8 point should not be used.  Please do not use page numbering, headers, or footers.  Use full justification (i.e., left and right margins aligned) for all text except for the title/author block, figure and table captions, and equations (which are to be centered) and section and subsection headings (which are to be flush left).

SECTIONS OF PAPER

Title/Author Block.  Center the title and the author list.  The title should not exceed 10 words and is to be typed in all caps and bolded, beginning on the third line of the first page.  Leave a blank line before beginning the author list, which also should be centered.  When there are several authors from one organization, save space and make the list easier to read by grouping authors so that the organization must be typed only once.  After each author or group of authors, use parentheses to enclose the affiliation (employer name [omit department, division, etc.], city, state/province [if applicable], and country).  The lead author’s name is to be italicized and bolded.  Identify the author to whom questions about the paper should be addressed by inserting his/her e-mail address after the name.

Abstract.  Leave one line blank after the title/author block and type “ABSTRACT:” flush left.  The text of the abstract (one paragraph, 150-200 words) immediately follows the colon and a space.  Left and right margins should be aligned (full justification). The abstract should summarize the paper concisely, stating key data and conclusions.  Because the proceedings will appear after the Workshop, avoid statements such as "This paper will discuss ..." or "Results will be presented."

Body of Paper.  Section headings have one blank line above and are bold, flush left (not indented), and all caps.  Typical sections are INTRODUCTION, MATERIALS AND METHODS, RESULTS AND DISCUSSION, CONCLUSIONS, ACKNOWLEDGMENTS, and REFERENCES. Subsections can be used if necessary to divide a section into two or more subtopics; any further breakdown should be avoided. Subsection headings are preceded by one blank line space, have headline-style capitalization (initial letters of all significant words are capitalized); and are bolded and set flush left; the heading is followed by a period and is run into the text. 


In each paragraph of text, indent the first line 0.5 inches (1.25 cm) from the left margin, except for the first paragraph within a subsection, which runs on from the heading.  Do not put blank line spaces between paragraphs except before a new head.  Use full justification, aligning both the left and the right margins.  Avoid leaving a single line of type (widow) at the bottom or top of a page.  When using an acronym for the first time, give the expansion followed by the acronym in parentheses; thereafter, the acronym can be used instead of the expansion


Integrate tables with the text, so that each table follows its first mention in the text as closely as possible.  Number tables (1, 2, 3, etc.) and refer to them by number in the text.  Put one blank line above each table and one blank line below each; use double lines for table borders.  Wrap text around small tables where possible.  Place captions above tables; bold and center each caption, with the word TABLE (all caps) followed by table number and the caption in sentence-style capitalization (i.e., only first word and proper names capitalized), ending with a period.  Bold column heads and center them above the columns; use headline-style capitalization for the column heads and follow them with a single solid rule. Align text in each column as appropriate for the content.


Like tables, figures should be integrated with the text, numbered (1, 2, 3, etc.), and referred to by number in the text.  Put one blank line above and below each figure and wrap text around figures where possible.  Place captions under figures; bold and center each caption, with the word FIGURE (all caps) followed by figure number and the caption in sentence-style capitalization (i.e., only first word and proper names capitalized), ending with a period.  Be sure that photos and drawings display well on the screen, and review printouts to be sure that color distinctions between areas and graph lines are not lost when printed in black and white.  Consider using pattern fills (e.g., diagonal lines or cross-hatching) instead of shading or colors to distinguish areas.


Equations should be centered horizontally and have a blank line above and below.  If more than one equation is used, number equations consecutively, placing the numbers within parentheses at the right page margin.


Units of measurement are to be expressed in Arabic numerals and standard abbreviations (e.g., 5 m), with units of measurement used consistently throughout the text, figures, and tables.  It is preferred that measurements be expressed in metric units.  However, if the work was done using English units and you wish to preserve that information, use the English units but add metric conversions in parentheses, such as "Depth to water ranged from 8 to 10 ft (2.4 to 3.0 m)."  Do not express concentrations of liquids or solids as ppm or ppb; instead, use metric.  For liquids, express concentrations as mass per unit volume, such as mg/L or µg/L; for solids, express as mass per unit mass, such as mg/kg or µg/kg.  Concentrations of gases may be expressed either on a volumetric basis (as a percentage or as ppm or ppmv, for parts per million by volume) or on a mass-per-unit-volume basis as mg/m3 or µg/L.  Concentration units should be used consistently for a given media.  That is, if µg/L is used to describe one aqueous sample or component, mg/L should not be used elsewhere.

References.  Cite references in text by author and year, and list all citations alphabetically by first author in the reference section at the end of the technical note.  Ensure that all references cited are included in the list and are complete; see the Reference List Style Sheet for bibliographic formats to be used for various types of references.

REFERENCE LIST STYLE SHEET

References must have sufficient information to enable readers to locate the source publications.  The requirements for a given reference depend on the type of publication being referenced.  The data elements discussed in the following list appear in the general order in which they would appear in a reference list entry; the discussion provides guidance on how they apply to various publication types.  The examples that follow illustrate references to various types of publications.  No reference will contain all of the items, but each reference must contain all applicable items. 

1. Author(s) or editor(s).  The first author is listed last name first, then the initials of his/her given name(s).  Subse​quent authors are listed initials first, then last name.  Separate multiple authors names with commas, and place "and" before last name.  When there are three or more authors, use "et al." in the text citation (e.g., “Brown et al., 1994”) but list all authors in the reference list. Note that there should be no space between initials and that "Editor(s)" is abbreviated "Ed(s)." and placed in parentheses, while "edition" is abbreviated "ed." and placed as a separate element after the title (see Bates and Jackson under "Books and Reports.")

2. Date.  The year of publication.  If the year cannot be ascertained, use "n.d." (“no date”).  If there are two or more reports by the same author in the same year, append "a," "b," "c," etc., to the date in both the text citation and the reference list.

3. Title.  Capitalize all significant words.  Leave titles as they appeared in the original publications—do not correct the spell​ing, capitalization, or hyphenation of words in titles.  Titles are either italicized, placed within quo​tation marks, or typed with no italics or quota​tion marks, according to the follow​ing rules:

· Books, collections, and reports.  Italicize titles of separate, free-standing, printed publica​tions, regardless of length.  Ex​cep​tions: un​published theses and disser​ta​tions, which are placed within quotation marks.  Titles generally should be spelled out in full, but abbreviations can be used as long as they are widely accepted in the field.

· Journal articles and papers in proceed​ings and other collections.  Titles of journal articles and other papers within larger publications appear in quota​tion marks and are spelled out in full.

· Statutes, regulations, and computer printouts.  Titles are typed with no underline or quo​ta​tion marks.

· Foreign language references.  For titles published in other than English, French, and Ger​man, use the English trans​lation of the title and state in parentheses the original language (see Made example under “Journal Articles”).  Capitalize French and German titles according to the conventions of that language.  French capitalizes only the first word and proper nouns; German capitaliz​es all proper and com​mon nouns.

4. Editor of a collective work, when the reference list entry is by the author of a portion of that collection.  See "Chapter or Article in Book or Proceedings" example.  Note that no colon follows "In."

5. Symposium or proceedings dates and loca​tion in parentheses (if not part of the title).  See "Chapter or Article in Book or Proceedings " exam​ple.

6. Volume number.  Do not italicize volume number in book references (see the Bates and Jackson example under "Books and Reports").  Do italicize volume (but not issue number) in journal references (see examples under “Journal Articles.”)

7. Government or conference report number.  See "Books and Reports" example.

8. Revision or edition number.  See Bates and Jackson in "Books and Reports."

9. Publisher.  If the work was contracted for and published by a group other than the authoring agency, add the words "prepared for [name of agency] by [name of preparer]."

10. Location of publisher.  Generally not needed for journal references.  Use the English-language form of city and country names.

11. Page numbers.  Give the beginning and end page numbers for articles within journals, proceedings, and other collective works.  If page numbers follow a colon (as is the case when citing a volume number), do not leave a space after the colon.  If a specific page, section, figure, or table of a publication is refer​enced, specify this information in text rather than in the reference list.  Do not include the total number of pages of books and reports.


REFERENCE EXAMPLES
Books and Reports

Bates, R.L., and J.A. Jackson (Eds.).  1987.  Glos​sa​ry of Geology.  Vol. 2, 3rd ed., rev. and enl.  American Geological Institute, Falls Church, VA.

Roberts, P V., L. Semprini, G.D. Hopkins, D. Grbic-Galic, P.L. McCarty, and M. Reinhard (Eds.). 1989. In-Situ Aquifer Restoration of Chlori​nated Aliphatics by Methanotrophic Bacteria.  U.S. Envi​ronmental Protection Agency Technical Report, EPA 600/2-89/033, R. S. Kerr Environmental Research Laboratory, Ada, OK.

Chapter or Article in Proceedings or Other Collective Works
Atlas, R.M.  1991.  "Bioremediation of Fossil Fuel Contaminated Soils."  In R. E. Hinchee and R. F. Olfenbuttel (Eds.), In Situ Bioreclamation: Applications and Investigations for Hydrocarbon and Contaminated Site Remediation, pp. 14-32.  Butterworth-Heinemann, Stoneham, MA.

Journal Articles
Made, U.P.  1992.  "The Impact of Volcanic Ash Produced by Mt. Fuji, 1888-1988" (in Japanese).  Annals of the Ministry of Science.  1002(16):596-670.

Weise, E.  1935.  "Proposals for the Future Develop​ment of the Berlin Sewage Management Pro​gram."  Sewage Works Journal. 7(11):129-130.

Theses and Dissertations, Unpublished
Greene, J.M.  1985.  "Biodegradation of Selected Nitramines and Related Pollutants."  M.S. Thesis, East Tennessee State University, Johnson City, TN.

Maps
U.S. Geological Survey.  1967.  Jamestown, Louisi​ana Quadrangle Map, 1948.  Rev. 1967, scale 1:24,000.  U.S. Department of the Interior, Wash​ington, DC.

Court Case
Sierra Club V. Hodel.  1976.  544 F.2d 1036.

Pamphlets, Guides, or Brochures
U.S. Department of Defense.  1983.  Format Re​quirements for Scientific and Technical Reports.  MIL-STD-847B.

Statutes and Regulations
Regulations for Im​ple​ment​ing the Procedural Provi​sions of the National Environ​mental Policy Act.  40 CFR Parts 1500-1508.  

Endangered and Threatened Wildlife and Plants.  50 CFR secs. 17.11 and 17.12.  [NOTE:  Use sec(s). instead of Part(s) when CFR sections are specified with deci​mal numbers.]

