PREPARING PAPERS FOR CMG AUSTRALIA
CONFERENCE PROCEEDINGS

Bruce Howarth

University of Technology, Sydney

Authors and CMG Australia can help each other to make paper preparation less of a hassle, and still achieve an attractive Proceedings volume. This document shows the layout that will be used in preparing the Proceedings, and explains the layout for authors who can prepare their own camera-ready copy. The document also summarises relevant CMGA policies.

1. introduction

CMG Australia has usually re-formatted the papers supplied for its annual conferences, to ensure the Proceedings have a consistent look. This policy has advantages, but has also caused problems. Some papers have missed getting printed because of problems in re-formatting, while in other papers, effects the authors had planned were lost in the re-formatting. For CMGA ’92, we are publishing the format “up front” so authors will know what to expect.

The layout is described below so you can produce your own final camera-ready copy. This will allow you to ensure the printed version is what you want, will reduce costs for CMGA, and will ease deadline pressures in getting the Proceedings printed in time for the Conference.

2. preferred layout

The preferred layout is demonstrated by this document. Detailed specifications of paragraph formats are shown in the Appendix.

While not particularly exciting typographically, this layout is quite readable, and conforms to traditional specifications. It uses two widely available typefaces: Times and Helvetica, so more authors will be able to produce their own final versions. Finally, it makes efficient use of the page.

The Abstract is in italics with wider margins than the body of the paper to help it stand out, and it has wider line-spacing than the body of the text to keep the longer lines readable. Numbered sections make it easy for the author and readers to refer to parts of the paper. Appendices usually have their own numbering, and sections such as the Abstract and References are not numbered. The body of the paper is in two columns to allow text to be placed tightly while remaining easy to read. Illustrations are discussed in more detail below.

References can follow any consistent pattern, such as the Harvard form, where up to four letters of the first author’s name and the two digits of the year are given. Thus, this paper would be referred to as [HOWA91]. The actual citation in the References Section should be sufficient to allow the reader to track down the reference.

If footnotes are required, they should be at the base of the column containing the reference.

Your paper should have running headings at the top right of each page, as shown here. Please do not include page numbers. We will add page numbers centred at the bottom of each page as the Proceedings volume is put together, as shown in Figure 1.

3. instructions for authors

How you send your paper to us affects how well we can put your paper into the Proceedings. Below are hints for all authors, then for those formatting their own papers, and finally for those submitting their papers to us for formatting.

3.1 General

To ensure a reasonable cost for the proceedings, authors should limit papers to a maximum length of twelve pages including figures and tables.

Computer printouts generated by line printers almost invariably reproduce badly. Authors should avoid using these if at all possible.

3.2 Skeleton Document

A skeleton version of this layout for Microsoft Word for Macintosh or PC has been supplied on the enclosed diskette.  Both PC and Mac versions are on a PC formatted diskette. Please return your paper on this diskette. (*Please keep a copy of your paper for your own records and in case of accidental loss etc.)

Separate instructions for using the skeleton document are supplied in this pack.

3.2 Authors Preparing Camera-Ready Copy

If you can prepare your paper using the format defined here, we will welcome your camera-ready copy. Please notify us as soon as possible that you are able to do this, and feel free to consult us about any questions.

Standard 300 dpi laser printing using good bond paper produces acceptable quality. Do not feel ob​liged to have your paper printed at higher resolution. Please write your name and the number of each page on the back of the page lightly in soft pencil.

It may be desirable to re-format even “camera-ready” copy. Few word processing packages do a good job of adjusting columns, and appearance may be enhanced by use of a desk-top publishing package such as Xerox Ventura or Aldus PageMaker. Therefore, it please send a disk copy with your hard copy.

3.3.1 ILLUSTRATIONS

Any reasonable format for illustrations will be acceptable. Ideally, they should be at the top or bottom of the page where they are referred to. Alternatively, place illustrations on separate pages at the end of the text.

3.4 Papers for Re-formatting by CMGA

If you are not able to achieve the format described here, CMGA will re-format the paper 

for you. Note that it is much preferable to have at least the text of the paper on disk. Please contact us to check that we can process the output of your word-processing system

When you submit your paper, it is best if you send us hard copy, as well as a disk, so we can see what was intended for headings, etc.

Please be sure to state clearly on a separate sheet what format your paper is in, e.g., WordPerfect Version 4.2, graphics in CorelDraw 2.0.
3.4.1 ILLUSTRATIONS

Illustrations are important to help convey your information, but their electronic transfer is even more problem-strewn than that for text. 

        It is recommended that a drawing or graphing package such as Visio, Excel or Powerpoint is used. The draw function in Word is not recommended Please contact us for further advice. 

If neces​sary, you can send hard copies of your graphs, etc, along with your disk, and we will paste them into the paper.

4. deadlines

The Proceedings will be around 400 pages long. Even with some papers submitted as camera-ready copy, the re-formatting and printing of a document of this size requires more time than is generally appreciated. For this reason, it will be necessary to enforce deadlines strictly.

Do not be misled into thinking that your paper can be submitted late, because the printers will be busy with the others. If you are thinking this, you can be sure several other people are thinking the same, so there can be no exceptions.





Figure 1: Page Layout Details





The following is the timetable specified in the call for papers:

•
Submission of first draft:
31 May 1997

•
Final notification of acceptance:
30 June 1997

•
Final copy:
31 July 1997

The time this leaves for preparation of the Proceedings will all be required. Authors who can submit their papers earlier will help considerably by doing so.

PRESENTING YOUR PAPER

Sessions will be 45 minutes. You should plan for an actual speaking time about 30-35 minutes, to allow for introduction, questions and wrapup.

Visual aids still present problems for the travelling speaker. All rooms will have an overhead projector, a Barco-style multi-media projector, a whiteboard and a lapel mike.

 You should plan to bring your own computer or laptop with your presentation and the necessary software ready-loaded. Speakers are responsible for checking that their equipment and software will run on the projectors provided (details are given in the AV information sheet in this pack.)

A multi-media projector will be available in the speaker preparation room to allow speakers to check that their presentation will run smoothly prior to their session time. 

The speaker preparation room is intended to provide speakers with a quiet place to run through their presentation and offers technical and general support. 

Further information about the speaker preparation room and a map of its exact location in the venue will be forwarded to you closer to the conference date. We urge you to make use of this service.

appendix 1: layout specification

The page layout is as shown in Figure 1 on page 2. The paper size will be the European (and Australian) standard A4, 297 x 210 mm. 

The paragraph formats described below are derived from the Microsoft Word stylesheet used for this document, where paragraph styles can be derived from a common base. Font names vary across software and platforms. When describing fonts, the more common name is given and the possible variation in brackets.

Standard text:  is 10 point Times New Roman on 12-point line spacing. The text is justified. Two points of space follow each paragraph.

Point paragraphs: the same as standard para–graphs, except indented 0.45cm, with the first line full out left. The last paragraph of a list should be followed by an extra two points of space.

Abstract:  10-point Times New Roman (Times) italic, on 13-point line spacing, adjusted, with margins set to 3.5cm. Leave a blank line after the abstract, so the text is separated more clearly from it.

Paper title:  14-point Arial (Helvetica) bold, centered, with 12 points of space above it, and 6 points following.

Author and affiliation:  12 point Arial (Helvetica) on 15-point line spacing, centered, with 6 points of space following.

Main section headings: 12-point Arial  (Helvetica) Bold, all capitals, with 12 points of space before and 6 points following. The first line is full out left, subsequent lines are indented 0.6cm, left-adjusted (i.e., “ragged right” margin). The first heading below the abstract (usually the introduction) should have no space before, otherwise the columns look unbalanced.

Second-level section headings:  12-point Arial (Helvetica) Bold, mixed case, with 9 points of space before and 6 points following. The first line is full out left, subsequent lines are indented 1.25cm, left-adjusted.

Third-level section headings:  10-point Arial (Helvetica) Bold, upper case, with 6 points of space before and 6 points following. The first line is full out left, subsequent lines are indented 1.5cm, left-adjusted.

Footnotes:  the same as first text paragraphs, except they are in 9-point Times New Roman (Times).

Page headers:  9-point Arial (Helvetica) Italic, right adjusted. The header should contain the author’s name and a “running title”.

Finally, the last page of the paper should have the columns ending approximately evenly, as shown here.
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�Note that in the above paragraph, this paper references itself. Self-referencing papers are rare.
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