AUTHOR GUIDELINES

Failure to comply with these instructions may result in your paper 
being returned and cause a delay in publication
Papers, complete with illustrations, references and appendixes 
must not exceed the total number of 10 pages
Layout
Please use good quality white paper for preparing camera-ready copies (CRC). Please use the Times type font of type size 12pt. This may appear somewhat larger than would normally be used but the paper will be reduced by 15% by our printer. Be sure that the printer or typewriter output is clear and in black, using a typeface as close as possible to the one used in the example given. The text should be JUSTIFIED throughout if possible and the line spacing should be SINGLE.
Disks
Please include an IBM compatible disk with the paper as this simplifies the task of making corrections if necessary. The paper should be written in any Windows Word Processor, although Word for Windows ’95 would be preferable.
Laser Printers
If a Laser Printer is available, it is preferable to a dot matrix or typewriter. A typed copy will, in many cases, reproduce better than a poor quality dot matrix output.
Title and Author
The title of the paper should START AT THE LEFT MARGIN LINE and be written in bold CAPITAL LETTERS. Author's name, without degrees or qualifications, and name of his firm or institution, to be under the title in bold but not capital letters, aligned left. 
Abstract
An abstract of the paper should be included, following the title and authors and should not continue to the second page.
Headings
Set headings as shown below:
Main heading
The text following a main heading should not be indented. There should be one complete line space above and below it.
Secondary heading
The text following a secondary heading should not be indented and there should be a complete line space above it but no space below.
Third grade heading 

The text following a third grade heading should appear like this - run on form the heading. There should be one line space above the heading. There is no full stop following the heading only two spaces.
Paragraphs should be indented 5 character-spaces, with one line space above, as here.

The text must be ORIGINAL, not photocopied, unless the copy is absolutely clear, not blurred of with portions of letters missing. Please check computer-printout and word-processor copy very carefully for legibility.
Tables
Tables must be set as part of the text. All tables must have a caption centered over the table set in bold and numbered sequentially, i.e. Table 1. Input data. Leave one line space above and below tables. Large tables should be set landscape, i.e. sideways on the page, reading up. Please ensure that all letters and numbers in the table are legible after reduction.
Displayed equations
All equations must be set or clearly typed. When referring to equations in the text, preface the number with the word 'eqn' or eqns and place the number within brackets. Displayed equations should be numbered simply (1), (2), (3), etc. The numbers should appear at the extreme right of the line. See enclosed examples. Please ensure that subscripts and superscripts are clearly legible.
Preparation of illustrations and non-typed material
Illustrations should be drawn or printed inside the printing area using black ink. Please ensure that all annotations, (numbers, letters, symbols and captions) are still legible after reduction, (they should not be any smaller than text size). Spelling and symbols on diagrams must conform to their usage in the text. No illustrations should be placed on the first page and all figures must fit within the mat size.
Photographs
If it is essential to include photographs, they should be allocated within the text at the desired size. All prints must be clear, glossy in good contrast, and should not be supplied separately. They should not be stuck to the paper. A '120dpi' should be used. Colour photographs can be included in their original form.
Captions
Captions to diagrams and illustrations should be set below the figure and be numbered sequentially and start with the word 'Figure'. Leave two line spaces between caption and text. Figure headings should not be any smaller than text size.
References 
References should be collected at the end of the paper in numerical order. In the text a reference is shown by the author's name, followed by a superscript number (e.g. Glossop4), or if more convenient, the number is square bracket on the same line (e.g. Glossop[4]). 
Footnotes
Footnotes to the text should NOT be used.
Consistency of styles
Please be consistent in the use of punctuation, figures, capital letters and abbreviations, and even more importantly in nomenclature and symbols.
PLEASE CHECK THE WHOLE PAPER THOROUGHLY AFTER SETTING AND ENSURE THAT ALL FIGURES, CAPTIONS, TABLES, ETC. ARE LEGIBLE, AS THESE OFTEN PRESENT PROBLEMS.
Index
Please supply us with two or three 'key words' on a separate page from the paper for use in the subject index of the book. These can contain more than one word, i.e. Boundary Element, Artificial Intelligence.
Language
It is important that the grammar and spelling of your paper is as correct as possible. The Workshop languages for written presentations is English. 
PLEASE REMEMBER WHEN PRODUCING YOUR PAPER THAT IT WILL BE REDUCED DURING THE PRINTING PROCESS TO 85% OF YOUR ORIGINAL.
Number each page LIGHTLY IN BLUE PENCIL at the top of each sheet.
