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1 
GENERAL INSTRUCTIONS

1.1
Type area

The text should fit exactly into the type area of 210 ( 297 mm (8.27" ( 11.69"). For correct settings of margins in the Page Setup dialog box (File menu) see Table 1. 

Table 1.  Margin settings for A4 size paper
	Setting
	A4 size paper

	
	cm
	inches

	Top
	2.0
	0.79"

	Bottom
	2.0
	0.79"

	Left
	2.0
	0.79"

	Right
	2.0
	0.79"

	All other
	0.0
	0.0"


1.2
Typefont, typesize and spacing

Use Times New Roman 12 point size and 12 point line spacing. Use roman type except for the headings, parameters in mathematics (not for log, sin, cos, ln, max., d (in dx), etc), Never use bold, except to denote vectors in mathematics. Never underline any text. Use the small font (10 points on 11 points) for tables, figure captions and the references.

Never use letterspacing and never use more than one space after each other.

2
GETTING STARTED

2.1
Listing and numbering
· when listing facts use either this style... 
1. or this style.
2.2
Equations

Use the equation editor of the selected word processing programme. Number equations consecutively and place the number on the right margin at the end of the line. Refer to equations by these numbers. See for example Equation 1 below:
From the above we note that sin ( = (x + y)z or:
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                                                          (1)

where ca = interface adhesion; ( = friction angle at interface; and k1 = shear stiffness number.

For simple equations in the text always use superscript and subscript. Do not use the equation editor between text on same line.

2.3
Tables

Locate tables close to the first reference to them in the text and number them consecutively. Avoid abbreviations in column headings. Indicate units in the line immediately below the heading. Explanations should be given at the foot of the table, not within the table itself. Use only horizontal rules: One above and one below the column headings and one at the foot of the table. For simple tables use the tab key and not the table option. Type all text in tables in small type: 10 on 11 points. Align all headings to the left of their column and start these headings with an initial capital. Type the caption above the table to the same width as the table. See for example Table 1.

2.4
Figure captions

Always use the Figure caption style tag (10 points size on 10 points line space). Place the caption underneath the figure. Type as follows: ‘Figure 1. Caption.’ Leave about two lines of space between the figure caption and the text of the paper. 

For example:
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Figure 1. Caption of a typical figure. Photographs will be scanned by the printer. 
Always supply original photographs.

2.5
References

In the text, place the authors’ last names (without initials) and the date of publication in parentheses. At the end of the paper, list all references in alphabetical order underneath the heading REFERENCES (Reference heading tag). The references should be typed in small text (10 pt on 11 pt) and second and further lines should be indented 5.0 mm (0.2"). If several works by the same author are cited, entries should be chronological.
Last name, First name or Initials (ed.) year. Book title. City: Publisher.

Last name, First name or Initials year. Title of article. Title of Journal (series number if necessary) volume number (issue number if necessary): page numbers.

3
CONCLUSIONS
Conclusions should state concisely the most important propositions of the paper as well as the author’s views of the practical implications of the results.

4
PHOTOGRAPHS AND FIGURES
Number figures consecutively in the order in which reference is made to them in the text, making no dis​tinction between diagrams and photographs. Figures, photographs, etc. can be in black/white or full color, but will be produced in the book in black/white only.

Photographs should be with good contrast and on glossy paper. Photographic reproductions cut from books or journals, photocopies of photographs and screened photographs are unacceptable. The proceedings will be printed in black only. For this reason avoid the use of colour in figures and photographs. Colour is also nearly always unnecessary for scientific work.

5
PREFERENCES, SYMBOLS AND UNITS

Consistency of style is very important. Note the spacing, punctuation and caps in all the examples below.

· References in the text: Figure 1, Figures 2-4, 6, 8a, b (not abbreviated)

· References between parentheses: (Fig. 1), (Figs 2-4, 6, 8a, b) (abbreviated)

· USA / UK / Netherlands / the Netherlands instead of U.S.A. / U.K. / The Netherlands

· Author & Author (1989) instead of Author and Author (1989)

· (Author 1989a, b, Author & Author 1987) instead of (Author, 1989a,b; Author and Author, 1987)

· (Author et al. 1989) instead of (Author, Author & Author 1989)

· Use the following style: (Author, in press); (Author, in prep.); (Author, unpubl.); (Author, pers. comm.)

Always use the official SI notations:

· kg / m / kJ / mm instead of kg. (Kg) / m. / kJ. (KJ) / mm.; 

· 20°16(32((SW instead of 20° 16( 32(( SW

· 0.50 instead of 0,50 (used in French text); 9000 instead of 9,000 but if more than 10,000: 10,000 instead of 10000

· 14C instead of C14 / C-14 and BP / BC / AD instead of B.P. / B.C. / A.D.

· × 20 instead of (20 / X20 / x 20; 4 + 5 > 7 instead of 4+5>7 but –8 / +8 instead of – 8 / + 8

· e.g. / i.e. instead of e.g., / i.e.,
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