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Abstract

This paper is about the instructions for authors. When all these directions are followed strictly the life of the editors will become much easier. Please give your attention to the paragraph’s below.

Keywords: papers, author instructions, using your Word software on a convenient but 

relative easy manner.

INTRODUCTION

This paper contains some easy to follow instructions for authors of papers. The maximum size of this paper is 10 pages. It contains several chapters about general lay –out, the front page, making chapters, paragraph’s literature lists and so on.

size of this paper is 10 pages.

GENERAL INSTRUCTIONS; BY USING THE FILE MENU

Software

We assume everyone will use Microsoft Word. For those who ever once edited a proceedings they know how complicated life can become when all authors are using all the sophisticated facilities the Microsoft Word and other processors provide. Please keep your document as ‘clean’ as possible.

Saving your document

Please do not use more than 8 characters in the file name. Express your name in the title of the document. While your paper might be read on a Macintosh, be sure that the extension  “.doc” is added at the end of the filename. For instance: Prins.doc.

Paper settings 

Start with making page settings in the ‘File menu’ under ‘Page settings’ Just set the paper format to A4 size. If you like set the left, right and upper and under margin on 2.54 cm. The text must be fully justified on both left and right side.

Other general instructions

Please write your paper using Times New Roman 12 points font.

Do not number your pages.

Do not number your chapters or paragraph’s.

Do not use any footnotes, endnotes etc.

Do not use headers and footers.

INSTRUCTIONS CONCERNING THE FORMAT MENU

Not using predefined lay out facilities

Please do not use any styles or advanced lay out facilities. We will have to delete all these settings before we assemble all contributions in the final document.

So in the format menu go to ‘Style…’ and delete as much styles as possible. Choose normal as your default style. Set your font in the bullet bar above to Times New Roman 12 points.

Try to prevent the further use of the format menu after you have done this, especially for lay-outing paragraph’s, figures and so on.

Make your live easier by going to the ‘Format’ menu, select ‘Auto Format’ select ‘Options’ and set off all auto-format facilities. 

All instructions below can be executed by just using ‘Enter’ for hard returns and use the font buttons in the Format Toolbar above your document. (If you haven’t this toolbar, go to the ‘View’ menu, select  ‘Toolbars’ and set Formatting to on).

MAKING THE FRONT PAGE

We like to have all the front pages exactly similar in their lay-out. The front page contains the following issues:

· Abstract 

· Keywords

· The First Chapter( Introduction)
The title

Starts at the first line. Maximum two lines,  Font, 12 points, Bold. All CAPITALS.

Abstract

Start your abstract as a paragraph, which means typing Abstract and making it bold. Start typing your abstract at line 16. Set your font to Italic.
Do not use more than 15 lines.

Keywords

Start your keywords with typing Keywords: in bold immediately followed by the set of keywords in normal font. Try to limit yourself in the amount of keywords and restrict it to two lines at the max.

The First Chapter

Start your first chapter following the instructions for making chapters and paragraphs below.

MAKING CHAPTERS AND PARAGRAPHS

Please do not number your chapters and paragraph’s (and pages). Before starting a new chapter begin with two empty lines. The title of a chapter is preferably not longer than one line, typed in Bold and CAPITALS. Start the text leaving a blank line between title and text.

Paragraph’s

If you use paragraph’s leave a blank line between the text and the title of the paragraph. Type the paragraph title in a normal bold font as is illustrated above. Immediately start typing the text at the below line.

Sub paragraph’s

Please do not decompose your paper any further than chapters, paragraph’s and sub-paragraph’s.

Start a sub paragraph first with an empty line and begin with the title typed in Italics. Start writing on the line immediately below the title.

USING PICTURES, FIGURES, TABLES AND SO ON

Please be careful when adding pictures etc. to the document. Try to limit the size of imported files preferably by using the graphical editor of Word, or importing file’s which are saved as low resolution JePegs (.jpg format).

Don’t make use of auto-link facilities to for instance Excel when using tables.

Please be aware that the proceedings will be printed in Black and White! Keep your pictures readable.

Number your pictures and add a picture title below each picture: Type the full picture title in italics. Start with Figure and number in Bold.


Figure 1: This is an example of a picture added to a paper.

USING REFERENCES

Please follow the regular conventions using references. Check that your references are indeed specified in the Literature list. Do not use any footnotes etc.

SENDING IN YOUR PAPER

Please submityour paper to the website: www.changingroles09.nl
Please note that the submission deadline is set at March 12. 
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LITERATURE

Please use the regular Harvard format for your literature list. For example:

Gray, C. Hughes, W., Building Design Management, Butterworth – Heinemann, Oxford, 2001.

