CCSC

Consortium for Computing Science in Colleges
Guidelines for Manuscript Preparation: Papers

The following Guidelines are intended to streamline the editing process. Every attempt will be made to include all manuscripts in the Conference Proceedings. However, failure to adhere to these guidelines may result in the manuscript not being published.

1. Manuscripts must be submitted in electronic form, as email attachments to the Authors Chair (Dr. Genevieve Orr, gorr@willamette.edu).  They must be in either clean ASCII (non-delimited text), or Microsoft Word format. 

2. Embedded figures and graphics are sometimes a problem to convert with the document.  Please do prepare your document with the figures and graphics in it as you wish it to look. To insure that we have the ability to recover them and insert them correctly if we have difficulty with the conversion, please include separate copies of all figures or graphics as separate graphics files in original format, e.g., tiff, jpeg, bitmapped. All figures or graphics should respect the margin settings.

3. Margins: Left and Right - 1.35 inches, Top and Bottom – 0.5 inches. Tabs: Use default tab settings – do not reset margins or tab settings.

4. Style Guidelines:

Fonts: 
Use Times Roman 12 Pt for text.

Use Courier 11 pt or 12 pt for source code listings.

Title: 
Center the title of the paper at the top of the first page.

The title should be in all upper case and 14.4 point.

Author Information: The author(s) and related information (institutional affiliation, address, telephone number, email address, should be centered immediately below the title, on separate lines, and should appear in mixed upper and lower case, use a Times Roman font, 12pt, italic.

Paragraphs: Indent the first line of each paragraph one tab stop.

Section headings:  Section headings (if used) should be in upper case, bolded, and flush with the left margin. 

Subsection headings: Subsection headings (if used) should be in mixed upper and lower case, bolded, and be flush with the left margin.

Body of text: Use a Times Roman font, 12pt. The text should be single spaced.

5. Run spelling and grammar checkers prior to submitting the final copy.

(Please see reverse for additional guidelines)
6. Below is an example of the title and author information format:

TITLE OF THE PAPER (14 pt font)

Author Name (12 pt font)

Affiliation (College, University, or Business)

City, State

Phone Number (Optional)

Email Address (Optional)

7. Finally, remember that these are guidelines. If you are submitting straight ASCII text, don’t worry about margins, fonts, etc.   Your adherence to the guidelines will ensure an efficient assembly of the final copy of the proceedings.

8. Please respect final paper due dates. While your paper is very important, the Journal editors are working on multiple proceedings simultaneously and cannot accommodate missed deadlines. Follow the specific instructions for submitting the final copy of your manuscript.

9. In addition to the electronic manuscript, we need the following materials and supporting forms sent by regular mail to the address shown below (Guideline11):

· Conference Registration 
· Check to cover registration

Papers will not be published in the Proceedings without conference registration.

· Signed Copyright Release Form - only one form is necessary, but all authors must sign the copyright release

· Presenter’s Biographical Sketch – one for each author
· Audio-Visual Request Form
· A printed copy of your paper (so that we can be sure that the final document is as close to your design as possible)
· Optional: disk (diskette, CD, or 100mb Zip) containing electronic copy of your paper and individual copies of pictures or diagrams
Please include a phone number and email where you can be reached in JUNE

If there are multiple authors, you need Conference Registration with payment, Copyright Release signatures, and Presenter’s Biographical Sketch forms for each author.  
Your paper cannot be published without receipt of the copyright release and conference registration from each author.

10. Submit manuscripts to:


gorr@willamette.edu (Dr. Genevieve Orr)
11. Submit and supporting forms to:

CCSC NW Conference


Dr. Genevieve B. Orr, Authors Chair

Computer Science Chair, Willamette University


900 State Street


Salem, OR
97301

12. If you do encounter problems contact the CCSC-NW Authors Chair by either email or telephone: gorr@willamette.edu, 503-375-5314
