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INSTRUCTION FOR PREPARING PRESENTATIONS TO BE PUBLISHED IN DOCUMENTS OF XI POLISH DRYING SYMPOSIUM 

This text provides a detailed instruction for authors preparing their presentations for XI Polish Drying Symposium. This instruction must be closely followed while preparing both plenary and regular presentations. This document is a template of presentation properly formatted to avoid omissions in text. Just type it over with your own text. All presentations in the Polish language should have an abstract in English as presented below.

This text provides guidelines  for authors preparing their presentations for XI Polish Drying Symposium. This instruction must be closely followed when preparing both invited keynote as well as regular presentations. This document is a mock-up contribution and is properly formatted. It is enough to type it over with your own text.
1. GENERAL PRINCIPLES

The following general principles shall be applied:

· presentation will be published as submitted by the author without additional corrections, therefore the author’s obligation is to make accurate corrections before submitting the presentation,

· all presentations will be reviewed and those requiring essential corrections may be rejected. Keep in mind that organisers may have not enough time to send presentation back for correction, 

· presentations should be submitted by e-mail in electronic form only, the file name shall be the name of the first author and a number assigned by Organisation Committee according to the abstract accepted, e.g. Kowalski_11.doc. The MS WORD text processor and 10-point TIMES NEW ROMAN font should be used,

· the files may be submitted on floppy disks if there is no access to e-mail. Since MS WORD documents may exceed capacity of the HD floppy disk, especially if they contain drawings and photographs, please compress the document with WINZIP, ARJ or PKZIP software. Having done that, please send the disk with the document. The same applies documents sent by e-mail. Note that some e-mail servers do not accept files exceeding 1MB, 

· MS WORD has an option of fast document saving. This option may sometimes cause problems when one works with the document in other versions of MS WORD, therefore please switch off this option (Tools /Options /Save/Allow fast saves), 

· do not insert page numbers,


the presenter’s name should be underlined on the list of the authors but do not  


underline the name if there is only one author,

· abstract should be concise (up to 10 lines), in italics, 106 mm of text width, 

· presentations in the Polish language must also have abstract in English,

· The length of standard presentation is limited up to 6-10 pages whereas plenary presentation up to 12-16 pages.
2. STRUCTURE OF PRESENTATION

Presentation should contain the following elements: name of author(s), name of the institution, title, abstract, content, CONCLUSIONS (if any), ACKNOWLEDGEMENTS (if any), LIST OF SYMBOLS, LITERATURE. Titles of chapters should be in capital letters and have the form as shown above. After the abstract, the main text of the presentation should follow. Do not place the abstract on the title page leaving free space below (Spaces). 

3. TEXT FORMATTING

3.1. Page format

Text width - 126 mm, text length - 180 mm. Margins:

–
left margin - 42 mm, right margin - 42 mm, top margin - 67 mm, bottom margin - 50 mm.

Leave extra space of 15 mm from the edge of top margin on the first page (i.e. 82 mm from the top of the page).

3.2. Paragraphs

Use single line spacing (or auto mode in the word processor). The text should start at the left margin line except for the first line of each successive paragraph which should start with a 5-mm or 5-space indention. The text should be justified (aligned both to the left and right margin).

3.3. Fonts

Apply 10-point TIMES NEW ROMAN or TIMES ROMAN fonts or a corresponding serif font. Do not use non-serif fonts like ARIAL or HELVETICA. If an author chooses to use a non-standard font, he or she should submit a file with the font applied in a separate attachement. Do not use bold type excessively. Bold type should be applied only to distinguish key words or expressions in titles and subtitles. Do not use italics excessively.
3.4. Line spacing

Use the following fonts and line spacing:

–
10 pt font, 15 mm of free space from top of the page (or 3 blank lines of 10 pt font), names of authors, 1 blank line, name of institution, 3 blank lines, title (12 pt font, centred), 6 blank lines (26 mm), 

–
from this point on use 10 pt font – content of Abstract, 2 blank lines, NEXT CHAPTER,  1 blank line, etc.

One blank line can be put between paragraphs if this enhances neatness (few equations and drawings, lots of compact text).

3.5. Titles

The title of presentation should be in 12-point font, capital letters and centred. All main titles should be typed in 10-point font, bolded, capital letters, centred, without underlining or italics. Subtitles should be typed in small letters, 10-point font, bolded and centred without underlining.

4. DRAWINGS AND TABLES

Drawings should be placed in the text not at the end of the presentation. Authors who use MS WORD are advised to insert drawings applying technique accepted by the WORD software (MS DRAW, COREL DRAW).  

Drawings made on paper should not be placed in the text but numbered overleaf in pencil. The publisher shall insert drawings prepared so into appropriate blank spaces in the text. Drawing captions should be typed in using the same font as for the main text. A sample drawing and caption below:   
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Figure 1. Poznański Ratusz 

Drawings and captions should be centred if they cover the whole page width. Narrow drawings can be placed on the left hand side of an even page and on the right of an odd page, the space next to the drawing should be filled in with text which should be aligned to the right (left) margin. Two small drawings can be placed next to each other. Photographs should be titled as drawings.  

Tables should have a grid of horizontal and vertical lines. The titles should be placed above the table (aligned to the left margin, not centred). When placing drawings,  captions and tables, horizontal arrangement should be avoided.     

Table 1. Date and place of next Polish drying symposiums

	No
	Year
	Place
	Organiser 

	X
	2003
	Łódź
	Politechnika Łódzka


5. EQUATIONS

All equations in the text should be numbered in parentheses, aligned to the right margin. A sample equation below:
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Both variables, superscripts and subscripts should be typed in-10 point font, the same as used in the main text. If equations are quoted in the text as for example equation (1) shown above, it should be done as presented in this sentence.

6. REPRINT PERMISSION 

In order to use data, drawings and texts previously published elsewhere, a written permission from the publisher and author must be obtained. The permission must be submitted together with the presentation. 

7. CONCLUSIONS

The requirement is to follow the principles presented in this document so that the presentation  is neat and ready to be published in the conference documentation. 

8. ACKNOWLEDGEMENTS

Organisers of XI Polish Drying Symposium wish to thank Organisation Committee of International Drying Symposium IDS`96 for preparing the instruction on basis of which the present document has been prepared.   

9. LIST OF SYMBOLS

SI units and symbols applied for Drying Technology shall be used. To save space, the list of superscripts and subscripts can be typed in two columns as shown below. 

A
–  total surface,
m2
X
–  humidity contents,
kg/kg

Aw 
–  aquatic activity,
–  
z
–  distance,

m

Greek symbols
(
–  convective heat-transfer coefficient, W/m2K

(
–  relative humidity,
     – 

Subscripts and superscripts
1
–  initial


as
–  adiabetic saturation

2
–  final


w
–  wet thermometer

10. LITERATURE

Bibliographic description should contain successively: name of author, year of issue, title of periodical, volume, pages. If there is a quotation in the presentation, the author’s name and year of publishing should be given (see figure 1 caption). The second and each successive line of a bibliographic item should have a 5-space or 5-mm indentation. Do not number the items. Type in alphabetical order using a 9-point font. See an example below.  

Nowicki, S.C., Davis, H.T., Scriven, L.E., 1991, Drying and binder migration in coated papers, TAPPI Proceedings of the 1991 Coating Conference, TAPPI Press, Atlanta GA, pp. 49-63

Petersen, J.N., 1986, Analysis of batch drying data using SAS, Drying Technology, (4), 3, pp. 319-330

Urbaniak A., 1997, Śladami Starej Łodzi, Literatura, Łódź, p. 27
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