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2010 INSTRUCTIONS TO AUTHORS

1.0
SUBMISSION OF ABSTRACT OR SUMMARY
Authors are asked to submit an abstract or a brief summary of their paper to the Program Chair, usually the First Vice-President of the Canadian Technical Asphalt Association (CTAA) by mid February of the year of the conference.  A maximum of 500 words is typical for this submission, although the abstract must be reduced to 200 words for the final paper (see Section 3.0).  

Besides the abstract, the following information must be included: name, address, phone number, fax number, and Email address of the principle or corresponding author.  In addition, an indication of whether or not the paper has been or will be published or presented elsewhere.

The abstract may be written either in English or French and should deal with technical matters rather than promote commercial products or equipment.  
Authors should expect to be informed of the acceptance or rejection of their paper for the conference by early March.

2.0 
SUBMISSION OF MANUSCRIPT
The manuscript must be submitted in electronic format.  Files approximately 7 MB or smaller may be directly emailed to the Editor (Steve Goodman at steveg@amecorp.ca) by the deadline date - May 31st.  Files greater than 10 MB in size may be transferred to the CTAA File Transfer Protocol (FTP) site by the deadline date.  Contact the Editor by email for instructions.  

The Program Chair (Michel Paradis at Michel.Paradis@mtq.gouv.qc.ca) should be cc’d on the submission email, along with background information on the author(s) making the oral presentation at the conference and a list of any audiovisual equipment required.

Include the address, phone number, fax number, and Email address where the principle or corresponding author can be contacted during the months of June, July, and August.

Upon written request to the Editor by the author(s), all material will be returned to the corresponding author after the Proceedings have been printed (usually by the end of October).

Each year, a paper is chosen for the Editor's Award for Written Presentation.  The criteria for this award are published in the Appendix pages of the Proceedings of the CTAA.

3.0
MANUSCRIPT
A Microsoft Word template with the required formatting has been developed and MUST be used for the paper submission.  Text from other documents may be readily copied into the template and will be automatically converted to the required formatting.  Refer to the template for other instructions.  Papers not submitted in the template will be returned to the author.

The first page is to be the title page.  It should include the title (in upper and lower case, bold, centred) of the paper as well as the names, titles, and affiliations of all the authors (in upper and lower case, centred).  The position, organization, and location of the individual authors are to be included but no other contact information.  The title page may also include, at the bottom, any acknowledgement(s) the author(s) may wish to make.  The acknowledgment(s) is to be justified.  The title page is always an odd numbered page so it is on the right hand side of the Proceedings and it does not have a header.  See attached example.

The second page of the manuscript will contain the abstract of no more than 200 words in length, in both English and French.  Abstracts submitted in only one language will be translated into the second language by CTAA.  Do not repeat the title of the paper or author names on this page.  The abstract page is always an even numbered page, so it is on the left hand side of the Proceedings.

The third page is the first page of the text of the paper and is always an odd numbered page.

Disclaimers, if required, can be placed at the end of the paper, before the references.

The maximum length of the manuscript is to be 30 pages (including title page, abstract page, text, figures, tables, references, and appendices).  If the manuscript exceeds 30 pages, it will be returned to the corresponding author to be shortened.

4.0
TEXT

Use Microsoft Word to prepare the manuscript, with the following constraints:

•
Page Format - Use letter-sized sheets with a top margin of 3.6 cm, left and right margins of 2.5 cm, and a bottom margin of 2.8 cm.

•
Tabs – Set the default tab to 1.0 cm and the text is to be justified.

•
Headers - Placed 2.5 cm from the top of each page and do not use footers.

•
Page Numbering - As part of the header, odd-numbered pages shall be numbered flush with the margin on the upper right hand corner, even-numbered pages on the upper left hand corner.  The title of the paper, in upper case letters, is centred on the even-numbered pages header.  The author(s) name(s), in upper case letters, is centred on the odd-numbered pages header.

•
Font - Times New Roman, 11 point.  The only exceptions are the paper title, which is to be 14 point (bold) and the headers, which are 12 point.

•
Units - All units in the paper must be in the ‘Système International d’Unités’ (SI) e.g. metre, kilogram, second, etc.

•
Bullets - All bullets markers are to be a ‘•’ (11 point, bold) and they are to be flush with the left margin.  Text within bullets is not justified but extended text is to be aligned with the first tab marker.

•
Numbers – use commas to separate blocks of 3 digits e.g. 1,250.00.  Use decimals not fractions and use a zero before a decimal point e.g. 0.26.

•
Use single space for the body text and tables leaving one return between the paragraphs.

•
Start each new paragraph flush with the left margin.

•
Unit symbols do not change in the plural and are not followed by periods (i.e. 3 km and not 3 kms.).  Always use unit symbols in place of full names in conjunction with numerals.  Always use one space between the numeral and the unit symbol.  The only exception is when the first character of the unit symbol is not a letter, no space is used e.g. 22°C.

•
For performance graded (PG) asphalt binders there is a space between the PG and the upper temperature value e.g. PG 64-28.

•
Write out in words the numbers from one to ten unless they describe units of measure, tables or figures.

•
Do not begin a sentence with a numeral.

•
There is to be two spaces after the period at the end of a sentence.
•
Define all abbreviations and acronyms when they are first used in both the abstract and the text of the paper.  Use the abbreviation or acronym in the remainder of the paper.  See the requirements for Tables and Figures for the exceptions.
•
Reclaimed asphalt pavement is RAP.  RAP is not recycled asphalt pavement.
•
Type out percent instead of %.  The exception is in tables and figures.

•
Incorporate tables, graphs, and figures into the text, as appropriate.

4.1
Text Headings

1.0 
MAJOR HEADING
Major headings should be placed flush with the left margin, typed in bold capitals, and be identified in Arabic numerals with a period and a zero.  There is one tab space between the identifying Arabic numeral and the major heading.  Leave two returns between the major heading and the text immediately above it, one return between the major heading and the text below it.

1.1 
Sub-heading
Sub-headings should be typed in bold upper and lower case flush with the left margin with a second level of Arabic numerals.  Leave one return above and one return below the sub-heading.
1.1.1 
Sub-sub-heading
Like the subheadings, the sub-sub-headings should be typed in bold upper and lower case flush with the left margin, and should be identified with a third level of Arabic numerals.  Leave one return above and one return below the sub-sub-heading.

Fourth tier of headings

If this is required, use bold italic upper and lower case with no identifying Arabic numeral.  Leave one return above it and no return below it.
Bullets

•
There is to be one tab between the bullet marker and the start of the text.

•
There is to be one return between the preceding text and the first bullet and one return between the last bullet and the following text.

•
The first letter of the first word after the bullet marker is to be capitalized.

•
There are no returns between bullets.
5.0
TABLES
Tables may be prepared using Microsoft Word or Microsoft Excel.
There is to be one return before the table and the preceding text.

Table titles are to be centred, placed above the table, using bold upper and lower case letters, numbered consecutively with Arabic numerals, a period, and no zero.

There is to be two spaces between the period following the Arabic numeral and the first word in the title.

There is to be one return between the table title and the table.

Information contained in the table title, column and row headings, and table footnotes should be brief but sufficiently explanatory for the table to stand alone as a source of information independent of the body (text) of the paper.

Define all abbreviations and acronyms used in each table with a note attached to the bottom of each table, even if they have been defined in the text portion of the paper or in other tables.

Indicate unit(s) of measure for all values presented in the table.

Numbers are to have a common separator and use rounding where appropriate.

Explain any empty spaces or dashes in the table.

Do not use shading or colour in the tables.

There is to be one return between the table and the following text.

6.0
FIGURES (INCLUDING GRAPHICS) AND PHOTOGRAPHS
Figures must be in digital format, in black and white and should be kept as simple as possible.  Do not use background shading in the figures.  Do not use colours, as they won’t show up in the Proceedings, use different line styles and point markers instead.  Similarly, for bar graphs or pie charts, use different patterns instead of colours.

Photographs must be submitted in digital format in either colour or black and white.

There is to be one return before figure and the preceding text.

Captions are to be placed below the figure or photograph using bold upper and lower case letters, numbered consecutively with Arabic numerals, a period, and no zero.  If possible, have only one figure or photograph per caption.

There is to be two spaces between the period following the Arabic numeral and the first word in the caption.

There is to be a solid black border of 0.75 point around all figures and photographs.

There is to be one return between the caption and the figure or photograph.

Define all abbreviations and acronyms used in each figure with a note attached to the figure or in the figure, even if they have been defined in the text portion of the paper or in previous figures.

Each caption should be brief but sufficiently explanatory for the figure or photograph to stand-alone as a piece of information independent of the body (text) of the paper.

There is to be one return between the caption and the following text.

REFERENCES
The reference heading should be placed flush with the left margin, typed in bold capitals with no identifying Arabic numeral.

In the text, indicate references either by a superscript e.g. Wiseman1, with a name and a square bracket e.g. Wiseman [1] or with a square bracket e.g. [1].  The square bracket is preferred.

References should be listed and numbered at the end of the paper in order of appearance in the text, before any appendices.  There is to be one return between references.

References must be complete with title, author names, source, volume number, page numbers, and year.  Incomplete references will be returned to the author(s) for completion.

Capitalize first, last, and principal words in titles of papers, books, reports, etc.

Underline titles of books.

In listing references, use the following style:

Paper in a journal –

1. Wiseman MR, Claxton KL, Harris DT. "Pavement Construction on Floating Bridges" J Appl Const 18 (3) 321-36 (1967).

Pages in a book –

2. Twaites RM, Brown MJ. Making Ends Meet Maxwell Press, Montreal; 115-117 (1986).

Chapter or paper by one set of authors in a book compiled or edited by others –

3.
McGuire ST, Reid BJ. "The Substitution of Rubber Crumb for Aggregate in Flexible Pavements" in Buster GD (Ed) Novel Construction Techniques Academic Press, London 256-273 (1990).

Government report –

4.
Donaldson PB. "Asphalt Additives: State of the Art" Report ERL2B-95-224, CANMET, Natural Resources Canada (1995).

APPENDICES
The appendices heading should be placed flush with the left margin, typed in bold capitals with no identifying Arabic numeral.

Tables of original test data, special methods, or other information that might disrupt the continuity of the text, can be placed in the appendices.  Appendices are to be titled and numbered consecutively with capital letters  (Appendix A, Appendix B, etc.).

Tables in the appendices should be numbered consecutively with Arabic numerals preceded by the letter of the Appendix in which it appears (Table A1, Table A2, Table B3, Table C4, etc.), using only one series of numbers for the tables in the appendices.  Do not start a new series of numbers for each appendix.  See 5.0 Tables on the requirements for tables.

 Numbering of figures in the appendices should follow the same pattern as is used in the tables.
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