Template and Guidelines for COST Training School Short Papers
	
	First Name LAST NAME
Title or Position 
University or Organisation
City, Country
your_email@address

	Space for a portrait 
32 x 48 mm
	Your Name, born 1985, received his/her civil engineering degree from the University of xxx, Country. He/she worked for … before becoming PhD student at the University of yyy, Country. His/her research topic is ….

	


Summary

These guidelines have been prepared in the format that should be used for your Short Paper. This file should be used as a template, and contains instructions and guidelines. If selected, your Short Paper will be printed in the Proceedings book. The summary should be no longer than 5 lines of text. 
Keywords: Include a list of not more than ten keywords in Italics, for example: structural glass; tempering; thermal fracture; flaw distribution.

1. Introduction

Aspiring authors are required to submit a Short Paper of their research (or research plan). If selected, authors will then be required to prepare the final version of the Short Paper according to eventual review comments.
The page limit for the Short Paper, is two (full) pages minimum and four pages maximum. It may contain elements in colour and have active hyperlinks, but the printed version will be in black and white.
Please do not insert page numbers or headers and footers. These will be added later by the publisher. Although manuscripts will be reviewed and may in some cases be returned to authors for revision before publication, all initial submissions must be made in the final form, assuming that no revisions will be necessary.

All written material must be in good English. If you are not proficient in English then it is essential that your draft text must be reviewed and edited by someone who is before the Short Paper is submitted.

Please use the following filename format: “TS_COUNTRY CODE_lastname_firstname_SPorCV”, for instance TS_BE_belis_jan_SP, and send your Short Paper (SP) together with your detailed CV by e-mail to jan.belis@UGent.be.
2. Guidelines for Short Papers

2.1 First page

The first half-page should include the title, information on the author(s) and the summary with keywords, followed by the introduction. 

The title (Calibri, BOLD 14, centred, and NOT in Italics) should have a maximum of 60 characters, without any abbreviations. Please use Sentence Case for the Title (i.e. This is the Title of the Paper)

Data for each author should be presented on five lines only as follows:
First name and FAMILY NAME (family name in CAPITALS)

Title or Position

University or Organisation
City and Country (all Calibri 12)

E-mail address (Calibri 10, italic)

For papers with one or two authors small portrait photographs (32x48mm when printed) may be added. The curriculum vitae should be a maximum of 40 words (Calibri 10). 

A short Summary should be provided describing the principal subject and purpose of the paper. The Summary should be a maximum of 10 lines (Calibri 12). 

A maximum of ten Keywords (Calibri 12 italic) should be given after the Summary.

2.1.1 Grammar

The style, grammar and phrasing should be edited by a person with an excellent command of English and a good understanding of structural engineering terminology. Papers with poor structure and many grammatical mistakes will be rejected.

2.1.2 Diacritics

Authors are encouraged to use pure English alphabets. Diacritics usage may lead to printing mistakes.

2.2 Fonts and format to be used

Please use this document as a template for your paper. Fonts, sizes and spacing should be used as they are used in this document. Page size is A4, top and bottom margin 25 mm, left and right margin 20 mm.

2.2.1 Body text

Body text should be written in Calibri 12 pt, line spacing 12 pt. A new paragraph starts with a half blank line (6 pt) and a new line without indentation.

2.2.2 Headings

Headings should be limited to three levels and numbered appropriately using the decimal system. 

Main headings (eg. 1. Introduction) should be written in Calibri bold 14 pt, line spacing 14 pt. Subheadings should be written in Calibri bold 12 pt, line spacing 12 pt. Third level headings should be written in Calibri 12 pt, line spacing 12 pt. 

Provide a single line (12 pt) space before all headings (ie. between the previous section and the heading), and place a half blank line (6 pt) after all headings and before the following text, graphic or table. 

Heading numbers should be left aligned with the text indented 10 mm. 

A heading that would otherwise be stranded at the bottom of a page should be moved to the top of the following page by adding a blank line before it.

2.2.3 Captions and lettering in figures and tables

The captions of figures and tables should be written in Calibri italic 11 pt, line spacing 12 pt.

2.3 Graphics (drawings and photographs) and tables

Create graphs and line drawings electronically, and insert them electronically into the finished document. Photographs should also be inserted electronically into the document and need not be very high resolution. The resolution should be at least 150x150 dpi (dots per inch) for photographs and at least 300x300 dpi for drawings. 

All figures and tables must be inserted near the location where they are first described. Provide a figure number and caption below each figure or photograph and a table number and caption above each table. 

[image: image1.jpg]


Graphics and tables should be aligned with the left margin and should not exceed 100 mm in width. Text may be wrapped around graphics and tables, as in this example, if desired. Take care to align text and graphics properly so that they appear tidily on the page.

When enlarging or reducing images to fit onto the page, remember to keep the aspect ratio the same so that images do not end up distorted. This is best done by clicking and dragging the corners of the image and not the sides. In this example, the image and the caption are both contained within a Text Box, so both the box and the image need to be adjusted if the size needs to be changed.

Tables should have borders for top and bottom and under headings.

	Table 1: This is a Table Caption, in Italic

	Specimen
Number
	Tensile stress
[N/mm²]
	Length 
[mm]

	1
	-27.79
	5.77

	2
	-25.05
	22.66

	3
	-28.72
	22.87

	4
	-4.77
	22.67


2.4 Equations

Insert all equations using the equation editor (integrated in Microsoft Word), as text if possible, or as an image. Equations should be referenced with a number shown in brackets (1), aligned to the right margin of the page. 
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2.5 Footnotes

Footnotes should not be used.

2.6 Units

Use SI units exclusively. For decimal separator use a point ‘.’ and not a comma ‘,’.

2.7 Conclusions

The paper should finish with clear and concise conclusions or aims of the research plan.
2.8 Acknowledgements

Any acknowledgements should follow the conclusions if necessary.

2.9 References

References should be listed in the order in which they appear in the paper. Provide a reference number in square brackets [1] and use an overhanging indentation of 10 mm. References should be made in the text using the appropriate reference number in square brackets. In the list of references, authors’ names should be in uppercase followed by the initials. The titles of books, journals and proceedings should be in italics. Titles should be in lower and upper case as shown below. The year of publication and the page number(s) should be given.  

[1] HALDIMANN M., LUIBLE A., OVEREND M., Structural Use of Glass, International Association for Bridge and Structural Engineering - ETH Zürich, Zürich, 2008.
[2] B
ELIS J., MOCIBOB D., LUIBLE A., VANDEBROEK M., On the size and shape of initial out-of-plane curvatures in structural glass components, Construction and Building Materials, Vol. 25, No. 5, 2011, 2700-2712.
3. Copyrights

By submitting the paper, authors authorize the publisher to publish the paper in print and electronic form and confirm that they possess all necessary copyrights on text and figures.

4. Templates for Author data for 2, 3 or 4 to 6 Authors

If you have more than one author then use one of the author tables given below. 

If you are the only author, then use the table as given at the beginning of this document. If you do not wish to provide a photograph, then leave the cell for the portrait empty.

If there are more than 2 authors then photographs should not be included.

Template for Author data for between 2 and 6 authors

	Author XXX

Title or Position 
University or Organisation
City, Country

your_email@address

Your Name, born 1985, received his/her civil engineering degree from the University of xxx, …
	Space for a portrait 
32 x 48 mm

	
	Author YYY

Title or Position 
University or Organisation
City, Country

your_email@address

Your Name, born 1985, received his/her civil engineering degree from the University of xxx, …
	Space for a portrait 
32 x 48 mm



	Author XXX

Title or Position 
University or Organisation
City, Country

your_email@address

Your Name, born 1985, received his/her civil engineering degree from the University of xxx, …
	
	Author YYY

Title or Position 
University or Organisation
City, Country

your_email@address

Your Name, born 1985, received his/her civil engineering degree from the University of xxx, …
	
	Author ZZZ

Title or Position 
University or Organisation
City, Country

your_email@address

Your Name, born 1985, received his/her civil engineering degree from the University of xxx, …


	Author XXX

Title or Position 
University or Organisation
City, Country

your_email@address


	
	Author YYY

Title or Position 
University or Organisation
City, Country

your_email@address


	
	Author ZZZ

Title or Position 
University or Organisation
City, Country

your_email@address



	
	
	
	
	

	Author AAA

Title or Position 
University or Organisation
City, Country

your_email@address


	
	Author BBB

Title or Position 
University or Organisation
City, Country

your_email@address


	
	


Texts in each cell should be left-justified.
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