SAGA 11th Biennial Conference & Exhibition  
Author’s Instructions

SAGA 2009
Guidelines for short paper submissions

OVERVIEW

The accepted short papers will be produced on CD-ROM and handed out to delegates at the conference. In addition, a booklet of the abstracts of the papers and authors’ CVs will be printed and handed out to delegates at the conference. The short papers will be published  by SAGA.  Short papers are required by 30 June 2009 with acceptance notification by 31 July 2009.  Please follow these instructions and send to RCA  (mailto:events@rca.co.za before the deadline. If the attachments are too large to be e-mailed, use the FTP site (details at the end of this guideline). Please notify RCA via e-mail if the FTP site is used. 
Oral papers will be allocated 15 minutes for presentation, 5 minutes total will be allowed for the introduction and for discussion. Only digital, preferably Powerpoint presentations, can be accommodated.  Posters will be displayed on single-sided panels approximately 1m wide x 1.5m high. The short paper format is the same for oral and poster papers, and also for papers presented at the workshops. 

Your short paper will be submitted as an MS Word document, with embedded figures.  It will not be reformatted for publication. It will, however, be converted to a PDF document for publication on a CD. To ensure consistency, you are provided with the accompanying MS Word template (SAGA2009_template.doc).  Backup, and print, the template prior to commencing your short paper, since additional information is included within the template file. 
COPYRIGHT
Short papers submitted for the Conference should be original contributions and should not be under consideration for any other publication.  Authors submitting short papers warrant that the work is not an infringement of any existing copyright and will indemnify the Conference Organisers against any breach of such warranty. 

SAGA reserves the right to publish and distribute all short papers presented at SAGA 2009 after the conference through SAGA’s normal publishing and distribution channels. Copyright in the papers themselves will remain with the authors.
POSTERS
Poster boards are 2450mm up from the floor and 980mm wide. It is suggested that posters be attached to the boards from approximately half way up otherwise delegates will be forced to bend to read. Poster size would thus be: Width (max) 980mm; Height: Suggested: 1500mm (max: 2450mm)
USE OF THE TEMPLATE DOCUMENT
The accompanying template document serves two purposes.  Firstly, it illustrates the required formatting for your short paper.  It is therefore a useful starting-point to produce your short paper as most of the formatting requirements are included. The basic approach for each section (e.g. title, author's name, affiliation, abstract....) is to highlight the relevant text and then type or copy in your replacement words.

Secondly, it provides detailed instructions as to the required content and order for the different sections of the short paper.   

However, if you desire, it is possible for you to construct a document from scratch, using the font sizes and styles specified for each part of the document and we include here the necessary instructions required to produce your short paper in this manner. We do not recommend this. If you follow the given template as closely as possible, it reduces our workload, and ensures that we don’t inadvertently mess up your paper by fixing things you get wrong.
WRITING YOUR SHORT PAPER
The short paper should reflect work that is actually completed at the time of submission, not plans or ideas that are still taking shape.  The short paper should concentrate on the essential information of the paper to be presented. 

Length
As a guide, it is expected that the short paper will be 1000-2000 words in length plus relevant tables and/or figures.  

Layout

Page size
A4 Portrait

Margins
Left 
2 cm


Right 
2 cm


Top 
2.54 cm


Bottom
2.54 cm

Page numbers
Unnumbered

Footer / Headers
None

Title
16pt Arial Bold font, centred followed by two line spacings. The title of the short paper should be short and relevant.  Do not use uncommon abbreviations.  Use proper syntax.  Only the first word and proper names are capitalised.  Do not include a full stop.  
Author and co-authors
12pt Arial centred, with the name of the presenting author in bold.  Author and all co-authors names in one line followed by a line space. Include only those who take intellectual responsibility for the work being presented.  The author list should not be used in lieu of an acknowledgment section. A maximum of 6 co-authors is allowed. 
Affiliation, address etc.
10pt Arial, centred. Give each authors’ affiliations, countries of residence and e-mail addresses on separate lines. No spacing between the lines, followed by two line spacings.

Abstract
10pt Times New Roman, maximum half-page.

Text
10pt Times New Roman, single line spacing, with single line spacing between paragraphs. The main body is in two columns, each of width 80 mm, separated by 10 mm.  Note that the left and right page margins are set at 20mm, while the top and bottom margins are set at 2.54cm.

Headings
In the body of the short paper, main headings are left justified, in UPPERCASE using 12pt Times New Roman Bold font, one blank line above and below. 

Intermediate headings in 12pt Times New Roman Bold, in lower case with proper nouns and the first letter capitalised, left justified, one blank line above. 


If a heading is separated from its relevant text by a column or page break, move the heading to the next column/page.

Page headers & footers
Do not alter the generic conference footer appearing on each page of the short paper.  On the second, and subsequent pages, the title (abbreviated if necessary) and author's surnames should appear in the page header (left and right justified respectively).  These headers should be typed in 8pt Arial Italic font.
Section Titles

Your short paper should consist of an abstract, an introduction, a methods and results section illustrated with figures where appropriate, and a conclusions section.  The abstract, introduction and conclusions should be labelled as such.  There is some flexibility as to the breakdown of the methods and results section(s), but they should be clearly identifiable and logically arranged.  Acknowledgments and references are optional.  More detailed instructions relating to content and formatting of individual sections are given in the template document.
Figures and Tables

Figures may be interspersed within the results section of the short paper, or they can be appended to the end of the written text.  Figures can be imported from a number of graphical formats. Figures may be black & white or full colour.  Note that if figures are to be interspersed within text, they should be no wider than the width of the text column.  Larger figures will need to be placed at the end of the abstract where they can extend the full width of the A4 page. 

Tables can be created within Word.  As noted for figures above, if a table is to be placed within the text, it can be no wider than the width of the text column.  Larger tables will need to be placed at the end of the abstract. 

Figures and tables should be numbered according to the order they are referenced in the paper.  Figures and tables should be referred to by their number in the text.  When referring to figures and tables in the text, spell out and capitalise the word Figure or Table.
Captions 

Captions should be explicit enough that the significance of the figure or table can be understood by the reader without reference to the text. Details appearing in figure and table captions should not be restated in the text.  The inclusion of detailed parameters in figure captions can improve the smooth flow of the main text.

Figure and table captions should be placed directly beneath the relevant figure or table.  The caption should be typed in 10pt Times New Roman Bold font.  Again spell out the word 'Figure' in full. 

PRESENTER’S BIOGRAPHY

Construct a separate MS Word document containing a brief personal profile (approximately 150 words) of the presenting author. Again use, 10pt Times New Roman font with the author’s name as a header, left justified, in 10pt Times New Roman bold.

SUMMARY OF IMPORTANT POINTS

1. DEADLINE FOR SUBMISSION OF SHORT PAPER: 30 June 2009
2. Acceptance notification by 31 July 2009.
3. Short papers must not exceed 6 A4 pages in length.  Short papers longer than 6 pages will not be considered.  Within this space, you must include a title, author details, an abstract, an introduction, paper body covering methods and results (heading breakdown in this section is your choice), a conclusion, and if relevant, acknowledgments and references.  Shorter is better.
4. Author details should include only name, affiliation, country of residence and e-mail address.  Include only those who take intellectual responsibility for the work being reported.  The presenting author should be indicated by use of bold font.  A brief personal profile (approximately 150 words) of the presenting author is to be submitted as a separate MS Word document.

5. Figures are to be embedded in the Word file. Positioning is your prerogative. However, please maintain two-column format for all text.  Full-width figures are most easily placed at the end of the document.

6. Short papers will be assessed, and published on CD, in the form submitted.  Authors should take care to check for spelling, grammatical and technical errors.

SUBMISSION

Once the short paper, and presenting author's profile are complete, save the files as separate Word documents.  Please include your initials in the filenames (e.g. ABCabstract.doc, ABCbio.doc). Then construct a ZIP archive including these two files (ABC.zip).  Submit, via e-mail, to mailto:events@rca.co.za  Please also include in the main message of your e-mail:


· Name of corresponding author and full contact details (including address, phone, fax and e-mail address).
· Whether the short paper is to be considered for oral or poster presentation, or for one of the workshops.
· If the paper is uploaded to the ftp site, and the zipped file is password protected, please include the password.

LARGE FILE SUBMISSIONS

Before submitting a large file as described below, try to reduce your file size. Large files are invariably a consequence of large or high resolution bitmap pictures, which are often of far higher resolution than is necessary for printing. It may be possible that the picture is from a large vector file, in which case first convert to bitmap then follow this instruction. To reduce your document size by making your pictures smaller, try (instructions apply to Word 2003, your mileage may vary):

1. Right click on a picture in your document and select Format Picture
2. Select the tab titled Picture and click on the button near the bottom titled Compress…
3. Select All pictures in document in the top frame, Print resolution in the middle frame, and select both options in the last frame, Compress Pictures and Delete Cropped Areas of Pictures.

4. Save, and see if the size has come down. The quality is indistinguishable from higher resolution once printed.
If you can’t get your document size down, then the following step-by-step procedure is provided to upload your file:
1. Run an Internet browser (recommended).
2. Zip files using Winzip, and supply a password (recommended). 
3. Connect to ftp://ftp.csir.co.za/ with Internet browser.
4. Right click using the mouse on the white space. A pop-up menu should appear. Select the ‘Login As’ menu item.

5. Use 'upload' as Username and 'upload' as password. NB - This is case sensitive. 
6. Click on  ftp://www.csir.co.za/NRE/MINING/SAGACONFERENCE2009/.

7. Click on /NRE, then /MINING, then /SAGACONFERENCE2009.
8. Transfer files (Drag and Drop, Cut and Paste).
Please note: The names of the files being transferred should NOT contain spaces!
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