
GENERAL INSTRUCTIONS FOR THE 26th IAEE INTERNATIONAL
CONFERENCE PROCEEDINGS MANUSCRIPT PREPARATION

(Note:  Proceedings will be published on CD-Rom)

1. Read the copyright transfer agreement, fill in the blanks, sign and date the form.  No paper will be
published in the proceedings CD-Rom without this form being completed and submitted.  Note that
ALL authors must sign the copyright transfer agreement.  You may photocopy the copyright form
for additional authors.  COPYRIGHT TRANSFER AGREEMENTS MUST BE MAILED OR FAXED
to IAEE Conference Headquarters to arrive with the receipt of your electronic paper and speaker
registration fees.  Electronic copies of the Copyright Transfer Agreement will not be processed and
your paper will not be printed in the proceedings without authors original signed Copyright
Transfer Agreements on file at IAEE Conference Headquarters.

2. Note the upper limit of 10 pages for the prepared manuscript and that the paper must be received
by IAEE Conference Headquarters, 28790 Chagrin Blvd., Ste. 350, Cleveland, OH  44122, USA NO
LATER THAN March 3, 2003 by electronic file transfer.  Because of the CD-Rom proceedings
production schedule, late papers will not be accepted and will not be printed in the conference
proceedings.

3. Electronic Set-up of Your Paper:

a. Your paper MUST NOT exceed 10 pages in length.  Papers exceeding this length will not
be published in the proceedings.  Payment of registration fees by March 3, 2003, must be
received for papers to appear in the proceedings.

b. The size of your printed page may be A4 or  8.5" x 11".
c. Leave at least 0.75 inches for your margins at top, left & right – 1 inch margin for bottom.

Use a 10 or 11 pitch font for your type.  In general the type of font is up to you; keep in
mind a "readable" type face is desirable (e.g., Arial, Verdona or Times Roman).

d. Embed all text/graphics/charts/tables/pictures, etc., in your final single electronic file.  DO
NOT send more than one file containing pieces and/or parts of your paper to be linked
together for final presentation of your paper in the CD-Rom proceedings.  Papers will not
be printed in the proceedings should fragmented files be received.

e. DO NOT add page numbers to your paper as they will not conform with the final
proceedings volume.

f. On the first page of your paper include the following information in this order:
 i. Title of paper
 ii. Author(s) & organizational affiliation
 iii. Complete contact details for lead author

1. Name
2. Title
3. Organization (Please do not use abbreviations for organization)
4. Address
5. Phone/Fax/Email

g. Prepare your paper and proofread TWICE.  A high-quality manuscript free of
typographical mistakes and errors with good sentence structure is up to you.

4. Electronic Transfer of Your Paper:

Your paper must be electronically transferred to IAEE Conference Headquarters by March 3,
2003, in one of the following formats.

 i. PDF File (preferred):  These files can be created by either Acrobat Distiller or
Acrobat PDF Writer.  Make sure to embed all fonts/graphics/pictures/tables, etc.
This is the preferred way of transferring your paper for publication in the
conference proceedings CD-Rom.

 ii. Postscript Files:  We will work with Postscript (.PS) or Encapsulated Postscript
(.EPS) files that are compatible with Acrobat Distiller.  All
fonts/graphics/pictures/tables, etc., must be embedded.
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 iii. Quark Xpress (Macintosh) or Adobe PageMaker:  These files are acceptable yet
not preferred.  These files must contain all text and graphics, etc.  You must
include all native file or files, all linked graphic files and all screen and
corresponding printer fonts.  Quark Xpress users should use the “collect for
output” to ensure accuracy of all fonts and graphics.  These files will be
converted to PDF files and may lose formatting and integrity.  Note that it may
not be possible to accurately convert to PDF files if you have any missing files or
fonts.

 iv. Word Processing Files (MS Word, WordPerfect or PowerPoint):  Ensure that
all fonts/graphics/pictures/tables, etc. are embedded into one document.  The
printer will convert your paper to PDF format with minimal checking for page
breaks and conversion problems.    Errors may occur in file conversion from word
processing to PDF files.  Finally, make sure you do not embed your footnotes, as
when converting your file to PDF format these will not be included.

 v. Please transfer your paper electronically to iaee@iaee.org no later than March 3,
2003.  Papers not received by this date will not be printed in the conference CD-
Rom.

5. The abstract paper title you previously sent to IAEE Conference Headquarters is what will be
printed in the conference program.  You are STRONGLY urged not to change your paper title as
this may be confusing to conference delegates.  The title of your paper will be listed in several
different locations (e.g., program announcements, proceedings, marketing materials, etc.).

6. Summary:

a. Complete your paper and send electronically to iaee@iaee.org along with your completed
copyright transfer agreement form and conference registration fees no later than March 3,
2003.  You must fax (216-464-2737) or mail the copyright transfer agreement to coincide
with the arrival of your electronic paper and payment of conference registration fees.

b. Complete your conference registration form and payment details so that these arrive no
later than March 3, 2003.  For prompt processing of your paper and placement in the
conference program and proceedings it is STRONGLY recommended that you submit your
payment of registration fees at the same time that your electronic paper is received.

c. Make your hotel reservations as soon as possible.  Contact the Ms. Denisa Havlik at the
Dorint Don Giovanni Hotel at denisa.havlik@dorinthotels.cz or fax 420-2-6703-6704 and
identify yourself as attending the “IAEE International Conference” in order to receive the
special group rate of EURO 151 per single room per night.  The  cut-off date for receiving
the special group rate for hotel accommodations is May 15, 2003.  Attached/enclosed is a
hotel reservation form which must be completed and returned directly to the hotel to
ensure your hotel booking.

Submit all materials (except hotel booking form) to:

David Williams
26th IAEE International Conference Headquarters
28790 Chagrin Blvd., Ste. 350
Cleveland, OH  44122   USA
(p) 216-464-5365  -  (f) 216-464-2737  -  (e) iaee@iaee.org


