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Abstract. This document is intended for authors of papers at the conferences of the Association for Computer-Aided Architectural Design Research in Asia (CAADRIA). It explains the basic formatting specifications and serves as a template for submitting a paper. It has one paragraph, is without references and unexplained abbreviations and has not more than 200 words.
Keywords. Formatting; specifications; CAADRIA; paper; template. 

1. Introduction 

This document presents the basic formatting specifications of the CAADRIA conference proceedings. It also serves as a template for submitting your paper. It contains paragraph and character styles that will cover most formatting requirements. 

When you prepare your paper for review, omit all identifying information (e.g., authors’ names, affiliations, or references to these) on all submissions. Include this information later when your paper has been accepted for inclusion in the conference. 

Submit for full-paper review a “file-size reduced” PDF-file, which includes images with a low resolution using this word template.

Submit your final paper, with the changes required by the reviewers and the Paper Selection Commitee in two forms: 

· A Word document using this template without images. 

Image files, named by paper-id number followed by figure number. E.g. 153_1.jpg. 

These will make it easier to prepare the paper for publication. You will receive specifications for these later. 

2. Format of the book and the page 

The page of the finished book measures 170 mm wide by 240 mm high. All text and figures fit into a rectangle of 120 mm by 197 mm. The inside and outside margins are both 25 mm; the top and bottom margins are both 21.5 mm. On an A4 page, the margins are respectively 50 mm and 45 mm. This document is set for A4 paper. 

The title begins at 100 pt below the top of the text area (or 64 pt below the bottom of the citation header, assumed to be 4 lines at 9 pt leading). The text on succeeding pages begins at 36 pt below the top of the text area (or 24 pt below the bottom of the header, assumed to be 1 line at 12 pt leading). There are no footers. 

3. General paper formatting issues 

A paper must not be longer than 10 pages in total – including images and references – when formatted with this template. Note that the final publication may not look exactly like the document you submit. Both the text and the formatting may be edited for the final proceedings. This work (which is done by volunteers) will be much easier if you follow the guidelines in this document and guarantees that your published text matches your original manuscript.
3.1. Please do… 

· …observe the page limit. Exceeding the page limit may cause your paper to be rejected. 

· …use this Word document to format your paper and use the predefined paragraph and character styles provided (i.e., those with names beginning with CAADRIA, and not Word’s built-in styles). 

…use UK spelling. Use a spelling checker and a grammar checker. Then check again manually to catch problems like homonyms.

… have a third person check your manuscript. 
3.2. Please do not… 

· …format your paper simply to look like this document. It will have to be redone by volunteers. 

…alter the styles or settings in any way, especially to make your paper meet the page limit. This has to be redone, creating a tremendous amount of work for the volunteers. Leave all document settings unchanged. If you need to create a new style, use a name that starts with X000, where 000 is your submission number. If you do not know how to use styles to format your paper, please check Word’s documentation or ask the technical chair.

4. Front matter and headers 

4.1. Title 

The title uses the CAADRIA title paragraph heading. 

Times New Roman bold all caps, 11 pt, leading 13 pt. Left indent: 20 mm. 

4.2. Subtitle 

The subtitle uses the CAADRIA subtitle paragraph heading. It uses sentence capitalisation, not headline capitalisation.  

· Sentence capitalisation: Association for computer-aided architectural design research in Asia 

Headline capitalisation: Association for Computer-Aided Architectural Design Research in Asia 

Times New Roman italic, 11 pt, leading 13 pt. Left indent: 20 mm. Space before: 15 pt. 

4.3. Authors’ names

Authors’ given names should precede their family names. This makes it easier to distinguish the given and family names and makes indexing and searching more predictable. The “and” before the last author’s name uses the CAADRIA in-line and character style. 
Include author information only when your paper has been accepted for inclusion in the conference. 

Times New Roman, 10 pt, leading 12 pt. Left indent 20 mm. Space before: 24 pt. 

4.4. Affiliation 

Each author’s affiliation should consist of the name of the institution, the city, the country, and the e-mail address. Use numbers (using the CAADRIA superscript character style after each author’s name) to match names and affiliations.  
Affliliation is e.g. the University, but not the department, school or institute: e.g. “Asian University”.
Include affiliation information only once your paper has been accepted for inclusion in the conference. 

Times New Roman italic, 10 pt, leading 12 pt. Left indent: 20mm. 

4.5. Abstract 

The abstract should be no longer than 200 words. The in-line title (“Abstract.”) uses the CAADRIA in-line heading character style. The abstract shall be in one paragraph, contain no citations/references or unexplained abbreviations.
Times New Roman 10 pt, leading 11 pt. Left indent 20 mm. Space before: 30 pt. 

4.6. Keywords 

You may list up to five keywords. The first is capitalised. The keywords are separated by semicolons and terminated with a period. The in-line title (“Keywords.”) uses the CAADRIA in-line heading character style. 

Times New Roman 10 pt, leading 11 pt. Left indent 20 mm. Space before 12 pt. Space after 6 pt. 

4.7. Headers 

4.7.1. Citation header 

The citation header is the same for all papers, except for the page numbers, which will be inserted later. Please do not alter it. 

Times New Roman, 8 pt, leading 9 pt. Justified. Space after: 64 pt. 

4.7.2. Even-page headers 

The headers on even pages contain the page number and the authors’ names. The page numbers are generated automatically. The authors’ names should not exceed one line; use initials for first names and “et al” if necessary: e.g F. A. Author, S. B. Author and T. C. Author.

Include author information only when your paper has been accepted for inclusion in the conference. 

Space after: 24 pt. 

4.7.3. Odd-page headers 

The headers on odd pages (except the first) contain the title and the page number. The title should not exceed one line; abbreviate it if necessary. 

Space after: 24 pt. 

5. Headings 

There are three levels of headings. Please note it is good style having at least one paragraph of text underneath each heading.
5.1. First-level headings 

First-level headings use the CAADRIA heading 1 paragraph style (not Word’s built-in Heading 1 paragraph style). They are numbered (1, 2, 3, …) and followed by a full-stop. Any ‘Introduction’ shall be included in the numbering. They use sentence capitalisation, not headline capitalisation. 

Inherits from CAADRIA text first. Space before: 12 pt. Space after: 6 pt. Font: bold. 

5.2. Second-level headings 

Second-level headings use the CAADRIA heading 2 paragraph style (not Word’s built-in Heading 2 paragraph style). They are numbered (e.g., x.1, x.2, x.3, …) and followed by a full stop. 

Inherits from CAADRIA text first. Space before: 12 pt. Space after: 6 pt. Font: all caps. 

5.3. third-level headings

Third-level headings use the CAADRIA heading 3 paragraph style (not Word’s built-in Heading 3 paragraph style). They are numbered (e.g., x.x.1, x.x.2, x.x.3, …) and followed by a full stop.. They use sentence capitalisation, not headline capitalisation. 

Inherits from CAADRIA text first. Space before: 12 pt. Space after: 6 pt. Font: italic. 

5.4. In-line headings 

In-line headings, such as the words “Abstract” and “Keywords” in the Abstract and Keyword paragraphs, use the CAADRIA in-lead heading character style. It may also be useful in lists.

Inherits from CAADRIA text first. Font: bold. 

6. Text

6.1 Text first 

The first paragraph of text following a heading always uses the CAADRIA text first paragraph style. It is not indented. It is the root style of all other paragraph styles in this document. 

Font: Times New Roman. Size: 11 pt. Leading: exactly 12 pt. Language: English (UK). Widow/orphan control. 

6.2. Text 

All except the first paragraphs of text use the CAADRIA text paragraph style. It has an indent of 5 mm. 

6.3. Bullet lists 

Bullet lists consist of two or more consecutive paragraphs (each marked by a bullet) separated from the text preceding and following. Bullet list paragraphs use different paragraph styles, depending on their position in the list (first, middle, or last). 

· CAADRIA list bullet first paragraph style. Inherits from the CAADRIA list bullet paragraph style. Size: 10 pt. Leading 12 pt. Left indent: 10 mm. First line indent: –5 mm. Space before: 6 pt. 
· CAADRIA list bullet paragraph style. Size: 10 pt. Leading 12 pt. Left indent 10 mm. First line indent: –5 mm. 
CAADRIA list bullet last paragraph style. Inherits from the CAADRIA list bullet paragraph style. Size: 10 pt. Leading 12 pt. Left indent 10 mm. First line indent: –5 mm. Space after: 6 pt. 
6.4. Figures 

Figures should be numbered and inserted into the text after the first reference to it (Figure 1). They should have one line (13 pt) of space before the figure and after the caption (except at the end of a section). There is no space between the image and the caption. The caption for a figure goes below the figure and uses the CAADRIA caption figure paragraph style. Figures have to be one image only and preferable in TIFF-compression. Do not use a table into which you insert images. Create one image that includes all images at once. The image can have a maximal width 120 mm of and a maximal height 197 mm.
[FIGURE] 

Figure 1. This is the caption of a figure. It goes below the figure.  
6.5. Tables 

Tables should be numbered and inserted into the text after the first reference to it (Table 1). They should have one line (13 pt) of space before the caption and after the table (except at the end of a section). The caption for a table goes above the table and uses the CAADRIA caption table paragraph style. The table can have a maximal width 120 mm of and a maximal height 197 mm. The table-body-text shall use the CAADRIA table style (Times New Roman font with a size of 8 points and minimum leading of 9 points).
Table 1. This is the caption of a table. It goes above the table.  

	Please use the CAADRIA table body style
	Please use the CAADRIA table body style

	
	


6.6. Equations 

Equations use the CAADRIA equation paragraph style and are numbered in parentheses at the right margin. 

C2 = x2y2 + Ax2 + 2Bxy
(1)

6.7. Quotations 

Quotations that are longer than one line of text shall use the CAADRIA-quotation style followed by the reference. Inherits from CAADRIA text first. Size: 10 pt. Leading 12 pt. Left indent: 10 mm. Right indent: 10 mm. Space before: 6 pt. Space after: 6 pt.
7. Citations 

Citations use the author-date style. If the author’s name appears in the text, the date appears in parentheses after the name; if the author’s name does not appear in the text, the name and the date appear in parentheses separated by a comma. If there are two authors combine them with ‘and’; if there are more than two authors use the first author’s name followed by ‘et al’ without a fullstop. For example: 

· As Sasada (1991) has pointed out …
· As some researchers (Sasada, 1991; Kvan, 2001) have pointed out…
· Peter and Paul (1997) discussed …

Peter at al (2000) presented in …
Citations of websites should be as follows. For URLs with author information, cite Web-a (2009); for those without author information, cite the page title with “Webpage without author info” (2009). See the samples below. 

8. Back matter 

8.1. Endnotes 

Use endnotes, not footnotes. Endnotes use the CAADRIA endnote style, which is a numbered list. The heading uses the CAADRIA heading 1 paragraph style and is unnumbered. See the sample below. 

Size: 9 pt. Leading: 10 pt. Left indent: 5 mm. First line indent: –5 mm. 

8.2. Acknowledgements 

Acknowledgements use the CAADRIA acknowledgements paragraph style. The heading uses the CAADRIA heading 1 paragraph style and is unnumbered. See the sample below. 

Size: 9 pt. Leading: 10 pt. 

8.3. References 

References use the CAADRIA reference paragraph style and use sentence capitalisation. See the sample below. 
It is crucial that you check the details of your references and conform to the below presented style and format. Editing of references and checking their correctness takes a painfully long time. The editors may reject your paper for this reason.  
Size: 9 pt. Leading: 10 pt. Left indent: 5 pt. First line indent: –5 mm. 

Endnotes (sample) 

1. Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Aenean commodo ligula eget dolor. Aenean massa.

2. Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Aenean commodo ligula eget dolor. Aenean massa.

3. Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Aenean commodo ligula eget dolor. Aenean massa.
Acknowledgements (sample) 

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Aenean commodo ligula eget dolor. Aenean massa.
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