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Guidelines for Authors
The following guidelines are provided to help you in the preparation of your manuscript, and to ensure smooth progress through the editorial production process. It is essential that authors prepare their material in accordance with these notes. Where a paper is written by more than one author, a corresponding author must be nominated and it is the responsibility of this author to liaise with the co-authors. All oral paper submissions will be subject to peer-review and editing procedures. 

Manuscript Preparation

When submitting your paper for publication, please adhere as strictly as possible to the house style. This helps us to publish your paper more quickly. The publication will use the Harvard (author, date) citation style.

· Papers must be submitted in English. If the author is not fluent in English, the Publication Committee will endeavour to have the paper professionally translated prior to submission. Please contact the editor to discuss this. 

· The word limit is 5,000 words plus 6 images
· Your paper may include the following components, in this order:

· The title

· Name(s) of author(s), their title, position and contact email address(es)

· Abstract (100-200 words) – the abstract should be a concise summary of your paper, stating its purpose, methodology, and principal findings and conclusions

· Keywords (4-8, lowercase, i.e. not capitals) – these should describe the main aspects of the paper, such as a broad area of interest (e.g. archaeology), a cultural period, the materials being conserved, or brief terms (e.g. preventive conservation)

· Introduction or background

· The main body of the paper, which may include more headings (e.g. Project

Method, Results, Discussion etc)

· A conclusion

· Acknowledgements, if applicable

· A brief biography of the author(s) (200 words maximum)

· Endnotes 
· Reference list

· A materials list, if applicable, including manufacturers/suppliers details

· A list of captions for illustrations and figures

Manuscript Submission

Authors of papers who wish their contributions to be considered are asked to submit by the due date (jn this case 30 May 2017). 
Submit the following to the Editor:

· An electronic copy of the text. This should be submitted as a Microsoft Word document or in Rich Text Format (*.rtf), in a format compatible with both PCs and Macs.

· Illustrations should be supplied as separate electronic files, not embedded within the text. See “Style Conventions” for further information.

· Electronic file names should follow the format: author.name.publication.

· A completed APTCCARN Image Permission Form (when required) (included at end).
· A completed APTCCARN Author’s Agreement and Checklist (included at end).
Copyright and Permissions

· Upon acceptance copyright or a non-exclusive license for publication will be sought. 
· If an article has multiple authors, permission is needed from only one. It is the responsibility of authors to obtain permission to publish from other rights holders where necessary, and to provide appropriate credits. Authors, not APTCCARN, are responsible for any payment of fees to such rights holders.

· Authors may note in the letter of permission any restrictions on print or electronic publication required, but APTCCARN retains the right to drop an image, text, or entire article from print and/or online publication if meeting or maintaining the specified restrictions prove impractical.

The Review Process

· All papers submitted will be refereed. Papers are reviewed for their interest and overall suitability for the publication, as well as for accuracy, clarity and effectiveness of communication. You will be notified whether your article has been accepted for publication within eight weeks of submitting your article.

· If your paper is accepted for publication, it is likely that some revisions will be required or recommended. The author is expected to complete revisions within six weeks of receiving the referees’ report.

Style Conventions

Please write clearly, bearing in mind that the audience for the article will not necessarily be familiar with the author’s speciality. Ensure that the text is accessible to the appropriate level of readership. Jargon should be kept to a minimum and should be explained thoroughly on first use.

	Style
	Papers originally written for oral presentation should be submitted in a style suitable for written communication.

	
	Third person is preferable for this publication, i.e. do not use "I" or "we".

	Formatting
	Avoid using any styles or special formatting, as these make typesetting more difficult. For example, keep all text flush left, without right justification; do not indent paragraphs; use only one space between full stops and the start of the next sentence; leave one line between paragraphs.

	
	Number pages

	Headings
	Use bold to indicate titles and major headings.

	
	Use italics to indicate subheadings.

	
	Generally, headings are not numbered.

	Acronyms and abbreviations 
	Acronyms and abbreviations should be spelled out in full the first time that they are used, e.g., ‘Asia Pacific Tropical Climate Conservation Art Research Network (APTCCARN)’

	Quotations
	Quoted matter from another source should follow the original wording exactly, both in punctuation and spelling.

	
	Short quotations should be enclosed in ‘single’ quotation marks.

	
	Longer quotations should be indented without quotation marks

	Units of Measurement
	The SI system of units and numbering should be used throughout for all data. More details can be found at http://www.bipm.fr/en/si/

	
	Temperatures should appear in degrees Celsius (or Kelvin, where appropriate). 

	
	Where abbreviations are likely to be ambiguous, write out units in full, followed by the abbreviation in parenthesis. 

	
	Periods (full stops) should not be used in abbreviations. Example: ppm, not p.p.m.

	
	Greek symbols and abbreviations of chemicals or other names should be defined when first mentioned.

	Materials
	For products, generic or chemical names should be used as well as trade names, whenever possible. Example: Orvus WA Paste (sodium lauryl sulfate).

	
	If a tradename is very well known it is not necessary to give the generic or chemical name. Example: Paraloid® B-72.

	
	When tradenames must be used, and when the name is a registered trademark, the symbol R in a circle or parentheses ®, (R) should follow immediately after the name. 

	
	Commercial products referred to in the paper should be listed by tradename, composition (if known) and the supplier's or manufacturer's postal address, telephone and fax numbers, and email address, if applicable, under the heading "Materials" at the end of the paper.

Example: 

Orvus WA Paste (sodium lauryl sulfate)

Procter & Gamble, Winston Hill Technology Center, 6071 Center Hill Road, Cincinnati, OH 45224, USA

Tel: (513) 983-1100

	Figures and tables
	The maximum acceptable number of illustrations is six, including photographs, line drawings and tables.

	
	Do not embed figures, tables, or other graphics within the text – save them as independent files. Tables can be placed at the end of the text file, and not embedded within the text. Do not include the Figure caption, source or note(s) in the illustration.

	
	If you are sending electronic versions of figures, please save them in one of the following formats: tiff(.tif), jpeg(.jpg), providing the latter are still clearly legible. If numerals or lettering appear on diagrams, graphs or photographs, authors should bear in mind the degree of reduction of their artwork on the printed page and ensure that it will still be legible. (It is suggested that you print your Figures at final scale to check that they are legible at a width of 90 mm.) 

	
	Photographs and line drawings must be supplied as digital images with a resolution of at least 300 dpi for photos and 600 dpi for line art when printed at a column width of 90 mm or double column width of 180 mm. Photographs, which should be clear and well-focused.

	
	Colour images must be supplied as CMYK. 

	
	Tables, figures etc. should be numbered consecutively and have a title and/or caption. Use a minimum of capitals in titles and headings.


	Figures and tables cont’
	Each figure, table or illustration should be cited in the text as (Figure 1), (Figures 4-6) etc., to give an indication of where the figure should be placed. If necessary, authors may include special instructions regarding image size or placement of illustrations. These will be followed as much as layout and space restrictions allow.

	
	Original illustrations will not be returned unless so requested by the author at the time of submission.

	References
	References cited are listed at the end of the article alphabetically by author according to Harvard (author date) according to the Australian Government Publishing Service Style Manual (6th ed., Wiley & Co.). A summary of this referencing style is the AICCM Bulletin Referencing Manual available from http://aiccm.org.au/aiccm-publications/bulletins OR/ http://www.maneyonline.com/ifa/bac

	
	Where two or more publications by the same author are cited, they should be listed chronologically, beginning with the earliest date. 

	
	Use a minimum of punctuation and no bold or underlining.

	
	Use italics for the publication's title only – either for the title of a book, or the name of the journal in which the paper was published.

	Referencing in the text
	When citing a reference in the body of the text, include the author's last name and publication date in parentheses (i.e. use the Harvard or "author-date style of referencing").

Examples: (Grattan 1987), Grattan (1987) describes a method ...

	
	If there is more than one reference, the order is chronological.

Example: (Grattan 1987, Young 1991, Pennec 1999)

	Endnotes
	The proceedings will use endnotes, rather than footnotes. Endnotes provide pertinent supplementary information to the text, not bibliographic information. 

	
	Use as few endnotes as possible and list them at the end of your text, before the references. In the main body of the paper, use an Arabic numeral either in superscript or inside brackets (e.g. [1] or [3,4], preferably at the end of a sentence.

	
	Do not use automatic footnoting, which places footnotes in footers at the bottom of the page. This feature is often corrupted when transferred to other systems and will be inaccessible.


	Grammar and spelling
	The Australian Oxford Dictionary and The Macquarie Dictionary (3rd ed.) are the preferred spelling references for APTCCARN publications.

	
	Please check your paper for spelling and grammar before submitting to the editor. Have someone else read your paper for a fresh perspective. 

	
	Refer to the Australian Government Publishing Service Style Manual (6th ed.) for advice on grammar and style.


Please contact Dr Nicole Tse (nicoleat@unimelb.edu.au) for any assistance or further information about these guidelines.

APTCCARN Image Permission Form

Terms of Copyright & Use

Copyright for images published within the conference print publications and on the APTCCARN website remains with the creator of the image. By signing this form and allowing the image to be published by the APTCCARN, you agree that any other person may be free to copy, distribute and display this image, under the following conditions:

· You must be acknowledged and attributed as the original creator of the image.

· The image may not be used for commercial purposes.

· The image may not be altered or transformed in any way.

· For any reuse or distribution, other users must make clear to others the license terms

· of this work.

· If contacted directly, you may waive any of these conditions, as the copyright holder.

Your fair use and other rights are in no way affected by the above.

Agreement

I declare that I am the creator of the images described below.

I grant permission to APTCCARN to publish the following images, in both APTCCARN print and web-based publications.

I certify that I have obtained the appropriate permissions from the owner(s) of any cultural items depicted within the image and from any persons depicted in the image.

I acknowledge that I have read and understood the terms of copyright and use described above.

Image No.: 

Brief description of image (include names of persons depicted):

Name (please print):

Signature:

Name of institution, if applicable:

Date:

APTCCARN Author’s Agreement and Checklist

To be completed by the author

	For publication in


	

	Paper title


	

	Author(s)


	

	Contact for communications (nominate one person only in there are multiple authors)


	

	Telephone Day


	

	Email


	

	Total number of images supplied 


	

	Word count, including references and endnotes


	

	APTCCARN Editing / Publication Consent Form attached?
	

	APTCCARN Image Permission Form attached?
	


Terms of Submission & Agreement

I hereby warrant that the above-named article is my original work and does not contain material that is libellous or scandalous, nor anything known to be untrue. I further warrant that the manuscript is not under editorial consideration elsewhere and has not been or is not in the process of being published elsewhere.

I authorize the editor to modify this text as necessary, such changes being limited to minor grammatical, stylistic and linguistic corrections to improve its readability. I agree to undertake any major corrections and amendments that may be necessary, after the refereeing process (if applicable) and discussion with the relevant APTCCARN editor. I grant permission for APTCCARN to publish this material in the publication specified above, in both print and electronic versions.

I acknowledge that I have read and understood the terms of copyright and use described

above.

Signature:

Date:
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