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	Audio Engineering Society
Convention Paper Instructions

For papers presented at the 14th Regional Convention

2009 July 23–25   Tokyo, Japan

	For information only. Do not put your paper in this file. Read these instructions before using the second file you downloaded (AES Tokyo14.doc) to prepare your paper.


1. working with the convention paper template

Note: You may use any word-processing or page-layout program. The AES paper-submission site will convert your file to a PDF file; you can also submit a PDF. If you do submit a PDF, make sure to imbed your fonts and graphics but do not use password protection. Your PDF should have only Type 1 fonts. Please try to keep the size of the final PDF file below 1 MB. If it is larger try using lower-resolution graphics to reduce the size of the file.

All convention papers submitted as an MS Word file must use the accompanying Convention Paper Template (AES  Tokyo14.doc). The template is designed to work on PC and Mac compatible computers. The purpose of the template is to provide all convention papers with a consistent appearance. Since you will be submitting this paper electronically, you don't have to be concerned about using A4 paper. With the current margin settings you will be able to print on either size paper for proofing purposes before submitting your paper electronically.

This section of the instructions is a guide to working with the provided template.

1.1. Make a Back-up Copy of the Template

If you accidentally delete or modify template elements while working in the template, a copy of the original template will serve as a reference.

1.2. Masthead

The top of the 1st page of all convention papers will contain a masthead – a section between to horizontal lines containing pertinent boilerplate information. The masthead is in a protected section of the document to prevent authors from accidentally making changes.

1.3. About  MACROBUTTON  AcceptAllChangesShown <Placeholders>
Placeholders are used in the template to:

1) Indicate the proper location of required and suggested convention paper elements (i.e., paper title, author, affiliation).

2) Easily allow authors to create paragraphs using preferred paragraph styles.

Placeholder text in the template begins and ends with left and right angle brackets, respectively. When you see these angle brackets around text in the template, this text should be replaced with the indicated text (or deleted if the placeholder is not used).

The subheading for this subsection (1.3) is an example of a place holder. When you left-click with the mouse anywhere in most placeholders, the entire placeholder is automatically selected and ready for you to type (or paste) the appropriate text indicated by the placeholder. (When pasting paragraphs from another document into the template, the paragraph formatting from the other document may replace the placeholder paragraph formatting. Section 1.9.2, Paragraph Formatting (below) describes the preferred paragraph formatting for convention papers.)

1.4. Paper Title

Immediately following the masthead is a placeholder for the paper title. Click anywhere in the Paper Title placeholder and type the title of your paper.

1.5. Author Name(s)

The Author Name placeholder(s) follows the paper title placeholder. If you are the only author of the paper, delete the text after the 1st placeholder in the author name paragraph (including the superscript (1). If your paper has 2 (or 3) authors, use the 2nd (and 3rd) placeholder(s) for this (these) authors. (Delete the 3rd placeholder if your paper only has 2 authors.) If your paper has more than 3 authors, copy the 1st placeholder, the superscript, the comma, and the space after comma, and paste at the end of the author name paragraph as many times as you have additional authors. Carefully select each superscript and type the appropriate number. Check your punctuation and make sure the word “and” is positioned before the last author (if more than one author).

1.6. Affiliation/Email Address

Use these placeholders in a manner similar to the Author Name placeholders. If more than one author, make sure the superscripts match author with affiliation. If you want to include an Email address with your affiliation, use the Email placeholder after the affiliation paragraph, otherwise delete this placeholder).

1.7. Abstract

Click in the placeholder just below the Abstract heading and type (or paste) an informative and self-contained abstract containing 60-120 words.

1.8. Header and Footer

All pages after the first page of the template will automatically include a header and footer. On any page after the first page, double-click on the header area at the top of the page (gray shaded text with a line across the page). This will allow you to edit the header. On the left side of the header, select the Author Last Name(s) placeholder and type the last name(s) of the author(s). On the right side of the header, select the Shortened Paper Title placeholder and type a shortened paper title. The footer includes the convention number, location, date, and page number. Do not make any changes to the footer.

1.9. Body of Convention Paper

It is understood that many authors draft their convention paper in a file other than the provided template, and then paste the text from the draft into the template. The following description of preferred template formatting and paragraph styles should be followed as closely as possible in keeping with the goal of consistent convention paper appearance.

1.9.1. Section Formatting

The body of the convention paper template is divided into two columns. With the exception of figures, equations, and tables that are too large to fit within the width of a narrow column, the body of your paper should be formatted into two columns. In order to display a figure, equation, or table in a single, page-wide column, do the following:

1) Select the figure/equation/table/text to appear in a single page-wide column (place cursor in left margin next to paragraphs, left-click and drag to select).

2) Use the Format>Columns command and select the Preset for one column. This should insert a single column section in your document with double columns above and below. (If you loose your double columns, you probably didn’t select (highlight) the entire paragraph(s) in the step above).

1.9.2. Paragraph Formatting

Fonts

Convention papers should use the following two fonts: 

1) Helvetica (Macintosh)/Arial (PC)

2) Times (Mac)/Times New Roman (PC)

If you’re using a Macintosh, Helvetica and Times will be available. The equivalent fonts on a PC are Arial and Times New Roman, respectively. All text, with the exception of the masthead and paper title will be a 10 point Font size.

Heading Styles

Convention papers should use the following Heading:

	Heading Style
	Example
	Description

	Heading 1
	1. heading 1 text
	· Outline Level 1

· 10 point Helvetica (Arial) Bold

· All upper case

· Hanging indent: 0.38 inches

· 2 lines of white space before paragraph

· 1 line of white space after paragraph

	Heading 2
	1.1.
Heading 2 Text
	· Outline Level 2

· 10 point Helvetica (Arial) Bold

· Upper and lower case

· Hanging indent: 0.38 inches

· 1 line of white space before paragraph

· 1 line of white space after paragraph

	Heading 3
	1.1.1.
Heading 3 Text
	· Outline Level 3

· 10 point Helvetica (Arial) Bold

· Upper and lower case

· Hanging indent: 0.38 inches

· 1 line of white space before paragraph

· 1 line of white space after paragraph

	Heading 4
	Heading 4 Text
	· No outline numbering

· 10 point Times (Time New Roman) Bold

· Upper and lower case

· No hanging indent

· 1 line of white space before paragraph

· 1 line of white space after paragraph


Non-Heading Paragraph Styles

	Style
	Example
	Description

	Body Text
	Body Text


	· 1 line of white space before 

· 1 line of white space after paragraph

· Paragraph Alignment = Justified

	Reference
	<Text referenced in Reference section at the end of the paper> [1].
	· 10 point Times (Time New Roman)

· In line with and after the text to be referenced.
· Sequential numbering
· Reference # corresponds to item in the Reference section at the end of the document.

	Figure 

Figure Caption
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Figure 1: Figure caption figure caption figure caption.
	Figure

· Place figures as close as possible to text related to the figure.

· 1 line of white space before paragraph

· 1 lines of white space after paragraph

· Paragraph Alignment = Centered

· Color figures must be understandable when printed in black & white

· Minimum 7 point font size

Caption

· Insert Caption (Figure) command

· 10 point Times (Time New Roman)

· 1 line of white space before 

· 2 lines of white space after paragraph

· Paragraph Alignment = Centered
· Sequential numbering

	Equation
	


(1)
	· Insert>Object>MS Equation command

· 1 line of white space before paragraph

· 1 lines of white space after paragraph

· Sequential numbering tabbed to right margin

	Table

Table Caption
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1

+mod 7 [0

Table 1 Addition table modulo 7.




	Table

· Insert Table command

· 10 point Times (Time New Roman) Regular

· 1 line of white space before table

· 1 lines of white space after table

Label & Caption

· Insert Caption (Table) command

· 10 point Times (Time New Roman) Regular

· 1 line of white space before 

· 2 lines of white space after paragraph

· Paragraph Alignment = Centered

· Sequential numbering

	Bullet 1
	· Bullet 1 Text
	· 10 point Times (Time New Roman)

· 1 line of white space before 

· 1 line of white space after paragraph

	Bullet 2
	· Bullet 2 Text
	· 10 point Times (Time New Roman)

· 1 line of white space before 

· 1 line of white space after paragraph


1.9.3. Using Placeholders

For your convenience, placeholders have been included in the template for each of the preferred paragraph styles available. If you use these placeholders, it is recommended that you leave a copy of each placeholder at the bottom of the first page while you are adding new text to the template. You may copy and paste appropriate placeholders for use throughout your paper. When you are finished adding text to your paper you can safely delete the unused placeholders.

Using Heading Placeholders

Paragraphs with Headings styles 1-3 should automatically number themselves according to their position in the document when copied and pasted to another location in the document. Keep in mind if you leave unused Heading styles 1-3 at the beginning of the document (as described above) while adding text to your paper, the numbering sequence of your paper headings will be increased by one (1) until you delete any unused Heading 1-3 paragraphs when you no longer need them. When you are finished adding text to your paper you can safely delete the unused placeholders and Heading styles 1-3 will automatically adjust accordingly.
Using Non-heading Placeholders

Body Text Placeholder

The Body Text style is meant to be the style that will apply to most of the paragraph text in your paper. If you are pasting body text from another document, it is likely that the formatting of the original document will supercede the formatting of the Body Text placeholder. In this event you may do one of the following:

1) Manually format the pasted text to conform to the paragraph style preferences specified in Section 1.9.2, Paragraph Formatting (above).

2) Use the Style drop-down control (usually found on the Formatting toolbar to the left of the Font drop-down control) to apply preferred Styles to appropriate paragraphs.

3) After you copy text from another document to the clipboard, you may double-click on the Body Text placeholder. This will display the Paste Special dialog. In the list box, select “Unformatted Text”. This will automatically apply the formatting of the placeholder to the contents of your clipboard. Caution: This works very well when you copy paragraphs that contain only body text, but may produce undesirable results if you include figures, equations, tables, captions, bullets, etc. in the copied selection. Empty paragraphs (paragraphs that create white space, but contain no visible text or other elements) will probably add undesirable white space to the template and should be deleted.

Bullet Style Placeholder

Bullet style placeholders function similarly to Body Text style placeholders described above. If you double-click on a Bullet style placeholder and select “Unformatted Text” from the Paste Special dialog that appears, your copied text will be pasted with the correct formatting.

Figure Placeholder

· If your figure already exists in another document and you want to paste it into the convention paper template, just copy it, click on the Insert Figure placeholder and paste the copied figure.

· If your figure is too wide to view properly in the width of the provided column, please refer to Section 1.9.1, Section Formatting (above) for instructions how to insert a figure that can be view in a single page-wide column.

· If your figure exists as a file, double-clicking on the Insert Figure placeholder will display the Insert Picture dialog.

Figure (Table) Label & Caption Placeholder

1) If you are comfortable using MS Word’s “Insert Caption” command, this will insert a figure (or a table) label and automatically number the label. Labels and captions should be inserted below the referenced figure (table).

Word automatically bolds caption labels and captions. Please remove the Bold formatting and type a brief descriptive caption after the label.

2) An alternative to using the Inset Caption command is to use the Figure (Table) placeholder. Copy this placeholder and paste it after the appropriate figure (table). Type the appropriate number for the figure (table) along with a brief descriptive caption.

Equation Placeholder

Double-clicking on the Equation placeholder will display the Equation toolbar and allow you to create an equation at the location of the placeholder. If you want to insert an equation mid-sentence, copy the equation placeholder (without the equation reference number) and paste it in the desired location. When an equation appears in its own paragraph, copy the entire placeholder paragraph (including the equation reference number) and paste it in the desired location. Each time you paste an additional equation reference number, it will automatically number sequentially.

Acknowledgement Text Placeholder

If you include acknowledgements in you paper, click on this placeholder and type your acknowledgements, otherwise delete the Acknowledgements section from the template.

Reference Text Placeholder

If you are pasting a series of Reference text paragraphs from another document, double-clicking on the Reference Text placeholder will display the Paste Special dialog. Choose “Unformatted Text” from the list box. If your copied Reference text contains empty paragraphs (paragraphs that create white space, but contain no visible text) using Paste Special will produce numbered Reference Text paragraphs that contain no text. Delete these unused paragraphs and the section should renumber automatically.

If you are manually typing each reference into your paper, copy and paste a Reference Text placeholder for each reference. Reference Text placeholders will automatically number sequentially and lines after the first line of each reference will indent in line with the first line. Click on each Reference Text placeholder and type the appropriate reference text.

The following examples are meant to illustrate the preferred conventions for describing references.

[1]
Author, “Title,” presented at the AES114th Convention, Amsterdam, The Netherlands, 2003 March 22-25.

[2]
First Author, Second Author, Third Author, “Title,” J. Audio Eng. Soc., vol. ??, pp. ???-??? (Year Month)

2. Submitting convention papers

The AES paper-submission site will convert your file to a PDF file; you can also submit a PDF. If you do submit a PDF, make sure to imbed your fonts and graphics, but do not use password protection. Your PDF should have only Type 1 fonts. Please try to keep the size of the final PDF file below 1 MB. If it is larger try using lower-resolution graphics to reduce the size of the file.

Papers for AES conventions are not edited by the AES editorial staff. Papers will be published in print, on CD-ROM, and on the AES web site exactly as submitted. It is therefore important that authors prepare their manuscripts in accordance with these guidelines.

Photographs and graphic images need to be embedded in the text following the same guidelines as those outlined above for figures and tables. You may need to reduce the resolution of your graphics if the file size of the document becomes too large. The final size of the PDF file after your document has been converted should be 1-2 MB. If it is larger you need to adjust your graphics.

After you have submitted your file to the AES 126th paper-submission site, make sure to print a copy of the converted PDF file. Are the figures easy to read? Did any of the figures or text move from where it was supposed to be? Are the page breaks correct? If the PDF does not look right, you may have to make changes to your word-processing file and resubmit it to the paper-submission site.

3. Content

To ensure that convention papers are consistent with the goals of the AES, the following guidelines shall be considered by authors:

1) Technical content shall be accurate. It should cite original work or review previous work giving proper credit.

2) If the paper describes a product, the content should dwell on the technical aspects of the equipment (circuitry, layout, specifications, functions, and applications).

Company logos shall not be used. Manufacturer’s name and model names or numbers shall not be used in titles and abstracts and should be kept to a minimum in the text (generic descriptions should be used).

The trademark symbol ™ is not permitted. Trademarked names in titles and abstracts should be replaced by generic descriptions where possible. If trademarked names are retained in titles and abstracts, they will not be acknowledged as such. The first time a trademarked name appears in the body text, it may be footnoted. The footnote will state that it is registered, and the name of the owner.

4. REFERENCES

References should be numbered and listed at the end of the text, and should be cited in the text consecutively by number [shown in square brackets].

5. WRITING STYLE

Good grammar should be used and writing should be easy to understand. Superlatives should be omitted. Words and phrases shall not be abbreviated in titles, abstracts, nor the first time they appear in the text.

Metric units according to the System of International Units (SI) should be used. Following are some frequently used SI units and their symbols, some non-SI units that may be used with SI units ((), and some non-SI units that are deprecated (().

	Unit Name
Unit Symbol

	ampere
A

	bit or bits
spell out

	bytes
spell out

	decibel
dB

	Degree (plane angle) (()
°

	farad
F

	gauss (()
Gs

	gram
g

	henry
H

	hertz
Hz

	hour (()
h

	inch (()
in

	joule
J

	kelvin
K

	kilohertz
kHz

	kilohm
k(

	liter (()
l, L

	Megahertz
MHz

	meter
m

	microfarad
µF

	micrometer
µm

	microsecond
µs

	milliampere
mA

	millihenry
mH

	millimeter
mm

	millivolt
mV

	minute (time) (()
min

	minute (plane angle) (()
’

	nanosecond
ns

	oersted (()
Oe

	ohm
(

	pascal
Pa

	picofarad
pF

	second (time)
s

	second (plane angle) (()
”

	siemens
S

	tesla
T

	volt
V

	watt
W

	weber
Wb


6. COPYRIGHT

The top portion of the first page of the convention paper template (AES 126.doc) is copyrighted by the Audio Engineering Society and may not be reproduced without permission. Copyright to the content of an AES convention paper remains with its author. However, when submitting a paper for presentation at an AES convention, the author agrees that the AES Journal will have six months to consider the paper for publication. If it is accepted for publication in the Journal, authors will be asked to execute a transfer of copyright agreement.

END OF INSTRUCTIONS
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