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CHECKLIST FOR MANUSCRIPT SUBMISSION
Note: All manuscripts must adhere to this checklist.

1. General:
· All text is in 10 point Arial.
· Either UK English or US English has been consistently used throughout
· Format is adhered to.
· Trade-names are not mentioned in the manuscript.  Company or Organization names may however be included under "Acknowledgement" only.
· Footnotes are not used in the text of the manuscript. (Footnotes could be used in the tables).

2. Paper Length:

· Maximum 8 pages
· Even number of pages (e.g 6 or 8 pages)
· Margins of 25 mm are used all around in the page
3. Title of Manuscript:
· 12 pt bold, upper case
· Maximum 90 characters, including spaces; maximum 2 lines.

· 2 blank lines are left below title (single spaced).
4. Authors’ Names:
· 10 points
· First (and middle) initial (s), followed by last name
· Titles are not included
· Authors from the same organization are grouped together

· One blank line is left between groups of authors

5. 
Authors’ Affiliation/Address:

· 10 points
· Mailing address, maximum 2 lines
· E-mail addresses are included
6. 
Abstract:
· 10 pt, single-line spacing
· Maximum 200 words

· Does not exceed the first page of manuscript

7. 
Main Headings:
· 10 pt bold, upper case
· Separated from preceding text by 20 pt
· Separated from subsequent text (or from Secondary Heading, if applicable) by 12 pt
· Maximum 1 line

8. 
Secondary Headings:
· 10 pt bold non-italic, upper and lower case (e.g., Analysis and Discussion)
· Articles and conjunctions such as “and”, “the”, “on”, “of”, should begin with a lower case
· Maximum 1 line
· Separated from preceding text by 12 pt, and from subsequent text by 12 pt.
9. 
Tertiary Headings: (avoid if possible)
· 10 pt bold, sentence case (i.e, only 1st character should be in upper case), followed by the section text on the same line after a colon.
· Separated from preceding text by 12 pt
· Do not use more than three levels of headings

10. 
Text:
· 10 pt Arial, single-line spacing, full justified
· Paragraphs do not have their first line indented

· One blank line between paragraphs

11. 
Illustrations:
· Caption heading in 10 pt bold, centered below figure
· Photographs are in high resolution, sharp enough for reproduction
· Illustrations are embedded after paragraph in which they were first mentioned
· Lines in drawings are at least 0.2 mm thick

· All text inside the illustrations is at least 10 pt Arial
12.

Tables:
· Tables are centered; no text to wrap around the tables
· Caption heading in 10 pt, centered above table
· Text in 10 pt Arial; numbers in 10 pt non-italic
· Tables are embedded after paragraph in which they were first mentioned
· Tables are not split over two pages

13. 
       Mathematical Text:

· All symbols are in italic.
· All numbers are non-italic (e.g., 0.5 fy)
· All equations are centered and numbered in sequence.
· All equation numbers are right justified. 
· All equations are mentioned in the text immediately preceding them.
14. 
References:

· References are cited by numbers in square brackets in text only. Do not indicate references in Section Headings.
· References are listed numerically in the sequence they are cited.
· All references are cited in the manuscript.
· Reference follow the format in the attached template:
Reference 1 – Example of Book

Reference 2 – Example of Journal Paper

Reference 3 – Example of Conference Paper
Reference 4 – Example of Websites [References to websites should include title of document, web address (complete URL), date of document (if available), and date accessed by the author].
