Guidance for Session Chairs for editing of SVEPM Proceedings
Dominic Mellor 2006 (updated by Ed Peeler and with notes from Alex Russell); updated by Kristien Verheyen 2013
General

The idea is to produce as high quality and professional looking proceedings as we can. The following are things that I have found to be the best way to deal with the commonest problems that occur. If the authors use the template, the paper should be formatted correctly. If the authors did not use the template please send the manuscript back as this will create enormous trouble during collation of the papers. In the template, formatting is achieved by creating standard blocks which the authors can fill in with the relevant material. These blocks have assigned the respective Word format styles starting with an *. The formatting style requires the correct spacing before and after blocks. If you identify superfluous spacing or carriage returns, please delete them.
In some places below I’ve tried to give a few examples of what is wrong (red) and right (blue).  What I have written here corresponds to the template and instructions provided to authors. It is important to emphasise that everything is set to ensure high standards and consistency. Subsequent changes will need to be made with care to make sure that what authors are asked to do is consistent with what we are trying to achieve as editors.

When you get the paper

As soon as you can after receiving each paper, have a general read through and make sure that there are no gross errors, inaccuracies, ambiguities, missing chunks etc. in the paper and that it is of a sufficient standard, i.e. not too elementary. Also check that the paper is not too short and not too long (authors are given 6-12 pages as a guide). Make sure that the authors have used the template and that the paper is generally formatted correctly. If it fails on any of these points, send it back to the authors and ask for a rapid resubmission addressing the points you have raised in full. (NB. This is not a formal peer review, so it need not be as searching or critical as you would apply to a journal paper).

KV addition: 

Initial quick formatting check: 

· Please check if all segments are assigned with the correct formatting style (even if that appears strange in the turn), to allow straight collation later. Please consider that details in type setting may disappear when you assign new format style.

· The styles already afford the following:

· Make sure the whole document is justified, including references (except title, authors and legends to tables and figures which are centred).
· Check title page formatting: 60pt space before title, title double-spaced if over more than one line, one blank line between title and authors, authors single-spaced if more than one line, two blank lines between authors and SUMMARY. Corresponding author marked with * (not 1) and footnote font size 12 and justified.  

· Check spacing between headings, tables and figures throughout document.
· Check indentation for new paragraphs (0.5cm) and references (hanging by 0.75cm).
· Check Table footnotes are denoted a, b, c, … and nothing else.

· Delete full stops at the end of references.
· Check that there is a full stop after the (year) in references. 
· In my experience, the references always require most work in term of correcting formatting for consistency, so please check author guidelines provided (which have been updated to provide more detailed instructions, so hopefully less work for sessions chairs!).   
Content

It is not fair to make changes to the text that might change interpretation of the authors’ meaning without asking them, so if clarification is needed, ask them. However, the following can be done without consultation as they are really just making the manuscripts conform with our stated style (which is given in the guidance to authors).

1. Improve English where necessary (if it does not change the meaning of the sentence).

2. Improve punctuation where necessary.

3. Correct grammatical errors where you identify them: e.g. split infinitive​ - …to explicitly model both animal and farm … should be - …to model farm and animal explicitly… and so on.

4. Make sure that tense is correct – almost always the past tense unless referring to Tables or Figures, e.g. “…data are presented in Table 1.”.

5. Remove/correct all references to the first person: …we modelled animal and farm… should be …animal and farm were modelled… and …our model… should be …the or this model…

6. Ensure that references in the text match those in the reference list. Check that all references in text are in the reference list and, vice versa, that there is at least one reference in the text for each reference in the list. 
7. Spell-check and correct spelling throughout using the correct (i.e. English) spellings and eliminating (vile) Americanisms such as fetus, feces, hemorrhage, diarrhea, esophagus, carcass etc.… for foetus, faeces, haemorrhage, diarrhoea, oesophagus, carcase etc. Similarly ensure ‘practice’ is spelt with a ‘c’ when a noun and ‘s’ when a verb (American English uses ‘s’ throughout’, ditto advice, licence). In this context note that ‘impact’ is not a verb and one thing cannot impact another, but it can have an impact on another.  Also note that it is bad English to write that …a will likely cause b… and that …a is likely to cause b… is much better. I could go on, but I hope you see what I mean.

KV Note: A good way to check for American spelling is to use the ‘Find’ function in Word (ctrl+F) and look for “ize”, “ization”, “yze”, “aze” etc. It won’t pick up everything but does pick up the common ones (e.g. analyze, summarize, hypothesize etc). 
Further guidelines from Alex Russell

‘Circumstances’ are things that stand around (from the Latin) so under the circumstance is wrong, in the circumstances correct.
‘Premises’ can be singular or plural but each has a different meaning. A singular premise is the starting point in an hypothesis. Plural premises are buildings, and it is incorrect to use the singular in this context.

‘Different to’ is wrong – it is ‘different from’.

‘Less than 10 pigs’ is wrong. Pigs are indivisible so ‘fewer than 10’ is correct.

‘Alternate’ is first one then another. ‘Alternative’ means either is acceptable.

Note the difference between ‘suck’ and ‘suckle’ (the former done by the infant the latter by the mother).

Formatting

This is usually the most time consuming and tedious and I strongly suggest that you save a backup copy of the paper before embarking on this.  Please use a previous proceedings as a reference for how the papers should look. The most efficient approach is to apply the template if it has not been used by the author.

1. Remove all section breaks if you can (replace with page breaks where necessary) as these really mess up the pagination when it comes to formatting the whole thing into one big document.  The ONLY place where section breaks should not be removed is where the authors have included a landscape page for a table or figure.

2. The following points are already achieved if the associated text formatting style is selected

a. Ensure that text is justified throughout the paper, including references.

b. Times New Roman size 12 except for table footnotes, which should be size 10. Author contact details on first page should be font size 12. 
c. Title: should be all upper case (no bold, but organism names should be italicised), centred and double spaced with 60pt spacing before first line.

d. Author names: (should be a single blank line between this and the title) all upper case, centred and single spaced if the names extend beyond one line.  Link between last two authors should be …AND… not …&…, first author affiliation (including email address) should appear as a first page footnote below a short line.  The reference to the foot note should be …*… not …1… and the footnote should be size 12 font and justified.

e. Ensure that there are two blank lines between the author names and the first 1st degree heading, which will always be SUMMARY.

f. Ensure that 1st degree headings (SUMMARY, INTRODUCTION, MATERIALS AND (not &) METHODS, RESULTS, DISCUSSION, ACKNOWLEDGEMENTS, REFERENCES) are in all papers, are always upper case and are always separated from the previous section by two blank lines and from the subsequent text block by a single blank line.

g. Ensure that 2nd degree headings (denoting subsections within 1st degree headings) are in lower case (capitalise first word) underlined and are always separated from the previous 1st degree heading or text block by a single blank line and from the subsequent text block by a single blank line.

h. Ensure that all new paragraphs are separated by a single blank line and indented by 0.5cm.

3. Ensure that 3rd degree headings (denoting subsections within 2nd degree headings) are in lower case underlined and are always separated from the previous 2nd degree heading or text block by a single blank line and form the first part of the first line of the new paragraph separated from the subsequent text by a colon.

Tables

4. Ensure that tables are numbered sequentially throughout, i.e. 1, 2, 3 and so on.

5. Ensure that the table title appears above the table, lower case, centred, single spaced, separated from the table by a single blank line.  The title should begin e.g. Table 1. Model of animal and farms (please note capitalisation of Table and of first word of title and position of full stop after 1 – this is correct, anything else is not).

6. Ensure that there is at least one reference in the text for each table. Referring to the table in the text should always be to Table 1, whether at the beginning or middle or end of a sentence.

7. Table footnotes should match references in the table and should appear indented 1cm immediately below the table in Times New Roman size 10. 
8. The table should be centred on the page (doesn’t necessarily mean that the data in the columns should be centred).
9. The table (including footnotes) should be separated from the subsequent text by a single blank line except when the subsequent text is a 1st degree heading, in which case there should be two blank lines.

10. Get authors to break up tables if they extend over two pages or are too wide for the margins etc. (this does sometimes happen).

11. Some tables will be landscape, which is OK. Same rules apply, although the paper text should not continue on these pages – i.e. they are stand-alone pages and therefore the table should justify the space.

12. Ensure that the width of the tables do not exceed the width of the body of the text if possible as otherwise part of the table may be bound in the proceedings book.

Figures

13. Ensure that figures are numbered sequentially throughout, i.e. 1, 2, 3 and so on.

14. Chose Format style to ensure that the figure title appears below the figure, lower case, centred, single spaced, separated from the figure by a single blank line. The title should begin e.g. Fig. 1 Model of animal and farms (please note capitalisation of Fig. and abbreviation of it and capitalisation of first word of title and position of full stop after Fig. and not after 1 – this is correct, anything else is not).

15. Ensure that there is at least one reference in the text for each figure. Referring to the figure in the text should always be to Fig.1 unless at the beginning of a sentence, in which case Figure 1 is correct.

16. Figure foot notes should appear indented 1cm immediately below the figure in Times New Roman size 10.

17. The figure should be centred on the page.

18. The figure (including footnotes) should be separated from the subsequent text by a single blank line except when the subsequent text is a 1st degree heading, in which case there should be two blank lines.

19. Get authors to adjust/remove/replace figures if they extend over two pages or are too wide for the margins or look dreadful etc. (this does sometimes happen even though the instructions inform authors that the final booklet is reduced to half size black and white).

20. Some figures will be landscape, which is OK. Same rules apply, although the paper text should not continue on these pages – i.e. they are stand-alone pages and therefore the figure should justify the space.

21. Remember that the proceedings are printed in black and white so any colour figures and reference to colour in the figure title/legend should be avoided. It is possible to have colour figures in the CD version of the proceedings; if this is desired the authors will have to provide a separate figure (in black and white, with appropriate legend) for the printed proceedings and a colour figure (with amended legend) for the electronic version. This means more work for the JVP compiling the proceedings though, so try to avoid if at all possible!

Equations

22. Ensure that equations are numbered sequentially throughout, i.e. 1, 2, 3 and so on.

23. Ensure that equations are separated from previous and subsequent text by a single blank line, unless followed by a 1st degree heading, in which case two lines should separate.

24. Ensure that equations are centred on the page with relevant number in parentheses right justified on the same line. I do this by right justifying the whole thing and then using tabs to separate equation and number until it looks like the equation is pretty much in the centre of the page (if you switch on the formatting marks on the standard toolbar and look at the example below, hopefully you will see what I mean).

dSf/dt = s – mybfSfIf – sSf



(1)
25. Ensure that there is at least one reference in the text for each equation. Referring to equations in the text should always be to Eq.(1) unless at the beginning of a sentence, in which case Equation 1 is correct.

References

26. Ensure that references are not numbered, but listed alphabetically in the list at the end.

27. In the text, the author’s name and year should appear in parentheses, e.g. (Milazzo, 1963), if the author’s name is not part of the sentence. If there are multiple references at any place in the text, they should appear in date order, earliest first. Ensure that ampersands have been used in the text for papers by two authors (e.g. Smith & Jones, 1983). If the author’s name is part of the sentence, only the year should appear in parentheses, e.g. as listed by Doe and Doe (1949). If three or more authors are listed for a publication, ensure that ‘et al.,’ is used e.g. (Abott et al., 1971) (note that the full stop after et al. is important and should be there).

28. Ensure that the complete reference citation is provided, i.e. author, date, title, journal (or publisher and city), volume and total pages. Follow these models:

Abbott, C.D., Jones, J.R. and Smith, B.J. (1971).  Carbon and its chemistry.  Trans. of      the ASAE 14, 88-91

Doe, J.B. and Doe, R.C. (1949).  New light from old radioactive carbon.  J. Amer. Biol. Soc. 34, 273-305

Milazzo, G. (1963).  Electrochemistry.  Elsevier Publ. Co., New York, N.Y. 708p

NOTE that and not & separates the last two authors and that there is no comma after the penultimate author; there should be a full stop after the date parentheses and no full stop after the page numbers. References should be single spaced, with the second and subsequent lines indented by 0.75cm, separated from one another by a single blank line and justified.

29. It is not acceptable to include references to papers that are “submitted” or “in preparation”. If authors wish to refer to unpublished work this should be referred to as such in the text (e.g. “unpublished data”) but not included in the reference list at the end (the rationale being that the paper may be rejected, or rejected by the journal to which it was submitted, so the reader may never have access to the information referred to). Papers “in press” can be included. 

For further guidance please refer to:

SVEPM_Authors_Notes_for_Guidance_2017
SVEPM Proceedings Template (updated 2017)
