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Abstract. This document provides detailed guidelines for preparing an extended summary of the PhD thesis. Use this file as a document template using Microsoft Word 6.0 or later version.
Keywords. Up to five keywords or phrases in alphabetical order, separated by commas.

1 General type setting

1.1 The page

The manuscripts should be prepared using the A4 paper size, and the following margin settings: Top: 30 mm; Bottom: 30 mm; Left: 30 mm; Right: 30 mm; Binding: 0 mm. The resulting type area will be 150 ( 237 mm. 

1.2 Typefont, typesize and spacing

Each text part should be formatted according to the tags provided in this template. Note that both “paragraph tags” and “character tags” are available. Use Garamond, 12 pt size on 14 pt line spacing for the normal text (“Standard;text” tag), and italics for emphasized text (“Emphasis” tag).

Use roman typeface except for parameters, functions and variables in mathematics, which should all be in italics (“Math” tag) and for vectors which should all be in bold  (“Vector” tag). Note that mathematic operators, such as log, sin, cos, ln, max., d (in dx), etc, should also be in roman. 

2 Layout of text

2.1 Text and indenting
All text, figures, tables, etc. should fit exactly in the type area. Do not add a line space between lines or paragraphs, the tags provided in this template already include the appropriate vertical spacing. First lines of paragraphs should de indented 4 mm.

Exceptions will be:

· before and after a list a 7pt vertical space (“Half Vspace” tag) is needed;

· paragraphs after a heading or a blank line should not be indented (“First paragraph” tag);

· equations should be indented 15 mm (“formula” tag).

Moreover, when listing facts, use the “List numbering” tag.
2.2 Headings

2.2.1 Heading levels

Use no more than three heading levels (primary, secondary and tertiary), formatted according to the tags provided in this template.

2.2.2 Heading separations

Primary, secondary and tertiary headings are separated from a preceding normal text paragraph by 2 blank lines (28 pt), 1.5 blank line  (21 pt), and 1 blank line (14 pt), respectively. All headings should be separated from the following text by a ½ blank line (7 pt).

Separation between two headings should be ½ blank line (7 pt). In the Word program this has to be adjusted manually: place the cursor on the heading that follows, select Paragraph in the Format menu, and change the setting for “spacing > before”, to 0 pt.
2.3 Equations

Use the equation editor of the selected word processing program. Equations are indented 15 mm from the left margin (“formula” tag). Number equations consecutively and place the number with the tab key at the end of the line, between parentheses. Refer to equations using these numbers in parentheses. See for example Equation (1) below:
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(1)

where (t) = strain; (t) = stress; J = creep compliance and J0 = instantaneous compliance.

2.4 References

A numbered list of all references, in the order they actually appear in the text, should be placed at the end of the text, underneath the heading References (“Reference title” tag). The reference list should be typed in 11 pt size on 13 pt line space. The “Reference text” tag provides the appropriate text layout. Citations in the text should be made placing the reference number in brackets [1]. A few examples of reference items are listed at the end of this file.

2.5 Cross referencing and notes

Cross references in the text should not be abbreviated: Figure 1, Figures 2–4, 6, 8a, b, Equation 1, Section 2.1. Cross references between parentheses should be abbreviated: (Fig. 1), (Figs 2–4, 6, 8a, b), (Eq. 1), (Sec. 2.1).
Footnotes should be avoided. Insert the information in the text. In tables the following reference marks should be used: *, **, etc. and the actual footnotes should be set directly underneath the table.

3 Tables, figures and pictures

3.1 General layout

Tables and figures should:

· fit within the type area width;

set flush on the left;

· be numbered consistently throughout the paper (ﬁgures and tables are numbered separately);

· be placed at the top or bottom of the page; 

· have an in-text reference;

· appear within the same section as their ﬁrst text reference.

A ﬁgure or table should not precede its ﬁrst text reference unless they both appear on the same page. Leave two blank lines (28 pt) between the actual text and figure or table (including caption). Never place any text side by side with a figure or table, and avoid placing text between figures or tables as readers might not notice it.

3.2 Tables

The available Table model should be used. Avoid abbreviations in column headings and indicate units in the line immediately below the heading. Explanations should be given at the foot of the table, not within the table itself. Use the “Table text” tag (11 pt size on 13 pt line space).
Make a reasonable use of horizontal rules. For example: one above and one below the column headings and one at the foot of the table. Avoid vertical rules. Align the first column to the left and start each heading with an initial capital. 

Place the caption above the table, within the same width. Use the “Table caption” tag (11 pt size on 13 pt line space). See for example Tables 1 and 2. 
Table 1. Level of service standards.
	Level of service
	Description of standard*

	
	Quality and comfort
	Flow condition
	Delays

	A
	Excellent
	Free
	None

	B
	High
	Stable
	Very few

	C
	Good
	Stable
	Acceptable

	D
	Adequate
	Unstable
	Barely acceptable

	E
	Inadequate
	Unstable
	Unacceptable

	F
	Unacceptable
	Cross flows
	Service breakdown


*Adapted from IATA.
3.3 Figures

Figures, photographs, etc. can be in black/white or full color. Keep figures as simple as possible avoiding excessive notes and designations. Use roman typeface for titles and labels. Photographs should be with good contrast. Photographic reproductions cut from books or journals, photocopies of photographs and screened photographs are unacceptable.

As a general rule, graphic objects created with external applications, such as diagrams, graphs or photos, should be pasted “as images” inside the document. Please take care of the file dimension: adjust image size before importing. The Layout Editor may require you to send the original graphics as a separate file.

Place the caption underneath the figure, within the same width. Use the “Figure caption” tag (11 pt size on 13 pt line space). See for example Figure 1.
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Figure 1. Specimen air void distribution (Ø = 100 mm)
Table 2. DCP test results. Lot averages and standard deviations (in parentheses).

	Lot
	Test
	Lime Stabilization
	Untreated Subgrade

	
	
	Thickness
	CBR
	Modulus*
	CBR
	Modulus*

	ID
	N
	mm
	%
	MPa
	%
	MPa

	G-1
	9
	336 (38)
	26 (8)
	260
	6 (2)
	60

	G-2 
	10
	366 (70)
	25 (3)
	250
	7 (3)
	70

	R
	4
	395 (6)
	23 (4)
	230
	6 (1)
	60

	TOTAL
	23
	359 (55)
	25 (4)
	250
	6 (2)
	60


*E = 10 CBR

4 Units and symbols

Use the official SI notations. Apply the following general principles and recommendations:

roman (upright) typeface, in general lower case, is used for the unit symbols. However, if the name of the unit is derived from a proper name, the ﬁrst letter of the symbol is in upper case. 

· unit symbols are unaltered in the plural and are not followed by a period;

the product of two or more units is indicated by means of either a half-high dot (that is, centered) or a space. The half-high dot is preferred, because it is less likely to lead to confusion (for example: N·m or N m);

· an oblique stroke or negative exponents may be used to express a derived unit formed from two others by division (for example: m/s, m·s-1). The oblique stroke must not be repeated on the same line unless ambiguity is avoided by parentheses. In complicated cases negative exponents or parentheses should be used (for example: m/s2 or m·s-2 but not: m/s/s).

In the expression for the value of a quantity, the unit symbol is placed after the numerical value and a space is left between the numerical value and the unit symbol. The only exceptions to this rule are for the unit symbols for degree, minute, and second for plane angle: ° , ’ , and ” , respectively, in which case no space is left between the numerical value and the unit symbol (for example: α = 30° 22’ 8”). This rule means that the symbol °C for the degree Celsius is preceded by a space when one expresses the values of Celsius temperatures (for example: T = 30.2 °C but not T = 30.2°C).
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Appendix A List of style tags

An appendix may be provided for additional material the Author does not wish to include in the main article sections. 

The following list briefly summarizes the style tags used in this document:

· Abstract (paragraph);

· Abstract title (character);

· Affiliation (paragraph);

· Appendix (paragraph);

· Author (paragraph);

· Editorial process (paragraph);

· Emphasis (character);

· Figure (paragraph);

· Figure caption (paragraph);

· First paragraph (paragraph);

· Formula (paragraph);

· Greek (character);

· Half Vspace (paragraph);

· Heading 1 (paragraph);

· Heading 2 (paragraph);

· Heading 3 (paragraph);

· horizontal rule (paragraph);

· Keywords (paragraph);

· Keywords title  (character);

· License (paragraph);
· List numbering (paragraph);

· Math (character);

· Normal (paragraph);

· Paper title (paragraph);

· Reference text (paragraph);

· Reference title (character);

· Table caption (paragraph);

· Table text (paragraph);

· Vector (character).
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