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Paper preparation standards
Introduction
Please use the following standards when preparing your paper to the International CAA (Computer-Assisted Assessment) Conference 2012.

As well as this list of standards, we provide templates and example papers in Word 2003 and 2007 formats. Please see the conference website: http://caaconference.co.uk/.
Maximum word count

3,500 words.
Page Setup
A4 portrait page with the following margins:

· Top: 3 cm.
· Bottom 2.54 cm.
· Inside: 3 cm, (to allow for binding).
· Outside: 2.54.
Mirror margins for left and right pages.
Anonymised content

Proposals will be reviewed through a double-blind process. Please avoid where possible any identifying information in the proposal. At least, leave the authors and institutional affiliations blank on submission (but leave appropriate space on the paper!); you will restore these after acceptance when preparing camera-ready copy.
Styles
	Name
	Format 

	Abstract heading
	Arial Bold 14 pt, left aligned, space before 30 pt, space after 12 pt

	Abstract text
	Tahoma Italic 12 pt, left justified, paragraph indents of 1 cm each side, space before 12pt space after 24 pt

	Author Names
	Arial Bold 14 pt, bold, 2.5 cm indent on left and right

	Body text
	Tahoma 11 pt, left justified with 6 pt space after the paragraph

	Bullets
	Tahoma 11 pt 6 pt space before first bullet and between each bullet,6 pt space after last bullet, hanging 0.7 cm, left aligned, no indent, round bullet

	Captions for tables, figures etc., 
	Tahoma Bold, 10 pt, centred, space before 6 pt and after 12 pt

	Footer
	Tahoma 10 pt. See conventions for contents of footer

	Header
	Please leave blank

	Heading 1
	Arial Bold 14 pt, right aligned, space before 18 pt, space after 12 pt, followed by Body text

	Heading 2
	Tahoma Bold 13 pt, right aligned, space before 12 pt, space after 6 pt, followed by Body text

	Heading 3
	Arial Bold 12 pt, right aligned, space before 12 pt, space after 6 pt, followed by Body text

	Table heading
	Tahoma Bold 10 pt, left justified with 3 pt space before and after the paragraph

	Table text
	Tahoma 10 pt, left justified with 3 pt space before and after the paragraph

	Table bullets
	· Round bullet, Tahoma 10 pt, right aligned, 0.7 cm hanging
· Space before 3pt and between bullets

· Space after last bullet 3pt

· No punctuation at end

	Title of Paper
	Arial Bold 18 pt, centred, 1 cm indent on left and right


Conventions
Abbreviations

e.g., i.e., etc., CAA

Author names and institutional affiliations

Omit author names and institutional affiliations in the proposal submission.  Add the names and affiliations only after acceptance when preparing camera-ready copy.  Add an email address for the lead author.
Bullets

· Start with a capital letter.

· End with full stop.

Capitalisation

· Headings: use a capital for the first letter in each key word. For example, ‘Introduction to E-Assessment Management’.

· Title of institutions such as The University of Southampton.

Footers

Author names at inner edge and page numbers at the outer edge on final paper.
File naming 

Paper title_authors’s initials_institution_version number.
The Programme Committee will rename the file to a three-digit number when sending the paper or poster abstract out for blind review.

Version numbers: start with v0.1. Version 1 will be the final one used for conference.

Headings

Remove any spaces before the first heading on a page so that it sits on the top line. Apply other headings according to template.
Language

UK English.
Page numbers

Insert page numbers on outer edge using the simple style i.e., 1, 2 etc.
Poster preparation standards

Abstract

If you are submitting a poster proposal, provide the abstract only.  Delete all other headings and body text.

CAA logo

Add the CAA 2012 logo to your poster:
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File naming 

Poster title_authors’s initials_institution_version number.

The Programme Committee will rename the file to a three-digit number when sending the poster abstract out for blind review.

Version numbers: start with v0.1. Version 1 will be the final one used for conference.

Size

Posters should be size A0 and portrait orientation.
CAA 2012 Presentation Standards
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