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ABSTRACT 
Write the paper in Times New Roman size 10, justified text, single spacing. 
Use “letter size” paper format (8 ½ x 11 inch) 
Use a maximum of six (6) pages.  
The abstract should not exceed the first page.  
At the end of the abstract, enter the keywords of the paper, then leave a single line-spacing. Go to Page Layout, 
select “Breaks” then select “Continuous“. This will create a section break. Go to “Page Layout” again, select 
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1. HEADING 

Write the headings in Times New Roman size 11 
all in upper case (capital letters). Number the section 
headings 1, 2, etc. Indent all new paragraphs by ¼ 
inch without leaving line spacing between 
paragraphs. Write the text of the paper in Times New 
Roman size 10, single spacing, justified. 

Cite the references by the author’s name 
followed by the year, e.g. Smith, 1999. For papers 
co-authored by two, cite the names of the two 
authors, e.g. Smith and Bradley, 2011. For papers 
with multiple authors, cite the first authors name 
followed by et al. for example, Smith et al., 2011. 
 
1.1 Tables 

Leave one line spacing between sections. 
Subheadings should be in Italic letters. Tables should 
fit in one column as shown below and the data should 
be entered in Times New Roman size 9. Write the 
table caption in size 9 above the table as shown 
below. 
 
Table 1: Sample dimensions 

Sample ID Length (mm) Diameter (mm) 
A24   
A26   
B34   
B36   
C12   
C45   
C60   
D10   

If the table doesn’t fit in one column, insert 
“Continuous break” then select “One” page format. 
After you place the table, return to 2-colum format.  

1.2 Figures 
Figures should be neat, clear and legible. Avoid 

captions with very small font. The minimum size font 
in a figure is 8 New Times Roman. Figure captions 
should be centered in the column; see example 
below. The maximum figure width is 3”. Figure 
caption should be written below the figure. Leave a 
line-spacing after the figure caption. 

 

 
 

Figure 1: Plan view of level 3800 showing different 
geological units 
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