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An abstract of between 150 and 200 words in 10 pt Times New Roman (Italic), justified both left and right. The abstract should contain one or two sentences reflecting the background of your investigation, a sentence with the purpose of the paper, something about the research method used, several sentences giving a clear and precise idea of your main results, followed by one or two sentences mirroring your conclusions. You may need to modify your original abstract when you submit the full paper so as to ensure that the abstract as printed will be a true reflection of your paper.

KEYWORDS: maximum five keywords (style ‘Keywords Exec’)
INTRODUCTION (Style ‘Heading 1’ used for this)

The Executive Summary is to present the key points from your main conference paper. A book of executive summaries will be published for reference during and after the conference. The executive summary must therefore present a concise version of your paper to provide the reader with an understanding of your research.

This set of instructions for authors is adapted from templates used at previous CIB conferences. The intention is to make it easier to produce proceedings that are consistent. The text of these instructions can be used as a template (Style ‘Normal’ used for this). Preferably, authors will adopt and apply this template directly. If authors insist on manually setting up the text, the conference organisers urges the authors to follow the instructions given in this document. 
The length of your executive summary is maximized at 2 pages. The paper may be rejected if it exceeds this limit. 

The main papers will be made available to delegates in electronic format. The executive summaries will be published and available in print format at the conference. 
Headings (Style ‘Heading 2’ used for this)

Set margins at one inch (2.54 cm) up, down, left and right. Do not insert page numbers. Use 10 pt, Justified Italic ‘Times New Roman’ for the abstract and 10 pt, Justified ‘Times New Roman’ in 2 columns for the normal text.

Use one blank 12 pt line between paragraphs (no indentations). Line spacing in paragraphs is single, and alignment is left and right justified. Headings are justified left only. 

Headings should be short and not numbered. First order headings are in BOLD CAPITALS, preceded by one 12 pt blank lines. Second order headings are in Bold type, and these are preceded by one 12 pt blank line. Third order headings should not be used in the Executive Summary.

Bold type is used for the title and headings, but never in the main text. Italics can be used to highlight a word or a few words in the main text as well as for quotations. No manually inserted permanent hyphens in the text, please. Avoid footnotes; if absolutely necessary, they should be numbered and placed at the foot of the page. 

The title

Use 14 pt, ‘Bold Arial Caps’ for the title. Preferably the title should be no longer than ten words. Long titles should be broken up with a subtitle, preceded by a colon (:). The title should provide a maximum of information. In particular, it should indicate somehow whether there is a survey or case study involved or not.

Authors and their affiliations 

See the example above. There is one 12 pt blank line between the title and the author name line. After the last e-mail address, there is two 12 pt blank line and then follows the Abstract. 

Tables and figures 

Titles of tables and figures are to be placed above the object. Any table or figure is preceded by 2 blank lines, followed by the table or figure heading, another blank line, and then the first horizontal line. Tables and figures are followed by 2 blank lines. Do not centre tables or figures. An example of a table is given here. See Table 1.

Table 1: Title of Table (Style ‘Table Heading’ used for this).
	Category
	Area (sqm)
	Response rate (%)

	Housing
	230,000
	58.5

	Manufacturing
	410,400
	87.4

	Retail
	123,000
	62.0


No table or figure may appear earlier in the text than the explicit reference to it does (e.g. ‘See Table 2.’). Tables are numbered consecutively (Table 1, Table 2, …) and so are figures (Figure 1, Figure 2, …). There should be no vertical lines in tables, only horizontal.

Figure 1: Construction business system. Source: Gann & Salter (2000:960). (Style ‘Figure Heading’ used for this).

[image: image1.emf]
Figures must be readable (not like the example given here!). Please take into account that text will be downscaled some 20 % in the printed version.

Graphs should be two dimensional and have no shadows. Colour should not be used, as the proceedings will be printed in black and white.
Hyperlinking

Do not use hyperlinks within the text as the Executive Summaries will only be provided in printed format.

Conclusions

This section should bring together the paper with the conclusions of the research. It should raise any key issues that are posed by the research that may provide interesting discussion at the conference sessions.
Future work flowing from the research may be mentioned but should be kept to a minimum in the Executive Summary. 
REFERENCES

It is good to have source references for all statements that can be expected to raise doubts among readers and that do not follow from an empirical investigation reported in the paper itself. References to other publications must be complete and in APA style, exactly as the following examples.

Within the main text, references are either written as (Smith, 2003) or given as ‘Smith (2003) has found that […]’. If there are two authors, use ‘&’ between their surnames e.g. (Gann & Salter, 2000). Three or more authors are referred to as (Jones et al., 2002) or ‘[…] as Jones et al. (2002) claim […]’. If the reference is to a particular item please add a page reference (Brown, 2003: 231).

After the conclusions in your paper, there are the REFERENCES. Please check that all your references in the main text correspond to your final list of references. These are ordered alphabetically, with 1 blank line between them. Use Style ‘References’ for this list. They should contain full bibliographical details and journal titles should not be abbreviated. For more than one publication by the same author(s) in the same year, use a, b, c and so on after the year of publication: 2001a, 2001b etc.
Books (monographs) must follow this pattern:

Cheeseman, K. (2002). Waste minimisation – a practical guide. London: Chadwick House Publishing.
Articles in scientific journals:

Seydel, A., Wilson, O. D. & Skitmore, R. M. (2002). Financial evaluation of waste management methods: a case study. Journal of Construction Research, 3 (1), 167-179.

References to web materials should be avoided, but if necessary to use, they should follow this pattern: 

Escapist, A. B. (2003). Flexibility in prison cells. Webpage accessed dd-mm-yyyy at: http://www.inmateescapes.org/flex/ 

