Instructions for eceee Summer Study papers 
with oral presentations
Dear eceee author,

We kindly ask you to strictly follow both the simple instructions and the calendar given below: this will ensure that the proceedings become a useful and attractive publication, ready in time for the conference. 
Deadlines

Submit all papers in the online submission system.

16 January 2017
The deadline for submitting your draft paper in the online system. It will be forwarded to your panel leaders and reviewers. 

13 February 2017
You will receive comments on your paper from your panel leaders and reviewers.
27 February 2017
Authors with major corrections need to upload a new draft for the panel leaders to review.
13 March 2017
Final papers are due in the online system to be included in the proceedings. 

No guarantee can be given on the acceptance of late papers!
Formatting instructions

General formatting rules and instructions

You must write your paper in English. Your paper should include:

· Paper ID number

· Title

· Authors & affiliation, address and email

· Abstract (maximum 2,000 characters)

· Any figures & tables

· Reference section (bibliography)

· Glossary (if applicable)

Note: Your draft and final paper must use the Word manuscript template provided for formatting! 

Length: Your paper should be maximum 12 pages long including everything (figures, tables, title, references, etc.) when you use the Word template we have provided. A 100 Euro surcharge per additional page in the final version will be applied. 

Draft papers: Submit only an electronic copy of your draft paper. 

Final papers: Submit an electronic copy and a printed hard copy of your final paper. (The hard copy is important to help us avoid problems with special characters and similar issues in the typesetting process.) Do not send the hard copy by registered mail – just use plain mail or courier.
Word template, typesetting and important notes

Please use the Word template provided when producing your paper. This is an empty Word file with pre-formatted styles such as “body text”, “heading 1”, “heading 2”, etc. Please do not number headings. Note that all papers will go through a layout process and the final look will be different from the one you submit as a final paper using the template. However, it is very important that you use the template and format your paper with the style sheets, since this will speed up the typesetting process and reduce the risks for errors. You will find below, in pages 3–4, examples of the styles to be used.

Tables and figures

· Leave tables and figures in the body of the text. We will contact you if a problem arises. Do not let the text flow around tables and figures.

· Please be careful when you typeset tables. These will not go through a layout process, but will be imported as images into our design software. Therefore, the tables will look the same in the final product as in the final Word file you provide.

· Please avoid graphs with many colours or a number of grey scales. Instead, use simple and easily printable patterns to mark differences between bars, in flow charts, etc. Remember that the printed proceedings will be in black and white – do not refer to colours in your figures.

· Please send original files for figures (such as tiff, jpeg, etc.) in your final paper to papers@eceee.org.

· If you have footnotes or other comments to your table, these must be placed immediately below the table, NOT in the footer together with other references. Do not use footnotes in table headings and figure captions.
References/notes

You may use either of two systems – in short, use the system you feel comfortable with, but use it consequently:

· Footnotes (and, if you prefer, with a bibliography in the reference section at the end of the paper); or,
· The system with authors name and printing year in parenthesis included in the body of the text, e.g. (Smith 1998). Here, full references shall be given in the reference section towards the end of the paper, and the publications shall be listed in alphabetical order.
Currency and metrics

· Please use Euro in your paper. If your calculations and figures are already based on another currency, it is not required to convert everything into Euro; however, you must convert a few key figures in Euro (in parenthesis) to ensure understanding and permit comparisons. 

· Please use the SI (metric) system when referring to energy intensity, fuel consumption etc. Sometimes, it may make sense to keep original units. If so, please provide a “metric translation” in parenthesis.
Equations

If you use a MathType or similar specialised software which allows export of equations as images, please export equations as EPS files and send us each equation as a separate file as well.
Some final words

Please edit your final paper carefully before sending it. Let a professional proof-reader go through it if possible, since we do not have the capacity to proof read your paper before publishing it with regard to spelling mistakes, etc.
IMPORTANT: Please mark out all special characters preferably with a highlighter on the printed final paper hard copy. This will help us to maintain the correct formatting all through the production process. 

Draft papers must be uploaded in the system no later than 16 January 2017. For final papers, an electronic version must be uploaded by 13 March and one paper copy sent by ordinary mail to:


eceee secretariat

Sveavägen 98 IV
Phone: +46 8 673 11 32

SE-113 50 Stockholm
Fax: +46 8 673 04 44

Sweden

papers@eceee.org 

paper ID # + First author name
This is the Title: Please use the style [_eceee - Title]

Author one – Use style [_eceee - Author] for author name AND affiliation

Address and affiliation,

Sveavägen 98

SE-113 50 STOCKHOLM

Email: test@example.org

Author two – Use style [_eceee - Author] for author name AND affiliation

Address and affiliation,

Sveavägen 98

SE-113 50 STOCKHOLM

Email: test@example.org

Abstract  [_eceee - heading 1]

[_eceee - Body text] All papers will be imported in a desktop publishing software application. If you help us format your final paper by applying the pre-formatted styles in the Word template, you will help us speed up the work and ensure high quality.

Do not insert extra line breaks between paragraphs in the body text or between headings and body text!

Introduction [_eceee - heading 1]

[_eceee - Body text] All papers will be imported in a desktop publishing software application. If you help us format your final paper by applying the pre-formatted styles in the Word template, you will help us speed up the work. All papers will be imported in a desktop publishing software application. If you help us format your final paper by applying the pre-formatted styles.

[_eceee - Body text]  All papers will be imported in a desktop publishing software application. If you help us format your final paper by applying the pre-formatted styles in the Word template, you will help us speed up the work. All papers will be imported in a desktop publishing software application. If you help us format your final paper by applying the pre-formatted styles.

Heading level 2, please use the style [_eceee - heading 2] 

[_eceee - Body text] All papers will be imported in a desktop publishing software application. If you help us format your final paper by applying the pre-formatted styles in the Word template, you will help us speed up the work.

[_eceee - Body text] All papers will be imported in a desktop publishing software application. If you help us format your final paper by applying the pre-formatted styles in the Word template, you will help us speed up the work. All papers will be imported in a desktop publishing software application. If you help us format your final paper by applying the pre-formatted styles.

For the third level of headings, please use the style [_eceee - heading 3] 

[_eceee - Body text] All papers will be imported in a desktop publishing software application. If you help us format your final paper by applying the pre-formatted styles in the Word template, you will help us speed up the work. All papers will be imported in a desktop publishing software application. If you help us format your final paper by applying the pre-formatted styles.

For the fourth level of headings, please use the style called [_eceee - heading 4] 

[_eceee - Body text] All papers will be imported in a desktop publishing software application. If you help us format your final paper by applying the pre-formatted styles in the Word template, you will help us speed up the work. All papers will be imported in a desktop publishing software application. If you help us format your final paper by applying the pre-formatted styles in the Word template, you will help us speed up the work.

Format: If you want to mark text with special formatting, such as italics or bold, no special style is required for this. Just use [_eceee - Body text].
 

· Bullet lists have their own style, just select [_eceee - Bullet list] from the styles in the template sent to you.

· Bullet lists have their own style, just select [_eceee - Bullet list] from the styles in the template sent to you.

[_eceee - Body text ] All papers will be imported in a desktop publishing software application. If you help us format your final paper by applying the pre-formatted styles in the Word template, you will help us speed up the work. 

1. Numbered lists have their own style, just select [_eceee - Number list] from the styles in the template.

2. Numbered lists have their own style, just select [_eceee - Number list] from the styles in the template.

Table 1. The style for table headings is called [_eceee - table heading].
	A
	All text in the table is formatted using the style ”_eceee - table text”  
	Illumination Level (Lux)

	B
	All text in the table is formatted using the style ”_eceee - table text”  
	300 – 500 – 750  (9/11)

	C
	All text in the table is formatted using the style ”_eceee - table text”  
	200 – 300 – 500

	D
	All text in the table is formatted using the style ”_eceee - table text”  
	150 – 200 – 300

	E
	All text in the table is formatted using the style ”_eceee - table text”  
	50 – 100 – 150


Very important note 1. Tables will normally not be set in the design software. They will be turned into an image by the publishing team and imported as an image. Therefore, make sure the table looks OK. It will appear in the proceedings the way you format it. 

Very important note 2. If you have footnotes or other comments to your table, these must be placed immediately below the table, NOT in the footer together with other references.

Tables normally do not need a caption. If you feel it is necessary, please use the same caption as for figures, but without the numbering.
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[_eceee - Figure Caption] Figure 1. Subjective ratings by employees. Use this style to label your figures.
References [_eceee - heading 1]

Use style [_eceee - references] First reference, 1992, Code of practice for formatting papers. 

Second reference, The Chartered Institute of Building Services Engineers, London, UK, 1996. Use style [_eceee - references]. RL5 2002.

Third reference, The Chartered Institute of Building Services Engineers, London, UK, 1996. Use style [_eceee - references]. RL5 2002.

Endnotes [_eceee - heading 1]

[_eceee - Body text] If you use endnotes, please place them before the acknowledgements. 

Acknowledgements [_eceee - heading 1]

[_eceee - Body text] Please place this section at the very end of the paper.
� If you use footnotes, simply use Microsoft Word’s standard footnote format.





