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Introduction
The Photon Factory Activity Report 2002 has adopted a new format for electronic publication of Users’ Report. This document describes the requirements for submission of papers.

Each author should submit all of the source files (text and figures) needed to make the paper, the postscript version and a hard copy of the paper. Figures should be provided in a general format such as eps, gif, tiff, jpeg, bmp, or pict. This will allow the editors to reconstruct the paper in case of processing difficulties and the hard copy will be used for comparison with the version produced for publication.

Manuscript preparation

General layout

These instructions are a typical implementation of the requirements. Manuscripts should be prepared for one side of a single paper and have:

(i)
A4 (21.0 cm  29.7 cm) size paper.

(ii)
Single-spaced text in two columns of 83 mm 
with 6 mm separation.

(iii)
The text located within the margins specified in Table 1 to facilitate electronic processing of the postscript file.

Table 1: Margin specifications

	Left
	Right
	Top
	Bottom

	19 mm
	19 mm
	25 mm
	28 mm


Note that the paper’s title should be the width of the full page and that tables and figures may span the whole 172 mm page width.

Fonts

In order to produce good Adobe Acrobat PDF files, the editorial staff asks authors to use only Times (in roman, bold or italic) and Symbol from the standard postscript set of fonts. All contributions should use 10pt fonts for the normal text.

Title and section  headings

The title should use 14pt bold upper and lower case letters and be centered on the page. The names of the authors with their organizations/affiliations and mailing addresses should be listed in 12pt upper and lower case letters. Section headings should use 10pt bold letters and be underlined and centered in the column. Subsection headings are discouraged.

Figures, Tables and Equations

Place figures and tables as close to the place of their mention as possible. Lettering in figures and tables should be large enough to reproduce clearly, using only the approved fonts. Use of non-approved fonts in figures often leads to problems when the files are processed and may even cause loss of information. Please note that the figures will be printed in black and white unless inevitable.

All figures and tables must be given sequential numbers (1, 2, 3, etc.) and have captions placed below the figure or above the table being described, using 10pt font.

If a displayed equation needs a number, place it flush with the right margin of the column.

References

All bibliographical and web references should be numbered and listed at the end of the paper in a section called “References”. When referring to a reference in the text, place the corresponding reference number in square brackets[1]. An e-mail address for the corresponding author should be provided at the end of the page.

Page numbers
DO NOT include any page numbers. They will be added by the editing team.

Templates
Templates and examples can be retrieved through Web browsers like Netscape and Internet Explorer by loading to disk. See your local documentation for details of how to do this. Template documents for the recommended word processing software are available from the PF Activity Report website http://pfwww.kek.jp/acr2000/ and exist for Microsoft WORD (Mac<98 or 2001> and PC<97 or 2000>).
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