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Introduction

The purpose of this document is to describe what we are looking for in the format, length, and delivery of the paper you plan to submit. Your diligence in adhering to our requirements and suggestions decreases the workload on our overworked and underpaid (paid?) editors and increases the chances of us processing your paper in time for publication. Please pay particular attention to the graphics section. In this digital age, the greatest headaches and quality issues are often associated with graphics. 
Take responsibility for the accuracy and completeness of your abstract or paper. Although the papers will be reviewed, we are counting on you to prepare a well-referenced, clearly written paper that uses correct grammar and a structure appropriate to your topic.

We have provided a Microsoft Word template (used to write these instructions) that gives the fonts and spacing of the headings and text of the paper. Please follow this template as closely as possible; doing so will help us keep a consistent design throughout the bulletin, making it more accessible to readers. We reserve the right to reformat your paper if necessary. 

· E-mail your paper, attached as a Microsoft Word document, along with copies of each graphic (following guidelines described below) to editor@austingeosoc.org. 
· Format your paper according to this document or the template document provided (ags authors template.dot) and follow the guidelines for figures, photographs, and tables (see below) to create a well-structured paper and high-quality graphics.

· If you have any questions, please contact the editor.
Formatting your paper
We will greatly appreciate it if you submit a properly formatted paper. This will give us more time to ensure the volume is of high quality and minimize the possibility of us introducing errors into your paper.

The format of the AGS Bulletin is designed for simplicity. For example, we use Times New Roman, 12 point, single-spaced text, single columns, with left justification for paragraph text, and simple variations on this for headings. Please refrain from adding content to the document header or footer. Page setup should use one inch margins on all four sides.
Text

Papers shall not be longer than 20 pages including tables and figures. We encourage shorter papers if possible.

The best way to format your paper is to use the styles embedded in this file and in the attached template document (ags authors template.dot). To use this file, save it under a new name, delete our text, and then write your paper using the new file. To use the ags authors template.dot file, open it in Word (make sure *.dot is listed under Files of type) and save it as a .doc file. Advanced users can add the .dot file to their computers as a template. 

Make sure the formatting bar is on the desktop (to open, go to View ( Toolbars ( Formatting), or, to view all of the formatting at once, go to Format ( Styles and Formatting, and select Available Styles from the dropdown box at the bottom of the window. The formatting in each of these documents provides styles (including font type, spacing, indents, etc.) for each piece of your paper. Each style is named to describe what it should be used for (for example, style names include paragraph, heading 1, reference, bio and table-figure). As you add to your paper, use the dropdown list on the Formatting Toolbar or the list in the Styles and Formatting window to adjust the text to the correct style. The ags authors template.dot file shows and lists the specifications for each style.

Title

Give your paper a title that gives the reader an idea of the topic of your paper but is not terribly long. In addition to the general subject (for example, “Droughts”), you may include a few additional words to describe a place, methodology, or other detail focused on throughout the paper (for example, “Droughts in the High Plains of Texas” or “Evaluating the effects of drought using groundwater flow modeling”). Please do not use all caps in your headings.

Headings

Use headings to help the reader follow you through the main sections of your paper and to make it easier for readers to skim through your paper to find sections that might be the most interesting or useful to them. The text of each paper should include headings for introduction, conclusions, acknowledgements, and references sections, as well as others appropriate to your topic. We suggest not using more than two or three levels of subdivision. Please avoid stacked headings (for example, a Heading 1 followed immediately by a Heading 2). 

Figures and photographs

To publish professional-looking graphics, we need all originals to be saved at 300 dots-per-inch (dpi) and in grayscale, if possible, or in the CMYK color format. Preferred file formats for your original graphics are Adobe Illustrator files (.ai), Photoshop files (.psd), EPS with .tiff preview, .jpg, .png, or .tiff files. Refrain from using low resolution .jpg or .gif files. Internet images at 72 dpi are unacceptable.

All graphics should be submitted in two forms:

1) Insert graphics into the Microsoft Word document before you submit your paper. Ideally, inserted graphics should be centered on the page. Format the picture to downsize to 6.5 inches wide if necessary. Please do not upsize a graphic in Word.

2) Send us a separate copy of each original graphic, in one of the formats listed above, in case we have problems with your document. 

Other graphics specifications

Please place your figures and captions at the end of your paper. After we finish reformatting, we will insert the figures in the appropriate places.  Graphics should remain within the 1-inch page margins of the template (6.5 inches maximum graphic width). Be sure that the graphics (as well as tables) are numbered in the same order that they are mentioned in the text. Also, remember to include a caption for each graphic in Word, not as part of the graphic. We will not be able to edit and format figure captions that are part of the figure. For figures and photographs, the caption should appear below the graphic; for tables, the caption should appear above.
Creating publication-quality graphics
When designing a graphic, make sure that the graphic (1) emphasizes the important information and does not show unnecessary data, lines, or labels; (2) includes the needed support material for the reader to understand what you are showing; and (3) is readable (see Figures 1 and 2 for examples). Edward R. Tufte’s books on presenting information (Tufte, 1983; 1990; 1997) are great references on good graphic design.

For good-looking graphics, the resolution needs to be high enough to provide a clear image at the size you make them within the paper. In general, 300 dpi will make a clear image; 200 dpi is a minimum. Try to create your figures at the same size they will be in the paper, as resizing them in Word greatly reduces image quality. Photographs taken with at least a two-megapixel camera (if using digital) and with good contrast will make the best images. Save the original, and then adjust color levels and size in a renamed image copy. Print a draft copy of your paper to double-check that your figures and photographs have clear lines and show all the features that you want them to. 

Graphics can be in color but need to be understood in grayscale. The Editor will decide what is understood in grayscale and what is not. Remember that your paper may be photocopied, scanned or downloaded and printed in black and white. For this reason, you should use symbols or patterns, or make sure that colors print as different shades in black and white. Interval or ratio data (data measuring continuous phenomena, with each color representing an equal interval) should be displayed in a graded scale of a single color. This way your figures will be useful even as a photocopy.

Using other people’s graphics
Figures and photographs (and tables) need to be your own unless you have written permission from the copyright holder that allows us to reprint them (we will need a copy of this permission for our records). Avoid using any figures or photographs taken off the Internet or from newspapers or magazines; these sources are difficult to cite, and it is often time-consuming and expensive to gain permission to reproduce them.

Tables

Tables should be created in Microsoft Word (see Table 1). Tables should include a minimal amount of outlining or bold font to emphasize headings, totals, or other important points. Tables should be numbered separately from figures, and captions should appear above the text of the table. You may use 10 point font in your table, however please avoid using anything smaller than 10 point so that readers can see the data in your table.
Table 1:
A sample table. Note caption above table.

Table text
1950
1980
1990
2000
1980
1990       
2000       %GW
Table text    
15
441
340
926
196
522
83
97.4

Table text       
64
944
626
173
356
171
516
99.9

Total:
79
1385
966
       1099               552  
       693         599

%GW = percent groundwater
Be sure to describe any abbreviations or symbols, and, unlike in this table, be sure to note the units!

Units

Measurements should be in consistent units throughout the document. In other words, use metric units consistently through the document or use English units consistently through the document. Metric units may be included in parentheses after the English units or vice versa.

All units of geologic time should conform to the most recent geologic timescale (Gradstein and others, 2004). A summary of this timescale is available from the International Commission on Stratigraphy’s website at http://stratigraphy.org/chus.pdf.

Citations and references

It’s important to give credit where credit is due. Therefore, be sure to use the appropriate citations and include references in your paper. 

In-text citations

Each piece of information you use in your paper that comes from an outside source must be cited within the text using the author’s last name and the year of publication. If there are two authors, list the last name of each followed by the year, and if there are more than two authors, list the last name of the first author followed by “and others” and the year. For example: the end of the Jurassic Period occurred approximately 145.5 million years ago (Gradstein and others, 2004).

References

All sources that are cited within the paper should be listed at the end of the paper under the heading References. The references should follow the guidelines in “Suggestions to Authors of the Reports of the United States Geological Survey” (Hansen, 1991). These are available online at http://www.nwrc.usgs.gov/lib/lib_sta.htm (a link to the chapter “Preparing references for Survey reports,” p. 234-241, is found here). Several examples of complete reference citations are listed at the end of these guidelines. Be sure that any citations that appear in tables or figures are included in the reference list. Also, before submitting the paper, please check that all the citations in the paper are included in the reference list and all references in the reference list are cited in the paper. If at all possible, avoid Web-based citations. These materials are often transient and therefore useless to future readers.

Editing and Peer-review

Before you submit your paper, proofread it. Look for spelling and grammatical errors. Also, check to see that you have structured the headings, paragraphs, and sentences in your paper so that it is easy to follow and understand (imagine you are a reader who doesn’t already know the information you are presenting!). Although we will be editing your paper, we won’t be making major changes to the text that you send to us—it is ultimately your responsibility to make sure your paper conveys information accurately and coherently.

An important step in the process is that we require you to first submit your paper or note to three others for peer-review. We expect you to acknowledge that review in the paper.

Submitting your paper

When you are ready (see deadline above for the latest date to be ready!), send an e-mail to the editor and attach your paper as a Microsoft Word (.doc) document. In addition, remember to send a separate copy of each original graphic, following the guidelines described above.
Conclusions

While writing your paper for the AGS Bulletin, keep in mind that our goal is to educate readers about the geology of central Texas. Following the instructions above and providing accurate and readable text, tables, figures, and citations will allow us to achieve this. Your paper may be read by other scientists, as other professionals and interested citizens. Thank you again for your participation!
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Figure 1.
A sample figure showing only the information needed to help the reader understand the data. Font size for figure callouts or labels should never be less than 6 point.
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Figure 2.
A sample subject area map, giving the reader enough information to understand the location being discussed in this conference. For map figures, be sure to include a north arrow to orient the reader, a scale, and, if needed, a submap that places the figure in greater geographic context. Be sure that text is readable and that any citations listed on the figure or in the figure caption are included in the reference list. Font size should never be less than 6 pt.
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