CFF Style Notes 2.1
by Rik van Grol
Many contributors to CFF have access to computers, editing tools and/or desktop publishing software. These CFF Style Notes are meant for those who are willing to provide us with copy-ready material (and also form the standard by which the editors work). 

Naturally, looking at recent CFF’s one can pick up the style in which pages are formatted. However two things need to be realised. (1) Not all articles are made exactly according to these Style Notes (sometimes because a compromise was made, sometimes because a mistake was made and there was not enough time to correct it, and sometimes for other reasons). So, exactly copying the style of an article in CFF does not mean that the correct style is adopted. (2) Copy ready material is not made in A5 format, but in A4 format. Then at printing time the pages are reduced in size.

General:

Paper size:

A4 (at copy-time reduced to A5 size)
Margins:
top, bottom
2 cm (SYMBOL 187 \f "Symbol" 0.75 inch)

              
left, right
2.5 cm (SYMBOL 187 \f "Symbol" 1 inch)

Font type:

Helvetica (~ Univers, ~ Arial)

Line spacing:
Single

Page filling:

The entire page should be filled, which means that the first sentence starts at the top margin and the final sentence or caption ends at the bottom margin

Margins should be symmetrical. Some printers are not well adjusted so that the pages do not come out as designed. Text should always remain within the margins (for figures sometimes the right or left border may be crossed (see for instance “Puzzling China” in CFF 47). However, this must be seen as a compromise (to fit within the allocated space). 

To fill out a page (see “Page filling”) pictures can be re-sized (enlarged or reduced), paragraphs may be spaced further apart than one white line, or titles may be given to paragraphs or sections of the text (with or without a white line) (see “Editorial” CFF 48, and “The Major Chaos Puzzle”, CFF 48).

Particular parts:
Title: 
Font 36 pt, normal; centered; Capitalised;

Capitalised means that each “Main” Word (Nouns, Adjectives, etc.) should start with a Capital Letter. However, not the articles and conjunctions. Examples: “The Fan Puzzle and its Family”, “From Tub to Mine Shaft”, “Puzzles in Public”.

Author:
Font 24 pt, normal; centered; “by <First name> <Last name>“

Text:
Font 12 pt; left and right adjusted;

The first sentence of the text should follow the author's name after one white line (a 12 pt line; no more, no less). Use italics or bold for emphasis (underlining is not recommended). Text should be continuous within paragraphs. Paragraphs should be separated by at least one white line. Paragraphs should not be indented.

Spelling:
The language is UK-English (Oxford dictionary).

Figures:
Can be placed anywhere in the text of the article although in between paragraphs is preferred to within a paragraph. Each figure or group of  figures must have a caption. 

An example of figures in between paragraphs is “The Major Chaos Puzzle”, see CFF 48. An example of figures within paragraphs is “A Pseudo Six-Piece Burr”, see CFF 48. Figures 2,3,4 break up the text of the paragraph which hinders the fluidity of reading. A more acceptable way to put figures within paragraphs is shown in “BT’s Zig-Zag Puzzle” in CFF 48.


In case you have difficulties producing acceptable drwaings, contact the board of Editors. They have specialised programs to deal with complicated drawings. 

Tables:
See “Figures”.

Captions:
Font 12 pt, Bold; centered below figure or table; without period;

Figure #. Description of figure
Figure captions should as much as possible be selfexplanatory. Figures and tables can then be observed and understood up to a certain level without reading the text first.

References 1:
To figures and tables. Part of the text, see “Text”; Figure and Table capitalised;

Examples are: see Figure x, see Table y.

References 2:
To books and articles. Part of text, see “Text”; by number of reference.

Examples: “as described in [1]”. However sometimes the author or the article can be mentioned, such as “the article by Anneke Treep [3]”.

References 3:
Font 12 pt; left adjusted; as shown;


[1]
A.U. Thor, Title, Publisher, City, 1993


[2]
A.U. Thor, Some Journal 13 (1994), pp 270-276

[3]
Anneke Treep, Mind Sports Olympiad 1998, CFF 47 (1998),     pp 30-31.

Style Notes Help-Desk:

When in doubt, please feel free to contact me for advice. Also when you have suggestions to improve the standard of CFF or to improve these Style Notes please feel free to contact me.

Rik van Grol
Tel: +31-70-3937264

Hilvoordestraat 14
e-mail: rvgrol@hotmail.com
2284 BK  Rijswijk

The Netherlands

PS: These pages with Style Notes are not formatted exactly as prescribed by the Style Notes themselves, so do not use the formatting itself as an example.

September 3,  2000
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