
 1 

 
 

On-Line Submission: 
Manuscript Preparation for Construction Research Congress 2005 Proceedings 

 
I. M. Author1 and C. O. Author2 

 
1Hard Knocks Laboratory, Department of Civil and Environmental Engineering, Research State University, 
P.O. Box 98765, City,  ST 99999-1111; PH (666) 911-1234; FAX (666) 911-1235; email: 
imauthor@esu.edu  
2Everlasting Company, Mail Stop LC 444, 2233 West 32nd Avenue, Township, ST 88888; PH (999) 777-
6666; FAX (999) 777-6667; email: co.author@everco.com 

 
 
Abstract 
 
A proceedings containing papers presented at this conference will be produced from the manuscripts received 
from authors.  Papers will be submitted through the conference web site 
http://www.constructioninst.org/conferences/crc05/index.cfm. 
 
Submission Deadline 
 
Please submit your final paper no later than Friday, January 7, 2005.  The Internet and related system 
hardware may be subject to slowdowns or other problems during periods of high use; therefore, please 
upload early in order to be sure you have a successful submission. 
 
Submission Process 
 
The submission process consists of a series of screens.  You will be asked to enter a username and password 
and agree to ASCE’s Copyright Transfer and Agreement terms.  Then you may submit your paper to the 
system.  Do not submit your own PDF.   Your paper must be converted to a PDF document by our on-line 
system and you must review the PDF for formatting changes, which occasionally occur when a document is 
converted from one program to another.  
 
The conversion will take approximately 15 minutes, depending on the size of the document, the speed of your 
Internet connection, and how fast the site is running. 
 
If the conversion is successful, your screen will show two different hyperlinks for the original and converted 
files. You will be prompted to confirm that the paper meets with your approval.  Before you agree, please 
review the paper to ensure that no conversion problems occurred.  Print the paper to make sure that the 
conversion did not cause any format changes.  Once you have agreed, your paper will be formally submitted 

Authors take note: The title of your paper should fall 1.5 inch  
(3.8 cm) below the standard margin. 
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to ASCE.  If you have changes to the paper later, you may re-supply it. Remember to check the format for 
every submission.  
 

 
To convert your paper, you must have Adobe Acrobat Reader on your computer.  If you do not have Adobe 
Acrobat, you can download it free at http://www.adobe.com/products/acrobat/readstep2.html.  In addition, 
this link will be available on the site’s opening screen.  
 
On any screen, red asterisks (*) indicate required information; you will not be allowed to continue the 
submission process without providing this information.  
 
No paper can be included in an ASCE publication unless the author has agreed to the terms in the ASCE 
Copyright Transfer Agreement (CTA) form.  A copy of the CTA is provided and you can sign off the 
agreement by clicking on either the “Yes, I agree” or the “U.S. Government employee” button. 
 
Preparing for a Successful Submission 
 
Be prepared to provide the following information to successfully submit your paper: 
 
1. File extension.  Submit the paper in one of the following formats: Microsoft Word, PostScript (.eps or 

.ps) with all fonts embedded, or Word Perfect.  Do not submit your paper as a PDF document. 
 
2. File preparation.  All elements – e.g., text, graphics, fonts, photos – must be embedded in one  file.  

Proofread your document for spelling, grammar, completeness, etc., before uploading.  Your paper will 
not be edited or rewritten after submission. 

 
3. File location.  Know the location (pathname) of your paper (file) on your computer. 
 
Format 
 
Length:  Papers can be no more than 10 pages in length, including all text, graphics, and appendices. 
 
Abstract:  Please limit abstract to the opening page of the manuscript. 
 
Point size and font:  Use 12-point type for text, captions, and author contact information.  For type within 
figures or tables, the 12-point size is preferred.  We recommend selecting a serif text font such as Times 
Roman.  Italics, bold, and bold italics may be used; we recommend sticking to one “family” of typefaces. 
 
Layout:  All text must be single-spaced. Page design should be consistent throughout the paper.  

 
Margin settings:  All elements of the paper that will be reproduced (text, figures, tables, captions) must fall 
within the margin settings as detailed in the box below.  Imagine a “box” whose width does not exceed 5.75" 
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(14.5 cm) and depth does not exceed 9" (22.5 cm).  Short pages are unsightly and waste space; try to fill the 
imaginary box on each page.  Leave at least 1" (3 cm) top and bottom margins. 
 
 
Margin Settings 
 

Margins 
8.5 x 11 (letter) A4 

Top 1" 3.5 cm 
Bottom 1" 3.5 cm 
Left 1.375" 3.25 cm 
Right 1.375" 3.25 cm 

 
 
Figures and tables: All graphics (photos, line art, and tables) must be included electronically (embedded) 
within the document.  If some graphics require scanning, you should have them scanned yourself and embed 
them in the document. 
  
Illustrations should be numbered consecutively as they are presented (Figure 1, Figure 2, etc., and Table 1, 
Table 2, etc.).  Each figure should be mentioned or “called out” before it appears. More than one figure may 
appear on a page. 
 
Captions and legends:  A descriptive caption, including figure number, should be placed directly below the 
illustration (see Figure 1).  A descriptive legend, including table number, should be placed immediately above 
the table. 
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Figure 1. Sample line art illustration. 
 

 
Style:  The paper must be written in best possible technical and grammatical English.  Titles should be concise 
and should describe the content of the paper.  If you have a long title, please consider a Title: Subtitle 
format. 
 
Mathematics:  All mathematics must be embedded in the text.  Equations need to be numbered only if they 
are referred to more than once. 
 
System of units:  For more information about SI units, go to the U.S. Metric Association (USMA), Inc. site 
(http://lamarcolostate.edu/%7Ehillger/) or the National Institute of Standards and Technology (NIST) 
site (http://physics.nist.gov/cuu/Units/index.html). 
 
Author contact information:  A sample of author contact information is shown on the first page of these 
instructions.  The following information may be provided for all authors of the paper: author’s full name; 
Society membership grade; academic degrees or honorifics; current employment affiliation; postal and 
electronic mailing addresses; telephone and fax numbers. 
 
References:  All references should appear together at the end of the paper (see below).  References are 
listed alphabetically by last name of the first author.  When two or more references by the same author are 
listed, year of publication is taken into account, and the earliest work is listed first.  Wherever reference is 
made in the text to an author’s work, the author’s name and year of publication should appear in parentheses.  
We strongly recommend that superscripts not be used to denote references, as these numbers often 
appear too small to be read easily.  All listed references must be cited in text. 
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Permissions:  If a figure, photograph, or table has been published previously, the author must obtain written 
approval from the original publisher.  By submitting the paper, the author affirms that all necessary permissions 
have been obtained. 
 
 
 
 
 
 
Approvals:  It is the author’s responsibility to obtain all necessary approvals from the author’s employer prior 
to submission of the paper.  Once a paper has been uploaded, reviewed by the author, and officially 
submitted, it is not possible to edit the document. 
 
Conclusion 
 
With thanks for your efforts, we look forward to providing a record of this conference that will be useful to 
you and your colleagues for many years to come. 
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