CFF Style Notes 3.2
by Rik van Grol
Introduction

These CFF Style Notes are meant for contributors to CFF. It provides guidelines for preparing contributions for CFF.

CFF Style Notes 3.2 is a further detailing of the previous Style Note 3.1 and 3.2. So, no major changes but more detailed specifications can be found in these style notes. CFF Style Notes 3.0 was quite a bit different from previous versions (CFF 2.1 and earlier). Those Style notes were only meant for authors that were prepared to format their contributions according to CFF-standards. These Style Notes go beyond that. These Style Notes try to give a comprehensive overview of all issues related to preparing contributions. From the early thoughts about preparing a contribution for CFF to the final preparations of copy ready material for CFF itself. As such it also serves as a set of guidelines for the CFF-editors

The following issues are dealt with:

· Nurturing an idea to an article;

· What a good article contains;

· Basic document setting for a CFF article;

· Inserting objects (figures and tables);

· Other things to consider.

Nurturing an idea to an article

[To be written]

What comprises a good article?

Obviously whatever you find in this chapter can only be an illustration of what we mean. In other words, do not take this chapter too literally.

There is no definition of a good article. An article can be good for several reasons: because it presents something new, because it is informative, because it is well written and fun to read, because it inspirers other people, etc. A very important check is to ask yourself whether you would be interested in reading it yourself.

Structure:

Concerning the structure, a good article has roughly the following build-up:

· A catchy title.

· A paragraph introducing the article or puzzle. It should tell what the article is about, what the reader can expect. Also a good location to place references to other publications; publication you are using as a starting point or to which you are reacting.

· The structured content of the article presenting the idea or puzzle.

· A paragraph ending the article.

· References.

Size:

Articles in CFF are typically from 1 to 6 pages long. The main reason for this is to provide a varied pallet of articles to the readers in each CFF. The optimum size depends on the subject of the article and the information content. We prefer articles with a high information content, so if the information content is too low in our opinion we might suggest shortening the article. If the article extends beyond 6 pages, but the information content is high enough, we might suggest splitting the article in two or more parts. Split articles are preferably published in CFF’s within one year (to make sure readers will always have the full article).

Website:

For some time now (since CFF 63) we sometime publish articles on the Internet, on our website http://cff.helm.lu. Sometime the unshortened article is placed on our website, sometimes additional reading material is published. In cases where the article is not really CFF-material we might place a summary in CFF and publish the article itself on our website.

Basic document setting for a CFF article

The first matter to realise when preparing copy ready material for CFF is that unlike the A5 size of CFF the articles are prepared on A4-size paper. When CFF is reproduced the A4 pages are reduced in size to form the A5 pages.

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:

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

Particular parts:
Title: 
Font 36 pt, normal; centred; 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; centred; “by <First name> <Last name>“

We try to avoid titles (e.g. Prof) and abbreviations (e.g. H.J.M. van Grol).

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 (do not insert hard returns). Paragraphs should be separated by at least one white line. Paragraphs should not be indented.

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

Equations:
Font 12 pt; indented, left adjusted;

Equations should be numbered for reference.

Procedures:
Font 12 pt; indented, left adjusted;

Procedures are sequences of moves (see articles of Dieter Gebhardt).
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 drawings, 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 self-explanatory. 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; end with “.”; as shown;


[1]
Name author, Title, Publisher, City, 1993.


[2]
Name author, Some Journal 13 (1994), pp 270-276.


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

Puzzle-names:
Names of puzzles are capitalised and in italics (e.g. Rubik’s Cube). Types of puzzles are only capitalised (e.g. Take-apart puzzles, and Sequential movement puzzles).

Abbreviations:
References to issues of CFF or IPPs are with a space in between: e.g. IPP 22, CFF 74, DCD 28, GCD 3.

Hyphenation:
Do not use automatic hyphenation. Otherwise use hyphenation wherever this is useful to reduce the spacing between words. On the other hand keep combination words together like “Figure 10”. This can be done by replacing the space between “Figure” and “10” by <shift><ctrl>space.

Preparing pictures and photos
Pictures can be prepared in many ways. Preferred is by using picture editor from Word (select Insert => Object => Microsoft Word Picture). The reason is that this ensures that changes/corrections can be made up to the last moment. Some picture cannot be made using Microsoft Word Picture. In that case other specialised picture editors can be used.

Pictures should be clear by themselves and otherwise the figure caption should explain enough so that it can be understood independently of the main article text.

Photos can be prepared in many ways. Although the jpeg-format is does not provide the highest quality it is good enough for our purposes. Make sure that the resolution is high enough (e.g. A4 size). The resolution can always be reduced, but not increased. When photos are already inserted in the draft document, always provide them separately as well (as jpg-file). Photos can best be provided in colour (even if they will be printed in B&W).

Inserting objects (pictures, photos and tables)

There are two basic ways objects should be inserted: (1) in the flow of the text, or (2) in a frame. These two basic ways will be explained in more detail below. If (1) is possible this is always preferred above (2). In any case, objects should not be inserted "floating" (unless this is otherwise not possible).
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Figure 1. An object inserted in the flow

of the text
Figure 2. Two figures inserted next to

each other in a Microsoft table using

one or two figure captions

In the flow of the text ( this is the easiest way. After a paragraph has ended, insert an empty line (12 pt), insert the object, insert half a line (6 pt) insert the Figure Caption, insert an empty line (12 pt) and start the next paragraph, see Figure 1. This works especially well if the figure occupies the width of the page. If two smaller figures need to be inserted next to each other, the best way is to use a Microsoft table. If possible use one caption for both figures. For two figures use a 2×2 table. The second row is meant for the caption(s).

In a frame ( Frames are not directly available in Word 97. Instead insert a text-box and convert it to a frame by editing its properties. A frame can be placed anywhere and has easy controls. Generally try to position the frame (see its properties) along its margins, and use auto-width and auto-height. Place the caption inside the same frame in the same way as this should be done in the main text. Do not used tables in frames. Do not choose the option “move frame along with the text”.

Other things to consider

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) and is more than often not really required. 

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).

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

12 July, 2008
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