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Conference Proceedings 
Preparation Guidelines 

 
DUE DATE:  Wednesday, 21 July 2010 

 
 Upload Final Manuscript PDF file 

The website will start accepting your uploaded PDF on 12 July. 
 
 Presenting author must register online 
 
 Completed and signed Copyright Release Form 
 
 Proceedings Extra Page Form (if applicable) 

 
 
 

Signed Copyright form may be sent by fax, mail or email to: 
 

Shirley Galloway 
µTAS 2010 Conference 

140 Wolcott Drive 
Boardman, OH 44512 USA 

Phone:  1-330-629-2375 
Fax:  1-330-629-2376 

E-Mail:  sgalloway@pmmiconferences.com 
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CONTENT INFORMATION 
 
 
 
• General Instructions to Authors ............................................................................................ 3 

o Both Oral and Poster Authors are required to submit a final manuscript for 
the Conference Proceedings 

 
 
• Instructions for Format/Style of Final Manuscript ................................................................ 4 

o All papers that do not MATCH this format will be rejected and returned for 
correction.  Please pay attention to the guidelines and prepare them correctly the 
first time.  It will save us both time and money. 

 
 
• Copyright Release Form ....................................................................................................... 7 
 MANDATORY for inclusion in the Conference Proceedings. 
 
 
• Conference Proceedings Extra Page Order Form (if applicable) .......................................... 9 
 
 
• On-Line Registration is also due on or before 21 July 2010. 

o On-line registration is MANDATORY prior to printing of your paper in the 
Proceedings.   

o NOTE:  Early bird discount registration deadline is 30 July 2010. 
 
 
 
 
 

Failure to submit a paper by the 
21 July 2010 deadline may ensue the EXCLUSION OR 

WITHDRAWL of the contribution from the Conference. 
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GENERAL INSTRUCTIONS TO AUTHORS 
 

Conference Date and Location: 3 – 7 October 2010 
 Martiniplaza 
 Groningen, THE NETHERLANDS 
 
Read ALL of the instructions carefully BEFORE beginning. 
 
Due Wednesday, 21 July  
 

1. Upload Final Manuscript Paper in PDF Format. 
 http://www.microtas10.org/authors/manuscript.html 
 

o The website will start accepting PDF uploads starting on 12 July 2010. 
 
2. Complete On-Line Conference Registration Form and pay registration fee. 
 http://www.microtas10.org/attendees/registration.html 

 
3. Completed and signed Copyright Release Form sent by fax, mail or email.   

o Signed form is MANDATORY for inclusion in the Conference Proceedings. 
 

4. Conference Proceedings Extra Page Order Form (if applicable). 
o If your paper exceeds 3 pages, an additional €250 per page charge must be included.  
o Maximum paper length is 5 (five) pages. 
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INSTRUCTIONS FOR FORMAT/STYLE OF FINAL MANUSCRIPT 
 

PLEASE NOTE THAT FORMATTING STYLES HAVE CHANGED SLIGHTLY FROM PREVIOUS YEARS. 
READ ALL INSTRUCTIONS COMPLETELY AND CAREFULLY BEFORE PROCEEDING. 

 
The µTAS 2010 Conference Proceedings electronic version will be created from the PDF file supplied by you.  
It is very important that all papers be consistent and uniformed throughout the Conference Proceedings.  Please 
use the following style indicated below to allow us to maintain uniformity in the final copy of the Conference 
Proceedings.  A sample paper is included and is also available on the µTAS 2010 website. 
 
Instructions (These parameters must be adhered to): 
 
• The manuscript that you prepare will be used as it is received. Please make sure that you do not have double 

images and that all tables and chart lines are heavy and distinguishable.   
 

• Color images, pictures, and charts will be replicated in color.   
 
• Clarity and Uniformity are of paramount importance. 
 
• Since the proceedings will be electronic, please feel free to use active hyperlinks throughout your document. 
 
• Prepare three (3) pages of text and figures. 

o Longer papers will be printed only if accompanied by payment of a mandatory over-length 
charge of €250 per page.   

o The absolute maximum length with payment of the over-length charge is five (5) pages. 
 
• Do not number your pages. 

 
• Do NOT password protect your PDF file. 

 
• All fonts MUST be embedded.   

 
 
FORMAT AND STYLE 
 
Please refer to the Sample Paper in conjunction with these guidelines. 
 
• Please have a close look at the sample paper which is accompanying this document.  Your paper format 

MUST match the sample by style and format.  All papers that do not MATCH this format will be rejected 
and returned for correction.  Please pay attention to the guidelines and prepare them correctly the first time.  
The sample paper may act as a template for you.   
 

• Please check that the A4 page size converted correctly for your computer.  Some computers do not convert 
the page size automatically.  Your final PDF file MUST be A4. 

 
• Font:    Times New Roman ONLY for all text and the Symbol Font for symbols 

 
• Paper Size:  A4 Paper 20.98 cm x 29.69 cm (8.26” x 11.69”).  

Create a special size document in document set-up to fit these dimensions 
if your program does not have A4 preset.  For unit conversion: 2.54 cm = 
1 inch for unit conversion.  
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• Paper Margins: 1.905 cm (.75 inch) for the left margin 
1.905 cm (.75 inch) for the right margin 
1.905 cm (.75 inch) for the top margin 
1.905 cm (.75 inch) for the bottom margin 

 
• DO NOT PAGE NUMBER, we will add page numbers after all the manuscripts are in place. 
 
• Do not overcrowd and create an unreadable paper by making the lettering or the spacing to small in the text. 

 
• No text, figures, charts or tables should fall out of the text page area.   
 
• The paper title, authors’ names and affiliations need to be centered.  As we want all papers to have 

uniformity, please do not include contact information at the top of your paper.  Contact information should 
be at the end of your paper after References. 

o Title:  Bold in New Times Roman; Font - 14 point; Type – all UPPER CASE 
o Author(s): Bold in New Times Roman; Font - 11 point; Type – Upper/Lower Case with a 

superscript number corresponding with their affiliation.  Give all authors’ names; do not use et. 
al. 

o Affiliation(s): Italic in New Times Roman; Font - 10 point; Type - Upper/Lower Case. 
Affiliations are summarized and are marked with a superscript number. 

 
NOTE:  Do not split words in paper title (i.e. NANOCHANNELS should not be split so NANO- is on the first line and 
CHANNELS on the next line) and/or author names (i.e. T. Müller should not be split so T. in on the first line and Müller 
on the next line). 
 

Example #1: 
FABRICATION AND EVALUATION OF 2D CONFINED NANOCHANNELS 

USING FOCUSED ION BEAM MILLING 
J.P. Alarie, A.B. Hmelo, S.C. Jacobson, A.P. Baddorf, L. Feldmen and J.M. Ramsey 

Oak Ridge National Laboratory, USA 
 
Example #2: 

SEPARATION, TRAPPING AND ANALYSIS OF BIOLOGICAL 
NANO-PARTICLES IN BIOMEMS 

M. Stelzle1, M. Dürr1, G. Gradl3, P. Geggier2, A. Haage4, R. Hagedorn5, M. Jäger2, J. Kentsch1, T. Müller5,  
A. Normann4 and T. Schnelle3 

1Natural and Medical Sciences Institute, GERMANY, 2Fraunhofer Institute for Biomedical Engineering, GERMANY, 
3Evotec Technologies GmbH, GERMANY, 4Mediagnost GmbH, GERMANY, and 5Humboldt University, GERMANY 

 
• The remaining body of the manuscript should be formatted in one column, and should be left and right 

(fully) justified.   
o Two columns will NOT be allowed. 

 
• Abstract:  Each paper should contain an abstract not to exceed 100 words that appears at the beginning. 
 
• Keyword list should follow the abstract. 
 
• Major headings appear in CAPITAL LETTERS 10 point bold and left flush/bold and should NOT be 

numbered. 
 
• All paragraphs are to be indented .2”. 
 
• All text in the body of the manuscript must be typed single space and New Times Roman 10 point font. 
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• Do not overcrowd and create an unreadable paper by making the lettering or the spacing too small in the 
text. 

 
• Do not have any “widow or orphans” in either your text, charts, or tables. In desktop publishing, widows 

and orphans are those words or short phrases at the end or beginning of paragraphs that are left to sit alone 
at the top or bottom of a column — separated from the rest of the paragraph.  It leaves the reading of the 
information, table or chart unbalanced.  Do not place the header at the bottom of one page and the text of 
that header on another page or the caption of the figure on one page and the actual figure on another. 

 
• All figures/tables should be placed as close to their mention as possible. 
 
• Double check your sequence of figures and charts. 
 
• Please remember to spell check your entire paper. 
 
• Use two spaces after periods at the end of sentences. 
 
• Define abbreviations and acronyms the first time they are used. 
 
• References:  List and number consecutively, all references at the END of the paper.  When referring to them 

in the text, type the corresponding reference number in square brackets as shown at the end of this sentence 
[1].  Indent after the numbering .3” 

 
[1] F. Microtas and S.A. Fluidic, The principles of manuscript writing, Proc. Micro Total Analysis Systems 2000, Kluwer Academic 

Publisher, Dordrecht, The Netherlands, pp. 1000-1001, (2000). 
 

• Illustrations, Figures, Charts and Tables must appear within the designated areas.  Text should be 10 points, 
Italics. Caption and number every illustration.  Figure captions should be below the figures and have a 3 
point paragraph spacing before the line.  Table captions should be above the tables and have a 8 point 
paragraph spacing after the line.  All figures should be placed as close to their mention as possible. 

 
• Do not use very thin lines (hairline rules) in any of your Illustrations, Figures, Charts and Tables.  All 

lines need to be .5 rule or higher.  Line drawings must be made in black ink.  Shading is permitted.  
 
• Do not have any “noise” behind your tables and charts that are not necessary.  “Noise” is unnecessary 

background fuzz.  To remove “noise” in PhotoShop use the de-speckle or dust/scratches features. 
 
• Do NOT have your paper reference number in the body of your paper.  
 
• All illustrations/photographs must be high quality images.  No scanned copies of photos.   

 
• Caption and number every illustration.  Figure captions should be below the figures with a paragraph line 

spacing of 3 point before the line; table captions should be above the tables with paragraph line spacing of 8 
points after the line. 

 
• Footnotes:  Number the footnotes separately in superscripts

1
.  Place the actual footnote at the bottom of the 

page in which it is cited.  Do not put footnotes in the reference list.  Do NOT put footnotes in a footer. 
 
If you have any questions regarding formatting, please contact Shirley Galloway at 1-330-629-2375 or send 
an email to her at sgalloway@pmmiconferences.com 
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The Chemical and Biological Microsystems Society 
COPYRIGHT FORM 

 
Signed form appropriately completed, MUST ACCOMPANY any paper to be published by 

The Chemical and Biological Microsystems Society 
 

Please read the form carefully and keep a copy for your files. 
 
TITLE OF PAPER:     
 
COMPLETE LIST OF AUTHOR(S):    
 
  
 
PUBLICATION TITLE:  Proceedings - µTAS 2010 Fourteenth International Conference on Miniaturized Systems 

for Chemistry and Life Sciences 
 
MONTH AND YEAR:   October 2010 
 
RETURN FORM TO:   µTAS 2010 Conference 

Attn: Shirley Galloway 
140 Wolcott Drive 
Boardman, OH 44512 USA 
Fax: 1-330-629-2376 Email: sgalloway@pmmiconferences.com 
 

PART A - COPYRIGHT TRANSFER FORM 
The undersigned, desiring to publish the above paper in a publication of The Chemical and Biological Microsystems Society, Inc. 
hereby assign all rights under copyright in the above paper to the Chemical and Biological Microsystems Society (CBMS). The 
undersigned hereby warrants that the contents of the paper are original and that he/she is the author of the paper.  To the extent the 
paper incorporates text passages, figures, data or other material from the works of others, the undersigned has obtained any necessary 
permissions.  Where necessary, the undersigned has obtained all third party permissions and consents to grant the license above and 
has provided copies of such permissions and consents to CBMS.  The undersigned further warrants that he/she has the power and 
authority to make and execute this assignment and that the undersigned agrees to indemnify and hold harmless CBMS from any 
damage or expense that may arise in the event of a breach of any of the warranties set forth above. 
 
Returned Rights - In return for these rights, CBMS hereby grants to the above authors, and the employers for whom the work was 
performed, royalty-free permission to: 
1. retain all proprietary rights in any process, procedure, or article of manufacture described in the paper; 
2. reuse all or portions of the above paper in other works; 
3. reproduce, or have reproduced, the above paper for the author's personal use or for company use provided that (a) the source 

and CBMS copyright are indicated, (b) the copies are not used in a way that implies CBMS endorsement of a product or service 
of an employer, and (c) the copies per so are not offered for sale; 

4. make limited distribution of all or portions of the above paper prior to publication; and 
5. in the case of work performed under U.S. Government contract, CBMS grants the U.S. Government royalty-free permission to 

reproduce all or portions of the above paper and to authorize others to do so, for U.S. Government Purposes. 
 
In exercising its rights under copyright, CBMS will make all reasonable efforts to add in the interests of the authors and employers as 
well as in its own interest. In particular, CBMS requires that: 
1. The consent of the first-named author be sought as a condition in granting republication permission to others; and 
2. the consent of the undersigned employer be obtained as a condition in granting permission to others to reuse all or portions of 

the paper for promotion or marketing purposes. 
 
In the event the above paper is not accepted/published by CBMS or is withdrawn by the author(s) before acceptance by CBMS, this 
agreement becomes null and void, 
 
 
    
AUTHOR/AUTHORIZED AGENT FOR  JOINT AUTHORS  TITLE IF NOT AUTHOR 
 
 
    
EMPLOYER FOR WHOM WORK WAS PERFORMED  DATE FORM SIGNED 

 
      
Reference # 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PART B - U.S. GOVERNMENT EMPLOYEE CERTIFICATION 
(NOTE: it your work was performed under Government contract but you are not a Government employee, sign transfer form above 
and see item 5 under Returned Rights.) 
 
This certifies that all authors of the above paper are employees of the U.S. Government and performed this - work as part of their 
employment and that the paper is thus not subject to U.S. copyright protection 
 
 
    
AUTHORIZED SIGNATURE  TITLE IF NOT AUTHOR 
 
 
    
NAME OF GOVERNMENT ORGANIZATION DATE FORM SIGNED 
 

Crown Copyright Certification (where applicable) 
This will certify that all authors of the Work are employees of the British or British Commonwealth Government and prepared the 
Work in connection with their official duties. As such, the Work is subject to Crown Copyright and is not assigned to the CBMS as set 
forth in the first sentence of the Copyright Transfer Section above. The undersigned acknowledges, however, that the CBMS has the 
right to publish, distribute and reprint the Work in all forms and media. 
 
(2)     
AUTHORIZED SIGNATURE DATE 
 
(Authors who are British or British Commonwealth Government employees should also sign line (1) above to indicate their acceptance of all terms 
other than the copyright transfer.) 
 

CBMS POLICY 
It is the policy of CBMS to own the copyrights in its technical publications, and ID the contributions contained therein, in order to protect its own interests and those of 
its authors and their employers, and at the same time, facilitate the appropriate re-use of this material by others. 
 
Now U.S. copyright law requires that the transfer of copyrights in each contribution from the author to CBMS be confirmed in writing. It is therefore necessary that you 
execute either Part A - Copyright Transfer Form or Part B -U. S. Government Employee Certification and return it to the person who requested this sheet as promptly as 
possible. 
 
AUTHOR/COMPANY RIGHT 
If you are employed and you prepared your paper as part of your job, the rights to your paper initially rest with your employer. In that case, when you sign the copyright 
transfer form, we assume You are authorized to do so by your employer and that your employer has consented to all of the terms and conditions of this form. If not, if 
should be signed by someone so authorized. 
 
NOTE RE RETURNED RIGHTS: Just as CBMS requires a signed copyright transfer form, it is the intent of this form to return rights to the author and employer. 
 
AUTHOR RESPONSIBILITIES 
It is the responsibility of the authors, not CBMS, to determine whether disclosure of their material requires the prior consent of other parties and, if so, to obtain it. 

Authors are also advised that statements and opinions given in the paper are the expression of the authors and are not endorsed by CBMS. 
 
JOINT AUTHORSHIP 
For jointly authored papers, only one signature is required; however, CBMS assumes that all authors have been advised and have consented to the terms of this form. 
 
U.S- GOVERNMENT EMPLOYEES 
Authors who are U.S. Government employees are not required to sign the Copyright Transfer form (Part A), but any co-authors employed outside the Government are 
required to do so. Part 8 of the form is to be used instead of Part A only if all authors are U.S, Government employees and prepared the paper as part of their job. 
 
NOTE RE GOVERNMENT CONTRACT WORK, Authors whose work was performed under a U.S. Government contract but who are not Government employees are 
required to sign Part A - Copyright Transfer Form. However, item 6 of the form returns reproduction rights to the U.S. Government when required, even though CBMS 
copyright policy is in effect, with respect to the reuse of material by the general public. 
 
Thank you for your cooperation. Please direct all questions about CBMS copyright policy -or this form to Katharine K. Cline at 619-232-9499 or fax (619) 232-0799 
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Reference # 

µTAS 2010 Conference 
Conference Proceedings EXTRA PAGE Form 

3-7 October 2010 
Groningen, THE NETHERLANDS 

 
PLEASE TYPE 

 
Reference Number:  
 
First Name     
 
Last Name    
 
Degree - Ph.D./Other  Position/Title    
 
Institute/Organization    
 
Department  Division    
 
Business Address    
 
City State/Province    
 
Zip/Postal Code Country    
 
 Telephone Fax    
 
E-mail    
   
PROCEEDINGS EXTRA PAGE (Euros only) 
 
Extra page  €250.00 x _____ pages  $  
 
NOTE:  Maximum paper length is 5 pages 
   
FORM OF PAYMENT 
  Check   Bankwire    
  MasterCard   Visa                     
 
Expiration Date         ____ /____     (MM/YY) 
 
Card Number  Validation Code:     
 
Name on card     
 
Billing Address    
 
City State/Province    
 
Zip/Postal Code Country    
 
Cardholder's Signature    
 
If you prefer to pay by check or money order, please complete and mail this form with your check or money order 
payable to µTAS 2010 Conference to:  
 
PMMI, Attn: Shirley Galloway 
307 Laurel Street 
San Diego, CA 92101-1630 
PHN: +1-619-232-9499 
FAX:  +1-619-232-0799 


