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CONFERENCE  PROCEEDINGS 

AMERICAN  INSTITUTE  OF  PHYSICS 

 

 

CHECK LIST FOR THE EDITOR  

 

Dear Editor, the following is intended to assist you in organizing your role in assembling and preparing 

the proceedings manuscript to be published by AIP.  Although conferences differ widely in size, 

tradition, and special needs, the following points will apply to the great majority.  If any aspect needs 

clarification, please do contact us here at AIP to assist you.  A timely question could save much time or 

grief. 

 

 

1.  PLANNING AHEAD 
 

Set a clear deadline for authors to submit their papers.  Announce it early and repeatedly 
 

Work back from the overall deadline of submitting the whole collection to AIP, as stated in the 

Publishing Contract. How much time will you need for your quality control of the individual manuscripts (format  

and content) and how much time for revision, if any?  Set the author deadline accordingly and repeat it often.  Show it 

on your website. For many conferences, papers are due at the time of presentation. This will give the editor sufficient 

time to collect, review, and revise papers, if necessary.   

 

Give instructions for manuscript preparation to authors well in advance 

 
You may wish to announce on your conference website that AIP will be publishing your proceedings and refer to 

AIP’s instructions and link directly to them at http://proceedings.aip.org/authors/information_for_authors.  Please 

select the correct instructions for the format you have chosen (i.e., either approx. 6 3/8 x 9 1/4 inches, 7 x 10 inches, or 

8.5 x 11 inches, single or double column). Include a link to the Transfer of Copyright form, the offprint order form, and 

the permissions request form. Some editors find it helpful to collect the Transfer of Copyright forms for each paper 

already at the conference. 

Please note that a frequent cause of delay in the production process is missing permissions. To use  

previously published material from a book or journal, the author must obtain permission from the owner of the rights to 

the material (the original publisher and/or author). It is important to write for permission as early as possible, and all 

signed permission forms (indicating that permission has been granted) must be sent along with the manuscript and all 

credit lines required by the copyright holder must have been included in the paper. Papers that are missing the 

necessary permissions or credit lines may delay publication of the entire volume. The papers without needed 

permissions complete, will be removed from the proceedings. 

 

Send the complete manuscript to AIP by the agreed-upon deadline 

 
Please remember, everybody is happy when the proceedings volume is published a short time after the conference 

takes place.  In most cases, it may become necessary to leave out stragglers in order to hold to the submission deadline 

of the proceedings manuscript to AIP (to collect ALL papers may take a very long time).  It is very useful to inform late 

authors that you are willing to exclude them from the published proceedings.  Note, for conferences taking place in 

May through July, expect added pressure from AIP because of the high desirability of publishing the proceedings still 

in the same calendar year with the same-year copyright! 

http://proceedings.aip.org/authors/information_for_authors
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2. ELECTRONIC FILES 

 
 AIP will print using the electronic files submitted. We prefer to receive Adobe Acrobat pdf files. We 

discourage sending WORD files, as it is more likely that there could be font problem or related 

problems will arise.  

 

 Type 1 Adobe fonts are acceptable and work best. Authors must make sure to embed all fonts and 

graphics when saving the file. Missing fonts often present problems. Authors should be instructed to 

print out a hardcopy of the electronic file and check to make sure all symbols and fonts appear 

correctly. If there are unintentional blank spaces in the hardcopy, this is an indication that a 

symbol was not embedded and dropped out. AIP prints from the electronic pdf file. 

  

 A Note for LaTeX Users: The TeX Users Group web page has a link to CTAN (TeX Archive 

Network). All fonts and latest updates are available from CTAN: http://www.tug.org 

 

 AIP provides LaTex macros and instructions on our web site. However, we cannot accept LaTeX files, 

they must be submitted as pdf files. You may use LaTex to create your source file, but it must be 

converted to PDF before sending it to AIP. 

 

 Check each article file for page numbers and extra blank pages. Remove all footers, headers, or page 

numbers as well as blank pages. The correct page numbers will be added by AIP for the entire volume. 

 

 Graphics: set the graphics for 600 dpi resolution. Scanning in figures at 300 dpi resolution will not 

produce good output at printing. If you plan on submitting conference photographs, the digital files (for 

example, jpg) must be high resolution files. A minimum of 600 dpi is recommended. While 

photographs submitted at 72 dpi or even 300 dpi will look fine on your screen, they do not print well in 

the proceedings.  If you plan to submit artwork for a color cover, the pictures must be in CMYK color. 

Files in RGB color cannot be used. 

 

 Each paper should be sent as a separate file.  

 

 To indicate the order of appearance in the book, files must be named as follows: 001author.ps; 

002author.ps, etc., where the first author's name can be abbreviated to fit the filename. Please note that 

the file named 001author.ps should be the first paper in the proceedings, and NOT the preface or any 

front matter items.  For these, simply name them “Preface,” “List of Participants,” etc. 

 

 Save all files on a CP-ROM, formatted for PC. Alternatively, you may establish an ftp site where we 

can access and download the files.  If you choose this option, please ZIP all files together, so they can 

be retrieved in a single download, also provide us with all necessary details needed in order to access 

the files.   

 

3.  ASSEMBLING THE WHOLE MANUSCRIPT 

 

Receipt of the final version from the authors 
Aside from checking the content of the papers, review the following: 

 

 Does each page fit inside the allowed dimensions specified in the sample paper? 

 

 Print electronic files and check for figure/printing problems, correct dimensions (see above), and 

proper font sizes. Check for missing spaces where fonts may have dropped out. All papers must 

conform to the Author Instructions. 

 Most printing problems may be avoided by embedding all fonts and graphics when saving the file. 

 

http://www.tug.org/
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 Figures and tables must be inserted in the text (as close as possible to their first mention in the text, 

preferably at the top or bottom of the page) and may not follow the Reference section. 

 

 Make sure all figures and tables have captions. 

 

 Assure the consequent numbering of all figures, tables, and equations. 

 

 Check artwork: Will the figures reproduce well? If the figures are to be printed in black-and-white but 

are submitted in color, remove any mention of color in the figure legends and check for possible loss 

of information within the figure. If they must be printed in color, provide a letter from the author 

stating that he/she is willing to pay for the additional printing charge. If such is not included in the 

quoted price.  The author must also provide a complete address to where the invoice for the color 

printing should be sent.  Check with AIP for the current per page charge. 

 

 Save each paper as a separate file and name it in the order of appearance in the book, e.g.,  

001[author’s last name] [file name extension] (sample: 001smith.pdf, 002jones.ps).  Note that the file 

named 001author.ps should be the first paper in the proceedings and NOT the Preface or any other 

front matter items.  For these, simply name then “Preface, “List of Participants,” etc.  
 

Did the author include a signed “AIP Transfer of Copyright” form? —Mandatory 

 

Each paper must be accompanied by a signed Transfer of Copyright form. If the author did not provide it, 

contact him/her immediately.  In the interest of time, it is recommended that the Transfer of Copyright be 

sent to the authors via facsimile or e-mail. If, instead of the AIP formal Transfer of Copyright form, the 

author provides a different form other than the AIP Transfer of Copyright form, please contact AIP for 

review of this form. It may not be acceptable by us.  

  

 A signed Transfer of Copyright form must be submitted for each paper. 

 

 All Transfer of Copyright forms should be sent along with the manuscript. Please put the corresponding 

file name in the top right corner of the form and arrange all signed forms in the order that the papers 

appear on the table of contents. These can be sent to AIP via fax or e-mail.  

 

Collect all other forms separately  

 

 Signed Permissions (see separate instructions and forms  mandatory if material is taken from 

previously published sources). 

 

 Offprint/reprint purchase orders if offprints/reprints are ordered. 

 

All forms are available on the AIP website and can be downloaded at the following URL: 

 

http://proceedings.aip.org/authors/information_for_authors 

 

Sequence of all papers in the volume 

 
Sequence: The Volume Editor will arrange the sequence of all papers on his/her discretion.  This sequence 

may not follow the chronological order shown in the conference program.  Optimally, the papers will be 

grouped by technical subtopic and/or by category, such as plenary, invited, contributed, and poster 

presentations.  Such a grouping often leads to convenient “Section Headings”; see also “Table of Contents” 

section below. 

 
Page numbering: AIP will paginate the volume and will insert the final page numbers in the proper 

location on each page for printing.  Please do not put any footer or page numbering from the electronic 

http://proceedings.aip.org/authors/information_for_authors
http://proceedings.aip.org/authors/information_for_authors
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files. 

 

Items to be prepared by the Volume Editor 

 
Title page: AIP will typeset the title page and cover, but you must provide all information for these items 

(fill out questionnaire carefully, as this information is used for creating the title page and cover; see below). 

Include full title of conference and all Editors’ full names in proper sequence with affiliations. All 

affiliations should be provided in English. 

 

Table of Contents: Provide all information and submit the electronic WORD file to AIP. AIP will double 

check all information, typeset the table of contents, and generate the author index. 

 

 If the proceedings papers are grouped in topical sections, provide section headings in the table of 

contents.  AIP may insert divider pages with these headings into the volume at the beginning of each 

section. 

 

 Provide full title of each paper and names of all authors, exactly as they appear on the paper. Use 

initials for first and middle names only, no affiliations, please.  

 

 AIP will insert final page numbers and prepare a complete author index. 
 

 Submit the table of contents to AIP as a WORD file. DO NOT SEND A PDF. 

 

Preface and any other front or back matter material: Prepare in accordance with Instructions to 

Authors, and provide a separate file for each item. 

 

Editor’s Questionnaire:   Please complete carefully. A concise description of the conference and the 

Proceedings is vital for its proper promotion and marketing by AIP. The description will be posted on the 

AIP website. All information should be complete and accurate, as it is used to create the title page and 

cover of the book. 

 

Shipping Labels:   For each book to be shipped by AIP, a peel-off address label is required.  Since AIP will 

use your actual sticky labels for shipping the books to the participants, it is critical that the addresses are 

correct and complete in detail to avoid lost or returned packages later.  You must include names of institutions, 

department names, street addresses, postal codes, and for overseas addresses the full country name. If the 

address is incomplete or inaccurate, your books may not reach their destination. Double check the address 

labels carefully. If your books are to be shipped to one address, please provide a complete and accurate address 

and the name of the recipient. 

 

Miscellaneous:   The following are all optional.  Some conference organizers and volume editors may 

wish to include some of these features in their proceedings volume: 

 

 A conference logo or image may be printed on the title page. If you choose this option, please provide 

a file containing the logo.  The file should be 600 dpi to ensure optimal print quality.  Color printing is 

available. The placement of a color logo will be charged as one page of color.   

 

 In the front matter, lists of sponsors, committees, or previous conferences may be added.  If you 

choose this option, please provide a separate file for each element. 

 

 In the back matter, lists of participants (with or without addresses and e-mail information), the 

conference program, and a subject index (prepared by the editor or by AIP for a fee) may be included. 

If you choose this option, please provide a separate file for each element. 

 

 Formal group photos and informal photos of individuals may also be printed. Color photos will be 
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converted to black and white, unless a fee is paid for color printing. Note: all photos must be high 

resolution, i.e., 600 dpi or more for quality reproduction. It should be indicated at the time of 

submission if the figure should print in color. Contact AIP for the current per page charge for color 

printing. 

 

  If AIP also produces a CD-ROM of your proceedings, you may wish to include a special image to be 

used on the welcome screen.  If so, please send a file for the image. The file should be 600 dpi to 

ensure optimal print quality. 
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4.  FINAL CHECK LIST  BEFORE CLOSING THE SHIPPING BOX 

 

   For security, retain a photocopy or copies of the electronic files of everything. 

 

   Title page?    

  

   Table of Contents?       

 

   Preface? 

 

   All electronic files named in proper sequence? 

 

   Included a PC formatted CD-ROM containing one file for each paper, all front and back 

matter items, and the table of contents, or supplied AIP with ftp details to pick up files. 

 

   All AIP Transfer of Copyright forms, signed and collected in sequence of the papers, with the 

corresponding file name indicated at the top right corner of each? 

 

   All other author-prepared forms (permissions; offprint orders) collected separately? 

 

   Shipping labels (actual sticky labels with complete mailing addresses, including institution, 

department, city, street, zip code, and name of the country) for all conference registrants who are to 

receive a copy? 

 

   If all copies are to be shipped to one address, a complete and accurate mailing address and the 

name of the recipient? 

 

   Editor’s Questionnaire with concise description of the proceedings, complete title, location, 

and dates of the conference, and number of copies to be purchased from AIP? 

 
 

5.  SENDING COMPLETE MANUSCRIPT TO AIP 

 

Note:  Do not mail hardcopy to AIP.  All files can be sent either via FTP, E-mail, or saved to a 

CD-ROM of DVD.  The CD-ROM or DVD should be sent to the following address. 

 

To: Acquisitions Office 

 AIP Conference Proceedings 

 American Institute of Physics  

 2 Huntington Quadrangle, Suite 1NO1   

 Melville, NY  11747-4502, USA 

 Telephone:  516-576-2456 

 Fax: 516-576-2450 

 E-mail: confproc@aip.org 

mailto:confproc@aip.org
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  http://proceedings.aip.org/proceedings 

 Files can be e-mailed to us at confproc@aip.org. If e-mailing files, be sure to ZIP them 

together in order to minimize the file size, or send them in batches. Please send an e-

mail to confproc@aip.org saying that an e-mail containing attached files has been sent. 

This should be sent in a separate e-mail and should not include any attachments.  This 

is a precaution just in case the files are too large and do not reach us, we will know that 

an attempt to send them was made. 

 You can also send the files to us via FTP.  You can establish your own FTP site. If you 

this will be the case, please send AIP the details for accessing the files.  You can also 

use AIPs FTP site. The details for doing so are as follows: 

 

Address for FTP site it ftp.aip.org 

   

user name:  anonymous 

password:  your e-mail address 

  

Once logged on, you need to navigate to the folder named "incoming" and deposit the 

file there.  Please upload a single ZIP file containing all of the materials. The file 

should be names with the last name of the Editor so it is easily identifiable. Once the 

file is uploaded, please send an email to confproc@aip.org saying the file has been 

uploaded to the ftp site. 

 

 

http://proceedings.aip.org/proceedings
mailto:confproc@aip.org
mailto:confproc@aip.org
ftp://ftp.aip.org/
mailto:confproc@aip.org

