FORMATTING FOR IPM TASKFORCE CHAPTERS
All the formatting described is already in your template.  Please do not deviate from the specified formatting
Example and Template

An example of one disease chapter (wildfire / angular leaf spot) is available as a separate document (Word file: IPM_Example_Disease), to show the general type of document required.  A general template for disease chapters is on the website as a separate document (Word file:  IPM_Template_Disease).  A specific template for your disease has been sent to you as a separate document (Word file:  IPM_Template_Disease).  The word Disease in the filename has been replaced by the name of your specific disease e.g. IPM_BlackShank.  

Headings
The headings indicated in the template should be used where applicable, but left out if not relevant (except for biological control - specify if none).  If management is different for the field and seedbeds / float beds, put subheadings as shown for “scouting“ and “chemical control“ in the example.  If part of a heading is irrelevant, delete it.  For example: “Scouting / forecasting / observation of climatic conditions / soil sampling” – soil sampling is irrelevant for blue mould.  If you use more than one heading, delete the “/” and connect with commas or “and” e.g. “Scouting, Forecasting and Observation of Climatic Conditions”.
Page size
Page size is American (letter - 8.5 x 11 in, 212 x 275 mm), with hard page breaks – this will allow printing on both American and European paper without loss of formatting.  This is set up in your template – please do not change it, and check that you do have this page size.  (You may need to reset the page size manually: File, Page Setup, Paper – choose Letter, 8.5” x 11”).   You will need to insert the hard page breaks; this will preserve the formatting when the document is printed with the European paper size. 
Text Formatting

Text should be Arial 11, fully justified.  Section headings should be Arial 12, bold, left justified, with 3 point paragraph spacing below.  Margins should be 1” top and bottom, 1.25” left and right.  This is set up in your template – please do not change.
Most sections will have only one paragraph, but multiple paragraphs should have 3 paragraph points spacing between them.  There should be one blank line, (paragraph spacing 0 points) between sections.  
If the section is divided into “seedbeds” and “field”, there should be 3 paragraph points spacing between them, with the subheadings underlined, Arial 11 not bold.  This is set up in the template.
Spelling will be British e.g. mould not mold.  Units will be metric.

References should be fully justified (no hanging indent), with 3 points paragraph spacing between references (see Reference section at end), with author and year in bold Arial 10 – this is set up in the template.

Document Length
The whole document should ideally be about four of five pages (2-3 pages text + 2- pages photographs, or 3 pages text + 1-2 page photographs).  This is flexible, but documents should not exceed six pages.  Partial pages of text and photographs (as in the example) are also acceptable.  Please keep to this limit if you can; a page or two over is acceptable, but we do not want excessively long chapters.  
Photograph Formatting
Photographs should be outlined with a border of 0.75 points in black (borders and shading – borders – box OR format picture – colours and lines).  This is shown in the example and the template.
Photograph layout (format object / layout) should be the first wrapping style “in line with text”.  If two photos, they should be left aligned and placed against the left and right margins, by spacing between them (must be the first wrapping style).  If one photo, it should be centered.
There should be 18 paragraph spacing points between the end of the text and the first photo, and also between the caption of the upper photo and the top edge of the lower photo (see all photos in the example).  You may need to vary spacing to balance your photos on the page, but it should not be less than 15 paragraph points (ideally 18 points).

Figures should be titled as Fig. 1.1:  xxx, Fig. 1.2:  xxxx; the “Fig.1.1” should be bold Arial 10, with 2 spaces between Fig. and 1.1.  The rest of the title should be regular Arial 11. There should be no period at the end and “Figure” should not be written in full, e.g.  
Fig. 25.2:  Bright yellow mosaic symptoms of burley plants infected with AMV

If A and B, the A,B under the photo should be Arial 11 bold, in the title should be Arial 10 bold, e.g.

A


 Brenda Kennedy, UK, USA


    B

         Colin Fisher, UK, USA
Fig. 25.6:  Foliar damage can be severe.  A: severe distortion of the leaf tips   B: hooking of the leaf tips

Photographs should be titled as in the example; left aligned with the edge of the photograph and with a paragraph spacing of 6 points between the picture and credit if there is no A,B;  3 points if there is A,B.  If you need to identify several pictures for one figure, denote them A, B, etc; with 3 point paragraph spacing between the picture and the A,B / credit and 3 point paragraph spacing between the A,B / credit and the title.  If there is one center photo, place the title in line with the left edge of photo.
If you use any photographs other than your own, please ensure that you have copyright permission and provide acknowledgments where necessary.  Acknowledgements should state the name, affiliation (abbreviated) and country of the donor, and should be under the photo right aligned with the edge of the picture, in Arial 8 – paragraph spacing as outlined above.  

The example shows 12 photographs in seven figures, but you may use any configuration you wish. 
References

References are not required, but may be included if relevant, particularly those relating to work done on biological control.  A few general tobacco pathology references will be given for the disease section overall (the CORESTA monograph, Lucas, the Compendium of Tobacco Diseases, etc).  There should ideally be no more than five references on any one disease / pest.  The format of citations should be as shown below; fully justified (no hanging indent), with 3 points paragraph spacing between references; and author and year in bold Arial 10.  This is set up in your template.

Wernsman, E.A. and D.F. Matzinger. 1970.  Relative stability of alleles at the nicotine conversion locus of tobacco.  Tob. Sci. 14:34.
There should be no comma before the “and”.
Xu, D., G. B. Collins, A. G. Hunt and M. T. Nielsen. 1998. Resistance of alfalfa mosaic virus in transgenic burley tobaccos expressing the AMV coat protein gene. Crop Sci. 38:1661-1668.
Kaiser, W. J. and R.M. Hannan. 1983. Additional hosts of alfalfa mosaic virus and its seed transmission in tumble pigweed and bean. Plant Dis. 67:1354-1357.
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