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WORKSHOP MATERIALS GUIDELINES

Manuscripts can be in outline or narrative form, and need to fit the format as indicated below. Please feel 
free to include copies of your slides or overheads, or any other information that pertains to your 
presentation.  Workbook materials received from you are not edited and will appear in the workbook exactly 
as submitted.  The following guidelines apply to all submitted documents whether in a hard copy or 
electronic format.

FORMAT:

1. All text and figures must be submitted in an 8 1/2" x 11" format (do not use legal size).

ELECTRONIC FORMAT:

2. All files should be submitted in Office 2000 or previous versions.

3. All figures, tables, and graphics, etc., should be embedded within the text to which they are referred 
(not linked).

4. We can accept up to a 4 mgs. file. If the file is larger it can be zipped and sent. Attachments can only 
be named with one file extension.

HARD COPY SPECIFIC:

5. Please submit an original of your information (text, figures, tables or pictures) on good quality paper.  
You may submit as much information as you like.

5. Do not fold, fax, three-hole drill, bind, or staple your information.  

Please Note: Color photos, electronic files containing color, and color xerox copies may be 
submitted, but reproduction in color cannot be guaranteed.


