CALIFORNIA ACADEMY OF SCIENCES
PROCEEDINGS SERIES
INSTRUCTIONS TO AUTHORS

Authors planning to submit papers for consideration for publication in the Academy’s Proceedings,
Occasional Papers, or Memoir series must follow the directions given below in preparing their
submissions. Under some circumstances, authors may not be able to comply with all the computer-based
requirements for submission. Should this be the case, please contact the Editor or Associate Editor for
guidance on how best to present the materials.

The Scientific Publications Office of the Academy prepares all materials for publication using state-of-
the-art, computer-assisted, page-description-language software. Final copy is sent to the printer for printing.
The printer does not modify the files sent for printing. Therefore, it falls to the authors to check carefully
page proof when it is returned for approval. Ordinarily, all communication with authors is done via email
and galley and page proofs of manuscripts, including figures, are transmitted as attachments to email
communications. Again, exceptions to this will be made in the event that an author is unable to
communicate in this way.

Authors are expected to provide digital copies of both manuscript text files and images, as well as a
paper printout of their manuscript. Please note the following:

Text: Text can be in Microsoft Word, as a Word document file, WordPerfect, also as a WP document
file, or, best of all, as an “rtf” (rich text format) file, which can be produced by most word processors.
Authors who use non-standard fonts must include file copies of those fonts so that their symbols can be
reproduced accurately. However, it is strongly recommended that the type style “New Times Roman” be
used throughout and that the Symbols and Bookshelf Symbol 1-3 fonts be used for such items as G, E, D,
m, etc. Please note: do not use all capital lettering in any of your text, not headers or to emphasize any
thing. The only acceptable use of all capital lettering is for museum symbolic codes (acronyms) such as
USNM, MNHN, CAS etc.

Images: Images should be in either JPG (JPEG), or TIF (TIFF) format. Resolution for grayscale
images should be at least 600 ppi (1200 ppi if possible, especially for photomicrographs), and 300 ppi for
color. All images should be sized so that none exceeds a maximum print size of 5.5”7.875” (140 mm x 200
mm).

Tables: Our processing software allows for direct importation of tables. This reduces the chances for
errors being introduced during the preparation of manuscripts for publication. However, in order to use this
feature, tables must be prepared in Microsoft Excel or in Microsoft Word using Word’s table feature; do
not prepare tables using tabs or space bars. Complex tables not prepared as described above will be
returned to the author for revision.

Digital files: Authors are encouraged to submit their digital files on CD-ROM (CD-R formatted disks
NOT CD-RW) inasmuch as these can be read by nearly all CD-ROM drives. Digital files can also be sent
to the Academy’s editorial office as attachments to Email providing none exceeds 5 mb. If files are much
larger, please contact the editor who will arrange for ftp transfer if that is not already available to the
author.

File naming protocols: To facilitate the handling of digital files submitted by authors, the following
file-naming conventions are to be followed: text files should bear the author’s last name (in the case of
multiple authors, only the first author’s name) followed by a space and a date in the format mmyy (e.g.,
0603 for June 2003) to yield a file name such as Gosliner 0603.doc or Williams 0603.rtf. If an author has
submitted two or more manuscripts and must distinguish between them, then the naming should include an
additional numeral: Goslinerl 0603.doc for the first manuscript, Gosliner2 0603.doc (or .rtf) for the
second. Figures should follow similar conventions, as follows: Gosliner F1 0603.tif, Gosliner F2 0603.tif,
for figures in the first manuscript and, if more than one manuscript, then Gosliner1 F1 0603.tif etc. for the
figures associated with the first manuscript and Gosliner2 F1 0603.tif etc. for those with the second.
Following these conventions will insure that figures submitted by one author are always maintained distinct
from those submitted by another. Tables submitted as Excel files should follow the same naming
conventions except the file type designation will be “.xls”: e.g., Gosliner T1 0603.xls. Please note that
extraneous periods are omitted in file names.

Bibliography format: Three bibliographic styles are accommodated in the Academy’s scientific
publications, one commonly used in scientific journals publishing papers in systematic and evolutionary



biology, a second used mainly in the geological literature, and lastly, the format most commonly used in
the humanities by historians of science. On request, the author will be sent a style sheet that includes
samples of the three formats. Authors are also encouraged to examine a copy of the latest published
Proceedings. In all instances, however, authors should not abbreviate journal names but spell them out
completely. For books, the reference must include the publisher and city of publication. It is recommended
that the total number of pages in the book also be given.

A few samples are cited here: (note that author names are in caps and small caps, not all caps)

BENDER, F.1983. Geology of Burma. Gebriider Borntraeger, Berlin, Germany. 293 pp. BOOK STYLE

FAHEY, S., AND T. GOSLINER 1999. Description of three new species of Halgerda from the Western Indian Ocean with
a rediscription of Halgerda formosa, Bergh 1880. Proceedings of the California Academy of Sciences, ser. 4,
51(8):365-383.  JOURNAL STYLE (note journal names must be spelled out completely)

HALL, R. 1998. The plate tectonics of Cenozoic SE Asia and the distribution of land and sea. Pages 99-131 in R. Hall
and J.D. Holloway, eds., Biogeography and Geological Evolution of SE Asia. Backhuys Publ., Leiden, Netherlands.
CHAPTER IN EDITED VOLUME

KRESS, W. JOHN, ROBERT A. DEFILIPPS, ELLEN FARR, AND YIN YIN KYI. 2003. A4 Checklist of the Trees, Shrubs, Herbs,
and Climbers of Myanmar. Contribution from the United States National Herbarium, vol. 45, Washington, D.C.,
USA. 590 pp. BOOK STYLE for standalone contributions

MADDISON, W. P., AND D. R. MADDISON. 2003. MacClade: Analysis of Phylogeny and Character Evolution, Version
4.0. Sinauer, Sunderland, Massachusetts, USA. SOFTWARE (please do not forget to give version number)

MooDY, SCOTT MICHAEL. 1980. Phylogenetic and historical biogeographical relationships of the genera in the family
Agamidae (Reptilia: Lacertilia). Ph.D. dissertation, University of Michigan. i-xv, 1-373. THESIS STYLE

PARHAM, J.F., W.B. SimisON, K.H. Kozak, C.R. FELDMAN, AND SHI H. 2001. New Chinese turtles: endangered or
invalid? A reassessment of two species using mitochondrial DNA, allozyme electrophoresis and known locality
specimens. Animal Conservation 4:357-367. JOURNAL STYLE, multiple authors

PARHAM, J.F., B.L. STUART, R. BOUR, AND U. FRriTZ. 2004. Evolutionary distinctiveness of the extinct Yunnan box
turtle (Cuora yunnanensis) revealed by DNA from an old museum specimen. Proceedings of the Royal Society
Series B (Biology Letters Supplement) 271:3391-S394. JOURNAL STYLE

SNYDER, F. M. 1953. Notes and descriptions of some Ethiopian Muscidae (Diptera). American Museum Novitates
(1608): 1-21. JOURNAL STYLE where each item is separately numbered and is not part of a volume

TORTOISE & FRESHWATER TURTLE SPECIALIST GROUP. 1996. Testudo graeca. In: IUCN Red List of Threatened Species
<http://www.iucnredlist.org>. Cited 25 May 2006. WEB CITATION

SUBSCRIPTIONS

The Proceedings series of the California Academy of Sciences is available by exchange or
subscription. For information on exchanges, please contact the Academy Librarian via regular mail
addressed to the Librarian, California Academy of Sciences, 875 Howard Street, San Francisco, CA 94103,
U.S.A. or via email addressed to lcurrie@calacademy.org. Subscription requests, including information on
rates, should be addressed to Scientific Publications, California Academy of Sciences, 875 Howard Street,
San Francisco, CA 94103, U.S.A. or via email to the Editor at scipubs@calacademy.org.

Subscription price for 2006: $65 (US) plus $10 for mailing to U.S. and Canadian addresses and $20 to
all others.

The Occasional Papers and Memoirs are not available by subscription. Each volume is priced
separately. Occasional Papers, Memoirs, and individual issues of the Proceedings are available for purchase
through the Academy Stores (http://store.yahoo.com/casstore/bookstore.html). or from the Office of
Scientific Publications. Credit card orders are available only through the Academy Stores.

COMMENTS

Address editorial correspondence or requests for pricing information to the Editor, Scientific
Publications Office, California Academy of Sciences, 875 Howard Street, San Francisco, CA 94103,
U.S.A. or via Email to the Editor, Scientific Publications, at scipubs@calacademy.org.
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