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o All papers that do not MATCH this format will be rejected and returned for 
correction.  Please pay attention to the guidelines and prepare your manuscript 
correctly the first time.  It will save us both time and money. 
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On-Line Registration is also due on or before November 22, 2011 

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

o NOTE:  Early bird discount registration deadline is October 31, 2010. 
 
 
 
 
 

Failure to respect the November 22nd deadline 
may ensue the EXCLUSION OR WITHDRAWL  

of the contribution from the Conference. 
 



GENERAL INSTRUCTIONS TO AUTHORS 
 

Conference Date and Location: January 23 – 27, 2011 
 Hilton Cancun Golf & Spa Resort 
 Cancun, MEXICO 

 
Read ALL of the instructions carefully BEFORE proceeding. 
 
Due November 22, 2010 

 
1. Create PDF file by using IEEE eXpress: 
 
  **eXpress link will be sent once it is received from IEEE 
 
2. Upload approved IEEE eXpress PDF file to:  

 
 http://www.ieee-mems2011.org/authors/manuscript.html 
 
 Note:  this link will open on November 12, 2010. 

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

o Signed form is MANDATORY for inclusion in the Technical Digest. 
 

4. On-Line Completed Conference Registration Form and payment of registration fee: 
 
  http://www.ieee-mems2011.org/registration/registrationform.html 
 
 NOTE:  Early bird discount registration deadline is October 31, 2010. 
 
5. Technical Digest Extra Page Order Form (if applicable). 

o If your paper exceeds 4 pages, an additional $200 per page charge must be included.  
o Maximum paper length is 6 (six) pages. 

 
 
Please email, fax OR mail the signed IEEE Copyright Form and Extra Page Form (if applicable) to: 
 

email to: sgalloway@pmmiconferences.com 
 

Fax to: 1-330-629-2376 
 

Mail to: Shirley J. Galloway 
Preferred Meeting Management, Inc. 
Attn:  IEEE MEMS-11 Conference 
140 Wolcott Drive 
Boardman, OH 44512 USA 



INSTRUCTIONS FOR TECHNICAL DIGEST PAPER 
 

READ ALL INSTRUCTIONS COMPLETELY AND CAREFULLY BEFORE PROCEEDING. 
 
The MEMS Technical Digest will be printed from the electronic PDF file which you will submit to the web-
site.  It is very important that all papers be consistent and uniformed throughout the Technical Digest.  Please 
use the following style indicated below to allow us to maintain uniformity in the final copy.  A Sample Paper is 
available on the web-site and attached to this e-mail. 
 
Your paper formatting and style MUST match the sample exactly to ensure inclusion in the digest. 
 
**Important note to authors who plan to submit patent applications: January 10, 2011 is the date when the 
content of your paper will be disclosed to the public. 
 
Instructions (these perimeters must be adhered to): 
 

• The manuscript that you prepare will be used and printed 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.  

 
• The hardcopy Digest book will be printed in black and white. Color images, pictures, and charts will 

convert to grayscale for the printed Digest.  The electronic version will be produced in color.  Authors 
must make sure that there is reasonable contrast when these are converted. Please keep in mind that we 
cannot guarantee that your images will be sharp/visible once printed in grayscale. It is the author’s 
responsibility to ensure that color images convert to grayscale properly.  You can easily check this by 
printing to a black and white printer to ensure that there is contrast. 

 
• Clarity and Uniformity are of paramount importance. 

 
• Prepare up to four (4) pages of text and figures. 

- Longer papers will be printed only if accompanied by payment of a mandatory over-length charge 
of $200 per page.   

- The absolute maximum length with payment of the over-length charge is six (6) pages. 
 

• Do NOT number your pages 
 
• Do NOT password protect your PDF file. 
 
• All fonts MUST be embedded.   
 



Style and Format: 
 
• 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 your file correctly the first 
time.  The sample paper may act as a template for you.   

 
• Font:    Times New Roman ONLY for all text and the Symbol Font for symbols 
 
• Paper Size:  8.5” x 11” Paper: Create all pages to be 8.5” x 11” page size 
 
 A4 Paper: Create a special size document in document set-up: 

21.59 cm x 27.94 cm.  For unit conversion: 1 inch = 2.54 cm 
 
• Paper Margins: Define .75” (1.9 cm) wide left, right and top margins.   

The bottom margin should be 1”. 
 

• Do not overcrowd and create an unreadable paper by making the lettering or the spacing to small in the 
text. 

 
• All manuscripts must be typed single space (or equivalent) to fit within the two column borders.  Small 

type faces can create severe readability problems when printed.  Do not use a smaller print than 10 point. 
 
• Text should follow two (2) column layout and should be left-and right-justify within the column.  Leave 

.25” (0.635 cm) between the columns.  On the last page of your paper, try to adjust the lengths of the two 
columns so they are even. 

 
• Use either one or two spaces between sections and between text and tables or figures to manipulate the 

column length.   
 
• Use two spaces after periods at the end of sentences. 
 
• Define abbreviations and acronyms the first time they are used. 
 
• Please remember to spell check your entire paper manually. 
 
• Paper title is to appear in CAPITAL LETTERS centered across the top of the two columns on the 

first page.  14 POINT BOLD TIMES NEW ROMAN 
 
• Do NOT split words in your title between two lines.  If a word splits at the end of the line and adds a 

hyphen, please move the entire word down to the next line. 
 
• Authors’ names (12 Point Times New Roman Italic) and institutions (12 Point Times New Roman 

Regular) appear below the title, also centered, in capital and lower case letters.  Give all authors’ names; 
do not use et. al.   



• Do NOT split author names between two lines.  First and last names should stay together. 
 
• When authors are from more than one institution, use 1superscripts with the corresponding institution.  

Please only use the actual name of the institution and not your Department, Center or Laboratory 
 
• NO blank lines between, title, authors and institutions 
 

EXAMPLE: 
 

SAMPLE PAPER TITLE 
MANUSCRIPT PREPARATION GUIDELINES FOR MEMS 2011 

J.Q. Public1, J. Doe1, and G.I. Joe2 
1The Technical Manuscript Design Group, Sorrento, ITALY 

2The Scientific Paper Formatting Initiative, Tucson, Arizona, USA 
 

• Abstract:  Each paper should contain an abstract of about 100 words that appears at the beginning of the 
paper.  Be sure and head the paragraph with ABSTRACT (no numbering/left justify/BOLD 12 POINT 
and ALL CAPITALS) and indented .25” (0.635 cm). 

 
• Section headings appear left justified, BOLD, 12 point, ALL CAPITALS.  Do NOT number headings.  

Suggestions for titles are: 
 

INTRODUCTION 
DESIGN 
FABRICATION 
RESULTS 

CONCLUSIONS 
ACKNOWLEDGEMENTS 
REFERENCES 

 
• Sub-Section Headers (to major headings):  10 point bold, in Upper Lower Case 

 
• Text body: 10 points, regular: all paragraphs are to be indented .25” (0.635 cm). 
 
• Illustrations, Figures, Charts and Tables must appear within the designated areas.  Text should be 10 points, 

Italics.  They may span two columns if necessary.  
 

• Caption and number every illustration.  Figure captions should be below the figures; table captions should 
be above the tables.  

 
• Double check your sequence numbering of figures and charts.  
 
• Figure/table numbers should be followed with a colon “:” after them. (i.e. Figure 1: ) 
 
• 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. 
 



• The charts, graphs and tables need to be created and placed in the file at 100%.  If they are not placed at 
100% or scaled to fit the size of the rules (lines) will change accordingly.  Example:  A chart prepared at 
6" x 9" using .5 rules and then scaled by 50% to fit in the document the rules will reduce to .25 thus 
causing the rules to not show up in the Digest when it is printed. 

 
• 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.  
No scanned copies of photos.  Scanned copies will print very blurry.  The hardcopy Digest book will be 
printed in black and white. Color images, pictures, and charts will convert to grayscale for the printed 
Digest.  The CD-ROM will be produced in color.  Authors must make sure that there is reasonable 
contrast when these are converted. Please keep in mind that we cannot guarantee that your images will be 
sharp/visible once printed in grayscale.  It is the author’s responsibility to ensure that color images convert 
to grayscale properly.  You can easily check this by printing to a black and white printer to ensure that 
there is contrast. 

 
• Do not shade the charts, graphs and tables with patterns within the software that you are using.  You can 

create simple patterns (vector art) or use tints of black.  Make sure there is a lot of distinction between the 
patterns and/or shades used.  Do not go below 10% of black or it will not show up when printed in the 
Digest. 

 
• Do NOT have your paper reference number in the body of your paper.  
 
• Photographs:  All halftone illustrations must be high quality.  Authors must make sure that there is 

reasonable contrast for all photos/images.  When using color, please keep in mind that we cannot 
guarantee that your images will be sharp/visible once printed in grayscale.  It is the author’s responsibility 
to ensure that color images convert to grayscale properly for the printed hardcopy. 

 
• Footnotes:  Do not use footnotes.  Rather write your text to include all essential ideas and to be free from 

material of low importance.  If you have no other option and must us a footnote, number the footnotes 
separately in superscripts1.  Place the actual footnote at the bottom of the column in which it is cited.   

 
Do not put footnotes in the reference list or exceed the margins limits. 

 
• References:  List and number all references at the END of the paper (10 points).  When referring to them 

in the text, type the corresponding reference number in square brackets as shown at the end of this 
sentence [1].  Number them consecutively. e.g. 

 
REFERENCES 
[1] S. Senturia, “Perspectives on MEMS Past and Future: the Tortuous Pathway from Bright Ideas to Real Products”, in Digest 

Tech. Papers Transducers‘03 Conference, Boston, June 8-12, 2003, pp. 10-15. 
[2] T. Tsuchiya, O. Tabata, J. Sakata, Y. Taga, “Specimen Size Effect on Tensile Strength of Surface Micromachined 

Polycrystalline Silicon Thin Films”, J. Microelectromech. Syst., vol. 7, pp. 106-113, 1998. 
[3] R. P. Feynman, Lectures on Physics, Addison Wesley, 1989. 
 
 
 

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 



INSTRUCTIONS FOR CREATING A COMPATIBLE PDF 
 

All PDF’s MUST be created or approved by IEEE PDF eXpress. 
 
After creating your manuscript you must convert it to a PDF.  All PDFs must be created in IEEE PDF eXpress.  
Please follow these two steps carefully and contact us if you should have any problems. 
 
STEP 1: Creating your IEEE PDF eXpress Account 
 

  http://www.pdf-express.org/ 
 
Enter the following contact information: 
 

* Conference ID: MEMS2011x  Note: this ID code will be activated on November 1, 2010 
* Email address (IEEE PDF eXpress will send notices to this address) 
* Confirm email address (for confirmation) 
* Choose a password (you will be asked to confirm this password on the next screen) 
 

Click Continue, and fill in the required information. The phone number is especially important, if a problem 
arises with email or Internet systems. Click Continue, and you should see the account confirmation on screen. 
You will also receive an email confirming the account setup. If you do not receive this email within 24 hours, 
contact PDFSupport@ieee.org. 
 
Once you have created your account, you can login anytime to submit PDFs for Checking, or source files for 
Conversion to PDF. 
 
STEP 2: Uploading Files 
 
Login to your account, and click on the "Create New Title" button, located beneath the Title Status Table. Enter 
the title of your submission in the field provided, and then click either "Submit PDF for Checking" or "Submit 
Source File(s) for Conversion". The next screen will allow you to upload your file. 
 
Acceptable File Types (Source File) for Conversion.  IEEE PDF eXpress converts the following application 
formats to PDF: 
 

* Microsoft Word 
* WordPerfect 
* Rich Text Format 
* Freelance 
* (La)TeX (A DVI and supported image files must be included in a compressed archive) 
* PageMaker (images should not be embedded, included with main file in a compressed archive) 
* FrameMaker 
* Word Pro 
* Quark (*.qxd and images files must be included in a compressed archive)  



At any time, you may alternate between submitting PDFs and source files for one title.  You can convert 10 
source files and check 3 PDF files with one Paper ID.  Never submit a revision to an existing title by clicking 
Create New Title. If you use up all of your Checks and Conversions for a title, contact PDFSupport@ieee.org. 
 
Make sure that there are no grammatical, spelling, or content errors in articles prior to submitting to IEEE 
PDF eXpress.  Make sure that your paper format matches the sample paper. 
 
When your PDF is ready, you will receive an email with the IEEE PDF eXpress-generated PDF attached. 
 
You may review the PDF attachment, or view it through your IEEE PDF eXpress account. You will need 
Adobe Acrobat Reader 4.0 or later. 
 
NOTE for online review: Some browsers cache the older version(s) of your PDF. To ensure that you are 
viewing the current version of your PDF, clear your browser's cache. To clear cache from the window 
displaying your PDF, select "View" from the browser's toolbar; press & hold the "control" key and select 
"Refresh" from the drop down list. 
 
You are responsible for reviewing your PDF to ensure it looks as it did in the source file you provided.  
 
Pay close attention to special characters, as these may not convert correctly. 
 
Printing your PDF and reviewing the hard copy is also recommended. 
 
When you receive an acceptable, IEEE eXpress-compatible PDF, submit this final PDF to:  
 
  http://www.ieee-mems2011.org/authors/manuscript.html  
 
  The website will start accepting your uploaded PDF on November 12, 2010. 
 
Additional Information for IEEE eXpress: 
 
Revising your Submission in IEEE eXpress 
 
Click on the "Try Again" link for the paper you want to change. Remember that you may submit either a PDF 
or source file(s), until you reach the maximum PDF Checks/Source File Conversions, for that title. If you reach 
both maximums for a title, contact PDFSupport@ieee.org. 
 
Never Create a New Title for a submission already in the IEEE PDF eXpress database! 
 
Requesting a Manual Conversion 
 
If your IEEE PDF eXpress-generated PDF is showing errors not found in the source, you can Request a Manual 
Conversion. You will be asked to provide specific information about what is wrong with the PDF (include 
figure and page number references, etc.) Your source file will be sent to our Technical Support team for special 
handling. 
 
The Request Manual Conversion link becomes active once the PDF conversion is complete. 



TECHNICAL DIGEST EXTRA PAGE FORM 

MEMS 2011 Conference 
Cancun, MEXICO 

January 23 – 27, 2011 
 
  

 
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   
   
TECHNICAL DIGEST EXTRA PAGE (Euros only) 
 
NOTE:  Maximum paper length is 6 pages 
 
Extra page $200 per page x _____ pages $  
 
   
FORM OF PAYMENT 
 Bankwire (we will send you the information after we receive this form) 
 
 Credit Card (MasterCard/VISA)              Expiration Date     ____ /____             (MM/YY)  vcode __________ 
 
Card Number Name on card  
 
Billing Address   
 
City State/Province  
 
Zip/Postal Code Country  
 
Cardholder's Signature   
 
Please complete and fax this form to MEMS 2011 Conference.  
 

MEMS-11 Conference 
c/o PMMI 
307 Laurel Street, San Diego, CA USA 
Fax: +1-619-232-0799 

 


