1. Guidelines for the Report on the Muon Storage Ring Study @ Fermilab
edited by (for example):  Norbert Holtkamp (Fermilab), David Finley (Fermilab) and Mike Zisman (LBNL)

1.1 Introduction

This is an example file for the write up of the neutrino source study, performed at Fermilab in collaboration with the Neutrino Source and Muon Collider collaboration. The example file will show examples for figures to be included as well as tables, footnotes etc.  

1.2 Authorship

This is always a very complicated matter and I hope that together with Andy Sessler we all have found a solution that will satisfy everybody.

1.2.1 Proposal

The proposal so far is, to have the everybody listed at the beginning of the report according to institution. The members of the Neutrino Source and Muon Collider Collaboration will be on the author list by default. Everybody will have the opportunity to propose changes, correct mistakes and if requested, to take off the own name from the report, which hopefully will not happen. 

1.2.2 Changes and input from the collaboration

Once the report exists as a draft and we have managed to have it assembled in some decent English, it will appear as a draft in the MUCOOL note system where everybody can access the report. 

1.3 Technical details for the write up

There is a number of technical details which should be kept in mind while writing the different contributions which will make it at lot easier to assemble the whole report. Please stick to the suggestions as closely as possible to make the editors work a little easier. 

1.3.1 Fonts, headings  and type sizes 

Please do not change the fonts, the headings and type sizes. If you take the example file as it is right now, it will be easy for us to do our job.

1.3.2 Tables and figures 

Tables and figures can be added at any point in the text. The don't have to be centered. In order to save space, you can put them in text boxes and write around them. They should have their own caption attached to it. Please use the automatic caption numbering feature in word to make this work. Just click "insert" and then "caption". Choose whether you have an equation, figure or table and numbering will be automatic.  

So it could look like this, which will waste some space or:
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Table 1.1: This is a very simple table but good as an example
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Table 1.2 This is a very simple table but good as an example for using a frame and write around it.

or like this which will definitely save some space. You can do this by inserting so called frames. If you don't know how, look in the word help menu under frames. I hope this example will help you to generate the tables you want the way you want them.

The same is true for figures. Although this is in general more complicated as we all know. Postscript pictures are usually not visible in a word document and therefore should be included and in addition sent separately from the document, so in case we have trouble we can do the "insert" again.  Figures should have a caption each and an explanation attached to the figure which will allow to understand the figure without reading the text. Means: A figure with a caption should be self explanatory. 
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Figure 1.1: This is an included bitmap file. You can of course use jpeg, tif and everything else. The  nice thing here is that you can see them directly in the document.

The picture shows the Dose equivalent in the soil of a neutrino beam generated in a 2 TeV mu+ mu- collider ring. The neutrinos travel 1000 m through the soil with an almost constant dose within a cone of about 2 meter in height. Leaving the soil, the dose decays but a 3 meter thick concrete wall basically restores the dose to the previous value. This will lead to constraints for the depth of the tunnel and the surface buildings allowed close to the collider ring. 

Equations are 10-point and easily made with the equation editor. Again: Equations should be numbered using the "insert" and caption feature of word just like with tables and figures. You can put the equation into a frame again in order to align the caption and the equation:
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( 1.1 )
Citations to equations are easily done using the built in feature of word. For example, equation ( 1.1) can be cited in the text by using the "Insert" and "cross-reference" buttons. Same is of course true for figures and tables.

 Figures, tables and equations should all be numbered with the chapter number (Heading 1)  plus the number of the figure, table or equation.  The numbering will therefore (hopefully) be consistent within the chapter and the whole document.

1.3.3 References

Bibliographic references should be listed and numbered at the end of your paper. The individual citations are set in 8pt Times font. Citation numbers within the text  should be placed online in square-brackets. For more information on bibliographic format and standard symbols, units of  measure, abbreviations, etc., see Reference [1]. Each chapter again should have its own list of references to make it consistent in itself. 

1.4 Page Limit

1.4.1 General restrictions

The page limit per subsystem is set to 10 pages of text. I would like to ask everybody to stay within this limit because the editors otherwise would have to go through the painful procedure of negotiating the cuts in the text. 

1.4.2 Other information

The information for the R&D program should be provided to Mike Zisman. He will summarize the R&D required for the next year and the next 5 years in a consistent manner rather than doing this in each chapter. So please submit the "one Page of R&D" to Mike Zisman and to David Finley+Norbert Holtkamp.
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