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Thank you very much for your cooperation in publishing the 2018 activity report of Synchrotron Radiation Laboratory. The report is required for users who made experiments at Synchrotron Radiation Laboratory, including beamtime at SPring-8 BL07LSU and laser-based spin-resolved photoemission experiments at Kashiwa, from 2019.4 to 2020.3. The deadline is June 30, 2020. 
This document describes prescription of manuscript of the activity report. Each author should prepare it based on the following conditions or one can also prepare a manuscript by just inserting one’s document on this template. 
· Assignment of the manuscript

· Manuscript size should be A4 (21.0 cm ´ 29.7 cm). 
· Margins should be Top: 25mm, Bottom: 25mm, Left: 25mm,Right: 25mm.
· Title, Author, Affiliation  

· Font should be only Times New Roman for all characters. 

· The title should use 14pt bold uppercase letters and be centred on the page. 
· The names of authors and their organisations/affiliations should be grouped by affiliation and listed in 12pt upper and lowercase letters. The name of the submitting or primary author should be first, followed by the co-authors, alphabetically by affiliations.

· Paragraphs

· Paragraphs should use 12pt font and be justified (touch each side) in the column.

· The beginning of each paragraph should be indented approximately one character.
· Font should be only Times New Roman from the beginning to the end in the paragraphs.

· Insert of figures and tables

· It is recommended that figures are inserted in JPEG or TIFF format. 

· The font approved in Microsoft Word and Acrobat PDF should be use in figures because use of non-approved fonts in figures can lead to problems when the files are processed. 

· All figures and tables must be given sequential numbers (1, 2, 3, etc.) and have captions (10pt font) placed below figures and above tables. 
· Captions that are one line should be centred in the column, while captions that span more than one line should be justified.
· Reference
· All bibliographical and web references should be numbered and listed at the end of the paper in a section called "References." 
· When referring to a reference in the text, place the corresponding reference number in square brackets.
· Page numbers

· Authors should not include any page numbers. The editorial staff will add them when they produce the final manuscripts.
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