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AIAA Manuscript Preparation Kit 

This kit is to serve as a partner document to the AIAA Papers Template, and includes a summary of 
formatting instructions and all forms necessary to complete your manuscript and submit it for publication. 
For complete formatting instructions and guidelines, please refer to the AIAA Paper Template, available in 
several formats (including MS Word and LaTeX) from the AIAA web site.  Please read all information 
carefully, as several procedures have changed. 

I. Publication Instructions 

A. Publication Standards 
 The formatting standard for AIAA manuscripts has changed. As the preferred medium for technical papers is increasingly 
electronic, the new layout for AIAA papers has been redesigned with electronic publication in mind. This kit, along with its partner 
document, the AIAA Papers Template, has been rewritten and is presented in accordance with the new formatting standard. 

Please keep in mind, your manuscript cannot be published by AIAA if: 
1) It has been published previously, or: 
2) The appropriate copyright assignment has not been made. 

B. Paper Review and Visa Considerations 
It is the responsibility of the author to obtain any required government or company reviews for their papers in advance of 

publication. Start early to determine if the reviews are required; this process can take several weeks. 
If you plan to attend an AIAA technical conference or professional development course held in the United States and you require a 

visa for travel, it is incumbent upon you to apply for a visa with the U.S. embassy (consular division) or consulate with ample time for 
processing.  To avoid bureaucratic problems, AIAA strongly suggests that you submit your formal application to U.S. authorities a 
minimum of 120 days in advance of the date of anticipated travel. 

Prospective conference and course attendees requiring a visa to travel to the United States should first contact AIAA to request an 
official letter of invitation. This letter and a copy of the conference call for papers should be presented along with the required 
documentation to the U.S. consular officials as part of the formal application process.  AIAA cannot directly intervene with the U.S. 
Department of State, consular offices, or embassies on behalf of individuals applying for visas. A letter of invitation can be requested 
at http://www.aiaa.org/visa-info/ or you may contact: 

 
ATTN: Customer Service 
American Institute of Aeronautics and Astronautics 
1801 Alexander Bell Drive, Suite 500 
Reston, VA 20191-4344 
Phone: 1-703-264-7500 
Fax: 1-703-264-7657 

C. Tracking Number vs. Paper Number 
Your paper was assigned a tracking number (a single five-digit number) at the time you submitted your abstract.  That number plus 

the corresponding author’s last name is used to access the AIAA Author Status Page. This number is also useful when contacting 
AIAA technical support regarding submission difficulties. 

The tracking number is not the final AIAA paper number. Once the abstract is accepted and assigned to the program, an AIAA 
paper number is created. The AIAA paper number, which appears in the format “AIAA-200N-NNNN”, will be used to refer to your 
paper in the program and in any publication format.  Do not include a paper number anywhere on your paper, as this number will 
be stamped automatically in the top right corner of your paper at the time of processing. 

 

D. Copyright 
Before AIAA can print or publish any paper, the appropriate copyright assignment must be made via our Web site. You will not be 

able to upload your manuscript for publication until you have completed the electronic copyright form, including the following: 
1. Clearance Statement 
2. No-Infringement Statement 
3. Publication Status Statement 
4. One Copyright Assignment Statement (either A, B, C, or D) 
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Be sure to read the copyright statements carefully. If you are not sure which copyright statement to use, contact your legal 
department; AIAA cannot help you determine which statement to use. A hardcopy of the copyright form is included in this kit for 
reference only. As only the Web-based document will be used, you do not need to complete the hardcopy form. Do not include a 
copyright statement anywhere on your paper. The correct statement will be added automatically by AIAA at the time of 
processing. Do not upload the copyright form with your paper. 

E. Submission Deadlines 
Manuscripts will be accepted for upload to the system from the receipt of the acceptance letter to the manuscript submission 

deadline.  You will be notified of the specific manuscript submission deadline in your acceptance letter, and the deadline will also be 
listed on the Author Status Page for your paper. We ask that authors not upload a draft version of their manuscript with the intent to 
upload a final version later. Please upload only the final version of your manuscript. 

On-line conference proceedings will be made accessible to attendees who have registered for the "full conference" option two 
weeks prior to the conference. Please keep that date in mind when preparing and uploading the final manuscript.  

To ensure conference quality, session chairs will enforce a "no paper, no podium" rule. This policy states that if your manuscript is 
not uploaded to the Web site prior to your presentation, you will not be allowed to present the paper at the conference. 

F. Paper Length and Color Illustrations 
As of 2006, all papers presented at AIAA events are published in an electronic-only (online and/or CD-ROM) format.  Papers 

published in either of these electronic formats will be reproduced in color automatically. A paper size/length limit no longer applies to 
papers published electronically.  

G. Text Based Abstracts 
For conferences featuring a Book of Abstracts, please use the following guidelines for submitting your abstract into the “Text 

Based Abstracts” field on the Author Status Page. The deadline for submitting the Text Based Abstract will be included in the 
acceptance letter. When submitting your Text Based Abstract (if applicable), please follow the guidelines below: 

1. Cut and paste the abstract from your final manuscript into the text field on the Author Status Page. 
2. The abstract should not exceed 500 words in length. 
3. It should be a text-only abstract in paragraph form. 
4. Do not include the title or author information. 
5. Do not include graphics, figures, or mathematical equations. 
 

II. Submission of Your Manuscript 
All manuscripts are to be submitted electronically via the AIAA Web site at http://www.aiaa.org/. To upload your paper, you will 

need to access the AIAA Author Status Page online.  From the main AIAA web site, click on the “Conferences & Events” header, 
then “Submit/Edit a Paper” on the left side.  When you submitted your abstract for review, you received a tracking number for your 
paper. Use this tracking number, along with the last name of the corresponding author, to gain access to the AIAA Author Status Page. 
This site will allow you to track your paper’s status, update submission data, select a copyright statement, and to upload and inspect 
your manuscript. If for any reason you need to withdraw your paper, you can do so using this site. 

Before you can upload your manuscript, you will need to select a copyright statement to appear on your paper. This can be 
achieved by clicking the “Copyright Information” link on the Author Status Page. Be sure to read the instructions and specific 
statements carefully before selecting a statement for your manuscript. 

Once you have selected a copyright statement, you can use the “Upload Manuscript” feature of the Author Status Page to upload 
your paper. As with the submission of your abstract, be sure the name of the file you upload for processing is short and simple (i.e., 
“msc12345.doc”) with no spaces, symbols, or other unusual characters. If the file being uploaded is in Microsoft Word, the document 
must be based on the “Normal.dot” template (the AIAA Papers Template is based on this template). Failure to meet these 
requirements could result in a processing error that would require you to re-upload your manuscript. If you run into difficulties with 
the upload and/or conversion of your manuscript, please contact AIAA Papers Tech Support at paper_tech_support@aiaa.org for 
additional assistance. 

If you are uploading a PDF or postscript file, please do not include any foreign (i.e., non-Roman alphabet) fonts, except for those 
characters used as nomenclature and defined in the “Nomenclature” section at the beginning of the manuscript. 

 

III. Formatting Guidelines 
The styles and formats to be used for all AIAA technical papers have been incorporated into the structure of this document and its 

partner document, the AIAA Papers Template. To simplify the formatting process, you can now use the Papers Template as a guide 
(type-over or cut-and-paste) to formatting your paper. Detailed instructions on the use of the template are included in the template 
document itself. To download the appropriate version of the template, please go to the AIAA Meeting Papers Information Page 
(“Conferences & Events > Submit/Edit a Paper  > Author Kit and Meeting Papers Template” from the AIAA Web site). The template 
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is available in two Microsoft Word versions (2000-XP / Mac) and (97 and earlier); a LaTeX style and sample files are also available 
for those authors who prefer to use LaTeX. Regardless of which program you use to prepare your manuscript, the formatting 
requirements are identical; please follow the specific formatting instructions in whichever template you use. 

A. General Formatting 
The default font for AIAA papers is Times New Roman, 10-point size. In the electronic template, use the “Text” style from the 

pull-down menu to format all primary text for your manuscript. The first line of every paragraph should be indented, and all lines 
should be single-spaced. Default margins are 1” on all sides. In the electronic version of the template, all margins and other formatting 
is preset. There should be no additional lines between paragraphs. 

Your manuscript should be typed in single-column, single-spaced format, to fit on an 8.5” by 11” page. Margins should be 1” on 
all sides. 

NOTE: If you are using the electronic template (Papers_Template.dot) to format your manuscript, the required spacing and 
formatting will be applied automatically, simply by selecting the appropriate style designation from the pull-down menu. 

B. Paper Number 
Do not put your paper number on the manuscript. The number will be stamped automatically by AIAA when you upload the paper 

for processing. 

C. Abstract 
The abstract should appear at the beginning of your paper. It should be one paragraph long (not an introduction) and complete in 

itself (no reference numbers). It should indicate subjects dealt with in the paper and state the objectives of the investigation. Newly 
observed facts and conclusions of the experiment or argument discussed in the paper must be stated in summary form; readers should 
not have to read the paper to understand the abstract. The abstract should be bold, indented 3 picas (1/2”) on each side, and separated 
from the rest of the document by two blank lines. 

D. Headings 
The title of your paper should be typed in bold, 18-point type, with capital and lower-case letters, and centered at the top of the 

page. The names of the authors, business or academic affiliation, city, and state/province should follow on separate lines below the 
title. The names of authors with the same affiliation can be listed on the same line above their collective affiliation information. 
Author names are centered, and affiliations are centered and in italic type. The affiliation line for each author is to include that 
author’s city, state, and zip/postal code (or city, province, zip/postal code and country, as appropriate). The first footnote (lower left-
hand side) is to contain the job title and department name, street address/mail stop, and AIAA member grade for each author. 

Major headings (“Heading 1” in the template style list) are bold 11-point font, centered, and numbered with Roman numerals. 
Subheadings (“Heading 2” in the template style list) are bold, flush left, and numbered with capital letters. 
Sub-Subheadings (“Heading 3” in the template style list) are italic, flush left, and numbered (1. 2. 3. etc.) 

E. Footnotes and References 
Footnotes, where they appear, should be placed above the 1” margin at the bottom of the page. Footnotes are formatted 

automatically in the template, but if another medium is used, should appear in superscript as symbols in the sequence, *, †, ‡, §, ¶, #, 
**. ††, ‡‡, §§, etc. 

List and number all bibliographical references at the end of the paper. Corresponding superscript numbers are used to cite 
references in the text,1 unless the citation is an integral part of the sentence (e.g., “It is shown in Ref. 2 that…”) or follows a 
mathematical expression: “A2 + B = C (Ref. 3).” For multiple citations, separate reference numbers with commas,4,5 or use a dash to 
show a range.6-8 Reference citations in the text should be in numerical order. 

F. Images, Figures, and Tables 
All artwork, captions, figures, graphs, and tables will be reproduced exactly as submitted. Be sure to position any figures, tables, 

graphs, or pictures as you want them printed. AIAA will not be responsible for incorporating your figures, tables, etc. (Company logos 
and identification numbers are not permitted on your illustrations.) 

G. Equations, Numbers, Symbols, and Abbreviations 
Equations are centered and numbered consecutively, with equation numbers in parentheses flush right. Use only standard symbols 

and abbreviations in text and illustrations. Be sure that the symbols in your equation are defined before the equation appears, or 
immediately following. 

H. Page Numbers and Identifications 
The page number should be printed on the bottom center of every page. Directly below this number should appear the words 

“American Institute of Aeronautics and Astronautics,” as appears in this document. 
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 Copyright Clearance and Assignment 
AIAA Technical Papers 

Meeting Paper No.  Return to: AIAA Technical Papers 
  1801 Alexander Bell Dr., Suite 500 
Author (please print)  Reston, VA 20191-4344 
 
Title of Work  

The signatures of all authors are required for joint works, guaranteeing that all authors agree to the terms set forth herein. 
The corresponding author is responsible for obtaining all required signatures. (Attach additional forms for multiple authors.) 
You must sign each of the following:  I.  Clearance 
    II. No-infringement statement 

  III. Publication status 
  IV. Copyright assignment (one release: A, B, C, D, or D–APL) 

IV. I. CLEARANCE 
This work is UNCLASSIFIED and has been cleared and approved for public release by the appropriate company and/or 
government agencies. 
    
 Signature of Author Date 

V. II. NO-INFRINGEMENT STATEMENT 
Please make clear the copyright status of this work by signing the following affidavit assuring us that it contains no copyright-
infringing material. 
This material represents original work by the author(s). No portion of the material is covered by a prior copyright; or for any portion 
copyrighted, the author has obtained permission for its use and all such permissions are in writing and attached to this form. Further, 
this work does not infringe any trademark, patent, trade secret, or other intellectual property rights of any person, nor does it contain 
any material that is defamatory. 

    
 Signature of Author Date 

VI. III. PUBLICATION STATUS 
This work has not been published, nor is it currently under consideration for publication elsewhere (with the allowed exception of 
publication in a different format by AIAA). 

    
 Signature of Author Date 

VII. IV. COPYRIGHT ASSIGNMENT 
 (Before signing, please read both sides of this form; NO VARIATIONS IN WORDING ARE ALLOWED.) 

The copyright law effective January 1, 1978, gives the copyright of a work to the person who wrote it. AIAA prefers to hold the 
copyright of any work it publishes, with the clear understanding that the author and the author’s organization have the right to 
reproduce it in print form (nonelectronic) for their own purposes, provided that the reproductions are not for sale. Copyright Form A 
does this. 
Copyright Form A: I irrevocably transfer and assign copyright to my work exclusively to AIAA, giving the Institute all rights to it 
except that I and the organization by which I was employed at the time I wrote the manuscript have the right of further print 
reproductions, in part or in full, provided they are not for sale. This reproduction right does not include distribution of the work via the 
Internet or by other electronic means. 
[Note: If Copyright Form A is signed, the notice will read as follows: “Copyright © 20_____ by the American Institute of Aeronautics 
and Astronautics, Inc. All rights reserved.”] 

    
 Signature of Author Date 

Occasionally, special situations arise in which the author (or his organization, if he has assigned his copyright to it) wishes to retain 
the copyright in his (or its) name. In such a case, AIAA requires a license to publish the work. Copyright Form B should be used for 
this purpose. 
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Copyright Form B: I hereby license AIAA to publish this work and to use it for all of AIAA’s current and future print and electronic 
uses. 
[Note: If the author retains copyright (Copyright Form B), the notice, in the name of the copyright holder, will read as follows: 
“Copyright © 20_____ by _____. Published by the American Institute of Aeronautics and Astronautics, Inc., with permission.”] 

    
 Signature of Author or Other Copyright Proprietor Date 

NOTICE TO AUTHORS EMPLOYED BY GOVERNMENT AGENCIES OR GOVERNMENT CONTRACTORS: 
1. A “work of the United States Government” (hereinafter called a Government work) is a work prepared by an officer or employee 
of the United States Government as part of that person’s official duties. In some cases, works prepared by employees of private 
companies who are under contract to a Government agency may also be Government works. 
2. Copyright protection under the U.S. Copyright Law is not available for any Government work; however, copyright protection is 
available for a work of a Government employee that is done apart from his or her official duties, and the copyright shall reside in the 
employee (subject to any transfer made by the employee). 
3. When a work of a Government employee does not fall within the purview of his or her official duties, the employee’s use of 
Governmental time, material, or facilities will not, of itself, make the work a Government work. 
4. Under the current copyright law a work may be protected, within certain limitations, even if a copyright notice is not present; 
however, the presence of a copyright notice on a work makes it clear to a reader who the copyright proprietor is and who can grant a 
license to reproduce the work, etc. 
5. If a work of a Government employee is not a Government work, AIAA will not publish the work unless AIAA receives an 
assignment (Copyright Form A) or a license (Copyright Form B). 
6. Copyright Form C is the appropriate form to be executed by a Government-employee author who has prepared a Government 
work. 
7. Government-contract authors should sign Copyright Form D. Because of a special copyright agreement executed with AIAA, D–
APL is the appropriate form for Government-contract authors employed by the Applied Physics Laboratory. 
8. Please execute one of the four forms. If you are uncertain as to whether the work was outside your official duties, the AIAA 
encourages you to seek appropriate counsel within your agency. 
Copyright Form C: This material is a work of the U.S. Government and is not subject to copyright protection in the United States. 
[Note: If Copyright Form C is signed, the notice will read as follows: “This material is declared a work of the U.S. Government and is 
not subject to copyright protection in the United States.”] 

    
 Signature of Author Date 

Copyright Form D: I prepared this work as part of my official duties as an employee of a Government contractor. 
[Note: If Copyright Form D is signed, the notice will read as follows: “Copyright © 20_____ by the American Institute of Aeronautics 
and Astronautics, Inc. The U.S. Government has a royalty-free license to exercise all rights under the copyright claimed herein for 
Governmental purposes. All other rights are reserved by the copyright owner.”] 

    
 Signature of Authorized Official Date 

  
 Print Name and Title 

Copyright Form D–APL: The above-identified work was created by the Johns Hopkins University, Applied Physics Laboratory 
(JHU/APL), under funding from the U.S. Government. JHU/APL hereby assigns its copyright in the above work to AIAA. JHU/APL 
reserves all proprietary rights in the work other than copyright, reserves the right to use the work in future works of its own, and 
reserves the right to make copies of the work for its own use, but not for sale. 
[Note: If Copyright Form D–APL is signed, pursuant to agreement between JHU/APL and AIAA, the notice will read as follows: 
“Copyright © 20_____ by the American Institute of Aeronautics and Astronautics, Inc. Under the copyright claimed herein, the U.S. 
Government has a royalty-free license to exercise all rights for Governmental purposes. All other rights are reserved by the copyright 
owner.”] 

    
 Signature of Authorized Official Date 

  
 Print Name and Title 
American Institute of Aeronautics and Astronautics 
1801 Alexander Bell Drive, Suite 500, Reston, VA 20191-4344; 703/264-7500 
083005 

 


