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Abstract: These guidelines provide instructions to format your paper for the Designing Retail & Services Futures Colloquium (SIG DRSF). Please write directly into the template or copy your finished text into it choosing ‘match destination formatting’. Please use the predefined formatting styles instead of applying your individual settings. Do not change the predefined formatting settings in this document as the aim is to produce the conference proceedings, the conference programme, and other important information, using a consistent style. The Abstract should be no more than 150 words and one paragraph only. Avoid quotation and citing references in your abstract. The deadline to submit your full paper is Feb, 2nd 2025. Submit your paper to the submission portal as outlined in the submission instructions. [the abstract is formatted as “Abstract”]
Keywords: keyword 1; keyword 2; keyword 3; maximum 4 keywords [the keywords are formatted as “Keywords”]
1. Heading 1
[Body text is formatted as “Paragraph” (or “Normal,Paragraph”)] All paper submissions for DRSF Colloquium will be will be subjected to a peer review process before considering them to be published in the Colloquium proceedings (with ISBN number). The proceedings will be included in the DRS online library. Further information about the Colloquium are available at this webpage: https://www.retailexperiencelab.com/drsfc2025/.

Please read these guidelines all the way through before you submit. You should submit your initial paper in PDF format using this template. Your paper should be up to 4000 words in length excluding abstract and references. We aim to produce conference proceedings of a professional and consistent quality and we expect high standards of scholarship and clarity in terms of establishing context, explicating methods of inquiry, and reporting results. Please ensure that your paper has been proofread, to enable the reviewing process to run more smoothly. 
All accepted papers will be published in the online proceedings which will have an ISBN and be made accessible from the DRS Digital Library https://dl.designresearchsociety.org. 
This template document itself is used to produce the final proceeding volume. You can either write directly into the template or paste your finished text into it and choose ‘match destination formatting’ in the pop-up menu that appears when you paste in text. Please do not change the predefined formatting settings in this document (such as paper size, orientation, margins, typeface, size, indents, spacing, headings, etc.). You must use template styles for titles, paragraphs, and other styles as explained in this document. Styles can be accessed from the Quick Style Menu that is part of the Home Menu in Word.
2. Completing your paper submission
2.1 General Guidelines [Formatted as “Heading 2”]
The sections of your paper should be numbered, though not go deeper than one sub-section (i.e. Section 2.1 is fine but Section 2.2.1 is not). 
For lists of material you can either use a bulleted list:
Design; [Formatted as “Bullet list”]
Research;
Society.
Or a numbered list:
Hybrid; [Formatted as “Numbered list”]
Milan;
Italy;
Europe.
Tables should be formatted as Table 1 (below): left justified text for first column and centred columns thereafter, if possible (see Table 1). Only horizontal table grid lines should be used. Add one empty paragraph of the style following a table. For accessibility purposes (e.g. screen readers), it is helpful to mark the header row of a table as a header row using Word’s Table Design feature (see this useful ACM SIGCHI guide https://tinyurl.com/chiaccessible). 
[bookmark: Ref287257761]Table 1 	Table layout. Captions for tables are placed above. [Formatted as “Table title”]
	Table Rows
[Formatted as “Table”]
	Cell one
	Cell two

	Second Row
	1
	2

	Third Row
	2
	3

	Fourth Row
	4
	5





2.2 Use of Visual Materials
Please think carefully about the presentation of your visual materials. As the proceedings will be published in digital form, you have the opportunity to include good-quality colour images or other media files that help to present your research and its context. Images should relate to the body text with the indication (Figure 1), “as shown in Figure 1” or similar. The image should be below and as close as possible to the related text. If an image is not yours, please acknowledge/cite its source following the caption and ensure you have the rights to reproduce it. Note that DRSF Colloquium papers will be published open-access under a Creative Commons Attribution-NonCommercial 4.0 International Licence (https://creativecommons.org/licenses/by-nc/4.0/).
Where possible please make images:
Large enough to be seen clearly;
Of good resolution (200dpi); 
Optimised in terms of contrast etc.;
Sized so that your entire file ideally does not exceed 5 MB; 
Cropped appropriately.
To improve the accessibility of your paper, please use the Alt-text function in Word to provide a useful description of each image (not just repeating the caption). See https://tinyurl.com/chiaccessible for some valuable guidance produced by ACM SIGCHI.
If you are using diagrams, infographics, or other schematics please ensure that: 
You present information clearly;
You use a clear font;
All text is legible.
Useful Alt-text descriptions are present, as with other images.
After you have inserted an image into your document, select it and use the style named [“Figure”] (see Figure 1). Images are followed by a caption with figures numbered sequentially – Figure 1, Figure 2, etc., as shown in Figure 1. 
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Figure 1	Captions are placed under the pictures. Ensure that your caption adequately describes what you want your reader to see in the picture, highlighting any areas that they should focus on or relationships that you might want them to see. [Formatted as “Figure Caption”]
3.3 Quoting and Referencing
Short quotations within the text should be marked with double quotation marks—for example:
Noel proposes a different stance for design education when she notes how “[t]hese curricula separate design education from innovation or consumption, and instead focus on identity,  agency, culture, and building thinking skills” (Noel, 2020, p.5). 
Longer quotations of more than 40 words should be formatted as below, again within double quotation marks:
“This research found that the design studio is not a universal, neutral, or a timeless approach to design education. It was developed by European schools and, thus, embodies European values and definitions of what design is and what a designer could be. When appropriated by the Global South, these values and definitions should be taken with a good grain of salt. Educators are left with non-trivial questions such as: what does interaction design mean in my locality? Which kind of designer do we want to train? Which kind of design autonomy should we nurture?” (van Amstel & Gonzatto, 2020, p. 17) [Formatted as “Long quotation”]
Referencing and in-text citation should follow the APA, Author-date, Style Guide that is explained in this resource from Purdue University: https://tinyurl.com/purdueposter. 
To allow doubly-anonymous peer review it is very important that you do not include authors’ names or institutional details in the review version of the paper; you can add these later if your paper is accepted. 
Doubly-anonymous reviewing also means that you need to anonymise any reference to your own publications. Citations of your own work in the main text should take the form (Author, 2022). References to your own work should be presented in the reference list in the following way (this is for a journal article, for example, but applies equally for other forms of publication): 
Author (2015). Journal article. 
Links to web addresses over 25 characters in length (either in the main text or in the references) should ideally be shortened using a URL shortener for purposes of neatness.
If you use reference management software (e.g., Zootero, EndNote or Word Citation & Bibliography) make sure that you submit your paper with the fields unlinked to your bibliographical database.
4. Submitting your paper
In preparing your paper for the DRSF Colloquium please note the following:
We are aiming to produce high-quality conference proceedings. Please follow as closely as possible this template structure and associated style guidelines;
Your initial full paper submission should be in PDF format. Should your paper be accepted, your final submission will be in Word and PDF formats to allow us to prepare the conference proceedings;
Please make sure you can answer ‘yes’ to all the following questions:
Is the context of the work clearly described?
Is the contribution that is made clearly stated?
Does the paper conform to this paper template?
Has the paper been independently proof-read?
The Programme Committee will allocate reviewers and oversee the process to ensure consistency across all submissions.
Acknowledgements: This section is optional. You can use this section to acknowledge support you have had for your research from your colleagues, students’ participation, internal or external partners’ contribution or funding bodies, etc. [Formatted as “Acknowledgments”]	Comment by Autore: Leave blank for initial submission
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