DOCUMENT LAYOUT
General Principles
· A4 paper,Margins (Top, Bottom, Left,Right.....1”)
· Leave Binding Margin of ½” ( or LHM of  1½”)
· Line spacing of 1.5 
(but 1.0 within extended quotations extending over several lines)

· Use a formal Font  e.g. Times Roman, point size 12-13) 

This is a demonstration of Times Roman 12 (in bold)

· It is permissible to use a non-serif font as a heading

· Headings should be emboldened, blank line left after each one (you may increase the point size slightly)

e.g.

This is a new point


{Times New Roman, Bold, 14 pt}
Notice that this is the start of the next paragraph, not indented to the left
( which appears to be the modern convention)    {Times New Roman, 12 pt}


{ one blank line}


This is the start of a new paragraph…
More specialised layouts
Chapman and Hall ‘Instructions for Authors’ document may provide a useful source with much detailed information.
Most relevant sections:  
3 Text;   
4  Figures;  
5 Tables;   
6  References
Word-processing notes
(
Know your word-processor intimately!
· You may well be using specialised functions such as:
hanging indents  (e.g.  
xxxxxxxx




xxxxxx




xxxxxx)
· foreign accents (e.g. résumé)
· margin release (to make space for a table) etc.




(
Buy a book for your preferred word-processor
It may be the only way to find out how to perform certain specialised functions.
(
Take frequent backups ( on several disks)
(
Be careful over ‘Search and Replace’ functions
(
Proof-read on paper and not  just on screen
(
Spelling checkers may only have a limited validity
(
Grammar Checks/ Thesaurus may also have dangers!
(
Be consistent throughout a document
Use italics
· for imported phrases 

e.g. .. the French bacalauréate

· to indicate multiple authors
e.g. Garrat et.al. (1994)  )
· for emphasis





e.g.1.  
the term consumer audit has been deployed by Rigge 
e.g.2.  
there are generally two modes of redress (voice verses exit)
(emphasis added)

· for important sources
e.g. in the Patient’s Charter  we see that..
Bullets
· Make sure that your bullet points are indented
· They are especially useful in the case of lists and so on but be careful not to overdo them (lest it look like ‘padding’)
‘Hard’ v ‘Soft’ carriage returns
· A ‘hard’ carriage return signifies the end of a paragraph (¶)
When you press ENTER then all of the formatting associated with a paragraph is associated with the ¶ sign (in Word for Windows)
· If you want to start a new line but within a paragraph, then you need a ‘Soft’ carriage return  which will start a new line but keep you within the paragraph ( and not generate extra bullet points for example)  You generate a soft carriage return with
SHIFT+ENTER
Page View
Page View is especially useful to see how the text is to look on the screen.  Although your word-processor should look after :
· widows 
(last line by itself at top of a page)
· orphans
(last line by itself at the bottom of a page)
there may be occasions when you want to check out the position manually.  For example, you might not want a few lines of quotation to be spread over two pages.  Use Page View to check for this…
Page Breaks
You can force  a page break generally with CTRL+ENTER ( in Word for Windows).  This may be especially useful if you want the whole of a table to be on the following page…
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