Formats and Conventions
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Text

· one space after a full stop 

· one space after all punctuation 

· consistency with capitalisation of headings and names 

· consistency with margin widths, page numbering, column spacing, indention 

· minimal use of font sizes 

· Australia-Post preferred style for envelopes (no underscore, no punctuation in final line) 

· consistency with dates, for example, 27 April 2003. Note: no punctuation; date/month/year in full 

· use a serif font (has small strokes at the end of the character) for paragraph text 

· use a sans-serif font for headings, tables and diagrams. 

· only centre short units of text (usually left justify) 

· consistent fonts, type sizes (usually 9-12 pt) 

· no longer than 60-character line length (10-11 words) 

· limit paragraph size (4-8 lines) 

· use wide margins 

· avoid using all capitals 

· no underscore 

· consistent headings 

· use bold and italics sparingly. 

Numeric Information 

· money values usually have two decimal places or none 

· numbers are right-aligned in columns 

· align decimal points (within a column and in totals) 

· numbers that appear in text use a space or comma to separate number of 10,000 

· numbers that appear in text and are less than 10 are written out in full 

· when a number starts a sentence it is written out in full 

· position labels next to single numbers, for example, $5 

· position labels for of columns of numbers at the top of the column 

· percentages in text are written out in full, for example, 25 per cent 

· percentages in columns appear at the top of the columns, for example, % 

· telephone area codes should be in brackets, with one space after the first four digits. 

Tables (Text and Numeric) 

· use a heading hierarchy 

· position column headings appropriately, for example, use a left-aligned heading for text that is left-justified in the column 

· if columns contain figures, then right-align headings and column information 

· usually have equal spacing between columns 

· subtotals have a single line above the total 

· grand totals have a single line above and below the total, with the totals set in bold. 

Reports 

Reports consists of: 

· a title page (stating an appropriate title, the author, the name of the person commissioning the report, and the date) 

· a contents page (indicates content segments and page numbers) 

· an introduction (states the purpose of the report) 

· the body of the report, which can contain text, tables, graphics 

· conclusions 

· a list of references or a bibliography. 

Report Formats and Conventions Include: 

· all pages of a report are numbered except the title page 

· consistent application of a heading hierarchy 

· single quotation marks when quoting work from another author 

· quotations exceeding 50-60 words are indented and single spaced 

· appropriate entries for books in a list of references (or bibliography) - name of author; first initial; date of publication; title of publication (in italics); publisher; place of publication 

· appropriate entries for articles from newspapers, journals and magazines in a list of references (or bibliography), - name of author, first initial, date of publication, the title of the article (in quotation marks); title of publication (in italics), publisher; place of publication; date and page number, if appropriate 

· if no author is identified begin with the title of the publication followed by the year. 

Flow Charts 

· use standard symbols 

· show the version number, creation number and author 

· show the direction of the program flow by using arrows 

· minimise text within a symbol; write explanatory notes alongside the chart if necessary 

· use only one page to represent the program 

· show only one entry into and one exit from program control statements. 

Spreadsheets 

· treat a spreadsheet printout as a report, hence report conventions apply 

· suitably center a sheet on a page 

· briefly explain the purpose of the spreadsheet and identify the author 

· where cells require user input, clearly label what has to be entered (left side of cell) 

· group input cells, frame them or use a suitable colour to distinguish them 

· where cells display results, clearly indicate the cell (and the unit of measurement) 

· group output cells, frame them or use a suitable colour (but different to input cells) to distinguish them 

· group/frame cells that will be printed, with cells not for printout located outside 

· list all equations in a separate document. 

