Herbs Style Guide

A Style Guide sets the Format or layout of documentation for an organization. Rules can include: 

· The use of logos

· Colour Schemes

· Page Format and Numbering

· Labelling of images and charts

· Table of Contents and Headings
· Quotes and Citing of references 
· Tense or Person

· Copyright Statements
· Document Location for Accreditation or recognised Quality Standards
Use my basic Style Guide below to set up your assignment task

	Format
	Requirements

	Margins
	Left, Right: 2.20 cm

Top, Bottom: 2.00 cm

	Line Spacings
	X 1.5 (one and a half)

	Paragraph Spacings
	Double spaced between paragraphs (One blank line)

	Paragraph Alignment
	Justified

	Indenting
	Indenting may be used on lists. Do not indent Paragraphs

	Font Size
	12 pt

	Font Type (Face)
	Times New Roman (Serif Font) for Print Material

Arial (Sans Serif) for Web or Projected Presentation

	Page Footer
	Line 1: Left Align: File name and path
Line 2: Left Align: Your Name 

            Centre Align: Page Number

            Right Align: Date

	Spelling

	English (Australia) 


Note: Times New Roman or similar Serif Font (the little lines at the end of letters) generally preferred for ease of readability in the print format. Arial and Comic Sans MS are San Serif fonts more suitable to the Web or Projected Media Presentations.
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