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	 The purpose of this document is to establish guidelines for the style and format of various documents relating to New Mexico Institute of Mining and Technology’s (NMIMT) Policies and Procedures.
This document is continually being updated; we would appreciate any information and/or insight that would help us develop stronger policies for NMIMT’s research community. 
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I.   Introduction

This guide provides an example of the current Policies and Procedures style choices as well as other necessary information provided by the editors working on the various pages.  This document is formatted in the appropriate style and will continue to be updated as new information is provided for the other various sections.

The first section of the document includes the various aspects of the Policies and Procedures template, in-depth information about style parameters, and examples of each aspect of the document style.  The second section of the document denotes various word choices and stylistic elements defined by the style guide.  The final section of the document provides definitions and acronyms to words and terms commonly used in the various documents.
II.   Document’s Style Guide
The style guide below is referenced from various documents and have been mutually agreed on by the various parties who originally drafted the current style.  This document is formatted in the agreed upon style, and additional examples of the style are provided as necessary.

A. Title

The title contains the most important information about the document’s purpose.  The title consists of the largest font on the front page above the line.  It is directly underneath the school logo.

An example of the title can be found on the first page of this document.

Formatting: Trebuchet MS, bold, 28pt font. Spacing before - 12pt.  Spacing after - 3pt.  Outline level - Level 1.  Alignment - Centered.
B. Subtitle

The subtitle consists of information important to the document’s name that may not be as vital as the information in the title itself.  The subtitle consists of the text directly underneath both the title and the dividing line.  

An example of the subtitle can be found on the first page of this document.

Formatting: Trebuchet MS, 22pt font.  Spacing before - 12pt.  Alignment - Centered.
C. Office and Modify Date

The office consists of which office the particular document is associated with.  The modify date is the date the document was last modified.  The office and modify date is directly underneath the title and subtitle.  The modify date is set to automatically update every time the document is opened.

An example of the office and modify date can be found on the first page of this document.

Formatting: Trebuchet MS, 13pt font.  Alignment - Centered.
D. Abstract

The abstract contains a paragraph briefly summarizing the purpose of the entire document.  The abstract can be found directly beneath the office and modify date.
An example of the abstract can be found on the first page of this document.

Formatting: Palatino Linotype, 11pt font.  Position Horizontal - Center relative to margin.  Distance from text - Horizontal .13".  Position Vertical - Bottom relative to margin.  Wrapping - Wrap around.
E. Note

Notes are used to emphasize various sections of a document.  Notes can be found in boxes with a light blue-gray background.

An example of a note can be found on the first page of this document at the bottom of the page (above the footer).

Formatting: Palatino Linotype, 11pt font.  Indentation - Left: .4", Right: .4". Alignment - Justified.  Borders - Single solid line, .25pt.  Shading Pattern - Clear, Custom Color: RGB(231,249,235).  Spacing - Before: Auto, After: Auto.
F. Header

The header contains the document title and the last revision date.  The title is pushed so it aligns with the left margin.  The revision date is pushed so it aligns with the right margin.

An example of a header can be seen at the very top of this page.

Formatting: Palatino Linotype, 10pt font.  Alignment - Centered.  Spacing - After: 0pt.
G. Footer

The footer consists of two lines.  First line has "Department || Section".  Second line has "Page [Current] of [Total]".
An example of a footer can be seen at the very bottom of this page.

Formatting: Palatino Linotype, 10pt font.  Alignment - Centered.  Spacing - After: 0pt.
H. Table of Contents Heading

The heading for the table of contents is different from heading 1 because it does not contain a number like the other headings do.  The heading is in a box that is lightly shaded.

An example of the table of contents heading can be found on the second page of this document underneath the header.

Formatting:  Tahoma, 12pt font, bold.  Line and Page Breaks: Page Break Before.  Borders - Box, Single Solid Line, Auto, .5pt.  Shading - Pattern, 15%.
I. Heading 1

Heading 1 is used to define an entirely new section of a document.  It is numbered using roman numerals and is found in a box that is lightly shaded.  Heading 1 always starts on a new page, regardless of how much text/information was on the previous page.  In order to tailor style, go to Modify > Format > Numbering > Define New Number Format.  Make sure there is two spaces after the Number Format Entry.  This modification makes sure that the spacing of the title after the number exists.
An example of a heading 1 can be found at the top of page three underneath the header.
Formatting: Tahoma, 11pt. font, bold.  Character Spacing - Kern at 18pt.  Indentation - Left: .13", Hanging: .13". Spacing - Before: 24pt, After: 9pt.  Outline Level: Level 1.  Borders: Box, Single Solid Line, Auto, .5pt.  Shading - Pattern: 15%.  List - Numbered, Level: 1.  Numbering Style - I, II, II... Start at: 1, Alignment: Left, Align at: .13, Indent at: .38.
J. Heading 2

Heading 2 is used to define subsections of information in heading 1.  It is numbered using capital letters and is found in a blue font.  Unlike heading 1, heading 2 does not start on a new page.

An example of a heading 2 can be found on this page.  Subsections I and J, respectively, are in the format of heading 2.

Formatting: Tahoma, 11pt. font, bold.  Custom Color - RGB(54,95,145).  Indentation - Left: 0", Hanging: .25".  Spacing - Before: 12pt, After: 3pt.  Line and Page Breaks: Keep with Next.  Outline Level - 2.  List - Numbered, Level: 1.  Numbering Style - A, B, C... Start at: 1.  Alignment: Left, Align at: 0, Indent at: .25.
K. Heading 3

Heading 3 is used to define subsections of information in heading 2.  It is numbered using lowercase letters and is found in an italicized typeface.

a. Example of Heading 3

An example of heading 3 can be seen in the line directly above this one.

Formatting: Tahoma, 11pt. font, italicized.  Indentation - Left: 0", Hanging: .25".  Spacing - Before: 12pt, After: 2pt.  Line and Page Breaks: Keep with Next.  Outline Level - 3.  List - Numbered, Level: 1.  Numbering Style - a, b, c... Start at: 1.  Alignment: Left, Align at: 0, Indent at: .25.

L. Emphasis

Emphasis contains all items in boldface.  When emphasizing or making text bold, make sure to use the emphasis style and NOT just click on the “bold text” button. This distinction will make sure all the text in the document is stylistically consistent.

This sentence provides an example of what the emphasis style should look like.
Formatting: Palatino Linotype, 11pt. font, bold.
M. Intense Emphasis
Intense emphasis contains all items that are bold and underlined.  When using intense emphasis, make sure to use the intense emphasis style and NOT just click on the “bold text” and “underline text” button.  This distinction will make sure all the text in the document is stylistically consistent.

This sentence provides an example of what the intense emphasis style should look like.

Formatting: Palatino Linotype, 11pt. font, bold, underline.
N. Hyperlink

Hyperlink is for links provided in the body of the document.  These links are in standard format (blue and underlined).

This sentence provides an example of what the hyperlink style should look like.

Formatting:  Palatino Linotype, 11pt. font, underline.  Font color - Blue. 
O. Block Quote
Block quote is used for lengthy quotes in a document.  The indentation is different for a block quote than for the default text.

This style is what normal text looks like.  This style is what normal text looks like.  This style is what normal text looks like.  This style is what normal text looks like.  This style is what normal text looks like.

This style is what block quote text looks like.  This style is what block quote text looks like.  This style is what block quote text looks like.  This style is what block quote text looks like.

Formatting:  Palatino Linotype, 11pt. font.  Indentation - Left: .5".  Spacing - Before: Auto, After: Auto.
P. Body Text (Normal)

Body text (normal) is used for the various paragraphs in a document.  This style is used for the majority of text in a document.

This text is an example of what normal body text looks like.

Formatting:  Palatino Linotype, 11pt. font.  Alignment - Left.  Spacing - Line Spacing: Single, After: 12pt.  Widow/Orphan Control, Keep Lines Together.
Q. List Bullet

List bullet contains all items in a first-level bulleted list.

· This text is an example of what the list bullet style should look like.

Formatting:  Palatino Linotype, 11pt. font.  Indentation - Left: 0, Hanging: .25".  Spacing After: 0pt., don't add space between paragraphs of same style.  Tabs - Tab Stops: .25, list tab.  List - Bulleted, Level: 1.  Aligned at: 0, Tab After: .25", Indent at: .25"
R. List Bullet 2

List bullet 2 contains all items in a second-level bulleted list.

· This text is an example of what the list bullet 2 style should look like.

Formatting:  Palatino Linotype, 11pt. font.  Indentation - Left: .25, Hanging: .25".  Spacing After: 0pt., don't add space between paragraphs of same style.  List - Bulleted, Level: 2.  Aligned at: 0, Tab After: .25", Indent at: .5"
S. Other Styles Not Listed

The index of styles should provide a template for most other styles not listed in this particular documents.  If a new style needs definition (and cannot be found in the index of styles), please contact the creators of the style guide.

III.   Word Choice and Stylistic Elements

In order to keep documents consistent, certain elements must be defined and denoted.  Listed below are various rules that should be adhered to when modifying or creating a document.

This section is a work in progress.  Additions and modifications will be made to this section as necessary.  If something needs to be added or changed in this section, please contact the creators of the style guide and the proper changes will be made.

T. Word Choice

· allowability:  Change to 'allowance'.

· closeout:  No space, no hyphen.

· e-mail:  Lowercase and hyphenated.

· federal: Lowercase.

· fiscal year-end:  Hyphenate 'year-end'.

· predate/pre-date/pre date: Hyphenate 'pre-date'.

· work-study: hyphenated (per SAL)
U. Stylistic Elements

· Acronyms:  Always spell out in first usage with acronym in parentheses afterwards.  Can use acronym in document after initial spelling.
· OMB:  Spell out when first used in document.

· Parenthetical Statements: [Check Chicago Manual of Style]

· Percents: Use numerical form unless at beginning of sentence.

· Quotations: Use quotation marks, not italics.
IV.   Definitions and Acronyms

As definitions and acronyms are needed, they will be added to this section.
V. Definitions

No definitions provided at the moment.

W. Acronyms

· CAS: Cost Accounting Standard

· CFR: Code of Federal Regulations

· CWS: College  Work Study

· DCAA:  Defense Contract Audit Agency

· DEAR(S):  Department of Energy Acquisition Regulation (Supplement)

· DFARS: Defense Federal Acquisition Regulation Supplement

· DOE:  Department of Energy

· EPA: Environmental Protection Agency

· F&A: Facility and Administration (also synonymous with indirect costs)

· FAR: Federal Acquisition Regulation(s)

· G&C: Grants & Contracts (also synonymous with Sponsored Projects)

· GRC: Geophysics Research Center (per Anna McLain)
· JV: Journal Voucher 

· NACUBO: National Association of College and University Business Officers

· NCURA: National Council of University Research Administrators

· NMIMT: New Mexico Institute of Mining and Technology

· NSF: National Science Foundation

· NTIS:  National Technical Information Service

· OMB: Office of Management and Budget

· PCSA:  Property Control Systems Analysis

· PJV: Payroll Journal Voucher

· R&ED: Research and Economic Development

· RFD: Restricted Funds Department

· T&M: Time and Material

· USDA: United States Department of Agriculture

NMIMT Administration and Finance || Sponsored Project Administration
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