“STYLE GUIDE” FOR COLLABORATIVE GRANT WRITERS
This document is offered as a template. Please revise to meet your specific project needs.

To make proposal editing and assembly easier on the lead site, please use the following conventions when you prepare your narratives.  
I.  Font & Spacing
Use black, 11 point Arial font for all text except tables and figures. 
In tables, use black Arial font – must be at least 9 point – not any smaller!
Use single spaces after a period. 

Do not put a double space between paragraphs; instead, use “Format” to set 6 point spacing before each paragraph.
II.  Outlining
Use hard breaks and formatting. Do not use the Microsoft® Word outlining feature, since sections from multiple working groups will need to be consolidated. Format titles of sections and subsections as follows: 

MAJOR SECTION HEADING (bold + all caps)

Subsection 1 Heading (bold + title case)

Subsection 2 Heading  (underline + title case)

Subsection 3 heading (italics + sentence case)

It’s okay to use a temporary outline format of X., X.1., X.1.1, just to show placement of sub-sections within the overall section. See example below – purely to illustrate the temporary outlining; text is “fake.”
X.  
SECTION HEADING
X.1.
Subsection 1 Heading
X.1.1.
Subsection 2 Heading
X.1.1.1.
Subsection 3 Heading
III.  Bullets
Using the “Format,” toolbar, select “Bullets &Numbering,” then “Customize” to set the bullet indentation as follows:
· First bullet: Bullet indent at .25;  Text position at 0.5 
· Second-level bullet:  Bullet indent at .5;  Text position at 0.75
IV.  Tables, Figures, Infographics and Scientific Editing

To ensure a consistent look for all graphic materials we will      .   Don't worry about details such as hyphenation. A scientific editor will help with grammar.
V.  References 

Writing groups are responsible for sending final references libraries  by       with the final science. Notify       if you are using something other than EndNote. 

