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1. INTRODUCTION

1.1. The purpose of this procedure is to define the formatting requirements for all documents published by PAC.

1.2. The PAC Secretary shall ensure that all documents meet the requirements of the PAC Style Manual.

2. REFERENCES

PAC-SECR-001
List of PAC Controlled Documents

PAC-EXEC-003
PAC Document Control Procedure

3. LANGUAGE

3.1. All PAC documents shall be published in the English language.  Spelling and Grammar Checking tools shall be set to “English U.K.” as a default to ensure consistent spelling and grammar use within PAC.

4. TITLE AND TITLE PAGE

4.1. The initial page shall include as a header the PAC logo, centred.  The title of the document shall be centred and in 14 or 16 point bold upper case Arial text.

4.2. The title page of the document shall contain the name of the document in 

UPPER CASE, BOLD, CENTRED, 14 OR 16 POINT TEXT

4.3. With the exception of documents identified in the header as “FORM”, the title page shall also include authorisation information in the following format:

Issue No: 

Prepared by: 


Date: 

Endorsed by (insert relevant) Committee
Date: 

{Approved by PAC Plenary

Date: if necessary}

Issue Date: 


Application Date: 

Name for Enquiries: 

Contact Details
5. PAC LOGO

	
	[image: image1.png]Pacific
Accreditation
Cooperation



 INCLUDEPICTURE "E:\\MSOffice\\SIGN_AND_LOGOS\\PACLOGO.BMP" \* MERGEFORMAT \d 
	


Figure 1

5.1. A copy of the PAC logo is shown in Figure 1.  The PAC logo may be reproduced in any single colour or black, red and white as shown here.  Copies of the PAC logo may be obtained from the PAC Secretary.

5.2. The PAC logo shall not be reproduced in a colour combination or arrangement at variance with that detailed in Figure 1 and in clauses 4.1 and 4.2.

5.3. The PAC logo may be uniformly enlarged or reduced but shall be sufficiently large for the wording to be clearly legible.

6. PARAGRAPH NUMBERING AND INDENTING

6.1. All paragraphs are to be numbered using Arabic numerals and decimal divisions. 

6.2. All lines are to be justified to both margins.  

6.3. Numbering of paragraphs shall follow the sequence as set out here, with a single tab after the number in the first line and no paragraph indentation.  The tab stop for Heading 1 and 2 paragraphs will be at 1.25 cm.

6.3.1. Subsequent paragraphs shall be numbered under the main paragraph, with no indentation.  The tab stop for heading 3 paragraphs will be at 1.5 cm.

6.3.1.1 Further subsidiary paragraphs shall each be identified by a further decimal number as this sequence indicates.  The tab stop for heading 4 paragraphs will be at 1.75 cm.

6.3.1.1.1 The tab stop for heading 5 paragraphs will be at 2.25 cm

6.3.2. The number of levels for headings shall not exceed five (e.g. 4.3.2.1.1).  Authors who have difficulties in complying with this requirement should contact the Secretary for assistance in structuring the document.

6.3.3. Any items to be listed within a paragraph should be noted using dot-points, indented to the first tab stop of the paragraph; for example:

· Dot-point for Headings 1 and 2– indent is 1.25 cm with a 1cm tab

· Dot-point for Heading 3 – indent is at 1.5 cm with a 1 cm tab 

· Dot-point for Heading 4 – indent is at 1.75 cm with a 1 cm tab

· Dot-point for Heading 5 – indent is at 2.25 cm with a 1 cm tab

7. HEADINGS AND SUB-HEADINGS

7.1. The following examples shall be followed:

1.
SECTION HEADINGS (12 point) BOLD UPPER CASE - ALIGNED AT LEFT, SPACING 12 PT BEFORE, 0 PT AFTER

1.1.
Sub-Section Headings (12 point) Lower Case - aligned at left and justified, spacing 6 pt before, 0 pt after.

1.1.1.
Minor Headings (12 point) Lower Case - aligned at left and justified, spacing 6 pt before, 0 pt after.

8. TEXT

8.1. Arial typeface shall be used wherever possible.  Note that the Helvetica typeface is similar to Arial.

8.2. The preferred type size for normal text and for headings shall be 12 point, with 14, or 16 point for titles as appropriate.  Should a document such as a letter extend to a second page by say, one paragraph, it is allowable to reduce the font to 10 or 11 point to ensure that the document fits on one page.

8.3. Text quoted verbatim shall be in italics, and indented one cm from each margin as per the example below, taken from the PAC MoU:

1.1
The Pacific Accreditation Cooperation (PAC) is an association of Accreditation Bodies that are established and operate in the member economies of the Asia Pacific Economic Cooperation (APEC), and other interested parties, which declare their common intention to take part in the PAC, according to the rules set out in this Memorandum of Understanding (MoU). 

9. PAC DOCUMENT NUMBERING

9.1. Each PAC controlled document shall carry a reference number at the top right-hand corner of each page. The reference number shall be in the format:

PAC-CMC-xxx.doc
Maintained by the Communications and Marketing Committee
PAC-DPC-xxx.doc
Maintained by the Developing Programs Committee
PAC-EXEC-xxx.doc 
Maintained by the Executive Committee
PAC-MLA-xxx.doc
Maintained by the MLA Group
PAC-SECR-xxx.doc
Maintained by the Secretariat
PAC-TECH-xxx.doc
Maintained by the Technical Committee
whereby xxx shall be consecutive numbers starting with 001.  The complete list of PAC controlled documents in this category shall be titled “PAC-SECR-001” and shall be maintained by the Secretariat.

9.2. All other PAC published documents will also carry a reference number.  The reference number shall be in the format -

PAC – XX – YY – NNN.

The letters “PAC” shall appear on all PAC documents, the letters “XX” shall be replaced by one of the following groups –

	PL
	For documents circulated for or at PAC Plenary Meetings

	EC
	For documents circulated for or at PAC Executive Committee Meetings

	TC
	For documents circulated for or at PAC Technical Committee Meetings

	ML
	For documents circulated for or at PAC MLA Group Meetings

	MLAMC
	For documents circulated for or at PAC MLAMC Meetings

	DP
	For documents circulated for or at PAC Developing Programs Committee Meetings

	CM
	For documents circulated for or at PAC Communications and Marketing Committee meetings (previously listed as PC documents)

	GEN
	Reports to other organisations and other documents that do not fall into any of the categories listed above.


The letters YY shall be replaced by the last two numbers of the year of issue.

The letters NNN shall be replaced by consecutive numbers starting with 001, in each group in each year.

10. PAGE HEADERS AND FOOTERS

10.1. All pages after the first shall include a header including the initials “PAC” and the title, or a shortened version of the title, of the document, centred.

10.1.1. The header on all pages, including the title page, preface and Table of Contents, shall include, at the right hand side, page numbering in the format “(page no) of (total pages)”.  The document number, in accordance with section 7 above shall be located at the right hand side of the header, above the page numbers.

10.1.2. The version number, draft number or other identification (e.g. “FORM”) shall be included in the header, at the left side.

10.1.3. An example of a following page header appears at Figure 2.

	Issue No. 1
	PAC Style Manual
	PAC-SECR-002
Page 6 of 8


Figure 2 

10.2. Footer shall be included on each page, in eight point text.

10.2.1. The title under which the document has been saved electronically shall be shown at the left side of the footer.

10.2.2. The issue date of the document shall be shown in the centre column of the footer.

10.2.3. The date of application shall be shown at the right side of the footer. 

10.2.4. An example of footer appears at Figure 3.

	PAC-SECR-002.doc
	Date of Issue:  (insert date here)
	Date of Application:  Immediate


Figure 3

10.3. A clear space of one line or 12 points shall separate the text on a page from the header and footer.  A single line border may be used at the top of the footer.

10.4. Dates used in headers and footers shall be in the format ## Month (spelled out in full) Year (four figure number).

11. PAGE SIZE

11.1. Either A4 (21 cm by 29.7 cm) or American (8-½ inch by 11-inch) is acceptable.

12. 
PAGE MARGINS

12.1. In order to ensure that the paging and page layout remains unchanged when PAC documents are printed on either A4 or American paper, the margins need to be set to ensure a similar printed area on each. The margins set out in this section will produce the same printed area on both page sizes.

12.2. 
Margins for A4 paper shall be as follows:

Top
2.5 cm, with Header at 1.25 cm

Bottom
4.0 cm, with Footer at 2.75 cm

Left
2.0 cm

Right
2.0 cm

If double sided printing allow 2.5-cm margin both sides

12.3. 10.3.
Margins for American paper shall be as follows:

Top
1.0 inch, with Header at 0.5 inch

Bottom
0.9 inch, with Footer at 0.4 inch

Left
1.0 inch

Right
1.0 inch

13. PARAGRAPH SPACING AND FORMATTING

13.1. Where possible, paragraphs shall not be split over pages, i.e. shall not run over onto the next page.

13.2. Spacing for Heading 1 items shall be 12 points before, 0 points after.

13.3. Spacing for subsidiary lines shall be 6 points before, 0 points after.

13.4. Space between dot-points shall be 3 points before, 0 points after.

13.5. Headings shall be on the same page as the first paragraph of text under that heading.

14. SECTIONS

14.1. If the document is broken up into Sections or Parts, the Sections or Parts are to be numbered in Arabic numerals, beginning at 1.

14.2. The Section or Part number is to be included in the header on every page, at the right hand side above the page numbers.

14.3. Page numbers shall continue unbroken from the title page to the last page of the document.

15. TABLE OF CONTENTS

15.1. With the exception of documents identified in the header as “FORM”, a Table of Contents shall follow immediately after the title page and (if there is one) the Preface.

15.2. The Table of Contents shall identify page numbers for all headings and sub-headings.

16. COMPUTER PROGRAMS

16.1. The preferred format for distribution of PAC documents on CD or by electronic means (e.g. as an attachment to an email message) is Microsoft Word.  If a different program is used for the production of the document the author shall convert the final document to Word for Windows format before forwarding it to the PAC Secretary.  The author shall also advise the PAC Secretary in a covering note, the name of the program the original document was produced in.

17. REPRODUCTION OF PAC DOCUMENTS BY MEMBERS

17.1. All PAC documents in languages other than English shall be published in a format equivalent to that laid down in this document, making appropriate allowances for cultural and language differences.  All the information required by this document shall be included in all translated documents.

17.2. Members of PAC may incorporate the text of a PAC document into the text of one of their own publications.  If a member chooses to do this, the text of the PAC document is to be reproduced unchanged, and its status as a PAC document clearly identified.  If a member does include the text of a PAC document in its own publications, the full text of the PAC document is also to be made available on request.

17.3. All documents published as PAC documents shall be authorised in accordance with the rules set out in PAC-EXEC-003 prior to publication.  

18. ENQUIRIES

18.1. All enquiries regarding PAC documents shall be referred in the first instance to the PAC Secretariat.

Belinda Mort

PAC Secretary

PO Box 334

Cowra  NSW  2794

AUSTRALIA

Phone:  +61 2 6345 5828
Fax:  +61 2 6345 5838
Email:  pacsecr@email.com
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