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1 INTRODUCTION

1.1 Purpose

The purpose of this standard is to offer guidance on the writing of documents, with specific relevance to documents that need to conform to the style and layout normally used in GFG IT.

1.2 Scope

This standard presents guidelines applicable to any written document created within GFG IT.  It is supplemented by other standards concerned with the form and content of specific types of document (for example, reports and proposals). This standard does not set rigid rules; it would be both impractical and undesirable to attempt to smother a person's style and turn of phrase.  However, all GFG IT documents should be perceived to be in a similar format by their readers.  To that end this standard sets out the basic format to be used for GFG IT documents, and endeavours to provide checklists which should help eliminate some of the simpler errors which might otherwise go unnoticed.

1.3 Audience

This document is intended for all members of GFG IT staff.

1.4 Summary

When writing any document, keep in mind why you are writing it, what you wish to say and to whom you are saying it.  Check the document carefully.  Be clear and be concise; if you have any doubts on spelling use a dictionary.  If the document is for anyone outside GFG IT, have it checked by someone else before it is sent.

1.5 Related GFG IT Standards

The reader should be familiar with the following documents that supplement the contents of this Standard.

[1]
GFG IT UK
SO
1
The Object & Document Numbering System

[2]
GFG IT UK
SO
5
The Proposal Production Standard

[3]
GFG IT UK
SO
11
The Report Writing Standard







1.6 References

 [4]
Douglas Adams


The Hitchhiker’s Guide to the Galaxy.  Pan Books, 1979.

Further Reading


Pelican


Sir E. Gowers, revised Fraser: The Complete Plain Words.


Pelican


Bruce M. Cooper: Writing Technical Reports


Oxford University Press.


H. W. Fowler.  Modern English Usage.

1.7 Revision History

Version
Date
Author
Description
Sections Affected







0.01
97/12/11
GFG
First draft
Issue draft for discussion

PURPOSE and Message

Writing a document is rarely easy.  Thinking clearly, accurately and effectively is hard work, and transposing your thoughts into words so that your reader gets the exact message you intend is equally difficult.  This accurate and effective transfer of thoughts and ideas from one person to another is usually the ultimate purpose of any piece of writing, so if your document fails to convey the intended meaning it has failed in its task.  You have then wasted not just your time (which is bad enough), but also that of someone else (which is unforgivable).  Worse still, the job might then have to be done again

1.8 Define Your Purpose

The first step in writing anything is to establish why you are doing so. Get the exact purpose of the document clear in your mind, whether it is to inform or enquire, expound or discuss, specify or question, amuse or provoke.  Loose thinking about the purpose of the document will result in a loose structure and vague exposition; your writing will then miss its target altogether.

1.9 Get The Message Straight

Having sorted out why you are writing, determine what you wish to say to achieve your purpose.  It may be useful to make an initial list of the points you wish to make, the information you wish to present, what you want to know, or anything else that is essential to the message.  This will help you to ensure that your document is complete.

1.10 Plan The Document

Knowing why you are writing and what you want to say will help you plan the document; that is, to define a suitable structure to carry your message to its intended readers in order to achieve its purpose.  Use this structure (summary, appendices, or whatever) to ease the reader-'s task, especially if the document is addressed to a diverse audience.  Particularly when the document is intended to inform,, remember the old rule: say what you are going to tell them, then tell them,, then tell them what you’ve told them.

Make sure that your writing fits into the company format in order to ensure that the client receives a consistent image of GFG IT, and also to make the document easier to check.

1.11 Keep Your Audience In Mind

Finally, compose the actual text of the document.  While doing so, keep your audience firmly in mind.  Remember who you are writing for and tailor both your message and its presentation to their needs.  This is often more difficult than it might seem; for instance, a proposal is often written at the request of a senior manager in the client company, but has to persuade his managing director to authorise the expenditure.  Be aware of the knowledge expected of the reader and adjust the presentation of the technical content of the document accordingly.

USE OF ENGLISH

1.12 Structure And Style

1.12.1 Sentences

A lack of clarity caused by contorted and meandering sentences is one of the most common faults in technical or official writing.  Keep sentences short; do not try to force too many ideas into each one.  However, be careful not to let your writing become a hailstorm of full stops that tire your reader just as much as endless sentences.  For example:


Sentences can be constructed so badly that they, in search of some hidden justification for their existence, and branching into every possible circumlocution (and parenthetical remark) which could possibly have anything to do with the subject presently under discussion, meander on and on until the exhausted reader, by now wondering whether the writer has heard of a full stop at all, and losing all interest in or comprehension of the author’s message, while getting lost in yet another subordinate clause, gives up in disgust without ever finding the end.


The other extreme is just as bad.  Too many stops split up ideas.  Threading bits together is hard work.  The reader gets tired.  Your message is lost in the punctuation.  The document doesn't do its job.

Try to strike a reasonable balance, and make sensible use of commas and semicolons to inject some rhythm into your text.

Check the structure of each sentence by asking:

i)
Are the subject and verb closely associated and in agreement?

ii)
Do qualifying words and phrases have the desired effect?

iii)
Are vital words or phrases in a strong position?

To measure how easy it is to read a piece of text, try the following calculation (based on the ‘Fog Index’
). Find the average number of words in a sentence for the piece (or a good sample of it); then add the number of 'difficult' words in every hundred (those having three or more syllables, excluding simple compounds like "butterfly' or parts of verbs like "debating').  If the result is greater than 30 you are in danger of losing your reader, while a value of less than 10 indicates excessively short sentences and disjointed prose.

For example, the long-sentence example above gives a result of 94, while the short-sentence example gives a result of just seven.

1.12.2 Paragraphs

There are no hard and fast rules about how long a paragraph should be, or how many sentences a paragraph should contain.  There is, however, a simple guide for constructing paragraphs: each should represent a single unit of thought or set of ideas.  Don’t pile unrelated things together in one paragraph.

A secondary function of paragraphs is to help in finding one’s way around a document. So, if collating everything to do with an idea into one paragraph makes it too long (longer than it is wide, say) split it into two or three smaller ones dealing with subsections of the material according to some sensible division.

A one-sentence paragraph can help to emphasise an important point!

1.12.3 Sections

Long documents need a hierarchical structure in order to help readers to find their way around and order their thoughts. (Such a structure also helps the writer!) The mechanism for building this hierarchy is the section.  The division of your material into sections and subsections should take place at the planning stage, and should provide a logical flow for your message.  It can often be helpful to construct the entire contents list (to subsection level) before beginning to write the actual text.

The layout and appearance of documents in GFG IT format is dealt with in Sections 4 and 7 below.

1.12.4 Style

The aspect of a document that is least within the reach of any set of guidelines is the style in which it is written.  The preferred layout of documents can be prescribed, the format of the introductory sections given, even the typeface standardised, but an individuals choice of expression and use of words cannot be regulated.

Style, therefore, will be the aspect of your writing that determines whether your documents communicate effectively or not.  Try to get into the habit of choosing your words with care.  English is capable of expressing ideas with great precision; don’t use it as a blunt instrument!  In particular, try to avoid the more common pitfalls, some of which are listed in Section 3.3 below.  Beyond this, the best way to acquire a style of your own is to read books written by authors who you find communicate effectively.  Some thought, about the way they use words, will help you write in a similarly clear manner.

Note that the appropriate style depends on your audience; a user manual and a functional specification (perhaps intended for a system designer) will often contain the same information, but the proper style for each is quite different.

1.13 Clarity

1.13.1 Ambiguity

Make sure that what you write is subject to only one possible interpretation (the one you want!).  Some common causes of ambiguity are:

i)
Mismatched pronouns

ii)
Words with wide ranges of meaning (case, system, item, etc.)

iii)
Late positions of relative pronoun:


"The report on the camshaft which was much too long"

iv)
Indirect references to earlier sentences or clauses:


“GFG Microsystems Limited maintains high standards and achieves high profits.  These may fall this year.”

v)
Words like ‘although’, ‘but’, ‘however’ and ‘also’ should be used with care; although judicious use of them can emphasise your point, they tend to dilute arguments and obscure your conclusions.

1.13.2 Colloquialisms

The use of idiom and colloquial expressions should be avoided, especially where the document may be for foreign readers:


“making mountains out of molehills”


“a Dutch treat”


“a Chinese auction”


“once in a blue moon”

1.13.3 Jargon

The use of technical terminology will be unavoidable in many of the documents that you will have, to write. Do not use it unnecessarily; your reader is unlikely to be impressed, even if he understands what you are saying.  If he doesn’t even understand the words, your document fails the most basic test of all!  Talk about the flange gigahertz deflector if that's what it's really called, but don’t refer to secondary electrochemical energy storage units when lead-acid batteries would be shorter and more explicit.

Some documents (and quite a lot of projects) need a glossary of technical terms.  In the case of commonplace terms, this ensures that everyone attaches the same meaning to each, while for obscure terms it ensures that everyone understands them!

1.13.4 Meaningless words

Avoid using words like clearly, obviously, unarguably, certainly, definitely; they rarely add anything to your message and often annoy the reader.

1.13.5 Extreme words

Reserve the use of extreme words like all, none, nobody, everybody, nowhere, anywhere for cases where they are certain to apply.

1.13.6 Appendices

Place material that is merely in support of the main text in appendices, especially if it is sufficiently lengthy or complex to divert the reader from the main flow of your argument.  Quote the significant results or conclusions in the main text, referring the reader to the relevant appendix for the derivation.

1.14 Common Errors

The following sections list some of the more common errors that have been observed in documents.  These sections are not intended to supplant the proper use of a dictionary; so if in doubt, use one.  The references given in Section 1.7 above will provide further help if you need it.

1.14.1 Grammar

i) Split infinitives.  These are no longer the heinous crime they once were, but should still be avoided except in the rare cases where clarity demands them.


"To boldly split infinitives which no man has split before" (Douglas Adams, [4].

ii)
Confusion of case.  Who and whom and vice versa:


"...who it is addressed to"


"...whom we suppose is the author"

iii)
Singular and Plural:


"They are essentially a management consultancy"

iv)
Abrupt changes in Voice or Person:


"One should always think about what you are writing"

1.14.2 Common Misspellings

Take care with spelling, especially of words that are easily confused:


its, it’s


there, their, they're


bought, brought


where, wear


were, whirr


tier, tear

Some particularly frequent offenders:

acheive
should be
Achieve

accomodate
should be
Accommodate

committment
should be
Commitment

corrpatable
should be
Compatible

independant
should be
Independent

feasability
should be
Feasibility

fundemental
should be
Fundamental

grammer
should be
Grammar

interger
should be
Integer

maintainance
should be
Maintenance

neccesary
should be
Necessary

occassion
should be
Occasion

occance
should be
Occurrence

oppurtunity
should be
Opportunity

proffesional
should be
Professional

personel
should be
Personnel or personal

reccomended
should be
Recommended

recieve
should be
Receive

seperate
should be
Separate

supercede
should be
Supersede

If you have a spelling checker, use it; if not, get one.  In either case, don’t rely on it absolutely!

1.14.3 Commonly Misused Words

· practise is a verb; practice is a noun

· there may be a principal reason for doing something...

· ... or a principal (person in charge) of a college... 

· ... but a machine has a principle of operation

· to anticipate means to forestall, not merely to expect 

· methodology is (strictly) the science and study of methods... 

· ... but a methodology rnay loosely be a set of several methods 

· a collection consists of or comprises several things... 

· ... or several things constitute a collection 

· to infer means to deduce, rather than to imply 

· oral is to do with the mouth; reports are given verbally 

· a practicable method is actually useful in real life... 

· ... while practical is the opposite of theoretical 

· the effect of a drug may affect your life... 

· ... but you can effect a change in something 

· to alternate is to change regularly between two alternatives 

· something efficient makes sparing use of resources... 

· ... while effective just means that it does its job 

· less applies to quantity; use fewer for numbers of things 

· your dependants are dependent on you 

· instantaneously means over with in an instant... 

· ... while instantly means at once, immediately, right now... 

· ... and at this moment in time means now!
1.14.4 House Rules
There are a few GFG IT “house rules” on spelling which should be observed:


floppy or hard disk not disc


but a CD is a ‘compact disc’

a computer runs a program (built by a programme of work)


analog circuits provide an electrical analogue of the world

1.15 Punctuation

The proper use of punctuation is a subject over which grammarians have argued for years, so it is hardly possible to give firm rules here.  However, since the purpose of punctuation is to give rhythm to prose, we can give some examples of how not to do it, together with a few general points (no pun intended).

1.15.1 Commas

Commas are used to delimit clauses, and are among the most horridly misused marks.  Here are a few howlers:


The last board, which I designed, was an 80286-based...


One way, of doing this, would be to...


Subordinate clauses often descriptive are flanked by commas.


Do not use commas, which are unnecessary.

Better would be the following:


The board I designed most recently was an 802816-based...


One way of doing this would be to...


Subordinate clauses, often descriptive, are flanked by commas.


Do not use commas that are unnecessary.

(Of course, if in the first example you were referring to the last board of several, which was designed by you rather than by Fred, the commas would then be correct.)

Colons are also used to separate items in a list introduced by a colon, such as: one, two, three.

Don' t use a comma where it would interrupt the flow or split the verb from its subject; the mark is supposed to help, not hinder!

1.15.2 Semicolons

Semicolons are not as widely used as they might be.  They have a weight somewhere between a comma and a full stop; used like this, they are very helpful in situations where you wish to continue something after a ‘pause for thought’.  Alternatively, they can provide a fulcrum across which two related ideas can balance.  For example, you may wish to do something this way; or you may wish to do it that.

Semicolons also allow the construction of a somewhat less formal list than a colon requires.  You might use an xyz; you might use a pqr; you might use an abc; or you might give up altogether and pay someone else to do it.  Take care, however, not to let such a list get too long, since it can become difficult to locate entries in the midst of a block of surrounding text.

1.15.3 Colons

The colon has a variety of uses:


To introduce a list of items (like this one) each of which is big enough to warrant a paragraph and initial capital letter in its own right.


To introduce, but not separate, a list of small items or clauses within a sentence (so in this case it would be wrong to use capital letters).


To introduce a piece of quoted material.


To divide two co-ordinate clauses where the first clause in some way introduces the second.


To divide two clauses where either contains a semicolon.
This usage is not good style.

1.15.4 Abbreviations

In general, do not use abbreviations.  ‘For example’ and ‘that is’ take very little longer to type than ‘e.g.’ and ‘i.e.’ and are much more readable.  Strictly speaking, ‘e.g.’, ‘i.e.’ and ‘etc.’ should be punctuated as shown; modern usage allows ‘eg’, ‘ie’ and ‘etc’.  Note that ‘eg.’ and ‘ie.’ are WRONG, to an extent which would annoy most readers.  Excessive use of analogy will often show up as a liberal sprinkling of leg.  If ‘etc’ appears too often the writer is probably being lazy, while a single instance of ‘etc, etc’ proves he is.

If you must use abbreviations or acronyms, make sure your reader understands them, either by explaining them at their first appearance, or (in large documents) by providing a glossary.  Acronyms that are intended to be pronounced as a word, such as WIMPS, should appear without punctuation.

Contractions such as don't and aren't are informal and should be used only when you are quite sure that this lack of formality is appropriate.  If in doubt, don’t use them!

GFG IT Document Format

This section outlines the format of those sections that will appear in any GFG IT document of more than a few pages.

1.16 Title and Contents Pages

The front page of a document is usually the part of it that the reader sees first; it must therefore make the best possible impression.  The title should be clear and should express the nature and content of the document as concisely as possible.  Where the client requires it, the title page should carry the author's name (the authorship of a document should always be traceable; see under revision history below).

In common with every other page of the document, the title page should carry the document's GFG IT number and the date; these will typically be in headers and footers in a standard format.  It is very important that this information should appear in only one place in the (machine readable) source document in order to simplify updating it each time the document is edited.

The title page should carry only the title, the standard footer, (exceptionally) the author’s name, and (where this cannot be avoided) the page number.

The contents list must be correct; it should reveal the structure of the document to the reader.  Even if it is not read at first, it will later have to act as a map to help the reader find his way around the document.  It should therefore be designed to aid the reader in finding specific items of information in the document, and in interpreting the contents of each section.

1.17 The Introduction

The Introduction, normally the first section of a document, is vital to the successful interpretation of the remainder of its contents.  This section should define for the reader what he will find in the document.  The standard Introduction contains the following sections:

1.17.1 Purpose

This section should explain why the document was written and what it is intended to achieve; occasionally, it may also state certain things for which the document is not intended.

1.17.2 Scope

This section defines the limits of the document; what it contains, what it discusses, what its terms of reference are.  It should pre-empt any misunderstanding of the content of the report, to which end it may state what is not included and the level to which the document has been directed.  For example, if the document is a report on a feasibility study, the ‘scope’ section must make clear that nothing on detail design has been included. This section should not be a summary of the document!

1.17.3 Audience

This section should describe for whom the document is intended, people to whom it should not be shown, and the level of knowledge assumed of its readers. This section might typically say something like:


“This report is intended for the Senior Management of Douwe, Cheetham and Howe Limited, and will not be shown to third parties without their express permission.  A knowledge of the company's business procedures has been assumed throughout.”

1.17.4 Summary

For documents of more than a few pages, it is always good practice to summarise the content and findings of the document, especially where the major purpose of the document is to recommend or to analyse.  The summary should always be near the front of the document so that it is easy to find; readers are not amused by having to search a large document to find a brief statement of the results they have been waiting for.  For very large documents there may be merit in providing a separately bound management  summary that presents the main points and conclusions of the work, together with any actions arising from it.

1.17.5 Related Documents

This section should list any documents of which the reader should be aware before he begins which are relevant to the present one.  If the full references to these are not given in this section, they should be stated in full in the main list of references (see Section 5).

This section, if present, should begin with a statement such as "It is assumed that the reader is familiar with the following documents", or some similar clause explaining the relevance of the titles listed.

1.17.6 Revision History

This section should show all occasions on which the document was modified, with a brief synopsis of the changes that were made, and by whom. (The latter information providing a means of tracing authorship of the document; if this is guaranteed to be independently traceable, the note in the revision history may be omitted.) At each revision, however small, the revision level of the document should of course be increased to maintain proper version control.

If the revision history is lengthy (for example, on a large report that has undergone much amendment), or if it is not to be submitted to the client with the remainder of the document, it should be placed as a separate (unnumbered) section between the title page and the contents page.  If this is done, take care with page numbering!  Whether a revision history is included in documents to be submitted to the client is at the discretion of the project manager; if the revision history is included, it should be complete.  This is why the history should show only the technical aspects of the changes made, with no reference to any underlying ‘politics’.

Revision histories should always be compiled in reverse date order; that is, with the most recent change at the top of the list.

1.17.7 The Copyright Notice

Some GFG IT documents will require a copyright notice; this should be included as part of the Introduction.  The standard company notice should be used (text as follows) unless there are special reasons for using another form.

“Copyright © GFG Microsystems Limited.  This document may not be reproduced in any form, in whole or in part, by any means whatsoever, without the prior written permission of GFG IT Development.”

This section is also the appropriate point at which to acknowledge the use of any registered trademarks, if this is necessary.

1.18 Layout

Specific rules on the detailed layout of documents are given in Section 8, while details of how to achieve that layout with various word processors are given in the Appendices.  The sections that follow here give guidance on more general matters such as section numbering and list formats.

1.18.1 Section Numbering

Document sections should be numbered as in this Standard, which is to say in repeated decimal subdivision with trailing decimal points omitted.  Sections, subsections and sub-subsections are allowed.  If further subdivision still seems to be required at the lowest level, use lists; an apparent need for sub-sub-subsections indicates that your thinking is probably so tangled that the client wouldn't understand the content of the document anyway.

1.18.2 Lists

Never give the specific number of items in a list: 

“This has three advantages:

i)
it's cheaper

ii)
it's faster

iii)
it's smaller

iv)
it uses less power” 

Almost inevitably, someone will add or delete an instance.  The use of the verb in list entries should agree with the opening sentence.

Short lists should normally be numbered using Roman numerals in lower case, as above; alternatively, Arabic numerals may be used, especially for long lists.  Use one or the other within any particular document.  If points need to be subdivided, do so with lower-case letters.  Arrange lists so that the right brackets of the case identifiers are aligned one character to the right of a tab stop (this is the easiest way to type them).  In general, indent a list by one tab stop from the left-hand edge of the previous text block.  If any list entry contains more than one line, take care to format it properly and put a blank line between all entries in the list.  When referring to list entries in the text, give the opening bracket also as this makes the reference easier to read, for example, Section 4.3.2 (ii).

1.18.3 Additional Information

Each document must contain enough additional information to allow the following to be determined:

i)
The precise version of the text (by means of the full GFG IT number of the document, which should appear on every page).

ii)
The full date of this version of the document.  This too should appear on each page.

iii)
The location of the master copy of the document.  This should be traceable via the GFG IT number.  An additional disk number is permitted where the available configuration management tools provide no other means of tracing the machine-readable master of a document.

iv)
The author of the document.  This need not always be given explicitly, but must always be traceable.

The information in (i), (ii) and (iii) above should normally be included in running headers and footers to avoid the risk of mixing pages from different versions of the document, while that in (iv) is most conveniently included in the revision history.  Note that you should be able to trace the machine-readable form of the document with no information other than the complete GFG IT number, and that the inclusion of a disk number does not absolve you of responsibility for proper configuration management.

1.19 Physical Appearance

First impressions can make all the difference to the way your document will be received, even if the reader isn’t going to like the contents, he is much more likely to have faith in them if the document as a whole is smartly presented.  Consistency of style is also very important, whether within the document, within a project, or within the company.

See Section 7 and the Appendices for more detail on layout and how to achieve it.

1.19.1 Page Width and Depth

Documents should fit onto the paper leaving sensible margins for binding, headers and footers.  This usually means a margin of about one inch (25.4mm – typesetting is still very much in inches) all round from the main text printing area; there will be headers and footers above and below the main text, but these should not intrude into the side margins.  As a matter of good style, take care over alignment of the printed material with pre-printed headings on the paper you are using.  Consult Section 7, the Appendices and the administrative staff for details on the exact formats in current use.

1.19.2 Headers and Footers

The left- and right-hand ends of headers and footers should align with the edges of the main text area.  They should never interfere with pre-printed headings (for example, on report paper).

1.19.3 Title and Contents List

The title page of the document should contain only the title of the document (except for the usual headers and footers).  The title should be in a prominent typeface and so positioned as to be clearly visible through the window in a standard binder.  This should apply even when a binder is not being used.

If the title won’t fit into the standard window, it probably isn’t a very good one anyway; think up a more succinct one!

The single most prominent thing on the contents page should be the word 'Contents".  Following this, the contents list itself should conform to the standard format, listing entries down to subsection level only.  For very long documents subsection entries may be omitted in the interest of keeping the contents list brief enough to provide a good view of the layout of the document, but in this case each section should start with a subsidiary contents page. Remember that the contents section should serve as a useful map of the document!

1.19.4 Section Titles

Section titles should consist of the section number in the left-hand margin, with the actual title on the next tab stop after the number that will allow at least one space between the number and the title text.  Make progressive use of typeface features (for example, boldface or point size) to ensure that the prominence of section titles diminishes as you proceed down from section through subsection and sub-subsection; consult the Appendices for the procedures appropriate to the word processors in common use in GFG IT.

Note that the section number itself should not be emphasised, and should not have a trailing decimal point.  Note also that each word in a section title should begin with a capital letter, except for connecting words such as ‘and’.

1.19.5 Numerical References

Numbers up to and including nine should be typed in full unless they are circuit references, component values or suchlike; numbers from 10 upwards should be given in figures.  Use commas as a thousands separator.

References to sections, figures, tables and the like should be given in full, for example: “see Section 4.4.6”. Note the initial capital on “Section”, and use a non-break space to separate "Section” and its number so that the reference isn't split over a line break.

1.19.6 Printing and Binding

Make sure that the document has been properly printed on a good quality machine - a cheap dot matrix using a faded ribbon really will not do - and try to ensure that the typeface used is consistent for all documents associated with a project.

Consider the form of binding which will be appropriate; try to bear in mind what the client is going to do with the document (see also Section 8.8). This, together with the size of the document, will determine the best format in which to present it.  Provide the client with as many bound copies as he requires (within reason); many clients also find it helpful to have an unbound copy from which to make further copies for circulation (this costs us less too!).

Try to ensure that documents you have produced would impress you if they landed on your desk!

RElATED Documents AND REFERENCES

1.20 The Distinction Between Related Documents and References

You will often need to direct your reader to material in other documents, for background, for further information, or in support of your argument.  Use of these external sources will fall into one of three classes: related documents, quotations and references.

Related documents are those with which the reader should be familiar (or whose existence he should at least know of) before he reads the present one.  These will usually be listed in the Introduction to the document so that the reader is made aware of them right from the start, while a simple reference in the text will more usually be to some supporting do t which is not of ate relevance.

Quotations should always have their source acknowledged, usually by a short note in the text accompanied by a full reference in the main bibliography.  Note that in many cases the publisher's or author's permission will be needed to reproduce material.

References must always state their source; sufficient information must be given to allow the reader to locate the exact point in the source to which reference is being made.

1.21 Listing of References

There are two widely accepted ways of indexing references into a bibliography; either by means of a number in square brackets - for example, [4] - or by quoting the author’s name and the year of publication, for example (Adams, 1979).  In the former case the bibliography lists the entries in order of increasing index number.  The index numbers need not be consecutive, which simplifies deletions and insertions; however, some people think this is untidy.  In the latter case the entries are in alphabetical order of author's name, and then chronological order in the event of there being several entries under the same author.  This method allows easy insertion and deletion, without the untidiness of the numerical method, but requires a larger and possibly more distracting entry in the main text to give the reference.  In the case of GFG IT documents, the relevant parts of the GFG IT number (see GFG IT UK 99-SO-1) serve in place of the author/date reference.

The choice between these two methods rests largely on the extent to which you think it desirable to give most of the reference details in the text anyway;. For references whose source is not very relevant to the narrative, the simple numbers technique is probably neater, but where the source is important to give the reference credibility, the name-and-year method is probably better.  Clearly, one or the other must be consistently used in any particular document.

Whether the numbers method or the name-year method is used, the list of references should always form a separate section or subsection of the document, and should always be in a consistent format.  Here are some examples of the most commonly used format, which is the preferred style in GFG IT documents:

-
a book, using a reference number:

9.
W.J. Boettinger and S.R. Correll: Microstructure formation in rapidly solidified alloys.  In:  P.R. Sahm, H. Jones and C.M. Adam (eds) Science and Technology of the Undercooled Melt.  Martinus Nijhoff Publishers, Dordrecht (1986) pp 87-108. 

-
a report, referenced by name and year:

Amsden, A.A-, and Harlow, F.H.: The SMAC method, a numerical technique for calculating incompressible fluid flows.  Los Alamos Scientific Laboratory Technical Report no.  IA-4370 (1970).

-
a paper in a journal, by number again:

87.
T.J. Smith and D.B. Welbourn: The integration of geometric modelling with finite element analysis for the computer-aided design of castings.  Applied Scientific Research 44 (1987) 139160.

- 
an object in the same GFG IT project list:

6.
GFG IT 17/0.02 (Design notes on the flange gigahertz deflector).

-
an object in some other GFG IT list:

13.
GFG IT 1234.5-306 (Convolution calculation routine).

Note that in the two instances given above, one refers to a specific version of a document, while the other refers to the latest version of some software.

Note also the positions of initials and surnames under the two methods, and also that the volume title (and number, where appropriate) is given in bold or italic.  Do not abbreviate journal names.

REVIEW OF DOCUMENTS

If a document is to be seen by anyone outside GFG IT, it is essential that it be reviewed by someone other than the author before it leaves GFG IT.  The reviewer should check the document against the following criteria:

Content and Accuracy

The document should say all that is necessary to its purpose, and omit all that is not.  Everything that it does say should be correct and consistent.  It should convey the impression that GFG IT are competent and trustworthy.  Any numerical or mathematical information given in the text should be checked particularly carefully.

Style

Although style is a much more personal matter than technical content and layout rules, documents should always be (as far as possible) pleasant to read.  Bear the following points in mind:


keep sentences short


prefer the simple word to the complex


use active forms wherever possible


avoid long paragraphs or hailstorms of punctuation


put supporting material in appendices

Layout

The document should be set out and formatted according to GFG IT house rules (see Sections 4 and 8 and the Appendices) so that all clients are presented with a consistent image of GFG IT.  The document should be given to the administrative staff to be checked for correct layout; make sure that enough time is allowed for this to take place.

If the document is for internal circulation, but is a particularly weighty or important one, it is still a good idea to have it reviewed by someone not associated with its creation; a second pair of eyes often finds errors, ambiguities or inconsistencies which may otherwise be missed.

 DETAILED LAYOUT

This section gives detailed guidance on the layout of documents in GFG IT format, augmenting the general rules given in Section 4.  It is intended to be independent of the document processing system used, insofar as this is possible.  The aim is to achieve consistency of style:

i)
within a document - most important

ii)
within a project - highly desirable

iii)
within GFG IT Development - as far as possible

iv)
within GFG Microsystems Limited - if possible

It is important to bear in mind that what matters most is the content of the document; any aspect of the typography of the document that distracts the reader is undesirable.  Consistency of style is important because it stops the reader being distracted by thoughts such as "why do no two documents from GFG IT Development ever look alike?"

The administrative staff should be consulted if any deviation from the layout rules given here and in Section 4 is necessary; this should be exceptional (for instance, where the client requires documents to be presented in his own format, or where there are special project requirements).

1.22 Page Width and Depth

The margin between the left-hand edge of the paper and the start of the printing area (ignoring indentation, see Section 8.5) should be as nearly as possible one inch.  This is so that there is sufficient room to bind the document properly, and that the left-hand edge of the printing is suitably aligned with the company logo on pre-printed paper.

For symmetry, the right-hand margin should also be about an inch or slightly less.  On A4 report paper this implies a line length of about 6.4 inches, enough for 76 characters of Elite pitch typescript as commonly used in Europe or 64 characters of Pica pitch as used in America (12 or 10 cpi
 respectively).

The vertical gap between the baseline of the pre-printed heading and the first line of the main text should be about a third of an inch (two lines of text at the conventional spacing of six lines per inch).  There should be a similar gap between the bottom of the main text and the footer, and a further half an inch from the footer to the bottom of the paper.  At six lines per inch this should allow 57 lines of text on a sheet of A4, depending on your printer. However, if your text makes extensive use of sub- or superscripts, and your text processing system will not provide half-size characters for these, you should use four lines per inch (‘one-and-a-half spacing’) to accommodate the increased line height.

1.23 Headers and Footers

Headers and footers should be positioned as follows:

i)
The baseline of the header should align with the baseline of the pre-printed heading on report paper.  The text of the header should stay well clear of the pre-printed heading, and should be right-aligned with the edge of the main text area.  Where the printer makes it impossible to print anywhere near the top of the paper, put the information in the footer instead (or, preferably, use a better printer!).

ii)
The extremities of the footer text should align with the edges of the main text area.

The header will normally contain the company name only, at the left-hand margin. 

The footer will normally contain the full GFG IT number of the document at the left-hand margin, and the full date (given as, for example, 29 February 2000) at the right-hand margin and the page number in the centre.  This ensures that the two pieces of information in the document that absolutely must be changed at each revision appear in one location only (the footer specification) at the top of the document in its machine-readable form, thus simplifying the updating of the document.

For long reports, page numbering should be by section rather than simply sequential (so that Section 1 begins 1.1, Section 2 begins 2.1, and so on); appendices should always be page numbered A.n, B.n, et seq.  This helps the reader navigate round long documents.  Where your text processing system allows it, the page numbering should begin on the Contents page, not on the title page.

Certain types of document (for example, Standards) may require the use of “Page x of n” numbering.  If this is used, every physical sheet of paper in the document should carry a value for ‘x’ and the page numbering should be sequential through the document, including the title page and any appendices.  It is essential that the value for ‘n’ is correct, since it is otherwise worse than useless!

If, in the absence of a comprehensive configuration management system, it is necessary to add a disk number to a document, the digits of the disk number should be appended to the GFG IT number in brackets.  Thus, for a document held on a floppy numbered  GFG IT M4-2345, the GFG IT number might appear as GFG IT-6789.14 -11/0.07(2345). Once again, it is stressed that this procedure should be exceptional; it would be better to institute proper configuration management.

Where your text processing system provides for multi-part footers in which the parts may be -independently amended as the document proceeds, the page number may optionally be placed in the centre of the footer.

Where verso/recto facilities are available, it is conventional to have the right-hand pages odd-numbered.  Choose whether to have the date in the footer consistently on the right or consistently on the outside and adhere to your chosen standard for all documents in the current project.

1.24 The Contents Page

The general format of the contents page should be as demonstrated at the front of this document.  The single most prominent object should be the word "Contents", indented from the left margin by a suitable number of tabs (this will depend on the length of the section headings; one or two tabs is the usual number).  Subsequent section and subsection headings should be indented by one further tab each.  Sub-subsection headings may be omitted from the contents list.

For very large documents it may be desirable to omit subsections from the main contents list in order to keep it short (that is, on one page); in this case each section should begin with its own subsection contents list.

Progressive use should be made of typeface to ensure that the prominence of entries in the contents list decreases from the 'Contents" heading down to the subsection entries.

1.25 Section Titles

A section title should consist of a number starting at the left-hand margin, followed by the section title.  The text of the title should be aligned with the edge of the block of text which follows it; see Section 7.5. The text of the title will usually be in an emphasised typeface, while the number itself should not be.  Make progressive use of typeface to ensure that section, subsection and sub-subsection headings are of decreasing prominence.

Trailing decimal points in section numbers are redundant and should be omitted.

1.26 Indentation and Justification

Indentation should usually occur in approximate half-inch steps from the left margin; steps of five characters is a common choice.  Always use paragraph indents (or tabs if necessary), not spaces, because use of spaces makes reformatting of documents a tedious procedure.

The text of sections, subsections or sub-subsections should be indented to align with its heading.  Lists should be indented further than the section containing them unless they have entries which are long compared to the remaining line length.

The right margin should be ragged rather than justified. This helps the eye scan the line and locate the next line. Judicious use of hyphenation can improve matters when a line consists entirely of long words - use built-in hyphenation algorithms with care, since some are much better than others.

1.27 Figures

Figures should be section numbered (rather than simply sequentially numbered).  Care should be taken to ensure that figures will be clear and legible in the final document; to this end they should preferably be on separate pages so that they can be drawn to a suitable scale.

1.28 New Pages

In general, a new page should be started whenever fewer than six lines of a new block of text (including a heading and the blank line between the heading and the text, where relevant) can be fitted onto the current page.  Always start a new page for a main section, unless two or more consecutive main sections are so short that they will all fit together on a single page.  Proposals are exceptions to this; in proposals, all sections continue one after another, with page breaks chosen on a paragraph-by-paragraph basis.  This is for consistency of style, since proposals usually contain many short sections.

Try to make sure that each page of the document is at least one-third full; you should have a very good reason for leaving most of a page blank!

1.29 Binding

It is the responsibility of the project manager to decide what form of binding is most appropriate for a document.  Consider the use that the client will make of the document; while the 'spiral' binders normally used for proposals and reports are the preferred method, they are not always the right choice.  If the client is going to tear off the binder and transfer the tattered remains to a lever arch file, an Acco clip and a plastic wallet would be better!  See also Section 4.4.6.

Word Style TEMPLATE

Achieving standard layout with Word.

The basic layout of a GFG IT document can be achieving by using the styles contained within any standard document  already created with Word and exporting them to the default normal.dot or adding them into a separate template.

A.1 Document Set-Up

Set a margin of 2.54cm (1 inch), top, bottom, left and right. Headers and footers are off-set 1.27cm (1/2 inch).

At the top of the first page include the following document fields:-

{SET ENTERPRISE “company name”}

{SET UNIT “issuing department”}

{SET UNITID “abbreviated department name”}

{SET DOCUMENT “{UNITID} UK 99-SO-ooo/v.vv”}

{SET VERSIONDATE “dd MMM yyyy”}

The braces {} are entered by pressing <Ctrl><F9>.  This denotes a field that Word acts upon.  

Although the company name and issuing department may not change this allows for standards and other documents to be updated and issued by a subsidery company or a different . The document number and version date are changed with each release. This practise keeps the changes in one visible place.

Headers and footers use the style FootNote -Palatino, 9 point.

The header consists of the corporate name top left (entered using <Ctrl><F9>ENTERPRISE).

The footer consists of the object number, bottom left, the page number centred and the version date of the document bottom right.

The object number is {UNITID} UK –cccc-ooo/v.vv, where the braces are displayed using <Ctrl><F9>.

The Page number is {Page} of {NUMPAGES} for document standards and {Page} for all other documents; again the braces are entered using <Ctrl><F9>.

The document’s date is {VERSIONDATE}.

A.2 Title Page

The title uses the style H0 –Heading, Helvetica 18 point, all captials, centred.

A.3 Contents Page

The word ‘Contents’ is style H0-Heading, but left justified. The contents is generated using {TOC \o “1-2”} to provide two levels of headings. This will need to be updated (press <F9>) when all headings have been entered in the body of the document.

A.4 Section Titles

Major section titles use the style H1 – Heading, Level 1, Helvetica, 14 point, bold, all captials, hanging indent of 1.27cm (1/2 inch). This means that text is displayed 3.81cm (1.5 inches) from the edge of the page.

Sub-sections use the style H2 – Heading, Level 2, as H1 but mixed case. Sub-sub-sections are as H2, but 11 point.

Headers are kept with the next paragraph – to prevent orphaned headings.

Appendices use the heading style A A1- Appendix 1, A.1 A2 – Appendix 2, A.1.1 A3 – Appendix 3 and A.1.1.1 A4 – Appendix (based upon the headings H1, h2, H3 and H4) as the numbering is different to the main section.

A.5 Layout

The main text uses the styles L1 – Level 1 Body Text, L2 – Level 2 Body Text and L3 – Level 3 Body Text. These follow from the headings H1, H2 and H3 respectively. Although currently set up the same it may be required to change the style for sub-sections. This can be useful during the initial development of the document when working on an outline.

L1 style consists of Palatino, 11 point, indent 1.27cm with a single line space following the paragraph.

For further indentation, or lists the styles I1 – Level 1 Indented paragraph and I2 –Level 2 Indented paragraph can be used. These have hanging indents of 1.27cm making the text 5.08cm (2 inches) and 6.35cm (2.5 inches) from the edge of the page.

Text in tables uses the style S0 – Standard Paragraph, Palatino, 11 point.

Program listings use New Courier, 10 point, as this is not a proportionally spaced font.

A.6 Printout

Copies of documents to be sent to the client should be printed on (or copied onto) GFG IT report paper so that the pre-printed heading on the paper appears in its correct colours.

� Many grammatical text checkers provide ‘Fog Index’ numbers for reference.


� cpi – characters per inch
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