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Working Group/Plenary Style Guide
	Page Setup:
	· Ensure paper is set to A4
· Left and right margins set at 2.54 cm

· Top margin - 2.25 cm

· Bottom margin - 1.5 cm

	EXAMPLES:

	Header:
	· CAPS, Times New Roman (T/R), Bold,9 pt.
· Include header on all pages
· Header to alternate between odd and even so code is always on the outer edge.
· Set at 1.25 cm
	ELEPHANTFISH (ELE)

	Footer/page #
	· T/R, 10 pt. NOT bold
· Include page number on all pages
· Number to alternate between odd and even so page # is always on the outer edge, as with header
· Set at 1.2 cm 
	98

	
	(Page setup, layout, tick odd and even different, set distances from edge in this menu as well)
	

	Species Identification:
	Common name:

· CAPS, T/R, Bold, 12 pt.
· Code in brackets
· Centre Aligned

Scientific name:

· One 11 pt. line under common name
· T/R, Italicized, 11 pt.
· In brackets
· Initial Letter of first work CAPS
· Centre Aligned

Maori name

· T/R 11 pt.
· Centre Aligned
· Initial letter CAPS

	

	FMA area map:
	· Centre Aligned

· One 11 pt. line under Maori/Scientific name


	

	Main Headings:
	· CAPS, T/R, Bold,12 pt.

· 1.25 cm tab (automatic) after number

· No punctuation other than full stop after number.

· Two 11pt. lines below previous text.


	1.
FISHERY SUMMARY

	Sub Headings
	· T/R, Bold, 11 pt. Lower caps other than initial letter
· NO underlining
· One 11 pt. line under previous text
· No line between sub heading and following paragraph

	1.1
Commercial fisheries


	Body Text:
	· T/R 11 pt.

· Text full justified

· No paragraph indents

· Only one space after a full stop

· Sub headings within body text to be no larger than 11 pt. T/R. 
	


	Tables:
	· Caption: T/R, Bold, 9 pt., before table
· One 9 pt. line between caption and table
· Full stop at end of caption
· Two spaces between colon after Table number and following text. Second line of caption indented to 1.25 cm (even with headings indent, see example).
· Text in table T/R, 8 pt.
· Numbers of four or more digits in tables are spaced e.g., 1 234, 12 345, except time on 24 h clock
· All tables aligned with the left page margin (see example)
· First column and any columns of words, align left; all others, align right. Use rules (underscore) only to link columns with a common heading, otherwise no underscoring  to be used. No bold. No shading (e.g., below).
· Explanatory detail is to be sourced in 8 pt T/R below table
	Table 1:  Reported landings….

	Figures:
	· Caption: T/R, Bold, 9 pt., after figure
· One 9 pt. line between figure and caption
· Full stop at end of caption
· Two spaces between colon after Figure number and following text. Second line of caption indented to 1.25 cm (even with headings indent, see example).
· All figures centre-aligned
· Figures preferred in EPS (encapsulated postscript) format, but are also acceptable as WMF and EMF with at least 300 dpi resolution. Please do not use any other image formats.


	Figure 1:  Historical landings…

	Status of Stocks Table:
	· Figure captions within SoS table un-numbered in T/R, Bold, 9 pt., indent as with normal tables.

· Try to make page breaks between bold headlines, if not possible, ensure all of each box is on the same page. 

· Check for orphan lines and boxes

	

	Numbers in text:
	· If the number is 10 or more, use numerics (but don’t start a sentence with a numerically expressed number). If the number is less than 10, use numerics for things measured1 and words for things counted2
· However, if you have a list of similar countable things and one or more of them is 10 or over, use numerics throughout3 

· Four digit numbers in text are not spaced4 
	1 5 cm, 7 kg

2  four fish, seven strata

3 The catch included 23 blue cod, 7 flatfish, and 2 mullet) 
4 1234


	Units and symbols:
	· Leave a space between numbers and units 

· Abbreviations of SI units (kg, t, etc) are never made plural

· Don’t use abbreviations on their own in such constructions as “weight was measured in kg and length in cm”. Spell them out in full

· Map points, 21o S not 21 oS

· Fisheries stocks BAR 1 not BAR1

· Ensure commas after e.g. or i.e.

· < 100 m not <100 m

· CV not cv, c.v. or C.V.

· %B0 and 40% B0  not % B​0 and 40%B0

	12 kg 

12oC

	En dashes:
	· When a dash is needed, don’t use a hyphen “-“, use an en dash by using “Ctrl and the - on the number pad” “–“.
· For all year ranges e.g. 1996–97 or blank years in a table, use en dash instead of hyphen

	

	References in text:
	· Citations should follow the Harvard System where: references are to be by author’s name and year of publication. If the authors name follows naturally in the text then the year follows in brackets, if not, then both name and year are in brackets1 

· A list of references is to be ordered alphabetically and then chronologically, from earlier works to most recent1 

· Works by the same author and in the same year are to be distinguished by letters appended to the year1
· Two authors are to be cited with an ampersand, not and.2 Three or more authors should be cited with et al.3 (which is always italicised)

· Do not put a comma between name and date e.g., Smith 1989, unless taxonomic convention requires it
	


	References:
	· T/R, 8 pt.

· Second line indented to line up with section headings. ~ 1.25 cm (See example)

· Books: Titles of books should not be italicised, the location and name of publisher are to be given, in that order. Author(s) Surname, initials. Year of Publication. Title of book. In: Name of editor(s) ed. Title of monograph. Place of publication, Publisher. Pagination of article.1 

· Journals: Author(s) name initial. Year. Title of article. Title of journal. Volume number, (part number): page numbers of the article.2
· Papers from conferences: to follow the same convention as for books, including the publisher if known

· Reports: Similar to the convention for books, but includes all report numbers that appear on the document and the publisher or distributor if known3
· Individual electronic works: Author(s) Year. Title [online]. Edition. Place of publication: publisher (if ascertainable). Available at: URL [Accessed date].

· E-journals: Author(s). Year. Title of Article. Journal Title [online] (title in italics), Volume number, (part/issue number). Available at: URL [Accessed Date].4
· Multiple Authors/ Editors: Surname, Initials; Surname, A B; …5

	1 Smith, A B, Green, S (2003) Biogeography of marine red algae of the Wellington south coast. In: Orange FA, Apple SP, Brown VE.ed. Oxford. University Press. 300–320.

2 Francis, R I C C (1992) Use of risk analysis to assess fishery management strategies: a case study using orange roughy (Hoplostethus atlanticus) on the Chatham Rise, New Zealand. Canadian Journal of Fisheries and Aquatic Sciences (49): 922–930.

3FAO (2001) A background analysis and framework for evaluating the status of commercially exploited aquatic species in a CITES context. In: Second Technical Consultation on the Suitability of the CITES criteria for Listing Commercially-Exploited Aquatic Species, FI:SLC2/2001/2. 19 p.

4CCAMLR (1982) Convention on the Conservation of Antarctic Marine Living Resources [online]. Available at: www.ccamlr.org [Accessed 19/02/08].

5Green, B; Red, L M; Orange, V B (2006) Effects of cyclonic weather patterns on near shore coral communities. Marine Ecology Progress Series 128 (1–3): 261–270.
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