Formatting Guidelines for Pioneer Profiles

· Heading 
. 16pt Times New Roman, bold and centred
. Surname in Capitals.
. Spacing of title (after 8) Line Spacing (multiple 1.08)


· Body of work Font 
. Times New Roman. 12pt
. Spacing (before 0, after 8) Line Spacing (multiple 1.08)
. Justified – Aligned to both left and right


· Picture descriptors font size 10
· Sources heading (font size 12) Spacing (after 8) Line Spacing (multiple 1.08)
· Listed sources (font size 10) Spacing (0 before and no after) Line Spacing (multiple 1.08) 
· The last line is the name of the contributor.
. 12pt Times New Roman, bold and aligned left.
. Formatted as: 
Contributed by:  Beverley Jacobson PPPG Member No. 1403


· Pioneer surnames in bold
. All persons named within the profile that were in Port Phillip prior to July 1851. These names go into the Index.


· Dates Format
. e.g. on 19 November 1957


· Italics. e.g.  italics
. Ships.  
. Names of Newspapers, Articles etc
. Book Titles.
. Names of houses, establishments etc
. Quotes to be in inverted commas and Italics. e.g. “xxx”


· Numbers
. At the start of a sentence are written. e.g. Sixteen not 16
. Less than ten are written e.g. eight not 8
. At all other times noted as numerals e.g. 23


· Use the written word ‘and’. No ampersands (&) 
· : to introduce new information set up from previous clause.
· ; to join related independent clauses together.
· Do not shorten place names, streets, states or countries. e.g. New South Wales
· Format names with initials e.g. J.A. James
· There should be no full stops after a person’s title. e.g.  Mr  Mrs  Dr  etc.
· Within text, father, mother, aunt, uncle, son, daughter, grandmother et. Should be written in lower case.

