GENERAL GUIDELINES

· Bullets.  Bulleted statements are used when presenting a complex list of ideas.  Bullets should be round as at the beginning of this statement.  At the end of each bulleted statement is a semi-colon.  Bulleted text is single-spaced and always indented and even along the left side.  Do not enlarge bullets.  They should be the same font size as the text.

Font.  Unless otherwise specified, the standard acceptable font size is 12 point.  Acceptable fonts recognized by the City of El Paso Times, and Univers.  Similar-looking fonts such as Garamond are also acceptable.

Fonts used within exhibits and figures also should be 12 point.  If the exhibit is lengthy, such as a word table, the smallest acceptable font (unless otherwise specified) is 9 point. 
Pagination.  Unless otherwise specified, pages should be numbered bottom-center.  

For applications with no page limitations, pages should be numbered individually according to section, 1-1, 1-2, 1-3, 1-4, 2-1, 2-2, 2-3, etc.  

If the funding source requires section labels using letters, pages are numbered continuously using standard ordinal numerals (1, 2, 3, etc.).  If the sponsor requires section or chapter labels using roman numerals, pages should be numbered accordingly (I-1, I-2, II-1, II-2) however, page limits may inhibit this.  Ordinal numbers would be acceptable in this case. 

Reference pages are numbered R-1, R-2, R-3 unless they are counted towards a page limitation.

Appendix pages are numbered A-1, A-2, B-1, B-2, C-1, C-2, unless they are counted towards a page limitation.

Page Limitations.  Most grant applications are specific as to what pages are included within a limit.  If it is not specified, or not clear, ASK.  Otherwise, you must assume every piece of paper counts!!  Do not assume that only the main body counts towards a page limit.

Spacing.  There are two spaces after periods, bullets, and colons, and one space after a semi-colon.  Even if there is a page limitation, these basic standards should not be compromised.

Underlining.  This should not be used.  Most fonts make underlining difficult to read.  The exception is the use or citation of a web site, which is almost always automatically underlined.

Bold.  Bolded typeface should be reserved for section headings, subheadings, and covers.  Text should not be bolded to make an important point.  It is distracting to the reader or reviewer and can look sloppy.

Italics.  Italics should be used for hanging indents and journal titles within references.  Italics may be used to make an important point within the text but is not recommended.  The entire proposal is important, not just that point. 

Numbers.  When using numbers within the text, numbers under 10 should be spelled out.  For example, “…the project team intends to host seven conferences…” For numbers 10 and above, the actual numbers can be used.
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