Economics and Business Studies ICT guidelines


RGS Economic and Business Studies Department

Presentation Guidelines for submitting work when using a computer

· All work should start at the left hand margin.  Type the main heading in bold capitals at the left margin, and sub headings in bold also at the left margin.

· Essays in double spacing are easier for the teachers to mark, and also easier for you to insert comment or omissions later.  At university all submissions should be in double spacing, so get into the habit now.

· Do not indent paragraphs – start them at the left hand margin.

· Leave one blank line between paragraphs by pressing return twice at the end of each paragraph.

· Leave 2 spaces after a full stop, and 1 after a comma.  Also leave 2 spaces after any punctuation mark that finishes a sentence, such as an exclamation mark or question mark.

· When word-processing allow the computer to decide when to end the line – do not press return except at the end of a paragraph.

· Use the spelling and grammar checkers carefully when finished, but proofread the work yourself as well, the checkers are not infallible.

· A major piece of coursework should have a front cover sheet and a table of contents.

· When using spreadsheets a printout of the formulae used may be useful to show the logic of the working out.  All graphs should have a title and axis labels.  

· Tables of figures or appendices show up better when they are enclosed in a grid.

· ALL work should have a header containing your name and the title of the piece of work, and a footer with the date and filename/path of the document.  Use page numbers in the footer if there is more than one page.

U:\Business and Economics\Business Shared\Department Admin\ICT guidelines.doc      
  02/02/2004
Page 1 of 1

