Style Sheet for Social Economy Reports


Note: If you have any questions, please contact me at nora.russell@usask.ca or call me at 306-966-8504.

The following general instructions will make it easier for me to format your documents into a common template. Although I will not be using the exact formats specified below, if you use them it will help me distinguish your levels of heads and will help eliminate conflicting codes in documents that can make formatting difficult.

· Word document (not pdf); if you send me pdf files I cannot format them into the common template
· 8 ½ x 11 document format
· Page number at bottom right

· Do not insert running headers or footers
· Font: 12 pt Times New Roman
· Paragraphs double spaced, set flush left
· Do not indent first line of paragraph

· Line space between paragraphs

· Block quotations: 12 pt. Times New Roman, double spaced, indented ½ inch from left, line space above and below

· Endnotes, not footnotes, if you use them, same size as text
· Section Head
14 pt. Times New Roman bold, small caps, flush left
· Sub-head 1:
12 pt. Times New Roman bold, flush left
· Subhead 2:
12 pt. Times New Roman bold italic, flush left
· Subhead 3:
12 pt. Times New Roman italic, flush left
· Subhead 4:

 11 pt. Times New Roman, indented ½ inch

· Reference style: author/date citations with reference list, as: 
· The food-consumption diet was one of inexpensive bread and butter, milk, meat, and potatoes (Friedmann 1995, 34). (note punctuation)

· Reference list entries (note punctuation and order of elements)
· Note: Set reference list 12 pt. Times New Roman, double spaced, flush left, with a hanging indent of ½ inch and 6 pts. of space after each entry
· Books: Friedman, Thomas L. 1999. The Lexus and the Olive Tree: Understanding Globalization. New York: Farrar, Straus, Giroux.

· Chapter in book: Friedmann, Harriett. 1995. “Food Politics: New Dangers, New Possibilities.” In Food and Agrarian Orders in the World Economy, ed. Philip McMichael. Westport, CT: Praeger Publishing.

· Article in journal: Gray, Thomas. 2000. “High Modernity, New Agriculture, and Agricultural Cooperatives: A Comment.” Journal of Cooperatives 15: 63–73.
· Paper read at conference: Yee, Lawrence. 2004. Strategy for an Agriculture of the Middle. Paper presented to the Renewing Agriculture of the Middle Task Force, February. Racine, Wisconsin.

· Website reference: Red River Co-op. 2007. “History.” http://www.rrcoop.com/RR/aboutus_history.jsp (accessed 22 February 07).
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