Formatting Instructions for NCATE Documents

With the constant exchange of documents between different computers we have had some minor problems with formatting and file names. These can be eliminated by following strict file naming procedures.  Some problems will still remain because of the different levels of Microsoft Word, but these are unavoidable.

1.  All documents must be in Microsoft Word.

2.  Use only a standardized font (Times New Roman, 12-point font). Don’t use fancy bullets or  

     symbols and keep automatic numbering minimal. 

3. Use upper and lower case in documents (i.e., avoid using all upper case), and if you 

use acronyms, identify what they stand for. 

4.  Specific formats must be used to name documents.

· No spaces in the file name.

· No punctuation except the period in front of the three letter file designation (.doc).

5.  Macintosh users must add the three letter file designation (.doc) to the names of all files.

6.  If a Windows computer insists on downloading an attachment as html  (the file designation is 

    .html) the “html” can be replaced with “doc” and the file will revert back to a MS Word 

    document.

7. When distributing documents please designate in the email (or with a note if passing around 

    disks) both the exact name of the file and what the file should be called when published. 

    For example, a list of supervising teachers could be in a file called “teachers1.doc” but the 

    document would be called “Supervising Teachers by School and District.”

8. Short file names work better.  
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