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[SHELL--PUT TITLE OF PAPER HERE IN UPPERCASE]

Delete the following text in order to use this shell for work papers:

Format:
Use Heading1, Heading2, and Normal styles defined in this shell.  Try not to add additional styles; it makes it more difficult to combine papers.



Normal is 13 point Times New Roman



In tables, use Ariel 10.5 or 11-point 

Margins:
Use margins in this shell (0.6" top/bottom, 1" left/right)

Charts:
Use Visio.  Maintain Visio charts in separate files, copy to Word document.

Header:
Enter title, date, and Document Number as shown.  A new date indicates a new version of the same paper and overrides a previous version.

Footer:
Leave as shown

No auto:
Don't use automatic paragraph numbering and automatic indentation schemes available in Word.  These make it more difficult to combine papers.

Filename:
Filename is Document Number plus Title.  For example:




6010 Project Organization.doc

Document
Each workgroup assigns Document numbers within the following series:

Number



6000-6099
Project administration



6100-6199
Policy subgroup



6200-6299
Identifiers subgroup



6300-6399
EDI Address subgroup

Folder:
We suggest you set up a special folder to store numbered documents for this project.
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