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Basic Formatting Standards for Document Creation 

A few standards that should be used in most office documents, unless specified otherwise: 

• 11-12 pt. font in a consistent style throughout, including headers, footers, and visual labels 

• 14 pt font for section headings (and “Memo” or other document label within a header) 

• A standard, professional font (e.g., Times New Roman, Cambria, Calibri) 

• Single or 1.5 line spacing, with no indentation on the first line of the paragraph 

• Additional line break between paragraphs 

• Left-justified body text 

• Page numbers at bottom right corner (starting the first page of the main text, i.e. not the cover page or 

Table of Contents) 

• 1in. margins from all side 

• Table Cell margins is 0.05 

• This page has 1.0-inch margin from all sides 

• 2 ¼ pt thick black page border 

 

Demo: 
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