MANIPULATION OF DOCUMENTS
1. Format Of Cover Page
· Page Setup

· Margins: In inches – 1 by 1 by 1 by1 – apply only to this section.
· Paper size: A4
· Layout: apply only to this section

· Font, style, spacing (Annex A). 
· For titles, please follow these conventions:

· Capitalise the first letter of every important word, such as a noun, pronoun, verb, adjective, and adverb, no matter how short – even words such as pi, it and be.
· Put articles (the, a, an) as well as conjunctions (and, or) and prepositions having four or fewer letters (of, by, with) in lowercase. Capitalise those having five or more letters e.g. “I’m Through with Love”, “Only Because It’s You”.

· Capitalise the initial letter of the first and last word, no matter what part of speech. Also, capitalize the first letter of any word following a colon or a dash. 

· Capitalise nouns, adjectives, particles, and prefixes in hyphenated compounds e.g. “The Nineteenth-Century Outlook”, “The Anti-Idealist”. But don’t capitalize after the hyphen in hyphenated single words such as “Re-enlistment” or Fifty-fourth Street”

· Acronyms which need to be in upper case, e.g. APEC and not Apec.

· Information items:
· Document Number - use standard abbreviations e.g. “rev” for revision; “add” for addendum; “att” for attachment; “anx” for annex; “cor” for corrigendum etc.
· Agenda item – this may not be provided for all meetings e.g. symposia etc. 
· Title – use title as provided in Document Reproduction Request Form (DRRF) but always check against actually document title as sometimes errors are made in the DRRF. 

· Submitted by – this refers to the forum or economy or secretariat submitting the paper. This information can be found in the DRRF.

· Purpose – this can be found on the DRRF
· Forum Doc. No. – this is used on relatively few documents.  It is a reference to an exact document tabled at an earlier forum e.g. if a CTI document is to be tabled at the SOM meeting, the SOM document will carry the CTI document number under “Forum Doc. No.”.
2. Merging Of Documents
· Advisable to do this after the meeting to avoid compromising document format.  After the meeting, formats can be adjusted when merging.
· For PowerPoint or excel files, just create the cover. There is no need to merge.
· Steps

· Open cover template

· Transfer information from Document Reproduction Request Form (DRRF) onto cover sheet.  Each document will have one DRRF. Information that needs to filled include:

· Document Number

· Agenda Item

· Title

· Purpose

· Submitted by
· Forum Document Number
· Meeting Name

· Meeting Dates

· Sometimes not all of this information is available on the DRRF.  You may need to consult with the Document Officer or the APEC Secretariat Program Director for clarification.

· Once you have prepared the cover, save it in the following format e.g.: 08_som1_001_cover
· Open the meeting document.
· Go to the top of the first page and then go to “insert” on the menu bar and then select “break”. Under “Section break type” select “next page”.

· Go to the top of this new blank page and go to “insert” on the menu bar and select “file”.  Select the cover page file that you created earlier e.g. 08_som1_001_cover.
· Once inserted, you will find that the format of the cover page may change so re-adjust the margins, fonts etc. to the correct format
· Save the merged document and name in the following format: e.g. 08_som1_001_communication and outreach strategy (keep titles short to facilitate copying to CD)
· An alternative to the above method of merging is to copy the text of the document into the cover document or vice-versa. Whatever works best.

3. Pagination – Go to page after the cover page and insert page number. Deselect box “show number on first page” then select “format” and then under “Page numbering” select “start at” and input “1” in the box”. It is recommended that numbers are centralized at bottom of page.
4. Updating Document Classification List

· Copy information from cover page into Document Classification List by selecting using “paste special” function and further selecting “unformatted text”. This allows formatting of text in Document Classification List to be retained.

· If documents are revised, update list to reflect only the latest version of the paper.

· Please check with relevant Director (Program) after meeting to obtain the final classification of documents.

5. Using PDF

· When scanning, ensure landscape pages are rotated.

· Can be used to merge documents for documents to be uploaded for less-paper meetings.
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