Checklist for using the double spaced/line numbered template in Microsoft Word

Applies to draft FGDC standards to be submitted to FGDC Secretariat for pre-public review (Step 6) or endorsement review (Step 10)
· Change the title on the title page.  Add status of the draft (for example, Public Review Draft, Final Draft) in parentheses, following the title. 

· Change the date on the title page to the date of the current version

· Double click on the header on the Contents Page, and change the title

· Do NOT change the content in the Contents Page, directions will follow for automatically updating this page after you finish entering the body of your report

· Enter applicable information in section one.

· Use default Headings styles in Microsoft Word

· Enter content for remaining sections, using the same style.

· To update Table of Contents, click the mouse to the left of the table of contents and then hit F9.  Update the page numbers or the entire table as appropriate.

To add line numbers, select File, then Page Setup.  Select the Layout tab in the Page Set up window, and then select the Add Line Numbers button.  Select add line numbers option.  Select OK in the Add Line Numbers window.  Select OK in the Page Setup window.

To change to double spacing, select content from the Introduction to the end of the document.  Select Format, and then select Paragraph.  Change the Line spacing option from single to double.  Select OK.

Once the FGDC endorses the standard, you will need to remove the line numbers and change to single spacing for publication.

