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HONG KONG AIR CADET CORPS

Notes on Word Processing of Service Documents

To maintain uniformity in all correspondence and papers issuing from the Corps, the following general rules regarding format and style should be followed as closely as possible.

All papers

1. Margins

The left margin on A4 paper should be at least 3 cm wide, so as to allow room for filing holes to be punched. The right margin should be approximately 2.5 cm. Right justification is not necessary but preferred. A margin of not less than 2.5 cm should be left at the foot of each page.

2. Paragraphs

(a) Paragraphs and sub-paragraphs should be separated by double line spaces.

(b) To allow for unambiguous cross-referencing, all paragraphs (except the first), sub-paragraphs, sub-sub-paragraphs, and sub-sub-paragraphs (very rare) should be numbered with arabic numerals, lower case letters in brackets, lower case Roman numerals in brackets, and lower case letters without brackets, respectively, e.g. “2.”; “(c)”; “(iv); “e”. This general rule should be relaxed only where there is a very good reason not to number paragraphs at all, e.g. in letters of congratulation, or condolence.

3. “Widows and orphans”
Never leave a single line of text at the foot of a page; never start a new page with a single line of text.

4. Page numbers

The Page numbers should be typed at the top centre of each page except the first, e.g.
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5. Dates

(a)
Dates should be in the following format: date in number, followed by month in writing, followed by year. e.g. “25 December 2005”.

(b)  In memoranda, or when cross referencing, or in tables, it is permissible to use numbers only, in the following sequence: date, month, years, e.g. “25.12.05”; “1.7.97”.
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6. Abbreviations and Acronyms

The only initialism or acronyms to be used are those approved for use by the Headquarters (e.g. “Sqn Ldr”; “F/L”, “Sgt Instr” – please refer to the “List of Official Terms and Titles”, updated from time to time); those are very commonly understood (e.g. “HQ”; “c.c.”) or those which are first explained in the text (e.g. “Officer Command Course (OCC)”; “Hong Kong Historical Aircraft Association (HKHAA)”).

Use the “normal abbreviated titles” for HKACC ranks (e.g. Flt Lt, Wg Cdr) instead of the “abbreviate titles for internal use” (e.g. F/L, W/C) in all formal correspondence.  Use of “the abbreviated titles for internal use” is restricted to less formal circulars, memoranda and e-mail correspondence, and only if it is absolutely certain that the readers are all members of the Corps.

7. Italics

(a)  All Latin and other foreign words, if they must be used, should be italicized, e.g. “ex officio”. Romanisation of Chinese words, including names, should be typed in regular fonts.

(b)  All titles of books and publications should be italicized, but not enclosed in quotation marks, e.g. “The latest edition of the Manual of Organization and General Regulations is due out in September.”
8. Quotation marks

There is no general agreement on whether to use double or single quotation marks, so, for the sake of simplicity:

(a) double quotation marks should be used to enclose

(i) 
quotations form other pieces of writing; or

(ii) examples (as given plentifully throughout this paper!); and

(b) Single quotation marks should be reserved for indication unusual or uncommon uses of otherwise ordinary words.

9. Emphasis

Where emphasis is required in the body if a piece of text, it is preferable to use underlining (rather than bold type, or italics, or CAPITALS).

10. Fonts

This is a very difficult area to specify precisely, as not all printers are at the same level in quality of output. The objectives however are clearcut: to give an impression of consistency throughout the whole Corps; and to produce documents that are easy to read. The following guideline will help.
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(a) Normally, only one font style should be used in any one letter or paper. Suggested fonts are Times New Roman and Arrial. All other fonts should be avoided as far as possible.

(b) Font sizes may be varied within one paper, but the default for body text should be 12 point, with headings and titles no greater than 14 point.

This document uses Times New Roman 12 point. But this sentence is typed in Arial 12 point.

11. Signature block

The initials (or one personal name, or a combination of one personal name and the initials), the family name, the rank, and either the post or the special role of the person who is to sign the paper should be type at its foot, slightly to the right of the document’s centerline, e.g.

T M CHAN

              Flight Lieutenant

              Officer Commanding

No 404 Squadron
or

 T M CHAN

 Flt Lt

 OC 404 Sqn
It must however be emphasized that rank needs not be included in the signature block of a document to a strictly ‘civilian’ establishment (e.g. Social Welfare Department), in which case the signature block should consist of the initials (or one personal name, or a combination of one personal name and initials) and the family name in brackets, and either the post or the special role of the personal who is to sign the paper, e.g.

(T M CHAN)

Officer Commanding

  No 404 Squadron 
12. Initial block


Initials should be typed in the bottom left-hand corner of all papers to denote the author(s) (upper case) and the operator (lower case), e.g. WSC/WYL/dc.
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Correspondence

13. Paper

All letters should be typed on headed paper, preferably A4 in size. Following pages should be typed on plain paper, the same size as the first page.

14. Layout


The date should be at the upper right. The file reference, and the name and address of the recipient should be at the upper left. The signature block should be slightly to the right of centre at the foot of the letter.

15. Copies


The recipients of a copy of the letter are listed at the bottom of all copies after the letters “cc”, where this is to be known to the primary recipient, e.g.

cc: OC Trg

Where the author does not wish the primary recipient to know that he has sent a copy to another person, this is shown as “bcc” on the file copy, and the copy sent to that other person, e.g.

bcc: CO


An extra copy, commonly known as the ‘blue copy’, should be prepared for inclusion in unit circulating correspondence file.

16. Salutations

(a) Letters beginning with the name of a person or the title of an office, e.g. “Dear Wing Commander Yip,”, “Dear John,”, “Dear Mr. Chan,” should end with “Yours sincerely,”
(b) Letters beginning with “Dear Sir,”, “Dear Madam,” “Dear Ma’am” should end with “Yours faithfully,”.

(c) Letters and memoranda beginning without the word “Dear” should end without “Yours faithfully,” or “Yours sincerely,”, e.g.

OC Ops


                       (Text),


CO
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17. Titles


Letters should if possible have a title which is brief but descriptive of the principal subject of the letter. If the letter is a response to another letter, it may be convenient to use the same title.

18. Enclosures


When there are enclosures to a letter, the abbreviation “Encl” Should be typed below the ‘Initial block’ (see paragraph 11).

19. Envelopes 


When an envelope should not be opened by any person other than the addressee, it should be marked “Personal”. To reinforce this point, for very confidential matter, the envelope may be labelled “Only to be opened by (name)”.

Minutes and agendas, and supporting papers

20. Paper

All papers should be typed on plain A4 paper.

21. Titles

All papers should be headed by the words:

HONG KONG AIR CADET CORPS


in bold capitals followed by the name of the body concerned, e.g.

THE EXECUTIVE BOARD
in ordinary capitals, underline. The title of the paper should follow, in ordinary lower case, with initial capitals, underlined, e.g.

The Thirty-fifth Anniversary Commemorative Programme

22. Attachments


When there are attachments to a paper, a line of 5 dashes or hyphens must be typed in the left-hand margin against the sentence in which the enclosure is mentioned, e.g.
-----   The table is in Annex II.
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The first level of attachments to a paper are “appendices”; the second level (i.e. the attachments to the appendices) are “annexes”; the third level (very rare) are simply “attachments”. Such attachments should be referred to thus:

(document A013/205: Appendix A)
(document 113/395: Annex II)
(document 223/505: Attachment I).

If an appendix or annex is mentioned anywhere in the text a second time, it should not be underlined, or marked in the margin.

20 January, 1995

amended 1 June 2005

