NEA Style Details – 20 x 27 Format

	Top margin: 3.6 cm
	Bottom margin: 3.5 cm

	Left margin: 2.5 cm
	Right margin: 2.5 cm

	Header: 2.5 cm
	Footer: 2.5 cm

	Main text font size: 9
	Main text font: Cecelia Roman


	Style name
	Font
	Font size
	Case 
(regular, bold, italic)
	Indent
	Space

	Abstract
	Caecilia Roman
	9
	Lowercase, italic
	Justified
Left margin: .75 cm
Right margin: .75 cm
	Before: 0
After: 6 pts

	Abstract heading
	Arial
	10
	Lowercase, bold
	Centred
	Before: 36 pts
After: 6 pts

	Acknowledgements heading
	Arial
	10
	Lowercase, bold, italic
	Centred
	Before: 24 pts
After: 6 pts

	Author
	Caecilia Roman
	9
	Lowercase, bold
	Centred
	Before: 0 pts
After: 0 pts

	Body text
	Caecilia Roman
	9
	Lowercase, regular
	Justified
First line: .75 cm
	Before: 0 pts
After: 6 pts

	Box body text
	Arial
	8.5
	Lowercase, regular
	Justified
First line: .75 cm
	Before: 0 pts
After: 6 pts

	Box heading
	Arial
	9.5
	Lowercase, bold
	Centred
	Before: 12 pts
After: 8 pts

	Figure
	Caecilia Roman
	9
	Lowercase, regular
	Centred
	Before: 0 pts
After: 12 pts

	Figure/table note
	Arial
	8
	Lowercase, regular
	Justified
	Before: 0 pts
After: 6 pts

	Figure title
	Arial
	9.5
	Lowercase, bold
	Centred
	Before: 6 pts
After: 8 pts

	Footnote text
	Caecilia Roman
	8
	Lowercase, regular
	Justified
Tab: .75 cm
	Before: 0 pts
After: 6 pts

	Header/footer
	Arial
	6
	Caps, regular
	Left margin/
right margin
	Before: 0 pts
After: 0 pts

	Heading 1 
(Chapter, Foreword, Table of Contents)
	Arial
	12
	Lowercase, bold
	Centred
	Before: 60 pts
After: 36 pts

	Heading 2
	Arial
	10
	Lowercase, bold
	Left
Tab: .75/1 cm
	Before: 12 pts
After: 12 pts

	Heading 3
	Arial
	10
	Lowercase, bold, italic
	Left
Tab: 1/1.25 cm
	Before: 12 pts
After: 6 pts

	Heading 4
	Arial
	10
	Lowercase, italic
	Left
	Before: 6 pts
After: 6 pts

	List bullet 1
(also for numbered lists)
	Caecilia Roman
	9
	Lowercase, regular
	Justified
Left margin: .75 cm 
Hanging: .5 cm
Tab: 1.25 cm
	Before: 0 pts
After: 6 pts

	List bullet 2 (hyphen)
	Caecilia Roman
	9
	Lowercase, regular
	Justified
Left margin: 1.25 cm 
Hanging: .5 cm
Tab: 1.75 cm
	Before: 0 pts
After: 6 pts

	List bullet 3 (hyphen)
	Caecilia Roman
	9
	Lowercase, regular
	Justified
Left margin: 1.75 cm 
Hanging: 5 cm
Tab: 2.25
	Before: 0 pts
After: 6 pts

	Style name
	Font
	Font size
	Case 
(regular, bold, italic)
	Indent
	Space

	References
	Caecilia Roman
	9
	Lowercase, regular
	Justified
	Before: 0 pts
After: 6 pts

	Reference heading
	Arial
	12
	Lowercase, regular
	Centred
	Before: 60 pts
After: 36 pts

	Source description
	Arial
	8
	Lowercase, regular
	Justified
	Before: 6 pts
After: 12 pts

	Subtitle
	Arial
	8
	Lowercase, regular
	Centred
	Before: 0 pts
After: 6 pts

	Table text
	Arial
	8.5
	Lowercase, regular
	Left
	Before: 0 pts
After: 0 pts

	Table title
	Arial
	9.5
	Lowercase, regular
	Centred
	Before: 6 pts
After: 8 pts


Helpful hints:

1) Times New Roman can be substituted for the Caecilia Roman in all cases, simply change the size to 11 points.

2) The first line of the first paragraph of a chapter or section is not indented.
3) If a Heading 3 immediately follows Heading 2, suppress the 12 pts above the Heading 3.

4) If possible, use the Harvard (parenthetical) system of references, as opposed to numbered references.

5) Please remove section numbers if possible.

6) The exact placement of the line in the header is 2.5 cm to the right of the page and 2.8 below 
the page. This is an advanced layout specification, please do not hesitate to request help if you encounter any difficulties.

7) Table grids should be a weight of ½ point. Column/row headings can be in bold, with 15% shading if desired.

