Layout

1. Margins (Ränder): left 2.5 cm; right, upper and lower 2 cm.

2. Name and class/course in the top left-hand corner in Times New Roman 12 pt.

3. Title (Überschrift)

a) 
Arial 20 pt.

b)
Centered. Do NOT use spaces to “move” the title. 
c)
Leave a blank line before and after the title. 

d)
Do NOT underline or bold the title.

e) 
Capitalize the first letters of the first and last word and of all other words except articles (a, the), prepositions (to, at, of etc.) and conjunc​tions (and, but, yet etc.). 

4. Text
a) 
Times New Roman 12 pt.

b) 
1.5 line spacing. 

c) 
Justified. 

d) 
Do not leave any blank lines between paragraphs.

5. Indents (Einzüge)

a)
The first line of the first paragraph is NOT indented. 

b)
The first lines of all following paragraphs are indented by 0.5 cm. 

6. Spaces (Leerräume)
There must be a space … 
a) 
after every punctuation mark.

b) 
before and after ellipsis marks (Auslassungszeichen): I really don’t know …

c) 
before and after a dash (Gedankenstrich): Mrs Simpson – the president’s trusted economic advisor – will resign today.
There must be NO space …

d) 
before any punctuation mark.

e) 
between quotation marks and the quoted text or the following direct speech: “quotation”

7. Quotation marks and apostrophes
a)
Use typographic quotation marks (“quotation”) and apo​stro​phes (Peter’s). Normally correct quotation marks are used automatically when the automatic language recognition is activated. If that doesn’t work select your text and apply (zuweisen) English manually. 

b)
You can insert correct quotation marks and apostrophes with the following shortcuts (on the numeric keypad): ALT+0147  for “, ALT+0148 for ” and ALT+0146 for ’. However it is more com​fortable to create a shortcut.

c)
If you want to change straight quotation marks retroactively (nachträglich) choose Format > AutoFormat and make sure that (at Optionen) the checkbox beside “Gerade Anführungszeichen durch typografische ersetzen” is activated, i.e. that you can see the tick (Häkchen). 
8. Hyphenation (Silbentrennung): Do a “manual” hyphenation before you print out your text to avoid ugly gaps.

Layout – Word 2003
9. Margins (Ränder): left 2.5 cm; right, upper and lower 2 cm [Datei > Seite einrichten > Seiten​ränder].
10. Name and class/course in the top left-hand corner in Times New Roman 12 pt.
11. Title (Überschrift)

a) 
Arial 20 pt.
b)
Centered [Format > Absatz > Einzüge und Abstände: Ausrichtung: Zentriert]. Do NOT use spaces to “move” the title. 
c)
Leave a blank line before and after the title. 

d)
Do NOT underline or bold the title.
e) 
Capitalize the first letters of the first and last word and of all other words except articles (a, the), prepositions (to, at, of etc.) and conjunc​tions (and, but, yet etc.). 

12. Text
a) 
Times New Roman 12 pt.
b) 
1.5 line spacing [Format > Absatz > Einzüge und Abstände: Zeilen​abstand: 1,5 Zeilen bzw. Strg+5]. 
c) 
Justified [Format > Absatz > Einzüge und Abstände: Aus​richtung: Blocksatz bzw. Strg+B]. 

d) 
Do not leave any blank lines between paragraphs.

13. Indents (Einzüge)
a)
The first line of the first paragraph is NOT indented. 
b)
The first lines of all following paragraphs are indented by 0.5 cm [Format > Absatz > Einzüge und Abstände: Sondereinzug: Erste Zeile Um: 0,5 cm]. 
14. Spaces (Leerräume)
There must be a space … 
a) 
after every punctuation mark.
b) 
before and after ellipsis marks (Auslassungszeichen) [AltGr + Punkt]: I really don’t know …
c) 
before and after a dash (Gedankenstrich) [Strg + Minus oder  Alt + 0150 auf der  Nummerntastatur]: Mrs Simpson – the president’s trusted economic advisor – will resign today.
There must be NO space …

d) 
before any punctuation mark.
e) 
between quotation marks and the quoted text or the following direct speech: “quotation”
15. Quotation marks and apostrophes
a)
Use typographic quotation marks (“quotation”) and apo​stro​phes (Peter’s). Normally correct quotation marks are used automatically when the automatic language recognition is activated [Extras > Spra​che > Spra​che festlegen > Sprache auto​ma​tisch erkennen]. If that doesn’t work select your text and apply (zuweisen) English manually. 

b)
You can insert correct quotation marks and apostrophes with the following shortcuts (on the numeric keypad): ALT+0147  for “, ALT+0148 for ” and ALT+0146 for ’. However it is more com​fortable to create a shortcut [Ein​fü​gen > Symbol > Schriftart: Times New Roman Subset: Allge​meine Interpunktion > Tastenkom​bination].

c)
If you want to change straight quotation marks retroactively (nachträglich) choose Format > AutoFormat and make sure that (at Optionen) the checkbox beside “Gerade Anführungszeichen durch typografische ersetzen” is activated, i.e. that you can see the tick (Häkchen). 
16. Hyphenation (Silbentrennung): Do a “manual” hyphenation before you print out your text to avoid ugly gaps [Extras > Sprache > Silben​trennung > Manuell].

Layout – Word 2007

1. Margins (Ränder): left 2.5 cm; right, upper and lower 2 cm [Seitenlayout > Seite einrichten > Seiten​ränder > Benutzerdefinierte Seitenränder …]

2. Name and class/course in the top left-hand corner in Times New Roman 12 pt. 

3. Title (Überschrift)

a) 
Arial 20 pt.
b)
Centered [Start > Absatz]. Do NOT use spaces to “move” the title.
c)
Leave a blank line before and after the title. 

d)
Do NOT underline or bold the title.

e) 
Capitalize the first letters of the first and last word and of all other words except articles (a, the), prepositions (to, at, of etc.) and conjunc​tions (and, but, yet etc.). 

4. Text
a) 
Times New Roman 12 pt.

b) 
1.5 line spacing [Start > Absatz > Zeilenabstand: 1,5 Zeilen bzw. Strg+5].

c) Remove unwanted space before/after a paragraph [Start > Absatz > Zeilenabstand: Abstand vor/nach Absatz entfernen].
d) 
Justified [Start > Absatz > Blocksatz bzw. Strg+B]. 

e) 
Do not leave any blank lines between paragraphs.

5. Indents (Einzüge)

a)
The first line of the first paragraph is NOT indented. 

b)
The first lines of all following paragraphs are indented by 0.5 cm [Start > Absatz > Pfeil unten rechts > Einzug: Sondereinzug: Erste Zeile Um: 0,5 cm]. 

6. Spaces (Leerräume)
There must be a space … 
a) 
after every punctuation mark.

b) 
before and after ellipsis marks (Auslassungszeichen) [AltGr + Punkt]: I really don’t know …

c) 
before and after a dash (Gedankenstrich) [Strg + Minus oder  Alt + 0150 auf der  Nummerntastatur]: Mrs Simpson – the president’s trusted economic advisor – will resign today.
There must be NO space …

d) 
before any punctuation mark.

e) 
between quotation marks and the quoted text or the following direct speech: “quotation”

7. Quotation marks and apostrophes
a)
Use typographic quotation marks (“quotation”) and apo​stro​phes (Peter’s). Normally correct quotation marks are used automatically when the automatic language recognition is activated [Überprüfen > Dokumentprüfung > Spra​che festlegen > Sprache auto​ma​tisch erkennen]. If that doesn’t work select your text and apply (zuweisen) English manually. 

b)
You can insert correct quotation marks and apostrophes with the following shortcuts (on the numeric keypad): ALT+0147  for “, ALT+0148 for ” and ALT+0146 for ’. However it is more com​fortable to create a shortcut [Ein​fü​gen > Symbole > Symbol > Weitere Symbole… > Schriftart: Times New Roman Subset: Allge​meine Interpunktion > Tastenkom​bination…].

c)
If you want to change straight quotation marks later choose [Office-Button > Word-Optionen > Dokumentprüfung > AutoKorrektur-Optionen … > AutoFormat] and make sure that the checkbox beside [Ersetzen > “Gerade Anführungszeichen” durch “typografische”] is activated, i.e. that you can see the tick (Häkchen). 
8. Hyphenation (Silbentrennung): Do a “manual” hyphenation before you print out your text to avoid ugly gaps [Seitenlayout > Seite einrichten > Silben​trennung > Manuell].
Layout – Word 2010
1. Margins (Ränder): left 2.5 cm; right, upper and lower 2 cm [Seitenlayout > Seite einrichten > Seiten​ränder > Benutzerdefinierte Seitenränder …]
2. Name and class/course in the top left-hand corner in Times New Roman 12 pt [Start > Schriftart].
3. Title (Überschrift)

a) 
Arial 20 pt [Start > Schriftart].

b)
Centered [Start > Absatz  > Symbol Zentriert bzw. Strg+E]. Do NOT use spaces to “move” the title.

c)
Leave a blank line before and after the title. 

d)
Do NOT underline or bold the title.

e) 
Capitalize the first letters of the first and last word and of all other words except articles (a, the), prepositions (to, at, of etc.) and conjunc​tions (and, but, yet etc.). 

4. Text
a) 
Times New Roman 12 pt.

b) 
1.5 line spacing [Start > Absatz > Einzüge und Abstände: Zeilenabstand: 1,5 Zeilen bzw. Strg+5].

c) Remove unwanted space before/after a paragraph [Start > Absatz > Zeilenabstand: Abstand vor/nach Absatz entfernen].

d) 
Justified [Start > Absatz > Symbol Blocksatz bzw. Strg+B]. 

e) 
Do not leave any blank lines between paragraphs.

5. Indents (Einzüge)

a)
The first line of the first paragraph is NOT indented. 

b)
The first lines of all following paragraphs are indented by 0.5 cm [Start > Absatz > Pfeil unten rechts  > Einzüge und Abstände: Sondereinzug: Erste Zeile Um: 0,5 cm]. 

6. Spaces (Leerräume)
There must be a space … 
a) 
after every punctuation mark.

b) 
before and after ellipsis marks (Auslassungszeichen) [AltGr + Punkt]: I really don’t know …

c) 
before and after a dash (Gedankenstrich) [Strg + Minus oder  Alt + 0150 auf der  Nummerntastatur]: Mrs Simpson – the president’s trusted economic advisor – will resign today.
There must be NO space …

d) 
before any punctuation mark.

e) 
between quotation marks and the quoted text or the following direct speech: “quotation”

7. Quotation marks and apostrophes
a)
Use typographic quotation marks (“quotation”) and apo​stro​phes (Peter’s). Normally correct quotation marks are used automatically when the automatic language recognition is activated [Überprüfen > Sprache > Spra​che > Sprache für die Korrekturhilfen festlegen … > (Checkbox aktivieren) Sprache auto​ma​tisch erkennen]. If that doesn’t work select your text and apply (zuweisen) English manually. 

b)
You can insert correct quotation marks and apostrophes with the following shortcuts (on the numeric keypad): ALT+0147  for “, ALT+0148 for ” and ALT+0146 for ’. However it is more com​fortable to create a shortcut [Ein​fü​gen > Symbole > Symbol > Weitere Symbole… > Schriftart: Times New Roman Subset: Allge​meine Interpunktion > Tastenkom​bination…].

c)
If you want to change straight quotation marks later choose Datei > Optionen > Dokumentprüfung  > AutoKorrektur-Optionen … > AutoFormat and make sure that the checkbox beside [Ersetzen > “Gerade Anführungszeichen” durch “typografische”] is activated, i.e. that you can see the tick (Häkchen). 
8. Hyphenation (Silbentrennung): Do a “manual” hyphenation before you print out your text to avoid ugly gaps [Seitenlayout > Seite einrichten > Silben​trennung > Manuell].

Layout – OpenOffice Writer

1. Margins (Ränder): left 2.5 cm; right, upper and lower 2 cm [Format > Seiteneinstellungen > Seite: Seiten​ränder]

2. Name and class/course in the top left-hand corner in Times New Roman 12 pt. 
3. Title (Überschrift)

a)
Arial 20 pt.
b)
Centered [Format > Absatz > Ausrichtung: Zentriert]. Do NOT use spaces to “move” the title.
c)
Leave a blank line before and after the title. 

d)
Do NOT underline or bold the title.

e)
Capitalize the first letters of the first and last word and of all other words except articles (a, the), prepositions (to, at, of etc.) and conjunc​tions (and, but, yet etc.). 

4. Text

a) 
Times New Roman 12 pt.

b) 
1.5 line spacing [Format > Absatz > Einzüge und Abstände: Zeilen​abstand: 1,5 Zeilen bzw. Strg+5].

c) 
Justified [Format > Absatz > Einzüge und Abstände: Aus​richtung: Blocksatz bzw. Strg+B]. 

d) 
Do not leave any blank lines between paragraphs.
5. Indents (Einzüge)

a)
The first line of the first paragraph is NOT indented. 

b)
The first lines of all following paragraphs are indented by 0.5 cm [Format > Absatz > Einzüge und Abstände: Erste Zeile: 0,5 cm]. 

6. Spaces (Leerräume): There must be a space … 

a)
after every punctuation mark.

b)
before and after ellipsis marks (Auslassungszeichen): I really don’t know …

c)
before and after a dash (Gedankenstrich)  [Extras > AutoKorrekur > Optionen: Gedankenstriche ersetzen or Alt + 0150]: Mrs Simpson – the president’s trusted economic advisor – will resign today.

There must be NO space …

d)
before any punctuation mark.

e)
between quotation marks and the quoted text or the following direct speech: “quotation”

7. Quotation marks and apostrophes 

a)
If possible you should use typographic quotation marks (“quote”) and apo​stro​phes (Peter’s). Normally correct quotation marks are used automatically when the automatic language recognition is activated [Extras > Optionen > Spra​cheinstellungen – Sprachen: ggf. Nur für das aktuelle Dokument] and when straight marks are to be replaced by typographically correct ones  [Extras > AutoKorrekur > Optionen: Gerade Anführungszeichen durch typografische ersetzen].

b)
You can insert correct quotation marks and apostrophes with the following shortcuts (on the numeric keypad): ALT+0147 (“), ALT+0148 (”) and ALT+0146 (’). 

8. Hyphenation (Silbentrennung): Do a “manual” hyphenation before you print out your text to avoid ugly gaps [Extras > Sprache > Silben​trennung > Manuell].
Layout – Word for Mac

1. Margins (Ränder): left 2.5 cm; right, upper and lower 2 cm [Datei > Seite einrichten > Seiten​ränder].

2. Name and class/course in the top left-hand corner in Times New Roman 12 pt. 

3. Title (Überschrift)

a) 
Arial 20 pt.

b)
Centered [Ansicht > Formatierungspalette > Ausrichtung und Abstand > Horizontal: Zentriert]. Do NOT use spaces to “move” the title.
c)
Leave a blank line before and after the title. 

d)
Do NOT underline or bold the title.

e) 
Capitalize the first letters of the first and last word and of all other words except articles (a, the), prepositions (to, at, of etc.) and conjunc​tions (and, but, yet etc.). 

4. Text

a) 
Times New Roman 12 pt.

b) 
1.5 linespacing [Ansicht > Formatierungspalette > Ausrichtung und Abstand > Zeilenabstand: 1,5 Zeilenabstand].

c) 
Justified [Ansicht > Formatierungspalette > Ausrichtung und Abstand > Horizontal: Block​satz]. 

d) 
Do not leave any blank lines between paragraphs.

5. Indents (Einzüge)

a)
The first line of the first paragraph is NOT indented. 

b)
The first lines of all following paragraphs are indented by 0.5 cm [Format > Absatz > Einzug: Extra > Erste Zeile: 0,5cm]. 

6. Spaces (Leerräume)
There must be a space… 
a) 
after every punctuation mark.

b) 
before and after ellipsis marks (Auslassungszeichen) [Alt + Punkt]: I really don’t know …

c) 
before and after a dash (Gedankenstrich) [Just press Minus and continue writing]: Mrs Simpson – the president’s trusted economic advisor – will resign today.
There must be NO space …

d) 
before any punctuation mark.

e) 
between quotation marks and the quoted text or the following direct speech: “quotation”

7. Quotation marks and apostrophes
a)
Use typographic quotation marks (“quotation”) and apo​stro​phes (Peter’s). Normally correct quotation marks are used automatically when the automatic language recognition is activated [Extras > Spra​che > Sprache auswählen]

b)
You can insert correct quotation marks and apostrophes by creating shortcuts [Ein​fü​gen > Sonderzeichen > Schriftart: Symbol > Zeichenauswählen > Tastenkom​bination]


Or you klick in the upper right corner on Zeichenübersicht (next to the Airport icon) and you browse for the symbol.

c)
If you want to change straight quotation marks retroactively (nachträglich) choose Format > AutoFormat > Select; Autoformat durchführen)

8. Hyphenation (Silbentrennung): Do a “manual” hyphenation before you print out your text to avoid ugly gaps [Extras > Silben​trennung > Manuell].

( Jochen Lüders 2010

