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Purpose: 
 
To provide a list of format used in documents and records for the department. 
 
 
Responsibility: 
 
All staff 
 
 
Procedure: 
 
Date format yyyy-mm-dd (if written in short format) 
Font Type Times New Roman 
Font size Bold, all capitals and 12pt. for titles 

Bold and 12 pt. for subtitles 
12pt. for text 

Filling records  Fill in all fields 
For fields with no information, fill in 
"N/A" 

Corrections made on records No whiteouts can be used. 
Changes made on records have to be 
initialed and dated. 
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