STYLE GUIDES

BLOCKED LETTER FORMAT

Fonts and Typefaces:
Use a 12-point font size and Ariel or Times New Roman typeface.

Justification:  

Left justify
Line Spacing: 

Single space.
Margins:  
One-inch side margins.  Leave a one-inch bottom margin for a long or multi-page letter.

Page Numbering:  
Beginning on the second page including tables, appendices and references, use a three-line heading at the upper, left-hand corner: name of receiver, date, and page number.

Date:
Key three lines below the letterhead or 2 inches from the top of the page.

Inside address:
The title, name, and address of the person you are writing to.  Space 3-10 lines between the date and inside address centering the letter on the page.

Salutation:
Dear, title, and last name.  Key a blank line before and after the salutation.

Body or message:
All paragraphs are single spaced with no indentions; leave one blank line between paragraphs.

Complimentary closing:
Sincerely is keyed at the left margin and followed by three blank lines.

Writer’s identification:
Name and title

Enclosure notation:
A reminder that the letter is accompanied by enclosures or attachments.

Open punctuation: 
Do not use a colon after the salutation or a comma after the closing.

Subject line:
If desired, place after the salutation and before the body.  Key a blank line before and after the subject line. 

THE SIMPLIFIED LETTER FORMAT

Salutation:
None.  This style is commonly used when the name of the receiver is unknown.  

Subject line:
Always use a subject line typed in all caps and bolded.  Space two blank lines before and after the subject line.

Closing:
None.

Writer’s identification:
Keyed on one line in all caps with bolding.  Leave three blank lines between the body and the identification line.

BLOCKED MEMO FORMAT

Fonts and Typefaces:
Use a 12-point font size and Ariel or Times New Roman typeface.

Justification: 
Left justify
Margins:  
One inch side and bottom margins.  Leave a top margin of two inches.  Leave a one-inch bottom margin for a long or multi-page memo.

Page Numbering:  
Beginning on the second page including tables, appendices and references, use a three-line heading at the upper, left-hand corner: name of receiver, date, and page number.

Heading:
Include the following guide words:  TO:, FROM:, DATE, and SUBJECT:. Key guide words in all caps, boldface, and follow with a colon.  Tab after each guide word so that the variable information will be blocked at the left.  Separate each line of the heading with a blank line.

Body:
Leave two blank lines between the heading and the body.  All paragraphs are single spaced with no indentions; leave one blank line between paragraphs.

TECHNICAL DETAILS FOR LETTER OR MEMO REPORTS

Headings: 
First-level headings are centered, keyed in all caps, and bolded.   Use for main sections such as CONCLUSIONS, RECOMMENDATIONS, FINDINGS, and REFERENCES.  Another type of first-level heading can be used within the body or findings:  centered, initial caps, and bolded.  Second-level headings are keyed at the left margin with initial caps and bolded.  Third-level headings appear at the beginning of a paragraph and are followed by a period or begin the sentence.  Bold the topic.  
Abbreviations: 
When you use a word or phrase for the first time write it out in full followed by the abbreviation in parentheses.  For example: “At California State University, Northridge (CSUN), it was found that . . .”  

Quotations: 
For direct quotations of three lines or less, use quotation marks surrounding the text followed by the citation in parentheses and a period.  For example:  "Earnings per-share emerge from various studies as the single most important accounting variable in the eyes of investors” (Smith & Jones, 1984, p. 117).

CITATIONS FOR APA FORMAT
Use the ''author-date system'' keyed to a list of works in the reference list (see below). Include the relevant page numbers for direct quotes. 

1. In the text, works are cited as follows: authors' last name and date, with a comma, in parentheses: (Jones, 1987); with two authors: (Jones & Freeman, 1973); with more than two authors: (Jones et al. 1985); with more than one source cited together (Jones, 1987; Freeman, 1986); with two or more works by one author: (Jones 1985, 1987). 

2. Use ''p.'' or ''pp.'' for page numbers: (Jones 1987, p. 115). 

3. When the reference list contains more than one work of an author published in the same year, use the suffix a, b, etc. following the date in the text citation (Jones, 1987a) or (Jones, 1987a; Freeman, 1985b). 

4. If an author's name is mentioned in the text, it need not be repeated in the citation: ''Jones (1987, p. 115) says . . . .'' 

5. Citations for sources from a public or private institution, such as an annual report, should begin with the first three words of the reference:  (The Alger American . . . , 2004).

REFERENCE LIST FOR APA FORMAT

A list of references contains only those works cited. Each entry should contain all data necessary for unambiguous identification. With the author-date system, use the following format:

1. Arrange citations in alphabetical order according to surname of the first author or the name of the institution responsible for the citation. 

2. Use either author's last name and initials

3. Place the date in parentheses followed by a period. 

4. Titles of articles, books, and accounting standards are keyed in small case.  Journal titles are keyed with initial caps in italics along with the volume number. Issue numbers are placed in parentheses followed by a comma and page numbers.  (Note:  The Financial Accounting Research System (FARS) would be considered a journal.)
5. Distinguish multiple works by the same author(s) in the same year by letters after the date. 

6. Single space each source with a hanging indent.   Double space between sources.

EXAMPLES OF REFERENCES

Journal Article

Abdel-khalik, A., &Thompson, B.  (2002).  Research on earnings forecasts: The state of the art.  The Accounting Journal, 5(2), 180-209.

Book

Nelson, M., & Delaney, B. R.  (2000). Probability and Statistics.  New York:  Addison-Wesley.

Accounting standards

Financial Accounting Standards Board.  (1975).  FAS6--Classification of short-term obligations expected to be refinanced.  Statement of Financial Accounting Standard.  (2005).  Financial Accounting Research System (FARS).  Published by the Financial Accounting Standards Board. 

Financial Accounting Standards Board.  (1984).  FAS81--Disclosure of postretirement health care and life insurance benefits.  Statement of Financial Accounting Standard. (2005).  Financial Accounting Research System (FARS).  Published by the Financial Accounting Standards Board. 

Web Page

Tyco to cut jobs, consolidate troubled company is hoping to save $125M annually. (2002, June 14) The Boston Globe, par. 8-9. Retrieved April 28, 2004, from Proquest via: http://libproxy.csun.edu
Annual Report

The Alger American Fund.  (2004, December 31).  Annual Report.

Carmel, IN: Chung, D. C.  
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