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COPY TEST 
 
 
 

Type the following in double line spacing. Use equal top, left and right margins of 1” (2.54 cm), 
font: Times New Roman size 12. 
 
 
The format of a document refers to the way all the elements of a document – text, pictures, title, headers 
and footers – are arranged on a page. The final format of a document depends on how and where a 
document will be used. Committee documents will be formatted in a different way from legal documents 
and also from documents such as technical reports, newsletters and memoranda. Need some more 
information about formatting? Just ask Dania. Dania from St. Lucia is Dox to Go’s document formatting 
queen. Since the first day she joined the team at the Barbados store, she has been known for providing a 
good answer to the question ‘How do I get my document to look good?’ 
 
Formatting is a process during which the layout and appearance of elements in a document are changed. 
Three types of formatting may be applied to a document – character, paragraph and page formatting. 
We format documents to improve readability, improve overall appearance, add emphasis (for example, 
the word ‘emphasis’ has been emphasised by making the text italic), make information technically 
correct (for example, where subscripts and superscripts are needed), facilitate their use (for example, 
printing a document with a 0.5 inch gutter to facilitate binding). Can you tell just by glancing at the 
paragraph how many reasons have been put forward for formatting documents? Formatting features may 
be applied in a variety of ways including the use of the menu tab and keyboard shortcuts.  
 
Before a format is applied, the element to be formatted must first be selected. Most or all documents are 
likely to contain at least one element – text. Text is written using a font or typeface, which is a set of 
letters that share a unified design. Font size is measured as point size, abbreviated pt. The main portion of 
text in a document is called the body. Body text is usually written in 8, 10 or 12 pt. Titles are usually 
either a few point sizes bigger than body text or, if it is the same size, the title is emboldened. 
 
Paragraph formatting is used to change the appearance of body text on a page. Whether you are producing 
a one-page letter, a 10-page EDPM SBA or a club newsletter, formatting may include one or more of the 
following features: alignment, borders, bullets, indentation, numbering, shading, sorting and spacing. 
 
Ready, set, format! Looking good already! 

 

Total 10 marks 


