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Below is a summary of the most important Style Guide issues.  A more comprehensive version can be downloaded from http://assa.saao.ac.za/resource/Concise_MNASSA_Style_Guide.pdf
Paragraphs and Sections

MS Word Paragraph Setting:  This MUST BE set to 0 pt as follows:

· Select all the text in the document (Ctrl-A).  
· Select Home-Paragraph-Spacing – set both “Before” and “After” to 0 pt (Office 2010 defaults to 12) – also set Line Spacing to ‘Single’.  (Pre-Word 2003:  Format-Paragraph-Spacing …)
Paragraphs are separated by an empty line and the first text line is not indented.
Justification of paragraphs must be “Full” (Ctrl-J).
Sections are separated by a full empty line (like paragraphs).
Section Headings are on a line of their own and in Calibri 10 pt Bold.  Keep short.
Punctuation

Between sentences, always use TWO SPACES after a:  

· full stop (.)

· question mark (?)

· exclamation mark (!)

· colon (:)

References
References are listed (un-numbered & un-bulleted) at the end of an article and in the following format:
Author surname, initials, year of publication, “Title in quotes”, Publication italicised, Volume bold, page(es).

e.g.  Luyten, WJ, 1935. “The Puzzle of Proxima”, The Observatory, 58, 89-90.
In the article text, it is then referred to as follows: 

· “… the parallax of Proxima Cen was confirmed (Luyten 1935).”

or
· “In a letter to the Univer​sity of Minnesota, Luyten (1935) indicated that…”
Pictures
· Do not include pictures in-line in the text, but send them separately as individual image files.

· To indicate to the typesetter (roughly) where pictures belong in the article, please include references in red e.g.  (see Table. 2) or  (Fig. 1 goes here) or (Jupiter_moons.jpg), etc.

· Avoid descriptions referring to Fig. xx below or above – these are likely to change in typesetting.

Captions (Calibri – 9 pt bold)
· Include appropriate captions for each picture, illustration, graph, table, etc. at the end of the document.

· It is OK to repeat some of the text in the caption which is already in the article text – remember, readers are often drawn into reading your article when reading the captions and so getting interested.

· Indicate which caption belongs to which picture by referencing its filename or figure/table number.

