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Formatting Tips for Model Orders

The Model Enforcement Orders have been developed in Microsoft® Word®.  All of the orders and linked documents have the same margins, fonts, and formats, and use consistent numbering.  Still, because of the idiosyncrasies of the software, and because the documents once used “Track Changes,” formatting issues may arise when you insert or delete language.  The following tips do not replace appropriate training in Word®, but should address common issues.  You may find other approaches.  Keep in mind, however, that formatting is far less important than having a solid, enforceable order with an appropriate schedule of compliance.

General Formatting

· All of the documents use 12-point New Times Roman as the base font.  The caption is 14 point, and the page headers are 10-point.
· All paragraphs have “ragged-right” margins (left alignment, no justification).
· There are two spaces after periods and two returns between sections.

Saving the Models off DEQNet

Open each order that you want to use from DEQNet and save it to your work drive.  Do not “hover” your mouse over the document name and right-click, or otherwise save the file without opening it.  If you do, many of the links will not work.  You can save all of the orders to a single, local file.

Creating Desktop Shortcuts

By right-clicking at Model Orders on DEQNet, you can create a short-cut on your desk top.  Assuming you saved the models to a local file, highlight the file in “My Computer,” right-click, and create a shortcut.  You may need to “drag” the shortcut to your desktop.

Five Key Functions

Almost all formatting and numbering issues can be addressed using one of five functions found as buttons under the top tabs (“Home,” “Insert,” “Page Layout,” etc.) or as options when you highlight or paste text.  The five functions are:

1. Paste Options 
2. Format Painter 
3. Format - Bullets and Numbering 
4. Track Changes/Accept Changes
5. Edit, Find and Replace (with Formats)

You can learn more about these functions through Word’s online “Help” at the upper right of your screen.  It is strongly suggested that you view the paragraph symbols while working on the document by using the “¶” button on the Home tab.

Paste Options (Paste Icon)

When you copy and paste language into a model order, a “paste icon” will appear to the lower right of the pasted language.  Sometimes the pasted selection has an odd font or different margins and alignment.  After pasting, click on the paste icon within the text, and you will see options, such as “Keep Source Formatting” and “Match Destination Formatting.”  Using one of these two options will usually solve margin, alignment and font issues in the pasted text.  Using paste options is especially important when inserting letterhead.  Sometimes when inserting a paragraph into a numbered list, the paste options will ask whether you want to continue the previous list (you do).

Format Painter (Home Tab or Highlighted Text))

The format of a paragraph is set by the paragraph symbol at the end of the paragraph.  (To unhide the end-of-paragraph code, click on the ¶ symbol in the Home tab.)  If the paragraph is mis-numbered or has incorrect margins:

a. highlight the ¶ at the end of a correct paragraph,
b. click on the “Format Painter” button, and then 
c. click just in front of the ending ¶ of the paragraph you want to change.

This will often solve numbering problems in the subsequent paragraphs.  You can also highlight a correct paragraph, click the “format painter” then apply the format to the second paragraph or even a larger selection of text.

Format - Bullets and Numbering (Home Tab)

If the paragraph numbering is not sequential (two paragraph 1’s for example), click on the ¶ at the end of the paragraph you want to change, go to the Home tab and select the “multi-level list.”  You may have to try several panels until the “Continue previous list” option at the bottom becomes available, but that should work.

Track Changes/Accept Changes (Review Tab)

At one time, the model orders used “Track Changes” to show highlight and strikeout text, and changes to format.  The Track Changes function is now off, but the documents have vestiges that cannot be deleted – when you renumber one paragraph, the remaining paragraphs in the section change to a different color font or show “format changes” in the margin.  The easiest way to get rid of these is to turn on “Accept all Changes in Document” on the Review tab.


Edit, Find and Replace (with Formats) (Home Tab)

If you want to replace [Responsible Party] in a model order and change the bold font at the same time, use the Home tab to select “Replace.”  Then

a. Type “[Responsible Party]” in the pane.
b. Click the “More” button.  
c. Select “Format” from the bottom and “Font,” and highlight “Font style” – “Bold.”  
d. Select the “Replace” tab, type in the replacement name and select Format, Font, and Font style - Regular.  You can replace the occurrences individually or all at once (about 50 replacements).  

You will still have to read the order to make sure the changes are correct and consistent, but this Find/Replace operation will save time.

Signature Pages and Appendices

The Regional Director’s signature should be on the same page as the preceding paragraph (“And it is so ORDERED…”).  The Responsible Party signature and the notary statement should be on the same page as “Responsible Party voluntarily agrees to …”  If all of this fits on one page (unlikely), you can delete “Remainder of Page Intentionally Blank” and the page break after the Regional Director’s signature.  

When adding the Interim Effluent Limits appendix to the VPDES order, use the top tab “Page Layout,” “Breaks,” insert a “Section Break - Next page” just before the new appendix.  The Effluent Limits appendix is set up in “landscape” (sideways, across the page), and without a section break, all of the preceding pages will convert from “portrait” (up and down) to landscape.

Conclusion

The model orders are intended to be easy to use and to serve as tools to prepare consistent, quality orders.  Suggested changes to enhance the orders are welcome.  Enforcement staff are not expected to be expert word processors.  Sometimes, however, the idiosyncrasies of software make the use of menu options and toolbar buttons necessary.  These tips, and good software training, should help overcome any formatting or numbering issues.  Again, the principal goal is the quality of the order itself.
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