	MS ACCESS / VISUAL BASIC :

	FOR FORMS

	FONT SIZE
	FONT STYLE
	LINE SPACING
	JUSTIFICATION
	CASE
	BACKGROUND COLOR

	14 MAX
	BOLD
	N/A
	LEFT
	UPPER / TITLE
	WHITE / LIGHT GREY

	
	
	
	
	
	

	FOR REPORTS

	FONT SIZE
	FONT STYLE
	LINE SPACING
	JUSTIFICATION
	CASE
	BACKGROUND COLOR

	14 MAX
	BOLD
	MAX 1.5
	LEFT
	UPPER / TITLE
	WHITE / LIGHT GREY

	
	
	
	
	
	

	FOR TABLE DATA / QUERIES	

	FONT SIZE
	FONT STYLE
	LINE SPACING
	JUSTIFICATION
	CASE
	

	14 MAX
	NORMAL
	SINGLE
	JUSTIFY
	UPPER / TITLE
	

	
	
	
	
	
	




	MS WORD DOCUMENT / MS EXCEL WORKSHEET / MS POWERPOINT

	FOR MAIN HEADING:

	FONT SIZE
	FONT STYLE
	LINE SPACING
	JUSTIFICATION
	CASE
	BULLET NUMBERING

	18 MAX 
	BOLD 
	MAX 1.5
	LEFT
	UPPER / TITLE
	YES

	

	FOR ALL SUB HEADING / COLUMN HEADING:

	FONT SIZE
	FONT STYLE
	LINE SPACING
	JUSTIFICATION
	CASE
	BULLET NUMBERING

	16 MAX
	BOLD
	MAX 1.5
	LEFT
	UPPER / TITLE
	YES

	

	FOR THE NORMAL CONTENT:

	FONT SIZE
	FONT STYLE
	LINE SPACING
	JUSTIFICATION
	CASE
	BULLET NUMBERING

	14 MAX
	NORMAL
	SINGLE
	JUSTIFY
	SENTENCE
	IF REQUIRED



