Checklist for using the single spaced/no line numbering template for FGDC-endorsed standards:

· Add FGDC document number assigned by the FGDC Secretariat on title page for publication of FGDC-endorsed standards

· Change the title on the title page

· Delete the version date on the title page.

· Edit the header by double-clicking on the header on the Contents Page

· Insert the FGDC document number assigned by the FGDC Secretariat for publication of FGDC-endorsed standards.

· Change the title

· Do NOT change the contents in the Table of Contents, as the Table of Contents will be updated automatically.  

· To update Table of Contents, click the mouse to the left of the table of contents and then hit F9. 

To remove line numbers, select File, then Page Setup.  Select the Layout tab in the Page Setup window, and then select the Add Line Numbers button.  Deselect add line numbers option.  Select OK in the Add Line Number windows.  Select OK in the Page Setup window.

To change to single spacing, select content from the Introduction to the end of the report.  Select on Format, then Select Paragraph.  Change the Line spacing option from double to single.  Select OK.

