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Chapter One

This is the ARC format that you must use for the Emerald Award.
Use A4 white paper. 80 gsm paper is recommended. (See below for a bit about paper and calculating return postage.) Print your entry on one side of the paper only.

The entry title, subgenre (for single title) or line (for category) and page number should appear in your header. No other information is permitted in the header.

Do not put your name in the header, or anywhere else in your entry. Your name can and should appear on a cover page, along with your contact details. (See contest conditions.)

Change the page to Landscape format instead of Portrait, and format the text into 2 columns. (For instructions, see the end of this example.)

Use 1.5 cm margins on the left, right, and bottom of your page. Use a 2.5 cm margin at the top of your page—this allows for an easily readable header. The idea is to present an easy to read, eye-appealing page.

Single-space your lines, and use full-justification. That is, the text fills the columns from left margin to right margin.

Use Times New Roman 12 point for the font, which is similar to those used in published books.

Begin a new chapter a few lines down a new column. Centre your chapter title (as at the beginning of this example).

Indent each paragraph 0.5 to 1.0 cm. The indents used on these pages are set at 0.5 cm. Don't use the TAB key for this. Use the indent settings.

Don't worry too much about the exact measurement of your indents when you print your manuscript out. No one is going to engage in debate about minor indent variations. However, it's recommended that you don't make your indents too large.

The format you use to put your MS together is up to you. However, it may be worthwhile putting the MS together in standard format, and then using the "Save As" command to create a copy. Give the copy another name, and then convert it to ARC format to print off and enter in the contest.

If you do this, then you'll have a master copy in standard format for submission to an editor.

To indicate a section break, leave a double space (as above). 

*   *   *

You may also use *** to indicate a section break (as above), and this is recommended if a section break occurs at the end or beginning of a page.

Now, for a bit about paper and postage. We’ve asked that you use 80 gsm paper. 80 gsm is the usual weight of the A4 paper commonly sold for printers and photocopiers, and the paper you’re currently using is probably 80 gsm.

80 gsm = 80 grams per square metre. A square metre of this paper weighs 80 grams.

One A4 page of 80 gsm paper weighs 5 grams.

If you’re interested in getting some idea of the weight of your entry (useful for calculating return postage): 240 pages x 5 grams = 1,200 grams or 1.2 kg.

Yes, that’s getting heavy. Because it saves on paper and postage, you must submit your entries for the Emerald Award in ARC format.

Here are some instructions for converting documents from standard contest entry format to ARC format (in Microsoft Word). This example assumes that you've drafted your entry in standard format, and that you want to keep the standard format document as your master copy.

1. Go to FILE on your menu bar, and select SAVE AS.

2. Give the new document a new name. For example, if your current document is called "chapter one", you could call the new document "chapter one ARC".

3. Click the SAVE button. The document that is now on your screen is the new "chapter one ARC" document.

4. Go to FILE on your menu bar, select PAGE SETUP, and make your paper size A4.

5. Change the ORIENTATION from PORTRAIT to LANDSCAPE. Click OK.

6. Now go to VIEW on your menu bar and make sure you're in PAGE LAYOUT or PRINT LAYOUT view. 

7. Go to EDIT on your menu bar and choose SELECT ALL.

8. Change the font to Times New Roman 12 point.

9. With SELECT ALL still operating, change your left, right, and bottom margins to 1.5 cm, and your top margin to 2.5 cm. This setting is found under PARAGRAPH in the right-click menu or FORMAT on the menu bar. Select single spacing, with no extra space before or after your paragraphs. Click OK.

10. With SELECT ALL still operating, go to FORMAT on your menu bar and select COLUMNS.

11. Choose the 2 column option. Leave the spacing between columns as 1.25 cm. Click OK.

12. You should now have a file in ARC format.




Chapter Two

Your new chapter should start in a new column, like this.

A tip: to start a new chapter on a new column, don't just hit the return key multiple times—if you do, your page breaks will look different every time you change the formatting or add/remove text.

For standard formatting, it's usual to insert a Page Break for a new chapter. But in ARC format, if you insert a Page Break, you might find you have an empty column at the end of your chapter.

Instead, insert a Column Break—you can find this in the same place as a Page Break, under the INSERT menu. You can then move your text down the column by hitting the return key, as above.

If you have any questions about manuscript formatting, please contact the contest manager BEFORE you submit.

