INSTITUTIONAL REVIEW BOARD (IRB) APPLICATION FORMAT NOTES

1.  Font.  Use Courier New, 10-point font.

2.  Outline format.  Use a modified Navy-letter outline format.  Use Arabic numerals (followed by periods) for the highest-level headings, as in the heading of this paragraph.  Then use lowercase letters followed by periods, Arabic numerals in parentheses, lower-case letters in parentheses, and finally underlined Arabic numerals in parentheses.  That is:

    a.  Second-level paragraph text should look like the present paragraph.  Notice that there are two spaces after the period that follows the paragraph letter.  Notice also that the paragraph letter aligns with the first letter in the first sentence of the next higher-level paragraph (specifically, the “O” in “Outline”).

        (1) Third-level paragraph text should look like this one.  Notice that there is only one space after the closing parenthesis in “(1)”.  Please also notice that the text of all paragraphs wraps at the left margin (as in this example).

            (a) Fourth-level paragraph text should look like this.  Once again, only one space follows the closing parenthesis in the paragraph letter.

                (1) Fifth-level paragraph text should look like this.  As before, only one space follows the closing parenthesis in the paragraph number, and lines of text after the first are wrapped at the left margin.

    b.  The IRB application follows a prenumbered outline.  Be considerate of IRB reviewers and avoid changing the standard paragraph numbers.  If a paragraph is inapplicable, you can put “N/A” after its number and explain why the paragraph is inapplicable if the reason isn't obvious.  When you start a new paragraph that continues the topic of the current section, you can do either of the following:

        (1) You may choose to do without numbered subparagraphs, as in the following example:
            When you start a new, unnumbered paragraph that continues the topic of the current section, simply insert a blank line and indent sufficiently to align the paragraphs with the numbered paragraph.  Continue this way through the final, unnumbered paragraph of the section.

        (2) Alternatively, you can carefully number subparagraphs following standard outline practice.  If you number subparagraphs, be sure that the number of the first subparagraph you insert is of the next lower level than that of the preceding paragraph.  Follow the numbering rules described above.  Ensure that all subsequent paragraphs are correctly numbered.  In particular, if you paste text from another document with numbered paragraphs, be sure to remove the paragraph numbers or edit them to make them consistent with the current document.

        (3) Due to the complexity of the IRB application, it may be best to avoid numbering subparagraphs.

    c.  Stand Alone Example
        (1) If you have a section that has a title on the line by itself, as does this section, then do not put a period after the title of the section. Rather, skip a line and continue with the numbering as appropriate.

        (2) This situation easily can occur in the protocol, particularly in the section titled Objectives. 

3.  Paragraph indents.  Set your left margin to 1 inch and start your highest-level headings there.

    a.  Press the space bar four times to start your second highest-level heading (lowercase letter).  Press the space bar another four times for each lower level heading.

    b.  Before starting paragraph text, space two letter widths following a period in a paragraph number.  Space one letter width after a paragraph number followed by a closing parenthesis (see the examples above).  This way, the beginning of each paragraph number will be vertically aligned with the beginning of the paragraph text in the next higher-level paragraph.
 

    c.  Recall that all paragraphs wrap at the left margin.

4.  Alignment with a mix of single and double digit Arabic numerals.  Single and double digit Arabic numerals followed by a period or within parentheses can occur under a variety of situations for numbered paragraphs, tables of contents, numbered outlines, et cetera.  A mix of single and double digit Arabic numerals can throw off the alignment of paragraphs if two spaces are entered after periods.  The same can happen with the Arabic numbers in parentheses.  The solution is as follows: 

    a.  If the page has only single digit Arabic numerals to identify paragraphs, put the number at its usual indented position.  Since all the numbers are single digits, the periods following the single digit numbers all align properly, as do all the numbers within parentheses.  

    b.  The same is true if on the page only double digit Arabic numerals identify paragraphs.  Skipping two spaces properly aligns the numbers, periods and paragraphs on that page.  Similarly, there is no problem for the double digit numbers within parentheses; they all align, one below the other.
    c.  When the page contains both single and double digit Arabic numerals followed by a period for the numbered paragraphs, then all you have to do when entering single digit numbers is position the cursor at the standard indentation and then enter a space before the single digit number.  You still use the period and enter two spaces between the period and the text.  You do not enter a space before the double digit numbers. In this way, all the periods following these single and double digit Arabic numerals are aligned as are all the paragraphs on the page. 

    d.  This same approach is used to align the numbered paragraphs when single and double digit Arabic numbers in parentheses occur on the same page.  After placing the cursor at the appropriate indentation, a space is entered before the opening parenthesis of the single digit Arabic number.  This procedure aligns the closing parentheses and the paragraph text. 
5.  Miscellaneous points
    a.  Put two spaces between sentences.

    b.  Double space between paragraphs.  Appropriately indent unnumbered paragraphs.

    c.  Introduce a new level of outline subheading only if you are going to introduce two or more subparagraphs.  For example, do not create a subparagraph 1.a. unless you will also create a subparagraph 1.b.  If you only want to add one subparagraph, combine it with the preceding paragraph.

    d.  Keep the number of outline levels you use to a reasonable number (say, three or four).

    e.  Be consistent in your use of outlining throughout the document.  Don't invent new outline styles.  If you paste outlined text from another document, either remove the paragraph numbers from the pasted text or make sure the paragraph numbers are consistent with the outline of your protocol.  

    f.  Ensure the font, size, and spacing of the pasted text conforms to that of the text already in place.  When you paste text from another document, use an unformatted paste so that you don't inadvertently insert incompatible formatting into your document.  This command is available on the Edit menu (Edit → Paste Special → As Unformatted Text).  An unformatted paste will cause the inserted text to inherit text format properties from the receiving document.  An ordinary paste will carry over text format properties from the copied document.  Note that an unformatted paste will strip many non-ASCII text attributes, so its results should be checked carefully.

    g.  Don't use automatic paragraph numbering.

    h.  Don’t begin a paragraph at the bottom of a page unless there is enough space for at least two lines of text on the page and at least two lines are carried over to the next page.

    i.  When you create an in-line numbered list within a numbered paragraph, use numbers one level below those of the parent paragraph.  For example, because the current paragraph is numbered with a lowercase letter, an in-line list would use Arabic numerals in parentheses, like this:  (1) first list item, (2) second item, (3) third.

    j.  If you use an in-line numbered list in a numbered paragraph, don't put lower-level subparagraphs after that paragraph.

    k.  Certain word combinations, such as titles and names or dates, should not be broken across lines.  For example, both “LT” and “Smith” in “LT Smith” should always be on the same line.  A way to guarantee that this will always happen, even if you edit the surrounding text, is to insert a nonbreaking space between “LT” and “Smith.”  A word processor will not put a carriage return between two words when they are separated by a nonbreaking space.  You can insert a nonbreaking space in most word processors by typing Shift-CTRL-spacebar.  You can create a nonbreaking dash (or subtraction sign) by typing Shift-CTRL-hyphen.

    l.  Remember to enter two spaces after each colon on the IRB application cover page 

6.  Final Check.  Proofread your document word-for-word when you finish.  Check to see that paragraph numbers are sequential, paragraphs are correctly aligned and indented, and margins are 1 inch all around on each page.  Check any changes you have made to the form (or should make).  For example, if you have one co-investigator, change 'Co-investigators' to singular throughout.

� This ancient formatting technique is simple; however, it only works with fixed fonts.  You can accomplish approximately the same thing with either a fixed or a proportional font if you set your tabs so that your paragraph text starts approximately two nominal character widths to the right of each paragraph number, and the left edge of each lower-level paragraph number is aligned with the left edge the next higher-level paragraph text.
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