Ink Cahoots Template
Template #2: 3½ inch line width
A QUESTION about using computers to prepare Ink Cahoots pages got me thinking about laying out pages using Microsoft Word – not because Word is the best program, but because it is so common.

A 6 by 9 page (double the size of an Ink Cahoots page) centered at the top of letter paper in landscape mode fits with left & right margins of ¾ inch and bottom of 2½. Specifying two columns puts the front page on the left and the back page on the right.

My own Ink Cahoots pages usually have a 3-inch (18-pica) line width, so I created a template for that size. I heard back that some folks have more to say and need a wider line, so for this second template I used the minimum margin of ½ inch on the sides to be bound (to allow for stapling) and ½ inch on the other side. This results in a 3½ inch line width. I also decreased the top and bottom margins. The final specifications:

· Left and right margins: 1.5 inches

· Top margin: 0.5 inch

· Bottom margin: 3.25 inches

· Column separation: 1.25 inches

This document uses those margins, plus includes paragraph styles for Title, Subtitle, First paragraph (no indent), Bulleted, and Colophon (10 point italic text.) When you use it to prepare your own sheet, feel free to modify fonts to match your taste.

Since this template is formatted to accommodate additional text, I switched the default font from Palatino Linotype to the narrower Times New Roman. (The normal point size remains at 11 points.) The smaller margins and new font allow much more text. The original template has 271 words in 38 lines while this one has 453 words in 51 lines.

Cut & paste the final text so it appears a second time on a new page, and then print the two pages double-sided so that page 1 lines up exactly behind page 2 on both the right and left sides of the sheet. 

By slicing the pages down the center and then trimming each half to 4½ by 6 inches, you will end up with nicely formatted pages. (You could also trim one inch from the left and right and 2½ inches from the bottom, then slice the sheet down the middle.) Just be sure the side to be bound ends up with a margin that is at least ½ inch wide.
If you don’t have a paper cutter, I will be happy to do the trimming for you.

This page prepared by Ink Cahoots coordinator Dave Tribby, who wonders if these templates are actually useful. He can be reached at dtribby@stanfordalumni.org
