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¢ Microsoft Word

e Headings will be in the
Arial font (see chapter headings
below for different levels)

¢ Body text font — Times New Roman 11
pt

¢ Single-space

o Left justification

® One-inch margins

e Widow/Orphan turned on

PAGINATION

e Page numbering - bottom center.

e Preliminary pages (abstract, table of
contents, lists of tables and figures)
should be numbered in lower case
Roman numerals.

e Use Arabic numbers (1,2,3) for the
main text.

CHAPTER
HEADINGS

e Level 1 Heading — Left justification,
ALL caps (14 pt) - Arial Bold font

¢ Level 2 Heading — Left justification,
upper/lower case (14 pt) - Arial Bold

¢ Level3 Heading — Left justification,
upper/lower case (12 pt) - Arial Bold
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TABLES/
FIGURES

e Number all tables/figures to
correspond with the sections (Table
1.1, Table 1.2; Figure 1.1, Figure 1.2,
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¢ When doing a report, print figures/
graphs in black and white. If printed in
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yellow These do not reproduce well.

PEER REVIEW
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® Reports must be peer reviewed before
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