[bookmark: page1]Research Report Formatting Requirements

Purpose: The following document is designed to provide you with guidelines to format and organize your research report. This document is also intended to reduce heartache, headache, and irritation, which will save YOUR grade. If you are confused by any of the guidelines for your report, then ask your TA or the instructor.

Document Sections

The following sections are required and should appear in this order:

· Title Page

· Abstract

· Table of Contents
· Introduction
· Literature Review
· Purpose and Objectives
· Discussion
· Recommendations
· References

Note: This assignment does not have a page minimum or maximum, but it does have a word count minimum. Your research report should be a minimum of 2,000 words (reference pages are NOT included in your word count). To give you an idea of how long your paper will be, including your abstract, 7-8 pages is roughly 2,000 words.
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Mac Users: Select the Formal style table of contents.

PC Users: Select the Automatic Table 2 style if Formal is not available.


(The Table of Contents should be on its own page and not include the Abstract)
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Type/Font

12 pt. Times New Roman font. The same font and font size must be used throughout the entire document. This includes page numbers, headers, figure captions, graphs, tables, etc.

Margins

All pages must have 1 inch margins

Page Numbering

Page number should all be centered and start on the first page of the body of the document (page one). ALL pages beginning with page one, and continuing to the last reference page, must be consecutively numbered with Arabic numerals (i.e. 1, 2, 3, etc.). All pages prior to the first page of the document should not contain a page number.

Headers/Headings

Headings must be formatted consistently throughout the entire document. Pay close attention to consistent placement, bolding, italics, and capitalization of each heading. Below is the formatting for each level of headers, beginning with the first level section header.
APA Format

	
	
	APA Format for Levels of Headings
	

	
	
	
	

	Level of Heading
	Format
	

	1
	
	Centered, Boldface, Uppercase and Lowercase
	

	
	
	Heading
	

	
	
	
	

	2
	
	Align Left, Boldface, Uppercase and Lowercase
	

	
	
	Heading
	

	
	
	
	

	3
	
	Indented, bold face, lowercase paragraph
	

	
	
	heading ending with a period.
	

	
	
	
	

	4
	
	Indented, boldface, italicized, lowercase
	

	
	
	paragraph heading ending with a period.
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Note: Refer to the Purdue OWL website for additional information on formatting table and figure headings if necessary.
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The main body of the document must be double-spaced with a first line indent (.5”). Spaces between all paragraphs and headings should be double spaced as well. The reference section must be double spaced and have a hanging indent (-.5”).

Color

Color is not allowed in the form of text (hyperlinks, headings, etc.). Color is allowed in the form of photographs, tables, figures, graphs, etc. when it is essential to the document. All tables, figures and graphs should be left aligned in your document.

Abstract

The abstract of your report will be on its own page following the title page. The formatting is double-spaced, no first line indent, and must be between 250-300 words. Your abstract should NOT be included in your table of contents.












































2
image1.jpeg




