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MATC Final Report Style Sheet

Use this document alongside the MATC Final Report Template.
Division of the Text
· Front Matter, in order:
1. Title page
2. Technical Report Documentation Page

3. Table of Contents
4. List of Figures
5. List of Tables
6. List of Abbreviations (if applicable)
7. Acknowledgements (if applicable)
8. Disclaimer for MATC reports (can be found in OST-R’s “Reporting Requirements for UTCs”):
a. The contents of this report reflect the views of the authors, who are responsible for the facts and the accuracy of the information presented herein. This document is disseminated in the interest of information exchange. The report is funded, partially or entirely, by a grant from the U.S. Department of Transportation’s University Transportation Centers Program. However, the U.S. Government assumes no liability for the contents or use thereof.

9. Abstract*

10. Executive Summary* 

*NOTE: It is not necessary to have both an Abstract and an Executive Summary, although some reports have both. Please include at least one. 

· Body of the Report
· Back Matter, in order:

1. Notes (if applicable)

2. References or Bibliography
3. Appendices

Headings throughout the Document

· Title page: see template for formatting and information required.
· Sections of the report: For front and back matter sections, use the title for each section as it appears in the division of the text explanation above. Center, use headline capitalization, as in:
Table of Contents
· Chapter titles: All chapters should be formatted according to the template and should appear centered with headline capitalization. Hint: the quick style feature in Microsoft Word can be used to automatically generate chapter numbers. Every chapter should begin at the top of a new page. Example of chapter title formatting: 
Chapter 1 Wind-Induced Truck Crashes

· Subheadings: left align, headline capitalization. 
· The first subheading is a double enumeration (as in: 1.1) and the second subheading is a triple enumeration (as in: 1.1.1), and so on. 
· Put a single space between the title and this enumeration. 
· Since the document is already double-spaced, no additional space is needed before or after these subheading titles. The text of each chapter and section will begin on the line after the chapter title or subheading.
· The first subheading is underlined; the second subheading is italicized; the third is unformatted. Hint: use the Microsoft Word quick style box to create automatic styles for these subheadings. For any further subheadings, use a “run-in” subhead. Examples:
1.1 Concrete Analysis
1.1.1 Analysis Description
1.2 Material Qualities 
1.2.1 Physical Qualities
1.2.2 Other Qualities
1.2.2.2 More Specific Characteristics

Even more specific characteristics. This is a new subsection, and the first phrase in this paragraph is the subheading.
General Formatting and Writing Mechanics
· Font: Times New Roman 12 pt font.

· Page numbers: bottom centered. Use Roman numerals for all pages before the first page of the body of the report (except for the title page). Use Arabic numerals for the body of the report through the final page of the final appendix. Hint: use Section Breaks under Page Layout to format page numbers this way.

· Spacing and alignment: 
· Double-space and left align the body of the text
· Single space between each sentence

· Indent each paragraph 0.5”
· Paragraph spacing should be set at “0 pt” before and after. 
· Set margins to 1” all around

· Lists: Left align and only indent if bulleted. Use bullets only sparingly.
· Numbers: spell out only single-digit numbers and use numerals for all others. However, because these reports are scientific in nature, often it will be more prudent to use the numerals when referring to physical amounts, as in: 3 ft, 4 cm, etc.

· Percent should appear as % sign after a numeral, as in 36% or 10%-15%

· Most units of measure will be abbreviated, lowercased, and without a period, as in: ft, mph, min, hr, cm. One exception might be “inches”: “in” as an abbreviation may be confused for the word “in” when used often in a report. 

· Abbreviations for measurements do not need to be spelled out on the first use. However, a unit used without a numeral should always be spelled out, as in: Time was measured in minutes. 
· Abbreviations and Acronyms: Introduce all acronyms before using them in remainder of document, as in: Global Positioning System (GPS). 
· State names should be spelled out and not abbreviated (e.g., Texas not TX), but United States can be abbreviated after first use as U.S. (Chicago style notes that “U.S.” and “Washington, D.C.” are more common in scientific contexts, such as these reports).

· Punctuation and style: 

· Parentheses should be avoided in the text whenever possible.

· Oxford (or serial) comma is preferred.
Tables and Figures
· Every table and figure must have a title and a number and must be referenced in the text.
· Table labels appear above the table; figure labels appear below the figure.
· Figures and tables should be numbered according to Chapter: the first three tables in Chapter 1 would be numbered Table 1.1, Table 1.2, and Table 1.3.
· Check spacing around tables and figures: double spaced, spacing “Before and After” on Paragraph settings should both be at 0 pt, with 1 blank line before and after tables and figures.
· Never create a table using columns or tab stops within a page of the Word document. Instead, some options include using an automatically generated table from the “Insert” tab in Word or copying and pasting a table as an image from an Excel worksheet.

· In in-text references, “table” and “figure” are lowercased. If referring to a figure in parentheses in the text, it should be lowercased and abbreviated (e.g., see fig. 12.1). However, when used as a label above or below a table or figure, the number should be bolded and centered and the title should be in sentence-style capitalization with no punctuation:
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Figure 1.1 Penguins standing in a circle

· If the figure or table requires a note, it should be entered below in the following fashion, left aligned:
NOTE: N=469 households. Standard deviations are given in parentheses.

· However, if a source and other information need to be attributed use one of the following styles (again, below and all left aligned):
SOURCE: Here is where you would put source information.

aThe Departments of Commerce and Labor were combined until 1913.

bExclusive of trade and labor employees. 

cExcludes “ordinance and miscellaneous” categories.

Equations

· Equations in the text should use punctuation just like a sentence, as they are parts of sentences, only displayed on different lines.
· Leave a full space around equations just as you would around a figure or table.
· Center align and italicize equations and number according to chapter (this is for ease of in-text references, not because they need to be listed at the beginning of the document). Example:

The total number of graduate students that work at UNL is calculated by
                                                               a + b + c = d.                                                       (1.1)

Bibliographic Style
· In-text citations: formatted in Chicago style.
· Two or more references in parentheses are formatted as (Jones 1991; Smith and Brown 1995)

· If one reference has more than two authors, format as (Marley, Roberts, and Little 1996)

· If one reference has two authors, it is (Bishop and Jackson 1995).

· If numbered reference page is used, numbered in-text citations may be used, as in: This is my cited sentence (4).
· References page: first line left aligned with hanging indention for all following lines. Single spacing throughout with one blank line between sources. 

· List of sources can be alphabetized or numbered. If numbered, still maintain single spacing (with one blank line between entries) and hanging indention for second and all following lines.
