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[bookmark: _Toc315936326]Executive Summary
This report template provides style and formatting suggestions to help researchers working on InTrans project reports. To use this template, make a copy of the file, delete the example text, and begin composing your report, referring to the examples and tips in the original document if necessary.
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[bookmark: _Toc315936327]Using Text/Paragraph Styles in Microsoft Word
A “style” is a set of definitions for how a heading or paragraph will look, including the font and spacing. Understanding how to use these styles will help you to create an uncluttered and consistently formatted report.
In Microsoft Word’s styles menu, choose styles such as “Heading 1” and “Body text” to help you create a consistently formatted report. Styles also enable you to generate and update the Table of Contents, List of Figures, and List of Tables automatically.
Here are the guidelines for formatting documents using styles:
· Do as little manual formatting as possible when you type the text. Instead, apply the appropriate style to each paragraph (a “paragraph” is defined by a hard carriage return at its end; it may not actually be a paragraph of text).
· Don’t use extra carriage returns at the ends of paragraphs! Applying the styles will take care of the vertical spacing for you.
· Be sure to use the Body text style (and not the Body Text or Normal style) in your report document.
· Don’t type first-level headings in all caps; use title case/capitalization and let the Heading 1 style convert the heading to all caps and boldface type. (You can use the Navigation pane in Word to navigate within your document and to proofread your headings for consistency.)
This report “template” or starter document was created with most of the styles you will need built into it. These styles should appear in the Styles bar (or “Quick Style Gallery”) at the top right of your Home tab when you open this Word starter document. You might want to peruse what is there for your use in reports now. Note which style is applied to the various parts of this starter document. The style will appear as highlighted in the Styles bar on the Home tab when you click on a different part of this document.
For example, Body text is highlighted when you click on this paragraph. Now, click on FRONT MATTER below and Heading 1 becomes highlighted. When you click on Technical Report Documentation Page below, Heading 2 becomes highlighted. When you click in the bulleted list above, and then click on the down arrow on the scroll list for the Styles gallery, you will see that List Bullet is highlighted.
[bookmark: _Toc315936328]Front Matter
[bookmark: _Toc315936329]Technical Report Documentation Page
All InTrans reports should have a technical report documentation page (first page of this template), with identifying information and an abstract. The technical report documentation page follows the front cover for the convenience of the sponsor and readers. The abstract will also be used to communicate the project results on the web.
Abstracts should be no longer than three paragraphs. Because the abstract will appear separate from the report, it should not contain reference citations. The use of abbreviations, acronyms, figures, tables, and display equations should be avoided.
[bookmark: _Toc315936330]Executive Summary
An executive summary should be included when requested by the sponsor.
Because the executive summary may appear separate from the report, it should not contain reference citations unless absolutely necessary. If references are necessary, please use footnotes. Abbreviations and acronyms should be defined at their first use both in the executive summary and again in the body of the report. Figures, tables, and display equations may be used with discretion.
[bookmark: _Toc315936331]Parts of the report
[bookmark: _Toc315936332]Lists
List Types
To list items within a sentence, simply list them as one item, followed by the next item, and the next item. To emphasize the number of items, use (1) the first item, (2) followed by the next item, and (3) the next item.
Use a bulleted list to list items vertically when the items do not represent a specific sequence or scale of importance:
· Pencils
· Paper
· Erasers
To emphasize the number of items or sequence of items, use a numbered list:
1.	First, open the door.
2.	Then step through.
3.	Finally, close the door.
Do not use a numbered list when the items do not represent a specific sequence or scale of importance/ranking.
Common List Errors
Do not introduce a list with a phrase ending “including:” or “such as:”. Either eliminate the colon or add “the following” before the colon.
Do not end list items with punctuation unless they are complete sentences. If they are complete sentences, use periods.
[bookmark: _Toc315936333]Figures
See Figure 1 for how to format a figure and its figure caption. Use the Figure style for proper alignment and set the Format Position of your figures to Inline with Text. Use the Figure Caption style for your captions. Capitalize and punctuate your figure captions as shown here.
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[bookmark: _Toc315936360]Figure 1. Geographic information systems specialist
[bookmark: _Toc315936334]Tables
See Table 1 for the recommended formatting and borders on tables. Use the Table Title style for your table titles. Capitalize and punctuate your table titles as shown here.
[bookmark: _Toc315936365]Table 1. Road length by pavement serviceability
	County
	Pavement serviceability

	
	Gravel (mi)
	Secondary (mi)
	Interstate (mi)

	Cherokee County
	42
	42
	70

	O’Brien County
	24
	24
	6

	Polk County*
	36
	35
	35


*Use the Table Note style
[bookmark: _Toc315936335]Display Equations
In equation (1) we show how to format equations using the Equation style:
A = 14 (q – 1)	(1)
where A is the variable of automation and q is the length of twine used in the measurements.
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[bookmark: _Toc315936337]Appendix Numbering
When there are two or more appendixes, designate them Appendix A, Appendix B, etc. In such cases, tables, figures, and equations should be numbered A.1, A.2 . . . B.1, B.2, etc.
[bookmark: _Toc315936338]Additional Resources
For more guidance on recommended word usage or style, see The Chicago Manual of Style, 15th edition.
For contract information, see Guidelines for Principal Investigators Conducting Research under the “Agreement for Management of Research Conducted by Iowa State University for the Iowa Department of Transportation.”
In you have any questions, please contact Sue Stokke, InTrans report editor at 515-294-0289, sstokke@iastate.edu.
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The author-date system is the preferred documentation method, but the notes system may be used as long as it is used consistently.
[bookmark: _Toc315936340]Author-Date System
To use the author-date system, cite a source in the text with the authors’ last names and year of publication in parentheses (Brett, Johnson, and Bach 1989). The reference list should be alphabetized. Some reference examples are provided below.
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