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1. Introduction


	 Headings are Arial, 14 points, flush left, and boldfaced. Use initial capitals. The typeface given here for the text portion of this report is Times New Roman, 12 points, single spacing. 
Indent all paragraphs. Also, you may place 6 points between paragraphs.

	The introduction is a background to the report, including discussion of previous studies in the area or related studies. The introduction should also clearly outline the reason for the study/report, including objectives and any working hypotheses.

	 


2. Second Major Heading

	
	 To preserve hierarchy, allot three lines skips before the heading and two lines skips after. At least one paragraph should follow a heading before a subheading exists. 



2.1. First Subheading

	Subheadings should be 12 points and boldfaced. Insert two lines skips before the sub-subheading and a one line skip after. Use initial capitals. Note that subheadings are typically listed in the Table of Contents. Be conservative with subheadings in a report Rather than having sub-subheadings, which would be a third-level, have your paragraphs show the arrangement of your ideas. If you have one sub-subheading, you must have a second. Otherwise, the first sub-subheading has nothing to be parallel with.

2.2. Second Subheading

	Another formatting consideration concerns the incorporation of figures and tables. Shown in Figure 1 is a common format that serves reports well. Following standard convention, the formal introduction of Figure 1 occurred in the text before the figure appeared.
[image: ]
Figure 1: Title of figure in 11 points type beneath the illustration
	 
	Tables are presented in a different fashion. For instance, Table 1 presents an example. The heading for the table goes above and is 11 points. The heading is a single phrase. If there are unusual details, those are explained in footnotes beneath the table. Note each line skip above and below that separates each illustration and its caption (or heading) from the text.

Table 1: Title of table in 11 points type above the illustration
	
	
	
	

	
	
	
	

	
	
	
	





3. Conclusions


	This section summarizes the document and provides closure. In this section, a good idea is to use your last sentence to emphasize an important detail or result in the report.



4. References
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· Sadiku, Matthew, (2014),  “Elements of Electromagnetics”, New York: Oxford University Press, 6th edition, ISBN-13: 978-0199321384.


5. Appendix A: Title of Appendix A


	Titles of appendices are 14 points, flush left, and boldfaced. Illustrations in this appendix are labeled Figure A-1, Figure A-2, Table A-1, Table A-2, and so forth. Note that each appendix begins on a new page. Also note that each appendix should be introduced somewhere in the text portion of the report.
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Another formatting consideration concerns the incorporation of figures and tables.

Shown in Figure 1 is a common format that serves reports well. Note that the word figure is not
abbreviated. In a single column document, such an abbreviation makes no sense.
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A period is the powerful piece of punctuation—its primary use is to end sentences. Do not
- dilute its power by having it do menial tasks such as saving three letters from a word that is
short to begin with.

Following standard convention, the formal introduction of Figure 1 occurred in the text
before the figure appeared. In the introduction of an illustration, using pointers such as below
w or on the next page is undesired. Your technical reader knows where the illustration is
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