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Text Format

Paper Size

– 8.5” x 11”

Margins

– 1” for each side EXCEPT on left margin which is 
1.5” to allow for binding



Text Format

Font

– font size 12

– Arial, Times New Roman, Tahoma, Calibri, etc.



Text Format

Line Spacing

– single-spaced text

– left-justified paragraphs







Text Format

Spacing

– one space after a comma or a semi-colon

– two spaces after a period or a colon



Text Format

Pagination

– page numbers centered at the bottom of the page

– no page number on Cover Page





Illustrations

Tables

– table number and caption is ABOVE the data



Illustrations

Tables



Illustrations

Figures

– figure number and caption is BELOW the figure



Illustrations

Figures



Illustrations

Tables & Figures

– a smaller font size can be used for the labels

– font for the entries can use a smaller font



References

• all citations in the body, figures, tables or 
captions must be included

– each item cited in the list MUST have been cited in 
the paper 

• all entries must be alphabetized



References

• use the APA style of citation



Text Format

Subheadings
– each different level must be distinguished by a 

different style

BOLD AND ALL CAPS

Bold and Italicized

Italicized

Underlined

– Be consistent!



Reminder

• Research Team 

– student researchers

– Research Adviser

– co-author*
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