
Use all CAPITALS followed by 

double space Use the style 

“CAPITAL HEADING”

Write in the Center Alignment 

with double spaced. Use the 

style “Heading 2”

Make sure to have double 

space between CHAPTER 

1 & INTRODUCTION

The first paragraph of 

each chapter/section is 

always flushed to the left. 

Use the style “Body Text” 

for all the paragraphs

The margins for the 

entire document must be 

set at 1.5” on the left and 

1” on the right.

Followed by the first line 

of all other paragraphs is 

indented. 

Page numbers on the first page of a new 

chapter is centered, bold, and should  

appear ½ inch from the physical bottom 

of the page within the footer.

Use the style “Heading 1”. 

Use all CAPITALS followed 

by one empty line (two 

double space) before 

subchapter heading

Before a Level 3 

headings, insert 8pt 

spacing and no empty 

line. Level 3 is always 

aligned to Left.

Use single space within 

the items, but use 

double space between 

two items on the list 



Sources are identified 

below the table using 10 

points, and use the style 

“Figure and Table Source”

Depending on the style you

have chosen, you can use

1) Full text of the reference

2) Number of the reference 

in brackets [#]

3) Author and year

Tables are identifies in the 

header with a title Table X.x

in bold (where X is the 

chapter no. and x is the 

table number) Use the style 

“Figure and Table Numbers”

Title of the table must have 

each word Capitalized. 

Use the style “Figure and 

Table Title”

Title of the table must have 

each word Capitalized. Use 

the style “Figure and Table 

Title”

Sources are identified below 

the Figure Description using 

10pt and use the style “Figure 

and Table Source”

Depending on the style you

have chosen, you can use

1) Full text of the reference

2) Number of the reference in 

brackets [#]

3) Author and year

Figures are centered and 

are identified in the caption 

after the figure with a title 

Figure X.x in bold (where X 

is the chapter number and x 

is the figure number). Use 

the style “Figure and Table 

Numbers”

Description begins with a capital 

letter, followed by sentence 

case. Acronyms, nouns, and 

proper nouns are capitalized, 

and it ends with a period. Use 

the style “Figure and Table Title”



Equations have to have double 

space before and after. They 

are centered and numbered in 

X.x form (where X is the 

chapter number and x is the 

equation number). This number 

has to be right justified.


