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FOOTNOTE/ENDNOTE REPORT INSTRUCTIONS
	Footnote/Endnote Report Requirements
	Formatting Instructions

	Margins
	Left=1.5", Right=1"

Return down to approx. 2" on status line for page 1 only

Page 2. . . , use 1" top margin

	Spacing
	Double Spacing

	Title/Side Headings/Paragraph Headings
	Title--ALL CAPS, CENTERED, 14 pt., AND BOLD 
Side Headings—Initial Caps, Bold, and typed at left margin
Paragraph Headings—Initial Caps, Bold, indent (tab) ½” from left margin.

	Footnote *R21
Endnote  *R20
	View, click normal 

Insert, Footnote/Endnote, Options, choose 1, 2, 3 format

Key the source next to the number at the bottom of the page.  Close.  You may want to change font to match report font.

	Long quote
	Single space and indent increase once for .5” indention.  The first line is indented an additional tab to begin sentence.

	Bullets/Enumerated items
	Format, bullets & numbering, choose a bullet or 1, 2, 3 format if numbers, then customize by choosing .5 for bullet/number position aligned at the right, then .75 for tab space and indent space.  SINGLE space individual items, DS between items.  DS above and below items.

	Page Numbering—DO NOT NUMBER PG. 1
	 Insert Page Numbers, top of page (header)
Alignment:  Right, remove the √ on show # on 1st pg.

Click OK          (Last name is not put on this report with page number)

	Title Page  (Save title page separately)  Do not page #
	Left margin=1.5”, right margin=1”
Center Page  Vertically and Horizontally

Key Title in Bold and ALL CAPS (14 POINT)  (Normally 2” from top)
Press enter 12 times

Type  your name in initial caps, DS   (Normally 5”)
Type the school name below your name
Press enter 12 times

Type the  Current Date    (Normally 9”)

	Contents (Save separately)  Do not page #
	Margins same as report

Center TABLE OFCONTENTS  in 14 pt, bold, ALL CAPS. and approx. 2" from top

DS

Type all major headings (side headings) in initial caps
Leave 1 blank line before and after each entry

Indent (tab) subheadings (paragraph headings) and key in initial caps.

Set right leader tab at 5.5 (Format, Tab, Pos. 5.5, Right, Dot leader, set, OK)

	REFERENCES or BIBLIOGRAPHY (Last page of the report)  Include a page number.
* R22
	Ctrl Enter to get a new page

Margins same as report

Center REFERENCES in all caps, 14 pt., and bold approx. 2" on status line.  DS after title.

Copy and paste footnote references, and then rearrange names. OMIT NUMBERS.   Put the author’s last name first.  

List sources in alphabetical order by author's last name. 
Single space each entry using hanging indent (Format, paragraph, special, hanging) for each entry 2 lines or more.  DS between entries.


*R20, R21, and R22 all refer to typed examples and report documentation found at the back of your book in the purple section.

