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Executive Summary
	This text is left aligned with a standard indent and double spacing. An executive summary is required and should briefly summarize the education or technology transfer activity.  Your Executive Summary should be no more than 3 pages, and the recommended length is 2. If only an Executive Summary appears (without an abstract), it will be the text used as the abstract text on the Technical Report Documentation Page. 
This page should ALWAYS begin on a right hand page (odd)

	The Executive Summary should have a few points
· General Background
· Problem Statement
· Key Methodology
· Major findings and their implications
· Interpretation of Findings
· Impact on future research and engineering practice
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[bookmark: _Toc367463311]Introduction
[bookmark: _Toc316032124][bookmark: _Toc367463312]1.1 First Subchapter Should Be Underlined in Document
	Use standard indent of 0. 5” and write in “normal” style for text in paragraphs. Everything should be double spaced with “0pt” for “Before” and “After” under Paragraph settings.
[bookmark: _Toc316032125][bookmark: _Toc367463313]1.1.1 Second Subchapter Should be Italicized in Document
	Use standard indent of 0.5” and write in “normal” style for text in paragraphs. Each chapter is formatted in this same way, please see the next chapter for instructions on formatting figures and tables. New chapters should always begin at the top of a new page.
	Equations are numbered according to chapter. Each equation should be formatted as:

	X2=100			(1.1)
where X= the probability of something.

Include punctuation at the end of the equation because it completes the previous sentence. It is not necessary to compile equations in a list at the beginning of the report. They are numbered so that you can reference them easily in text. For example, refer to equation 1.1 and notice that there should be a blank line before and after the equation. The next equation in this chapter would be 1.2, and the next equation after that would be numbered 1.3, and so on. 
If something being described needs to be cited, this can be done parenthetically at the end of the sentence using the author’s last name and the publishing year or the number of the reference, if using a numbered reference system (AASHTO 1997). The previous sentence uses an “author-date” citation, and this sentence features a numbered reference (1). Use one system or the other: not both.






[bookmark: _Toc367463314]Literature Review
Please insert a page break before the beginning of each chapter if needed to make it start as a right side page.  You can put introductory text before you begin the subchapters. It should appear with the same formatting as other paragraphs.
2.1 Formatting a Table
	Tables and figures are numbered following the Chicago Manual of Style, and the labeling consists of two numbers separated by a decimal point with a text title following. The first number is the same as the chapter number and the second number is sequential for tables or figures, depending on which it is. 


Table 2.1 The title goes above the table

	Animal
	Color
	Age (in years)

	Dog
	Brown
	3

	Cat
	Black
	4

	Fish
	Orange
	1





Thus, since this is the first table of Chapter 2, it is table 2.1. Notice that in-text references to figures and tables are lowercase. If they happen to appear in parentheses, abbreviate figure (see fig. 2.1). Notice that on the table, the label appears above, and the table number. The whole label is centered and uses sentence-style capitalization. Notice that there is one whole blank line before and after the table. The same spacing should be applied to figures.
The next table in this chapter would be 2.2 and the following would be 2.3 and so forth. The tables are numbered the same way, but tables and figures are numbered independently of one another. In other words, if I include a figure and then include a table, the figure would be 2.1 and the table would also be 2.1.
[bookmark: _Toc316032127][bookmark: _Toc367463315]2.2 Formatting a Figure
	Formatting a figure is essentially the same as formatting a table, but the title goes below the figure (see fig. 2.1).

[image: http://students.washington.edu/pes/Images/UW%20Seal.GIF]
Figure 2.1 The title is placed below for figures

Notice that the title and numbering for figures is below the figure but, similar to the table, it is centered with only the word “figure” and the figure number are bolded.
	As with the table, please leave a full space before and after the figure, then continue the text. Look at the List of Figures in the beginning of the document. Note that the list is single-spaced.


[bookmark: _Toc367463316]Study Site/Data
3.1 Alternative Text Guidelines
	Alternative text is text associated with an image that serves the same purpose and conveys the same essential information as the image. In situations where the image is not available to the reader (perhaps because they have turned off images in their web browser or are using a screen reader due to visual impairment), the alternative text ensures no information or functionality is lost.
	The following guidelines should be used when writing alt text:
· Alt text should describe all the important information in the image but not every physical detail: only what is important to its meaning and understanding.
· Alt text should not duplicate information provided in the content of the page or in the caption.
· Alt text should begin with the figure number and a word that describes the type of image, e.g., “Figure 3.1 is a photo of …” or “Figure 5.1 is a graph of …”
· For a simple or decorative image, such as a logo, provide only brief description. If more information would be useful to convey the meaning of the image, this should be included. Purely decorative images, which add no meaningful information to a page, such as bullets or page dividers, do not require alt text.
· Alt text for images that contain detailed information, such as technical diagram, chart, or graph, must include all relevant data, unless already described in the page text.
· Images that are linked must include a description of the destination or the purpose of the link.
· Information that would benefit both sighted viewers and those using screen readers should not be included in alt text but should be included in the image’s caption. The alt text and caption should supplement each other, with the alt text written for screen readers and the captions written for all readers.
	Inserting Alt Text:
· Word 2007: Right-click on the image, select Size. Select Alt Text and replace the image file name that automatically appears with appropriate alt text.
· Word 2010: Right-click on the image, select Format Picture. Select Alt Text, then Description and add the appropriate text.
3.2 Figure Example with Alternative Text
	Below is another figure example with alternative text. 

[image: https://upload.wikimedia.org/wikipedia/commons/6/6b/American_Beaver.jpg]
Figure 3.1 This is another example

Notice the space before and after the figure.


[bookmark: _Toc367463317]Method
[bookmark: _Toc367463318]This section should discuss your research approach, including your approach for collecting data, what type of data was collected if any, and any participants, or apparatus/equipment description you used.
[bookmark: _Toc367463319]4.1 How to layout the headers
The Styles can be found under Home – Styles.  Chapter headers will use the “Pactrans Chapter”, Subchapters will use “Pactrans First Subchapter” and have the format of 1.1 or 1.2 for the first two subchapters.  
[bookmark: _Toc367463320]4.1.1 How to Layout the Second Subchapter
Second Subchapters will use the title “Second Subchapters”, will be italicized, and will be numbered 1.1.1 and 1.1.2 if they are within the first Subchapter.



[bookmark: _Toc367463321]Results
[bookmark: _Toc367463322]This section should discuss the findings of your data analysis, statistical or mathematical modeling.
[bookmark: _Toc367463323]5.1 Subchapter Title
Text
[bookmark: _Toc367463324]5.1.1 Subchapter Title
Text goes here


[bookmark: _Toc367463325]Discussion
[bookmark: _Toc367463326]This section should discuss the implications of your findings (from Chapter 5), and any study limitations or constraints encountered.
[bookmark: _Toc367463327]6.1 Subchapter Title


[bookmark: _Toc367463328]Conclusions and Recommendations
[bookmark: _Toc367463329]This section should discuss your what insights your study can provide.  What are the implications/recommendations for future research, policies, or education?
[bookmark: _Toc367463330]7.1 Adding References and Appendix
	Use the same headers as before, but highlight the Chapter in the title and delete.
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[bookmark: _Toc316032129][bookmark: _Toc367463332]Appendix A Extra Information
	Here, you might include extra information that the reader might find useful. It’s also where you could put information that did not warrant the space in the body of the report. Figures and tables may appear in the appendices: they do not need to be listed in the List of Tables or List of Figures, but should be labeled according to appendix and using the same numbering system as the rest of the document, as seen below in figures A.1 and A.2.

[image: Figure A.1 is a photo of a lighthouse.]
Figure A.1 Figure example

[image: Figure A.2 is a photo of a field of yellow tulips.]
Figure A.2 Here is another figure in the appendix
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