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Chapter 1: Introduction 

 Each chapter and other main headings should begin on a new page. The chapter 

number and title should be placed on the same line of text at the beginning of each 

chapter. The heading is formatted consistently with other main headings in the document.  

Spacing is consistent throughout the body of the document (1.5 or double-spaced). The 

first line of each new paragraph should be indented consistently with other paragraphs in 

the body of the document. TAD Services recommends using the Tab key to indent each 

paragraph to .5”. 

Additional Formatting Tips 

1. Be sure that all headings of the same level are consistent throughout the 

document. Modifying heading styles in Microsoft Word to match your style guide, 

and then applying them to the headings in the text, is the most efficient way to 

make sure they appear consistent throughout the document. Using this function 

also makes it easy to automate the Table of Contents.  

2. Be sure there is no space applied to text in the body of your document: highlight 

the text, right click and select “Paragraph…”. In the dialog box, under Spacing, 

both “Before” and “After” should be set to 0 pt. 

3. Lists of the same type should be formatted consistently throughout the document. 

4. Nothing in the document should fall into the margins. 

Sample Chapter Format 



 

 

Appendix A: Sample  

 The appendices include materials that interrupt the flow of the body of the 

document. The heading for each appendix is descriptive, formatted consistently with 

other main headings in the document, and appears in the Table of Contents. Margins and 

page numbers in appendices are formatted consistently with the rest of the document; 

however, text, tables, figures, and other information may be in any format. Items and text 

contained in appendices must fall within the margins of the document. 

Tables and figures that appear in the appendices are not required to have 

corresponding entries in the List of Tables/List of Figures. However, if a table/figure is 

formatted with a number designation in its title/caption, it must also appear in the 

appropriate list in the beginning of the document.  
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