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Notes:
1. Print a hard copy of this template for reference during report creation.
2. Delete this note section and type in appropriate information on the cover page, keeping same paragraph styles that are applied. Move title and date up a few lines.
3. Delete all pages after the Acknowledgments page, or after the table of contents page, if there is no acknowledgments section; then apply appropriate styles, such as Body Text, as you import or type text. In Word, paragraph styles are found in the Formatting toolbar.
4. Refer to the “Guidelines for Reports” document for additional instructions.
5. Arial 12 point is the default font for CalRecycle reports, brochures, fact sheets, and other printed matter. Times New Roman, a serif typeface, should no longer be used.
Use of a 12-point sans serif font brings CalRecycle into compliance with California standards for enhancing document accessibility for low-vision or visually-impaired web users.
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Table of Contents (Heading 1 style)
[bookmark: _Toc463236950][bookmark: _Toc469384366][bookmark: _Toc463236948][bookmark: _Toc469384364]Generate the table of contents last (steps are below). 
Number this page “i.” If the number does not appear as the Body Text font (Times New Roman), select the number and apply that style. In the style box of the Formatting toolbar, you may see “Page Number” as the style in the style box instead of “Body Text.” But the appearance of the number should change to resemble the Body Text style.
Steps to automatically generate a table of contents in Word 2000:
The table of contents can be automatically generated if you have used appropriate paragraph styles (i.e., Heading 1, Heading 2) throughout the document. In Word 2007 paragraph styles are found in the upper-right corner of the screen on the Formatting toolbar. “Normal” appears by default with a pull-down menu.
Select Insert/Index and Tables and then select the Table of Contents tab.
In the Show Levels box, type “2.”
Select the Options tab. In the TOC Level boxes, type a 1 after Appendix Cover and Heading 1 and a 2 after Heading 2. Make sure all other boxes are empty.
Select the Okay tab. The table of contents will be automatically generated.
You will see a “Table of Contents” entry. Manually delete this line by positioning your cursor to the right of the page number for “Table of Contents” (it should be “i.”). Select the Backspace key and then the Delete key.
To update the page numbers, right-click on the Table of Contents, select “Update Field.” Then select “Update page numbers only” and the Okay tab.
Note: You may encounter some problems, but CalRecycle’s Public Affairs staff can make final changes to the table of contents during the review process.
If this is the last page before the Executive Summary, you will need to insert a New Page section break at the end of this page, in order to switch numbering to Arabic numerals.

Acknowledgments (Heading 1 style)
Use these paragraph styles:
Body Text
Body Text Bullets
1. Body Text Numbers (If the numbering does not start at “1,” restart the numbering under Format/Bullets and Numbering and select “Restart Numbering.”)

This section is optional, not a standard requirement. If an acknowledgments page is included, number the page in lower-case Roman numerals. If there is not an acknowledgments page, leave the page blank, but number it in lower-case Roman numerals.
The acknowledgments section can be in two-column format if the acknowledgments lend themselves to that format (e.g., if you are providing a list of authors and their addresses). Include here acknowledgments, when appropriate, to those who worked on the report, including the CalRecycle divisions, and other agencies or individuals that contributed.
If this is the last page before the Executive Summary, you will need to insert a New Page section break at the end of this page, in order to switch numbering to Arabic numerals.


Executive Summary (Heading 1 style)
Use these paragraph styles:
Heading 2
Heading 3
Body Text
Body Text Bullets
1. Body Text Numbers (If the numbering does not start at “1,” restart the numbering under Format/Bullets and Numbering and select “Restart Numbering.”)

Number this page “1” and the succeeding pages in consecutive order. Always position it on the right. If the number does not appear in the Body Text style (Times New Roman), select the number and apply that style. You may see “Page Number” as the style in the style box on the Formatting toolbar, but the appearance of the number should change to resemble the Body Text style.




Introduction and Other Main Sections (Heading 1 Style)
Use these paragraph styles[footnoteRef:1]: [1:  Use the formatting guidelines on this page for the Introduction section and all other sections preceding the bibliography. Also note that explanatory information should be placed in a footnote, with a symbol as indicator. (This footnote is an example.) Use Word’s automatic feature for inserting footnotes. ] 

Heading 2
Heading 3
Heading 4
Heading 4
Body Text
Body Text Bullets
Body Text Numbers (If the numbering does not start at “1,” restart the numbering under Format/Bullets and Numbering and select “Restart Numbering.”)
These sections should be in a one-column format. Pages can be either right- or left-sided.
Apply Heading 1 to titles of all major sections. As you format the report, decide whether you want each section title to be placed directly after the previous section (on the same page), or to start on a new page. A guide to follow, in keeping with CalRecycle’s mission of reducing waste (including paper waste): if one section ends at the top of a page and leaves at least two-thirds of it blank, start the next section directly afterwards.
Use these paragraph styles for tables:
Table Title (always place title outside table)
	Table Head (for column headings)
	
	
	

	Table Text
	
	
	



Notes on table creation: After typing title, follow these steps:  
1. Press “Enter.”
2. Insert a table.
3. Select the first row and apply the Table Head style. If the table will cover more than one page, select Table/Heading Rows Repeat so the heading row repeats on the next page(s). Also, apply a 20 percent gray fill to the row.
4. Select the remaining rows and apply the Table Text style.
5. Type in text as appropriate.


Abbreviations and Acronyms (Heading 1 Style)
Use Body Text paragraph style.
This section should be in one-column format.

Glossary of Terms (Heading 1 Style)
Use Body Text paragraph style.
This section should be in one-column format.






Appendix [letter] (Appendix Cover style)
Title (Appendix Cover style)

This should be a right-side page, and the back of the page should be blank and numbered.
Note: This appendix cover page may not be necessary for a brief appendix. If the cover page is not used, apply the Heading 1 style to the appendix title, with the body of the appendix immediately following, using other styles as appropriate (see following page).

Appendix Title (Heading 1 style)
If the previous appendix cover page is not used, include a title on this page, as shown above.
If an appendix cover page is used, do not include a title on this page.
Use these styles for text in an appendix:
Heading 2
Heading 3
Body Text
Body Text Bullets
· Body Text Numbers (If the numbering does not start at “1,” restart the numbering under Format/Bullets and Numbering and select “Restart Numbering.”)
Use these paragraph styles for tables in an appendix:
Table Title (always place title outside table)
	Table Head (for column headings)
	
	
	

	Table Text
	
	
	



Notes on table creation: After typing title, follow these steps:  
1. Press “Enter.”
2. Insert a table.
3. Select the first row and apply the Table Head style. If  the table will cover more than one page, select Table/Heading Rows Repeat so the heading row repeats on the next page(s). Also, apply a 20 percent gray fill to the row.
4. Select the remaining rows and apply the Table Text style.
5. Type in text as appropriate.
6. Sometimes when a column contains only numbers, the column will look better if the numbers are right-justified close to the center of the column: After typing in the numbers, select the column contents (except for the heading). Then move the “Right Margin” tab on the ruler to the left a short distance. With text still selected, right-justify the text (quick key combination is Control-R).
Except for the appendix cover page, appendix pages may be in landscape orientation if necessary.

Bibliography (Heading 1 style)
Use Bibliography paragraph style. This style will start the first line at the normal position but will indent the successive lines one-half inch.
This section should be in one-column format.
Use a bibliography to list references consulted in preparing the report, as well as those cited in the source reference notes.
In bibliographical entries, list the author's (or editor's) last name first, and list all entries alphabetically. If there is no author, start the entry with the name of the document. If the bibliography contains more than one work by the same author, replace the author's name with a long dash (using three em dashes or six hyphens) in all entries after the first.
Examples of correct bibliographical listings are below. Note the listings for an e-mail source (Goudy) and a Web source (Zelnick).
Brooks, Bill and Jerry Powell, “How the Waste Paper Export Market Operates,” Resource Recycling, January 1990, pp. 16–19, 67–68. 
Easton, Nina, “An Economic Agenda in Search of a President,” Business Week, March 28, 1988, pp. 88–90.
Goudy, Allie <Allie_Goudy@ccmail.wiu.edu>, “Continuing Education and Paraprofessionals,” November 3, 1998, office communication (April 23, 1999). [Date in parentheses refers to date of access.]
Facing America’s Trash: What's Next for Municipal Solid Waste? U.S. Congress, Office of Technology Assessment, Washington, D.C., 1989.
Galbraith, John Kenneth, The Affluent Society, rev. ed., NAL-Dutton, New York, 1963.
———, The Good Society: The Humane Agenda, Houghton Mifflin, Boston, 1997.
Sitarz, Daniel (ed.), Sustainable America: America’s Environment, Economy, and Society in the 21st Century, EarthPress, Carbondale, Ill., 1998.
Zelnick, Nate, “Wireless Net Access Gets Renewed Push,” Internet World, November 16, 1998, <www.iw.com/print/current/news/19981116-wireless.html> (February 26, 1999). [Date in parentheses refers to date accessed.]



Source Reference Notes (Endnotes, 
Heading 1 Style)
Use Endnote Text style, which will be automatically selected when endnotes are generated in Word.
This section should be in one-column format.
Endnote entries should generally be in the same format as bibliography entries. Note these differences, however:
1. Entries should be numbered with Arabic numerals (Generate the endnote automatically in Word, selecting an option that enables the endnote to be numbered with Arabic numerals. Note: The Word program will automatically insert a superscript number. Leave this number as is, and CalRecycle will later format the endnote so it appears as in the examples below).
1. The Endnote Text style will indent the first line of your note one-half inch. Other lines in the endnote will start at the normal position.
1. Authors’ names should be typed first name first.
1. Include page numbers or other specific information directing reader to location in publication where cited material is found.
1. If the note refers to a work that was fully identified in the note immediately preceding, it may be shortened by using “Ibid.” (meaning “in the same place”). Do not italicize or underline “Ibid.”
Examples of Endnotes
1. Deborah Tannen, For the Sake of Argument, Random House, New York, 1998, pp. 61–62.
2. Ibid., p. 94.
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