
 

The title of this document is 

longer than most and there are 

more people mentioned than is 

common, but this title page 

provides the four required bits 

of information: title, name of 

the author (or authoring 

organization), name of recipient 

(or receiving organization), and 

date (or time span covered) 



  

Disclaimers and legal pages are 

not uncommon. These are 

generally written by lawyers or 

provided by the employer. 

Writers tend to insert them as 

boiler plate (ready-made text 

that is inserted repeatedly into 

different reports). In some cases 

disclaimers are part of the 

corporate template. 

Note that the 

pagination of the 

orientation (or 

navigation) section is 

in lower-case Roman 

numerals because it is 

not part of the report. 

The report really 

starts after the Table 

of Contents or List of 

Tables and Figures (if 

included).  

The header identifies the report, 

usually by title, in this case by project 

code. This is so that if a printed page 

becomes separated from the rest of 

the report, it is easy to sort and file.   



 

The acknowledgements 

could have been put on 

the same page as the 

Disclaimer.    



  

The summary is a complete, but highly condensed second version of the 

report, focusing on the key information: the purpose of the report, your 

methodology, the conclusions, and the recommendation.    

Note that the summary could also have been placed after the List of Tables 

and Figures, just before the Introduction. In that case, it would have had 

page number 1. 



 

Because the appendices are tabbed, they 

don’t require page numbers. In fact, 

because you may be inserting pages that 

have their own page numbers (like 

copies of manuals or specifications) we 

don’t paginate the appendices at all.  

It’s a flaw in Word, however, that the 

page numbers will always appear in the 

ToC, even if you don’t put them in the 

header.  

MS Word will 

generate the table 

of contents, as long 

as you have applied 

heading styles 

(from the Styles 

Section on the 

Home Ribbon) to 

your various levels 

of headings.  

Figure 7.4 (in 

Chapter 7) 

illustrates how to 

generate a Table of 

Contents in Word. 

Other word 

processing 

software offer the 

same function.  



  

Like the Table of 

Contents, MS Word 

will generate the 

lists of figures and 

tables for you, as 

long as you have 

applied the caption 

style (from the 

Styles Section on 

the Home Ribbon) 

to the figure and 

table captions.  

Figure 7.4 (in 

Chapter 7) 

illustrates how to 

generate these lists 

in Word. Other 

word processing 

software offer the 

same function.  



 

The report starts 

here, after the List 

of Tables. Note 

that the page 

numbering has 

changed style (to 

Arabic numerals) 

and location (to 

the top right 

corner). This 

change in location 

is not required, 

but the Arabic 

numerals are.  

The footer usually 

provides 

document 

identification 

information (like a 

project number 

and draft 

number). In this 

case, the title is 

too long for the 

header (where a 

page number is 

required), so the 

title has been put 

in the footer. 

That’s fine, as 

long as all the 

necessary 

information to 

identify the report 

and page number 

are on the printed 

page. 



  

Note that every heading 

has some text beneath 

it. You cannot follow a 

heading with a 

subheading. In this case, 

the introduction to this 

section describes the 

organization of the 

section, that is, it 

introduces the 

subsections. 



 

Note that every 

appendix has been 

introduced precisely 

where the reader would 

most benefit from 

looking at it. Note that 

they have also been 

introduced in alphabetic 

order (the way the 

figures are referred to in 

numeric order) 
Indenting can 

be an 

effective way 

to indicate 

subsections, 

but you 

should only 

indent one 

level of 

subheading. 

You don’t 

want too 

many 

margins or a 

text column 

that gets 

increasingly 

skinny. 

To use an acronym, you 

first need to define it, 

unless you are sure that 

all your readers will 

recognize it without 

having it defined.  



  

Figures must be 

introduced in the 

preceding text.  If you did not create the 

graphic yourself, you 

have to provide a source 

citation. 

It can be awkward if the 

graphic already includes 

a title, but the figure still 

requires a figure title 

(caption) for consistency 

and so that it will show 

up in the List of Figures. 



 

Tables are treated like 

figures. They are 

introduced in the 

preceding text, 

numbered 

sequentially (and 

separately from 

figures), and require a 

table title (caption). 

Table titles go above 

the table so they are 

closer to the column 

headers. This makes it 

quicker for readers to 

comprehend the 

purpose and layout of 

the table.  

Note that the table 

was inserted as a 

figure from another 

document, but it is 

still a table, so it was 

introduced as such. 

See the table on page 

7, created by the 

author, for 

comparison.  

If you didn’t create 

the table, provide a 

source. If you 

created the table 

with someone 

else’s information, 

provide a data 

source, for e.g., 

“Data source: 

Township of 

Langley, 2011”  



  



 

This is an 

alternative way to 

cite the source of 

data, in a footnote.  



  



 



  



  



  

MS Word has a 

citation function 

(on the References 

Ribbon) that will 

keep track of your 

sources and 

generate in-text 

citations and the 

References section. 

See Chapter 9 of 

the textbook on 

how to do so.  



 

  

Because this appendix is 

only one page long, the 

title and the content can 

be on the same page. 

But if the appendix 

breaks across the page 

(is more than one page 

long), you need a title 

page instead of just a 

title.   



 

 



 
This is the title page for 

Appendix C. The 

drawings, spanning 

more than 1 page and 

probably printed on 

tabloid size paper (11” x 

17”), start on the 

following page. 

Appendices are tabbed, 

that is, they have a tab 

sticking out beyond the 

right margin, labelled 

with the appendix’s 

identifying letter, in this 

case “C.” 


