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CALLOUT LISTINGS 
 
Agenda, Meeting, R-11A  

1. Press ENTER 5 times to begin the first line 2" from the top of the page. 
2. Center and type the name of the committee or company in all-caps, bold, 14-point font. 

Press ENTER 2 times. Type the rest of the agenda in 12-point font. 
3. Center and type "Meeting Agenda" in upper- and lowercase letters in bold, 12-point 

font. Press ENTER 2 times. 
4. Center and type the date and time (if included) in upper- and lowercase letters in bold, 

12-point font. Press ENTER 2 times. 
5. Type all agenda items as a numbered list using Word's default list format. 

 
Bibliography, R-9B 

1. Press ENTER 5 times to begin the first line 2" from the top of the page. 
2. Type the date and press ENTER 4 times. 
3. Type the inside address and press ENTER 2 times. 
4. Type the salutation and press ENTER 2 times. 
5. Type the body and press ENTER 2 times after each paragraph, including the last one. Do 

not indent the paragraphs in a block-style letter. 
6. Type the complimentary closing and press ENTER 4 times to leave room for the 

handwritten signature. 
7. Type the reference initials (the initials of the person who typed the letter) in lowercase 

letters, no spaces, and 2 lines below the writer's identification. 
8. Type a delivery notation (for example, "By Fax") on the line below the enclosure 

notation, if used, or on the line below the reference initials. 
 
E-Mail Message, Microsoft Outlook, R-5C 

1. There is no standard format specifically for e-mail messages, but most writers use a 
block format. Include a salutation and perhaps a complimentary closing in an e-mail 
message. 

2. An e-mail message is automatically time-stamped when it is sent, so there is no need to 
type a date line. 

3. Type a descriptive name for the subject of the message in upper- and lowercase letters. 
4. E-mail attachments can contain dangerous computer viruses. Never open an 

attachment from an unknown source. 
5. Reread your message before sending. An e-mail message, just like any business letter, 

should be considered a permanent record. If you wrote the message emotionally, 
consider saving a draft and rereading it later before sending it. 

6. Press ENTER 2 times before and after each paragraph. 
7. The signature line(s) often include the writer’s name, street address, telephone number 

or voice mail number, e-mail address, fax number, and other helpful data. 
 
E-Mail Message, MSN Hotmail, R-5D 

1. There is no standard format specifically for e-mail messages, but most writers use a 
block format. Include a salutation and perhaps a complimentary closing in e-mail 
messages. 
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2. An e-mail message is automatically time-stamped when it is sent, so there is no need to 
type a date line. 

3. Type a descriptive name for the subject of the message in upper- and lowercase letters. 
4. E-mail attachments can contain dangerous computer viruses. Never open an 

attachment from an unknown source. 
5. Reread your message before sending. An e-mail message, just like any business letter, 

should be considered a permanent record. If you wrote the message emotionally, 
consider saving a draft and rereading it later before sending it. 

6. Press ENTER 2 times before and after each paragraph. 
7. The signature line(s) often include the writer’s name, street address, telephone number 

or voice mail number, e-mail address, fax number, and other helpful data. 
 
Itinerary, R-11C 

1. Press ENTER 5 times to begin the first line 2" from the top of the page. 
2. Insert an open table with 2 columns and the desired number of rows. In the first merged 

row, type and center "ITINERARY" in all caps, 14 -point bold font. Press ENTER 2 times. 
Type the remaining lines in 12-point font. 

3. Type and center the subtitle in upper- and lowercase letters, bold, 12-point font. Press 
ENTER 2 times. 

4. Type and center the date in bold, 12-point font. Press ENTER 1 time. 
5. Format the body of the itinerary as a 2-column open table. Manually adjust column 

widths as needed. 
6. The days for which the itinerary is being prepared are formatted as section headings. 

Type the day of the week followed by a comma and the date in all-caps and bold in 
Column A. Press ENTER 1 time after each section heading. 

7. Type specific times in Column A. In the corresponding cell in Column B, type related 
narratives, including phone numbers and other details. Press ENTER 1 time at the end of 
last paragraph in the corresponding cell in Column B. 

 
Legal Document, R-11D 

1. Before typing a legal document, set all required tabs. In this document, set left tabs at 
1" and 3.25"; set a right tab at 6.5". 

2. Add line numbers to all court documents for easy reference. 
3. Press TAB as many times as needed to position information as required by a given legal 

document. 
4. Type 1 space and 20 underscores following "NO." 
5. Press ENTER 2 times above and below paragraphs. 
6. Press TAB to indent all paragraphs 1 inch from the left margin. 
7. Type 1 space, 5 underscores, and 1 space for a date line. 
8. To type a signature line, press ENTER 2 times; then press TAB 2 times to move to the 

centerpoint; type the signature line and extend the line to the right margin. 
 
Letter, Application, Block Style, R-12B 

1. Press ENTER 5 times to begin the date 2" from the top of the page. Since this letter is 
formatted in block style, type all lines at the left margin. Type the date and press ENTER 
4 times. 

2. Application letters addressed to "To Whom It May Concern" or to someone who no 
longer works there seldom gives a good impression. Find out the name and title of the 
appropriate person, and use it in the inside address. 
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3. Type the inside address and press ENTER 2 times. 
4. Type the salutation and press ENTER 2 times. 
5. Press ENTER 2 times after each paragraph in the body, including the last paragraph. Do 

not indent the paragraphs in a block-style letter. Limit your application letter to one 
page. 

6. Type a formal complimentary closing such as "Sincerely," and press ENTER 4 times to 
allow room for your signature. When you print out the letter, sign it neatly and legibly. 

7. Type your full name and complete address in the writer's identification lines with each 
element on a different line. Press ENTER 2 times, and type “Enclosure” to indicate that 
an item (in this case, your resume) has been enclosed with the letter. 

8. Proofread your application letter several times. It must be perfect in every way. 
 
Letter, Business, Block Style, R-3A 

1. Press ENTER 5 times to begin the date 2" from the top of the page. Since this letter is 
formatted in block style, type all lines at the left margin. Type the date and press ENTER 
4 times. 

2. The date line includes the month, day, and year the letter is typed. Type the date and 
press ENTER 4 times. 

3. The inside address includes the name and address of the party to whom the letter is 
written. Type the inside address and press ENTER 2 times. 

4. The salutation is the opening greeting of the letter (shown here with standard 
punctuation—a colon after the salutation and a comma after the complimentary 
closing). Type the salutation and press ENTER 2 times. 

5. The body is the message of the letter. Press ENTER 2 times before and after each 
paragraph of the body, including the last paragraph. Do not indent the paragraphs in a 
block-style letter. 

6. Place quoted material that is 4 or more typed lines in a separate, displayed paragraph 
(single-spaced and indented 0.5" from the left and the right margins). Press ENTER 2 
times above and below the displayed paragraph. 

7. The complimentary closing is the closing farewell (shown with standard punctuation—a 
colon after salutation and a comma after complimentary closing). Type the 
complimentary closing, and press ENTER 4 times to leave room for the handwritten 
signature. 

8. The writer's identification includes the typed name and usually the title of the writer. 
The title may include a department name. Type the writer's identification, and press 
ENTER 2 times. 

9. Type the reference initials (the initials of the person who typed the letter) in lowercase 
letters, no spaces, 2 lines below the writer's identification. 

 
Letter, Business, Executive Stationery, R-4A 

1. Press ENTER 5 times to begin the date 2" from the top of the page. Use 1" side margins 
for a business letter typed on executive stationery (7.25" by 10.5"). 

2. Type the date and press ENTER 4 times. 
3. Type the inside address and press ENTER 2 times. 
4. Type the salutation and press ENTER 2 times. 
5. Type the body and press ENTER 2 times after each paragraph, including the last one. Do 

not indent the paragraphs in a block-style letter. 
6. Type the complimentary closing and press ENTER 4 times to leave room for the 

handwritten signature. 
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7. Type the reference initials (the initials of the person who typed the letter) in lowercase 
letters, no spaces, and 2 lines below the writer's identification. 

8. Type a delivery notation (for example, "By Fax") on the line below the enclosure 
notation, if used, or on the line below the reference initials. 
 

Letter, Business, Formatted for Window Envelope, R-4C 
1. Format a letter to be placed in a window envelope with special spacing that will allow 

the inside address to appear in the envelope's window. Press ENTER 5 times to begin 
the date 2" from the top of the page. 

2. Type the date and press ENTER 3 times. 
3. Type the inside address and press ENTER 3 times. 
4. Type the salutation and press ENTER 2 times. No colon is used after a salutation with 

open punctuation. 
5. Type the body and press ENTER 2 times after each paragraph, including the last one. Do 

not indent the paragraphs in a block-style letter. 
6. Type the complimentary closing. No colon is used after the compliment with open 

punctuation.  Press ENTER 4 times to leave room for the handwritten signature. 
7. Type the writer's identification and press ENTER 2 times. Type reference initials (the 

typist's initials) in lowercase letters, no spaces. 
 
Letter, Business, Half-Page Stationery, R-4B 

1. Press ENTER 4 times to begin the date 2" from top of page to allow space for the 
company letterhead. Use 0.75" side margins for a business letter typed on half-page 
stationery (5.5" by 8.5"). Type all lines at the left margin. 

2. Type the date and press ENTER 4 times. 
3. Type the inside address and press ENTER 2 times. 
4. Type the salutation and press ENTER 2 times. 
5. Type the body and press ENTER 2 times after each paragraph, including the last one. Do 

not indent the paragraphs in a block-style letter. 
6. Type the complimentary closing and press ENTER 4 times to leave room for the 

handwritten signature. Type the writer's identification and press ENTER 2 times. 
7. Type reference initials (the typist's initials) in lowercase letters, no spaces, 2 lines below 

the writer's identification. 
 
Letter, Business, Modified-Block Style, R-3B 

1. Set a left tab at 3.25" (the centerpoint); type the date, complimentary closing, and 
writer's identification at the centerpoint. 

2. Press ENTER 5 times to begin the date 2" from the top of the page; press TAB 1 time to 
move to centerpoint; type the date; press ENTER 4 times. 

3. Type the inside address and press ENTER 2 times. 
4. Type the salutation, and press ENTER 2 times. 
5. In a modified-block-style letter, block the first lines of paragraphs, as shown here. Type 

the body and press ENTER 2 times after each paragraph, including the last one. 
6. Press ENTER 2 times to begin the multiline list. Type the single-spaced list using Word's 

default format. Press ENTER 2 times after the last item in the list. If you choose to end 
the list by pressing ENTER, you would press ENTER 3 times under the list. 

7. Press TAB 1 time to move to centerpoint; type the complimentary closing; press ENTER 
4 times. 
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8. Press TAB 1 time to move to centerpoint; type the writer’s name; repeat for the writer's 
title; press ENTER 2 times. 

9. Press ENTER 1 time after the reference initials (typist's initials), and type “Enclosure” to 
indicate that an item has been enclosed with a letter. 

 
Letter, Business, Multipage (page 1), R-5A 

1. Press ENTER 5 times to begin the date 2" from the top of the page. Since this letter uses 
the block style, type all lines at the left margin. 

2. Type the date, and press ENTER 2 times to type the on-arrival notation. 
3. If an on-arrival notation (for example, "CONFIDENTIAL") is used, type it in all caps at the 

left margin. Press ENTER 2 times before and after an on-arrival notation. 
4. Type the name of a foreign country in an inside address on a separate line in all-caps. Do 

not abbreviate the country name. Press ENTER 2 times after the inside address. 
5. If a subject line is used, it is positioned between the salutation and the body of the 

letter. Type "Subject" in upper- and lowercase letters followed by a colon. Press ENTER 2 
times before and after the subject line. 

6. If a table is used in the body of a single-spaced document, press ENTER 2 times before 
typing the table. Type the table, automatically adjust the column widths for all columns, 
and center the table horizontally. 

7. Click outside the table, just under the last row, and press ENTER 1 time in a single-
spaced document. 

8. Do not leave a single line at the bottom or top of a page. At least 2 lines of a paragraph 
should remain, and at least 2 lines should be carried over to the next page. Use Word's 
"keep with next" approach described on p. 32 of the Word Manual. 

 
Letter, Business, Multipage, (page 2), R-5B 

1. Beginning with page 2 of a multipage letter, use the page numbering word processing 
feature to insert a page number in the upper-right-hand corner of each page. 

2. Press ENTER 2 times before the multiline list using the same spacing as the rest of the 
document. Type list using Word's default format for lists. 

3. Press ENTER 2 times at the end of the list. If you choose to end the list by pressing 
ENTER, you would press ENTER 3 times under the list. 

4. Press ENTER 2 times before the complimentary closing. 
5. Press ENTER 2 times after the complimentary closing when using a company name. Type 

the company name in all-caps, and press ENTER 4 times. 
6. Press ENTER 2 times after the writer's identification. 
7. A copy notation (c:) indicates that another person or persons are also receiving a copy of 

that document. Type the copy notation on the line below the reference initials or on the 
line below the enclosure notation or the delivery notation, if used. 

8. A postscript notation is often used to express an idea that needs special emphasis. Press 
ENTER 2 times after the last notation (in this case, a copy notation) and type "PS:" 
before the first word of the postscript. 

9. A blind copy notation (bc:) is used when addressee should not know that other persons 
are being copied. Press ENTER 2 times before blind copy notation. When typing a letter 
with blind copy, print one copy; add the blind copy notation; print another. 

 
Letter, Business, Simplified, R-3C 

1. Press ENTER 5 times to begin the date 2" from the top of the page. In a simplified-style 
letter, type all lines at the left margin. 
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2. The date line includes the month, day, and year the letter is typed. Type the date and 
press ENTER 4 times. 

3. The inside address includes the name and address of the party to whom the letter is 
written. Type the inside address and press ENTER 3 times. 

4. In a simplified-style business letter, no salutation or complimentary closing is used. 
Instead, type the subject line (a few words describing the letter's main topic) in all-caps, 
and press ENTER 3 times. 

5. Type the body and press ENTER 2 times after each paragraph of the body. Do not indent 
the paragraphs in a block-style letter. 

6. Use Word's default format for lists. Use the same line spacing as is used in the rest of 
the document. Press ENTER 2 times before and after list. If you choose to end the list by 
pressing ENTER, you would press ENTER 3 times under the list. 

7. In a simplified-style business letter, no salutation or complimentary closing is used. 
Press ENTER 4 times after the last line of the body to leave room for the signature, and 
then type the writer's name and title in all-caps. Press ENTER 2 times. 

8. Type reference initials (lowercase letters, no spaces), enclosure or attachment 
notations, and a copy notation (c:) as necessary. A copy notation identifies another 
person or persons who will also receive the letter. 

 
Letter, Personal Business, Modified-Block Style, R-3D 

1. Set a 3.25" left tab at the start of the letter. Start the date, complimentary closing, and 
writer's identification at the centerpoint by pressing TAB 1 time. Print a personal 
business letter on plain paper. 

2. Press ENTER 5 times to begin the date 2 inches from the top of the page; press TAB 1 
time to move to centerpoint; type the date; press ENTER 4 times. 

3. Type the inside address. Type the name of a foreign country in an inside address on a 
separate line in all caps. Do not abbreviate the country name. Press ENTER 2 times after 
the inside address. 

4. Type the salutation and press ENTER 2 times 
5. In a modified-block-style letter, block the first lines of paragraphs, as shown here. Type 

the body and press ENTER 2 times after each paragraph, including the last one. 
6. Press TAB 1 time to move to the centerpoint; type the writer’s name; repeat for the 

writer's title; press ENTER 2 times. 
7. Type the writer's return address directly below the writer's name in the closing lines. 

 
Memo, R-4D 

1. Press ENTER 5 times to begin the first line 2" from the top of the page. Type all lines of a 
memo at the left margin. 

2. Turn on bold, type the headings (including the colons) in all-caps; turn off bold, press 
TAB, type the corresponding information, and press ENTER 2 times here and after all 
remaining heading lines. 

3. After the last heading and corresponding information, press ENTER 2 times. Press ENTER 
2 times after all paragraphs. All the lines of the body of a memo are typed at the left 
margin. 

4. If a table is used in the body of a single-spaced document, press ENTER 2 times before 
typing the table. Remove all borders from a ruled table; then apply a top and bottom 
border to Row 1 and a bottom border to the last row. 

5. Type the table, automatically adjust the column widths for all columns, and center the 
table horizontally. 
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6. Click outside the table, just under the last row, and press ENTER 1 time in a single-
spaced document. 

7. Do NOT use a complimentary closing in a memo. However, press ENTER 2 times and 
include reference initials (typist's initials), a copy notation (c:), and 
attachment/enclosure notations as necessary. 

 
Memo Report, R-9C 

1. Press ENTER 5 times to begin the first line 2" from the top of the page. Type all lines of a 
memo at the left margin. 

2. Type headings (including colons) in bold/all-caps; turn off bold, press TAB, type 
information; press ENTER 2 times after all heading lines. If any lines wrap, click in front 
of second line and press TAB until second line aligns with information above it. 

3. Press ENTER 1 time when you are nearing the right margin in a 2-line subject line; press 
TAB at the start of the second line to indent it to the same point as the first line. 

4. After the last heading and corresponding information, press ENTER 2 times. All the lines 
of the body of a memo are typed at the left margin. Press ENTER 2 times after all 
paragraphs. 

5. An endnote reference is inserted automatically at the point of the endnote using Word's 
references/endnotes feature. 

6. Type side headings in bold and all caps, and press ENTER 2 times after each side 
heading. 

7. Press ENTER 2 times before and after lines of list. Type the list using Word's default list 
format using the same line spacing as the rest of the document. 

 
Memo, Transmittal, R-7C 

1. Press ENTER 5 times to begin the first line 2" from the top of the page. Type all lines of a 
memo at the left margin. 

2. Type headings (including colons) in bold/all-caps; turn off bold, press TAB, type 
information; press ENTER 2 times after all heading lines. If any lines wrap, click in front 
of second line and press TAB until second line aligns with the information above. 

3. Press ENTER 1 time when you are nearing the right margin in a 2-line subject line; at the 
start of the second line, press TAB to indent it to the same point as the first line. 

4. After the last heading and corresponding information, press ENTER 2 times. All the lines 
of the body of a memo are typed at the left margin. Press ENTER 2 times after all 
paragraphs. 

5. An attachment notation indicates that something is attached; if used, type it directly 
below the reference initials (typist's initials). 

 
Minutes of a Meeting, R-11B 

1. Press ENTER 5 times to begin the first line 2" from the top of the page. 
2. Insert an open table with 2 columns and the desired number of rows. In first merged 

row, type and center the name of the company or committee in al- caps, 14-point bold 
font. Press ENTER 2 times. Type the rest of the agenda in 12-point font. 

3. Type and center "Minutes of the Meeting" in upper- and lowercase, bold, 12-point font. 
Press ENTER 2 times. 

4. Type and center the date in bold, 12-point font. Press ENTER 1 time. 
5. Format the body of the minutes as a 2-column open table. Manually adjust column 

widths as needed. Type the heading for each section in Column A in all-caps and bold. 
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6. In the corresponding cell in Column B, type each narrative section. After each narrative 
section, press ENTER 1 time. 

7. In Column B, type last line of narrative; press ENTER 2 times. Type the complimentary 
closing; press ENTER 4 times. Type the secretary's name, a comma, and a title. Print the 
minutes and sign before making photocopies for meeting attendees. 

 
Outline, R-7A 

1. Set all tabs at the start of the document. Set a right tab at 0.3"; set left tabs at 0.4" and 
0.7". 

2. Press ENTER 5 times to begin first line 2" from the top of the page. Center the title in all-
caps, 14-point, bold font. Break a 2-line title so that wording on each line make sense. 
Press ENTER 2 times after title. Type the remaining lines in 12-pt. font. 

3. Press ENTER 1 time after the first line in a 2-line title and 2 times after the title. 
4. Type and center the subtitle in upper- and lowercase, bold, 12-point font. Press ENTER 2 

times. 
5. Type and center the writer’s name in upper- and lowercase letters, bold, 12-point font. 

Press ENTER 2 times. Type and center the date in upper- and lowercase letters, bold, 12-
point font. Press ENTER 2 times. 

6. Note that Roman numerals are right aligned. Press TAB 1 time to move to the .3" right 
tab; then type the Roman numeral to ensure that Roman numerals are aligned at the 
right. 

7. Press TAB 1 time, type the Roman numeral with a period, then press TAB again. Type 
the heading in all caps (no bold). Press ENTER 2 times before headings typed in all caps. 

 
References, APA Style, R-10B 

1. For more detailed information on reference list entries, refer to the illustrations in the 
textbook or consult a current APA style guide. Use default 1" margins all around. 

2. Set double spacing and double-space the entire report. 
3. Insert a header, type a shortened title, and insert an automatic page number that 

continues the page-numbering sequence from the previous page right-aligned inside the 
header. 

4. Type "References" centered in upper- and lowercase letters. Press ENTER 1 time 
5. Set a hanging indent and type the first line. Each reference will begin at the left margin. 

Any carryover lines will be indented automatically 0.5" by the hanging indent. 
6. Type each reference carefully. Note the formatting used in each example, including the 

use of italics for the titles of books, magazines, and newspapers. 
 
Report, Academic, R-8C 

1. Press ENTER 5 times to begin the first line of the academic report 2" from the top of the 
page. 

2. Change line spacing to double. Type the title in all-caps, centered, 14-point bold font. 
Double-space a 2-line title. Press ENTER 1 time after the title, and change to 12-point 
font size. Type the remaining lines in 12 point. 

3. If the report includes a subtitle, byline, or date, type each one on a separate line in 
upper-and lowercase letters, centered, in 12-point bold. Press ENTER 1 time after each 
line in the heading block. 

4. Type a byline in upper- and lowercase, centered, bold, 12-point font; then press ENTER 
1 time. Type the date (if used) in upper- and lowercase, centered, bold, 12-point font; 
then press ENTER 1 time. 
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5. Press TAB 1 time at the start of a paragraph and before a paragraph heading. Type a 
paragraph heading in upper-and lowercase letters and bold, and follow it with a period 
and 1 space. Turn off bold. Do not press ENTER before typing text that follows. 

6. Type side headings at the left margin in all-caps using a 12-point, bold font. Press ENTER 
1 time before and after each side heading. 

7. An endnote reference includes source information. The endnote feature automatically 
inserts a superscript (raised, lowercase Roman numeral) at the point of reference in the 
body and a dividing line/endnote number at the end of the report. 

8. Press ENTER 1 time before and after a list. Use Word's default format for all lists using 
the same line spacing as the rest of the document. 

 
Report, Academic, R-8D 

1. Beginning with page 2 of a multipage academic report, use Word's page numbering 
feature to insert a page number in the upper-right-hand corner of each page. 

2. Press ENTER 1 time, type the display lines and the paragraph that follows; select the 
display lines only (not the blank lines above/below), apply single spacing; set 0.5" 
left/right paragraph indents. 

3. An endnote reference includes source information. Word's endnote feature 
automatically inserts a superscript (raised, lowercase Roman numeral) at the point of 
reference in the body and inserts a dividing line and endnote number at the end of the 
report. 

4. Word's endnote feature inserts an automatic underline at the bottom of the report at 
the left margin to separate the body from the endnote references. 

 
Report, APA Style, R-10A 

1. Use default 1" margins all around. Set double spacing and double-space all lines. Insert a 
header, type a shortened title, and insert an automatic page number that continues the 
page-numbering sequence from the previous page right-aligned. 

2. Double-space the entire report. Center and type the report title in upper-and lowercase 
letters (no bold). If the title wraps to a second line, divide the words so the parts of the 
title will make sense to the reader. Press ENTER 1 time after the title. 

3. The byline (if included) contains the name of the report writer. Center and type it in 
upper- and lowercase letters (no bold). Press ENTER 1 time after the byline. 

4. Press TAB 1 time to indent each paragraph 0.5 inch. 
5. This is an example of an author/year citation. For more detailed information on 

reference list entries, refer to the illustrations in the textbook or consult a current APA 
style guide. 

6. Type main headings centered, using upper-and lowercase letters. Press ENTER 1 time 
before and after a main heading. 

7. Type subheadings at left margin in italics using upper-and lowercase letters; press 
ENTER 1 time before and after a subheading. 

 
Report, Business, Left-Bound, R-9A 

1. Set a left margin at 1.5" to allow room for a left binding. 
2. Press ENTER 5 times to begin 2" from the top of the page. Center/type the title in all-

caps, 14-point bold font. Press ENTER1 time after the first line of the title and 2 times 
after the last line. Type the remaining lines in 12-point font. 

3. Type the subtitle (if included) in upper- and lowercase letters, centered in 12-point bold. 
Press ENTER 2 times after the subtitle. 
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4. The byline (if included) is the name of the report writer. Type the byline in upper- and 
lowercase letters, centered, in bold with a 12-point font size. Press ENTER 2 times after 
the byline. 

5. Type the date (if included) in upper-and lowercase letters centered, in bold with a 12-
point font size. Press ENTER 2 times after the date or after the last line in the heading 
block. 

6. Press ENTER 2 times before and after each side heading, and type side headings in all-
caps and bold at the left margin. 

7. Press ENTER 2 times before a paragraph heading. Type it at the left margin in upper-and 
lowercase letters and bold, and follow it with a bold period and 1 space; turn off bold. 
Do not press ENTER before typing the text following the heading. 

8. Use Word's default format for all lists using the same line spacing as the rest of the 
document. 

9. Word's footnote feature automatically inserts a superscript numeral in the report body 
at the point of reference and a dividing line at the bottom of the page to separate the 
body of report from the footnotes. 

 
Report, Business, Multipage, (page 1), R-8A 

1. Press ENTER 5 times to begin the first line 2" from the top of the page. Center and type 
the title in all-caps, 14-point bold font. Press ENTER 2 times after the title. Type the he 
rest of the report in 12-point font. 

2. If the report includes a subtitle, byline, or date, type them on separate lines in upper-
and lowercase letters, centered, in bold with a 12-point font size. Press ENTER 2 times 
after each line in the heading block. 

3. The byline (if included) contains the name of the report writer. Type it in upper-and 
lowercase letters, centered, in bold with a 12-point font size. Press ENTER 2 times after 
the byline. 

4. Type the date (if included) in upper-and lowercase letters centered, in bold with a 12-
point font size. Press ENTER 2 times after the date or after the last line in the heading 
block. 

5. Press ENTER 2 times before and after each side heading, and type side headings in all-
caps and bold at the left margin. 

6. Press ENTER 2 times before a paragraph heading. Type it at the left margin in upper-and 
lowercase letters and bold, and follow it with a bold period and 1 space; turn off bold. 
Do not press ENTER before typing the text following the heading. 

7. Word's footnote feature automatically inserts a superscript in the report body at the 
point of reference and a dividing line at the bottom of the page to separate the body of 
the report from the footnote. 

8. Press ENTER 2 times to begin the multiline list. Type the single-spaced list using Word's 
default format. Press ENTER 2 times after the last item in the list. If you choose to end 
the list by pressing ENTER, you would press ENTER 3 times under the list. 

9. Word's footnote feature places the footnote references at the bottom of the page, 
single spaced at the left margin. No blank lines are inserted between footnotes. 

 
Report, Business, Multipage, (last page), R-8B 

1. Beginning with page 2 of a multipage report, insert an automatic page number at the 
top right of each page. 
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2. Place quoted material that is 4 or more lines in a separate, displayed paragraph (single-
spaced and indented 0.5" from both the left and the right margins). Press ENTER 2 times 
above and below the displayed paragraph. 

3. Press ENTER 2 times before and after each side heading, and type side headings in all-
caps and bold at the left margin. 

4. If a table is used in the body of a single-spaced document, press ENTER 2 times before 
inserting the table. This table includes a table number in the title. 

5. Type the table, automatically adjust the column widths for all columns, and center the 
table horizontally. 

6. This table uses a table note in the last row. Click outside the table, just under the last 
row, and press ENTER 1 time in a single-spaced document. 

7. Word's footnote feature automatically inserts a superscript in the body at the point of 
reference and a dividing line at the bottom of the page followed by the footnote(s). 

8. No blank lines are inserted between footnotes. 
 
Report, MLA Style, R-10C 

1. Use default 1" margins all around. Set double spacing, and double-space the entire 
report. 

2. Insert a header for all pages; type the author’s last name and the page number right-
aligned inside the header and positioned 0.5" from the top of the page. 

3. Type the author's full name, the person to whom the report is being submitted, the 
course name and date, each on its own line at left margin. Type the date in the "day 
month year" format without commas. Press ENTER 1 time after date. 

4. Center and type the report title in upper-and lowercase letters (no bold). If the title will 
wraps to a second line, divide the words so the parts of the title will make sense to the 
reader. Press ENTER 1 time after the title. 

5. Press TAB 1 time to indent each paragraph 0.5". 
6. This is an example of a citation. For more detailed information on citations, refer to the 

illustrations in the textbook or consult a current MLA style guide. 
 
Resume, R-12A 

1. Press ENTER 5 times to begin the first line 2" from the top of the page. Insert an open 
table with 2 columns and 1 row for each section of the resume. 

2. In the first merged row, type and center the name in all-caps, 14 -point Cambria bold 
font. Press ENTER 2 times. 

3. Change to 12-point type. Center and type the address on one line and the telephone 
number and e-mail address, if included, on the next line in upper- and lowercase letters, 
Cambria bold font. Press ENTER 1 time. 

4. Apply a bottom border to Row 1. 
5. Move to Row 2, Col. A; press ENTER 1 time. Type Col. A headings in all caps, bold, Calibri 

12 pt. In the corresponding cell in Col. B, type the corresponding narrative, and press 
ENTER 1 time. Note the use of italics for job titles/business names. 

6. List your most recent job first and work backward. Limit your resume to one page until 
you are well advanced in your career. 

7. For any job descriptions, increase the indent to reposition the information. For any lists, 
decrease the indent until the list is positioned at the left of the column. Include 
accomplishments and achievements that illustrate your job skills. 

8. Decrease the width of Column A to about 1" to accommodate the longest entry and 
provide a small amount of space after the longest entry. 
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Table, Boxed, R-13A 

1. Vertical columns are identified by letter and horizontal rows, by numbers. A cell is 
created where a column and row intersect. Tables with borders are boxed tables; 
without, are open. Center a table horizontally and vertically when alone on page. 

2. Type the title centered, all-caps, bold, 14-point font in Row 1. Press ENTER 1 time. Type 
rest of the table in 12-point font. Type any subtitle centered in upper-and lowercase 
letters, bold, 12-point font. Press ENTER 1 time. 

3. Braced column headings apply to more than one column (for example, "Annual Sales"). 
Click where you want braced heading; merge cells that will hold braced heading; 
center/type braced column heading, 12-point font. 

4. In Row 2, type all column headings in bold upper-and lowercase, 12-point font; center 
and bottom align all column headings. 

5. In columns containing dollar amounts, insert $ sign only before first amount and before 
total amount. Align $ sign with longest amount in column, inserting 2 spaces for each 
missing digit in a number and 1 space for each comma after $ sign as needed. 

6. Align text entries at the left; align number entries at the right. Capitalize only the first 
word and proper nouns. Type all entries with a 12-point font. 

7. This table includes a total line and a table note. Merge the cells in the last row to type 
the note. 

8. Resize the column widths to fit the widest content in each column. 
 
Table, Open, R-13B 

1. Vertical columns are identified by letter and horizontal rows, by numbers. A cell is 
created where a column and row intersect. Tables with borders are boxed tables; 
without, are open. Center a table horizontally and vertically when alone on page. 

2. First, format the table in the default (boxed) style, for ease of construction. When the 
table is completed, remove all borders to create an open table. 

3. Type the title centered, in all-caps, bold, 14-point font in Row 1; press ENTER 1 time. 
Type the rest of the table in 12-point font. Center/type any subtitle in upper-and 
lowercase letters, in a bold, 12-point font; press ENTER 1 time. 

4. In Row 2, type all column headings in bold upper-and lowercase, 12-point font; center 
and bottom align all column headings; press ENTER 1 time, no space after last word, to 
create 2-line column headings 

5. In columns containing dollar amounts, insert the $ sign only before the first amount. 
Align the $ sign with the longest amount in the column, inserting spaces after the $ sign 
as needed (insert 2 spaces for each missing digit and 1 space for each comma). 

6. Align text entries at the left; align number entries at the right. Capitalize only the first 
word and proper nouns. Type all entries with a 12-point font. 

7. Resize columns widths to fit the widest entry in each column. 
 
Table, Ruled, R-13C 

1. Vertical columns are identified by letter and horizontal rows, by numbers. A cell is 
created where a column and row intersect. A ruled table includes lines as shown in this 
example. Center a table horizontally and vertically when alone on a page. 

2. If a table is used in the body of a single-spaced document, press ENTER 2 times before 
inserting the table. In a ruled table, remove all table borders; apply borders to the 
top/bottom of Row 2, to the bottom of the last row, and the top of any Total line. 
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3. Center and type a table number, if there is one, and a title in all-caps, bold, 14-point 
font. If the title wraps to a second line, divide the words so the parts of the title will 
make sense to the reader. Press ENTER 1 time and change to 12-point type. 

4. Type all column headings in bold using upper- and lowercase letters, centered and 
bottom aligned. 

5. Type the table, automatically adjust the column widths for all columns, and center the 
table horizontally. 

 
Table of Contents, R-7D 

1. Before typing, set a 0.5" left tab for subsection headings; set a 6.5" right dot-leader tab. 
A row of leaders (periods) leads the eye from entries at left to page numbers at right. 
Press ENTER 5 times to begin the first line 2" from top of page. 

2. Center and type the title in all-caps, 14-point font, and bold. Press ENTER 2 times after 
the title. The rest of the table of contents will be typed in 12-point font. 

3. Type the main section headings (for example, "INTRODUCTION") in all-caps. Press 
ENTER 2 times before and after all main section headings. 

4. Press TAB 1 or 2 times as needed to insert dot leaders and to move to the right margin. 
Type the page numbers for each of the entries immediately after the dot leaders, and 
then press ENTER 2 times to move to the next entry. 

5. Press TAB 1 time to type each of the subsection headings, single-spaced. Press ENTER 2 
times before the next main section heading. 

 
Title Page, R-7B 

1. Center information on a title page both vertically and horizontally. 
2. Type the title in all-caps, 14-point bold font. Single-space multiline titles; divide the lines 

so the parts of the title make sense to the reader. Press ENTER 2 times after the title. 
3. Type the subtitle in upper- and lowercase letters and bold, using 12-point type. (Use 12-

point type for the rest of the title page.) Press ENTER 12 times after the subtitle. 
4. This section often begins with the words "Submitted to." Press ENTER 2 times, and type 

the addressee's name and identification single-spaced. After the last line, press ENTER 
12 times. 

5. This section often begins with the words "Prepared by." Press ENTER 2 times, and type 
the writer's name and identification single-spaced. After the last line, press ENTER 2 
times. 

6. Type the date. Do not press ENTER after the date. 
 
Works Cited, MLA Style, R-10D 

1. Use default 1" margins all around. 
2. Set double spacing and double-space the entire page. 
3. Insert a header for all pages; type the author’s last name and the page number right-

aligned inside the header positioned 0.5" from the top of the page. 
4. Type "Works Cited" in upper-and lowercase letters and center it. Press ENTER 1 time. 
5. Set a hanging-indent and type the first entry double spaced. Each entry will begin at the 

left margin; any carryover lines will be indented automatically by 0.5". 
6. Type each reference carefully, following the example formats shown. Note the use of 

italics for the titles of books, magazines, and newspapers. 
 


