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Agenda, Meeting
(R-11A; pp. 281-282)

A. MEETING AGENDA D)

1

15X
14 pt MILES HARDWARE EXECUTIVE COMMITTEE

e 12 pt J, Meeting Agendalzx
o June 7, m--lz}:
Nombered list: 1. call to order

default formal 3. approval of minutes of May 5 meeting
3. Progress report on building addition and parking lot restrictions [Morman
6 Hodges and Anthony Pascarell)

klay 15 draft of Five-Year Plan

Review of National Hardware Association annual convention
Employee grievance filed by Ellen Burrows (John Landstrom)
Mew expense-report forms [Anne Richards)
Announcements

Adjournment

L2X

wem o m o e
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Bibliography
(business or academic style, endnotes or footnotes)

(R-9B; pp. 181-182)

B. BIBLIOGRAPHY D)

(for business or academic style using either endnotes or footnotes)

1
9 hamging indent l 15X e

12 pt l 14 pt BIBLIDERAPH?l

2X
Book—one author Adams, Ana B., Internet Advertising, Brunswick Press, Boston, Imlzx o
|

Annual repart AdMet Incorporated, 2010 Annual Report, BCl, Inc., 5an Francisco, 2000,
|

Newspaper article An, Sang Jin, “Banner Ad Frenzy," The Wall S5treet Jouwrnal, July 12, 2010, p. R&.
I

Book—two authors Arlens, Rachel, and Seymour Schell, E-Vertising, Mew England Publishing,
—+ hanging indent Cambridge, Mass,, 2003.

Book—organizalion Directory of Internet Business Services, International Corporate Libra 50
e New: ¥ork, 2003. Note: Delete "Home page.”

WWW page ~=WebStats: Online Trends in the United States,” eWWehStats Hewei
11, 2010, <http://www ewebstats.comytrends/ad=, accessed on September
7, 2010.

Journal arficle— Ingram, Fred, “Hiring Trends in Online Advertising,” Personnel Quarterly, Vol. 30,

paged ﬂrlrn‘ihﬂﬂﬂﬂr September 2009, pp. 104-116.

Journal arficle— lohnson, Jennifer, “WebRatings Index Shows 8% Rise in Web Ads,” Advertising
paged lﬂ-!-ﬁﬁ issue Today, July 19, 2010, p. 18.

Online database "Motivational Advertising Technigues,” Advertising Encyclopedia, N.D.,
<http//www . adtech.com/motivational_advertising_technigques.html=,
accessed on Januwary 7, 2000,

Govermment Mational Institute of Psychology, Who Clicks? An Analysis of Internet Advertising,
document THIP Publication Mo. ADM 82-119%, U.5. Government Printing Office,
Washington, 2009.

E-mail Williams, Dennis V., “Reaction to Analysis of Internet Ads * e-mail message,
August 18, 2000,
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E-Mail Message, Microsoft Outlook
(R-5C; p. 84)

C. E-MAIL MESSAGE IN MICROSOFT @
OUTLOOK

"”CE‘\ H920 « ¢« )3 Job Description - Message (MTML) ™ s i@ B |
- Mesiage ingen Cptiont Formit Tex #
J S alibriBer 11 A AIEE - “I ay" 3?—; ' v
mste _ IB.r Ul%- A~ t | Address (heck lallow Spelling
» J I A == -'#" Book Names .ﬁ' Up~ ‘ -
Cligboars ™ Sayc Ted s Namrs Induge | Options 7 Praoling
This message bas nol been seal,
= Toye srsocy Saipt.em; susinatisom .

send

(g ] I

| &court - | | geze |
Sybject:  JobDesciption 9
Atached: &) 0p Descigiion e A2 KBl @

Hi, Andy and Cody: 6

Attached is the draft job description for the new desktop pullishing position we're going to be
advertising for next month. Would you please review It for accuracy and completeness.

v &

I'd appreciate your getting back 16 me with any suggested changes by Thursday so that | can 3
get the position publicized next week. Thanks.

Sandy

Sandra R, Hill
E-mail: srhill@atpicom

-

K - "L
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E-Mail Message, MSN Hotmail
(R-5D; p. 84)

D. E-MAIL MESSAGE IN MSN HOTMAIL & )

Send Save draltl Allach  Spell check Rach tex » ! 3 cancel

L You message was saved n Drafts at 3:58 PM,

From: ariene_Zimmerly@hotmailcom v Skow Cr & Bee

|‘ To: ’ ajrooner@atpi.com # civaughn@atpi.com &

Subject:  Job Descripton 9
@ Total size: 17.3 KB of 100 M8 0
Job Description.docx (17.3 KB) »
Verdana r 0y BIUEER-C-RELEAY

Hi, Andy and Cody: 6

Attached is the draft job description for the new desktop publishing position we're going to be
@ advartising for next manth, Would you pleass raview it for accuracy and complatanass,

oQ

1'd sppraciats yeur gatting back to ma with any sugaested changaes by Thursday so thatl can
get the position publicizad next wesk. Thanks.

Sandy

Sandra R, Hil
9 E-mai: ifnlllmﬁtpl com
Phone: 289-555-0231
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C.

ITINERARY

Itinerary
(R-11GC; p. 277)

QOO

1

15X

e 14 pt PORTLAND SALES MEETING l

2X
o 12 p't l Itinerary for DnmthmalEK
March 12-15, 20— iix
THURSDAY, MARCH :I;‘E 1X

Note: Move
=4 1X" under the
date in Column A

7

Flight from Detroit to Portland; Northwest 83 [300-555-
1212); e-ticket; Seat 80, nmlstup-l %

Jack Weatherford (Home: 503-555-8029; Office: 503-
555-7631) will meet your flight on Thursday, provide
transportation during your visit, and return you to the
airport on Saturday morning.

Airport Sheraton (503-555-4032)

King-sized bed, nonsmoking room; late arrival

guaranteed; Reservation No. EIUIME-'I]Z.i
1X

FRIDAY, MARCH 13

9 a.m-530 p.m.

Portland Sales Meeting

1531 Executive Way, Suite 10
Portland, OR 37211
{503-555-7631)

SATURDAY, MARCH 14

7:30 am.-2:47 p.m.

Flight from Portland to Detroit; Morthwest 360; e-ticket;
Seat 9a; nonstop.
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Legal Document
(line numbers)

(R-11D; p. 391)

D. LEGAL DOCUMENT @

(with line numbers)

d left tabs: 1", 3.25"
right tab: 6.5"
_—— line numbers (court documents only)

r
1 STATE OF NEVADA —F tE b 5.5 IN DISTRICT COURT
3 12X
3 COUNTY OF CLARK MNORTHEAST JUDICIAL DISTRIET‘LEK
4
5 JOHN C. SMITH — tab 3.25") — no._ 1 space, 20 underscores o
& 209 East Clark Avenus ) tab 6.5
7  Las Vegas, NV 89155-1603
E

I
4 I']
s — tab 1" elainiff, — tab 3.25")

10 ) .-

1 vs. ) —s tab 6.5" summons
12 I
13 FAITH GEORGIA )
14 I
I

efendant.
1: Defendant _sze

17 THE 5TATE OF NEVADA TO THE ABOVE-NAMED DEFEN DANT:l

18 2X

@ 18 — tab 1” ¥You are hereby summoned and reguired to appear and defend
against the Complaint in this action, which is hereby served upon you by serving
upon the undersigned an Answer or other proper response within twenty (20)
days after the service of the Summons and Complaint upon you, exclusive of the

day of serl.r'u:e.lzx

If you fail to do so, judgment by default will be taken against you for
the relief demanded in the Complaint.

SIGMED this day of July, 20

_ “l2x
é SF'?:ICEr Tf’? underscores to the right margin @
; ;JSECEJSCDFEE, —s tab 3.25" fram— _} 'tEIb E_E"Att-l:llneyrat Law
229 south Civic way
Laughlin, NV B9029-2648
Telephone: 702-555-1205
attorney for Plaintiff

GEUREE SRR RRELERES

Page 8 of 55 1/13/12


Online_Reference_Manual_11e.doc#R_11D

Letter, Application, Block Style

(return address)

(R-12B; p. 197)

B. APPLICATION LETTER IN BLOCK STYLE @

(with return address)

1

15X
March 1, 20—

14X

wir. Lou Mansfield, Director

P.O. Box 1412
Demner, CO BD214

12X
Dear Mr. Mansfizld: o

L2X

Please consider me an applicant for the position of concierge for Suite Retreat, as
advertised in last Sunday’s Denver ﬁmﬂl
2X

1 will receive my A_A. degree in hotel management from Edgewood Community
College in May and will be available for full-time employment immedately. In
addition to my extensive coursewark in hospitality services and business, I've had

6 experience in working for a ski lodge similar to Suite Retraats in Aspen. A5 3
lifelong resident of Colorado and an avid skier, | would be able to provide your
guests with any information they request.

duman Resources Department
locky Resorts Intengal

After you've reviewed my enclosed resume, | would appreciate having an
opportunity to disouss with you why | believe | have the right qualifications and
personality to serve as your concierge. | can be reached at miﬁﬁi-ﬂilllzx

esirl:ereh', l X

FEFEy . ML

6 Relurn address Terry M. Martina
250 Maxwell Avenue, Apt. B

0 Boulder, CD BD&UE‘LE){
Enclosure
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Letter, Business, Block Style

(standard punctuation, indented display)

(R-3A; pp. 89-90)

A. BUSINESS LETTER IN BLOCK STYLE @
(with standard punctuation and indented display)

0

15X
e Date line septernbers, m..li}:

e Inside address ws. yoan R Hunter
Bolwater Associates

One Parklands Drive

Da-ien,-CTﬂEBIﬂ\LE}:

o Salutalion pear Ms. Hunter l 7% Standard punciuation

Bady You will soon receive the signed contract to have your organization conduct a
one-day workshop for our employees on eliminating repetitive-motion injuries in
the workplace. As we agreed, this workshop will apply to both owr office and
factory workers and you will conduct separate sessions for eachgrmp.l’zx

‘We revised Paragraph 4-b shown below to require the instructor of this workshop
1o be a ful-tiime employee of Bolwater M\L 2%

rindent 0.5" Paragraph 4-b of the Bolwater Associates agreement is hereby <—indent 0.5"
amended as follows: The instructor of the one-day workshop on

@ Indenied display eliminating repetitive-motion injuries at the workplace must be a

full-time employee of Bohwater Assu-cntﬁi

2X

If this revision is satisfactory, please sign and return one copy of the contract for
ouwr files. We look forward to this opportunity to enhance the health of our

employees. | know that all of us will enjoy this wutslmp\lfzx

9 Complimentary Sincerely, Standard pynetuation
closing LAX

S'fgna.'ﬂm TJeffres Olggemwske
e Writers identificalion joffrey Olszewski

I . il
. .. . Vice President for Operatior |
o Reference inifials .Ir'E sicent for Upe v2X
jo

HNote: Inzert "jo” as
the reference intials.
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Letter, Business, Executive Stationery
(7.25" x10.5"; 1" side margins; delivery notation)

(R-4A)

A. BUSINESS LETTER ON EXECUTIVE
STATIONERY

(7.25"

#* 10.8": 1" side margins; with delivery notation)

e Delivary motation

° o

MR A Lax

Nir. Rodney Eastesood

BEL Resources

523 Northern Ridge
ﬁ.:tmih.ﬁl?lﬂlz}:

Oear Rodney: | 2% @

| see no rezson wihny we showld continue: to consider the locality

anound Geraldton for owr new plant. Even thouwsh the desirahility
iof this st from an economic view s undeniable, thene is mot
ﬂﬁdﬂﬂhﬁmrﬂﬂrmﬂthmrmlzx

In trying fo ooninod urban groedth, the city has been timing dosn
the: building permits for much new housing or pladng 5o many
restrictions on foneign imestment 2= to make it boo expensive.

Pleaze contimue to seek gut other aress of exploration whene we
rrl';llﬂfnrm:i-uintp:rhtr:lip.lz]{

Page 11 of 55
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Letter, Business, Formatted for Window Envelope
(open punctuation)

(R-4C)

C. BUSINESS LETTER FORMATTED FOR A
WINDOW ENVELOPE

(with open punctuation)

2.0

]ul'rl-ﬂ-,.lﬂ'—la]{

bz, Beirclda Guermeno
BEL Resournces

524 MNorthern Ridyge

hrcttthﬂ.l?ElElS:.:

e Diear hh.ﬁ'ul:rru'nl % Dpen punstration

| see nio reason wibvy wee should even continee to consider the locality around
Gerzldton for our new plant. Even though the desiability of this sive from an
economic view is undeniable, there is insufficient housing readily svzilable for our

s R

Initrying to control urben groeth, the ity has been tuming down the bullding
permits for new housing or placing so many restrictions on foreign imeestment as
to make it too expensive.

Pleasze continue to seek out other areas of exploration where we might form
joint partnership. .1. 2%

@ iurel.,rlm{ Open puncivation

Bupustus Mays
o ﬁ:tﬁﬂidﬁﬂfﬂriﬂ:ﬂ:ﬁwﬁll}{
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Letter, Business, Half-Page Stationery
(5.5" x 8.5"; 0.75" side margins)

(R-4B)

B. BUSINESS LETTER ON HALF-PAGE @
STATIONERY

(6.6" » 8.5" 0.75" side margins)

(1)
14 % 9

mr;mm--lix

Mr. Aristeo Olfvas
BBl Resources
52A Morthern Ridge

Fayetteville, PA 17222 l ¥

We should dizoontinue considering Geral dbon for
our new plant. Housing is mot neadilly avsilable.
Mlesse seek out other areas of exploration whers
we might someday formn a joint partnership. .1.2}':
S-iru:cfel'lp,lq-:.:

Chi i
mere Jones, rﬂ:tl:rrlz}:
adk

O © OO
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Letter, Business, Modified-Block Style

(multiline list, enclosure notation)

(R-3B; p. 165)

B. BUSINESS LETTER IN MODIFIED-BLOCK @
STYLE

(with multiline list and enclosure notation)

o left tab: 3.25" (centerpoint)

4

@ Multiline fizt

7

0 Enclosure notstion

12

15X

t g int) ™ 2
— tab 3.25% (centerpoint] May1s, 1A

Mir. lchiro Xie
Botwater Accociates
One: Paridands Drive:
Dﬂmmmll}{

L2
| am returring 2 Sgned contract o have your organization oonduc: 2 one-day
workshop for our employees on eliminati g nepetitive-motion injuries in the
m%mm&ﬂhﬁmdﬂmﬂmﬂtmlz}(
1. We revised Paragraph 4-b o resquine the instrochor of this workechop o be 2
full-time employes of Bolweter Asoooates.
2. We made changes to Paragraph 10-c to requine our prior approual of the
:g:rdafnrﬂtmﬂw.lz:.:

If these nevisions are satisfactory, please sign and retum one copy of the comtract
for owr files. W look forsand to this opportunity to enhance the health of our
cﬂ'qiqaﬂ.lhnﬂﬂﬂt:llnfmﬁllcrjﬂfﬂﬁm‘kshup.lzx

2 i =z -
— tab 3.25% (centerpoint) S-r-:crdwr.“}{

D Bl Mies

Jefirey Olszeweski
Vuﬁti:hﬂthiﬂ::ﬂﬁurulz}:

pec
Enclozure
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(page 1, on-arrival notation, international address, subject line, boxed table)

T

A. MULTIPAGE BUSINESS LETTER

Letter, Business, Multipage

(R-5A; p. 253)

(page 1; with on-arrival notation, international address, subject line,

and b

oxed table)

6 Brbjet lme

@ Baxad tabls

7/

5%
M2 ox
mFIEHMLEH

Mr. Lester Thompson
Azsoriate Director

British Mutual Broadasting
24 Portland Place
Londaon WK 466

ENELAND | o

Dear Mr.'I'I'|-|:l'r'q:|5|:|r||:'Jr

2X
Subject International MTDW,LE:":
I have been mvited by the Federal Commumications Commission to participate in
& studly of television news programming in sik Evropean countries. The endosed
repart explains the purpose of the study in detail. l 2%

| have been assigned to lesd a study group through siv European oourtries to
gather firsthand information on this topic. In addition to me, our group will
consist of the following members:

J2X
14 pt INTERNATIONAL STUDY TOUR Gn_uupl 1%
12 pt.. Tiame Drganization Location
Mrs. Eatherine Grant | WPOR-TV Los Angeles, CA
Dr. Manwsl Cruz Miami Herzld Mizmni, FL
Mr. Bichard Logan Cable Mews Metwork | Atlanta, GA
M=z Barbara Brooks | Assodzted Press Chicago, IL

| 1x
Our imitial plans are for the team to spend at least one full day in each of these
countries. That, of course, could change. Many different events have been

plarned. | will be organizirg and facilitating meeting with the news programming

8/
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Letter, Business, Multipage

(page 2; page number; multiline list; company name; enclosure,

delivery, copy, postscript, blind copy notations)

(R-5B; p. 253)

B. MULTIPAGE BUSINESS LETTER

o

(page 2: with page number;: multiline list: company name: and
enclosure, delivery, copy, postscript, and blind copy notations)

0:
staff of one or two of the major networies, touring their facilities, vessng reoent
brodrasts, and, ingeneral, petting 2 firsthand view of actual nevws operations.

Owr temtztive itimerary cils for 2 departure date of Monday, July 26, Our arrhal
ity is London. 'We will spend at least tao days thene to be sune that all meeting
participarnts hawve amrived safely.

We should arrive ot Heathnow Airport at 7-130 aome on Tuesday, July 27, We will
immeedi ately po to owr hobel and begin our towrs the next morming. Yo ld it be
posshile for us boodo the fnl-uul'ng:lz:.:

9 Mylifioe lfief 1 Meet with various members of your staff sometime on Juby 28 We would

9 Company name Mmmmml

7

be awzilabie firom B-30 a.m. until 1:30 p.m.
2. Receive 3 copy of your programming log for the weslk of July 26-30 and
especially 3 minute-by-minrte listing of the programming segments for

| would appredate your comtacting Barbara lones, our lizizon, ot 202 555.3543 o
letmhmﬂtﬁtrwem:ymdnwrup:ﬂﬁmﬁmldyﬂ.lzx @

*lax

AX

g
Enclosure nodalion Enclosures: FCC RBeport, Biographical Sketches
Delivery notalion By FedEx

Copy nodalion «: Barbara bores, Manuel Cruz

8/

L2
Pasteerip! PS: The Federal Communications Commission will neimburse your onganization for
ANy ENpEnSes Jssncizted Hi'l:l'nuur'l.rin't.lz:.:

9 Blind copy nolalion be: Public Relations Office, FOC

Page
mumbar
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Letter, Business, Simplified
(subject line, single-line list; enclosure, delivery, copy notations)

(R-3C)

C. BUSINESS LETTER IN SIMPLIFIED STYLE & )

(with subject line, single-line list; enclosure, delivery, and copy
notations)

0.e

October Elﬂ_lﬂ-}{

BAr. Dale P. Griffin
Bolamrber Asmoriates

Oz Parklards Dirive
Il:ricn_.ﬂTDEHlﬂl
- ©

0 Swhjact ling 'i'l."l:IF.IGHI:IF'Eﬂ'I"ﬂ'R.ﬂ.{ZTl 3y

& one-day workshop for our employess on eliminating repetitive-motion injuries
n the workplace. We have amended the following sections of the contract:

@ Single-fine st Paragraphd-b

= Table3
= Astachment 2

9 | @mi reburning the signesd contract, br. Griffin, o have your onganization oondwct

12X

2%

i these revisions are satisfactory, please sign and return one copy of the contract
for owr files. We look forsard to this opportunity o enhanoe the health of our

employess. | know that all of us will enjoy this '.l.'-:rl:shu-p.lq}i

6 Rangenn. ¥yley

ROGEMA KYLES, IRECTOR
L2

iwra
Enclosurs nefation Encosure
Dalivery netation By e-mai
Capy natation o Legal Department
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Lists, Formatting
(R-12()

C. FORMATTING LISTS D)

Numbers or bullets are used in documents to call atten-
tion to items in a list and to increase rﬂadabi]it}c If the
sequence of the list items is important, use numbers rather

than bullets.

* Insert 1 blank line before and after the list.

» Use Word’s default format for all lists in either single- or
double-spaced documents, including lists in documents
such as a meeting agenda. Any carryover lines will be
indented automatically.

» Use the same line spacing (single or double) berween
lines in the list as is used in the rest of the document.

The three bulleted and numbered lists shown at the right
are all formatted correctly.
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Lists, Examples
(R-12D)

D. EXAMPLES OF DIFFERENT TYPES @
OF LISTS

Socording to the Internet Advertising Bureaw, the following are the most oomemaon
types of advertising on the Imbermet:

= Banner ads that feature some type of spproprcte animation to sHrac the
wiewer's sttention and interest.

= Sponsorship, in which an advertiser sporsors 2 content-based Web site.
= [nferstitials, ads that flash up while 2 page downloads.

There is now corsiderable controversy about the effectiveness of banner
advertising. As previoushy noted, 2 central goal of banner advertisemnents is to

L1 Ll

Sooording to the Inbernet Advertising Bureauw, the following are the most oomemon
types of advertising on the Imbernet, shown in order of popularity:

1. Banner zds
2. Sponsorship
3. Interstitizls

There is now corsiderable controversy about the effectiveness of banner
advertising. As previoushy noted, 2 central goal of banner advertisernents is o

T
Socording to the Internet Advertising Bureaw, the following are the most
cormemann types of advertising on the Internet:
#  [Banner sds that feature some type of approprizte animation to attract the
wiewer's attention and interest.
= Sponsorship, in which an advertiser sponsors 2 Web site.
= [nterstitizls, ads that flash up while 2 page downloads.
Thiere iis mow considerable controversy about the effectiveness of banner

advertising. As previoushy noted, a central gozd of banner advertisemnents is to

Page 19 of 55 1/13/12



Letter, Personal Business, Modified-Block Style

(international address, return address)

(R-3D; p. 155; p. 165 mod. block)

D. PERSONAL-BUSINESS LETTER IN
MODIFIED-BLOCK STYLE

(with international address and return address)

@

left tab: 3.25" {centerpoint)

.5
— tab 3.25" [centerpoint) iy 15, 20—
e E point] sy Lax

Mr. Luis Fernandes
Wire President

Arvon Industries, Irc
21 5¢. Claiire Averue Eaxt

9 Internationsl adiress Torono, ON MAT IL9

Heidy

Ml?:’: o

Dz ir. Fernudu:lz}i

&= 3 former employes and present stodichobder of Anson | ndustries, | wish o
pﬂﬂﬁtﬁ;mﬂs:hﬂhhﬁmﬂﬁﬂmﬁﬁxlzx

Aroording fo published reports, oorsumer products aocounted for 19 percent of
last year's conporabe profits, and they ane expected to aomunt for even mone this

9 year. In addition, Dun & Bradstreet predicts that consumer products nationwide
will outpace the peneral sconomy for the: next free years.

| am concermed aboart the effect that this planned abe might have on overall
oorparate profits, on our @ch dividends for meeshors, and on-the eoonomy of
Melbourne, where the two consumer-products plants ane located. Please 2k your
board of directors to reconsider this matter.

L2
@ — tab 3.25" (centerpoint) Simcrd'r.lf_:.:

Temnisus ol

Jeanine Ford

m address G{11 East Berson, Apt 3
Fort Laudendale, FL 33301
LY.
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Memo

(ruled table; left/right-aligned columns; attachment notation)

(R-4D; pp. 102-103)

D. MEMO

notation)

T

(with ruled table, left- and right-aligned columns, and attachment

o Rufad fabfa

9 Attachimamt rolatien

J'5:':_~;.ta D
MEMO TO: Mancy Price, Exeoutive 'u"u:EFren'dH'rtlz}{
FROM: Artyn I. Bursch, Dperations o/

DATE: July 18, 20--
SUBIECT:  New Plant Site L2

&z you can see from the attached lewmer, ove informed BBL Resources that | see no
rezason why we should continue o consider the locality anound Gerzldbon for ouwr
reew plamt. Even though the desirability of this site from an economic standpoint
is underiable, there is insufficent housing awvadable. In fact, as of June 25, the
reumber of appropriate singhe-family houvses listed for sale within @ 25-mile radius
of Geraldion was as fiolloes:

L2%
Cgent Units
Bebe Aol Estate 123
9 Castleton Homes 11
Red Carpet o

Geraldton Homes 5

L1x
In addition, in trying to controd urban growth, Geraldton has been either turming
downi bulding permits for mew housing or placing excessive restrictions on them,
Because of this deficiency of housing for our employees, we hawve no choice but to
Imok E|El|l‘|'ﬂ'll!.l %

WO
Attachme=nt
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Memo Report

(page 1, 2-line subject line, endnote references, single-line list)

(R-9C; p. 272)

C. MEMO REPORT

{page 1, with 2-line subject line, endnote references, and single-line

list)

o

12/

mhjact line

1

15X, ap
MEMD TO: Luws Tomres, General H:rﬂg:rl.z}':

FROMN: lonathan B. Evans, Assistant Marketing Manager e
DATE lanuary 19, 20--

SUBMECT:  An Analyss of the Soope and Effectiveness of Current Online
—tab Bvertizing in Today's H:rh:tpl:mlz:.: Q

Oriine advertising uses the Interret and Waorld 'Wide Web for the sole punpose of
delivering marketing messages to customers. Some examples of onlne
advertising are ads on seanch engine results pages. barmer ads, imberactive media
ads, social retesork site sdvertising, online dassified adeertising, advertising
netwaorks, ard e-mail marketing, indul:lrlcg-:-rr'ni:parn.lz:.:

Oree major benefit of online advertising is the immedizte publishing of
imformation and content that is not limited by geography or time. To that end, the
emerging area of interactive advertising presents fresh dhallenges for adwertisers.
Such challenges are opportunities for srn'.l.-'lh.l %

GROWTH FJH:'I'EI:ISL 2%
Oniline business has grown in @andem with the expanding rumber of Intemet
m.ﬂmmﬂﬂwﬁimuﬁ'ﬂgﬂumlzx

Uncertainty. The uncertzintes surrounding advertising on the [mbernet remain
ane of the major impediments to the expansion. &1l of the Imternet advertising
industry is today in 2 stabe of flue.

HRessons for Mot Advertising Online. & recent suniey fiound teso main neasons
cited for not advertising onfine-"
l2x

Simgla-lima st 1. The difficulty of determining returmn on imestment.

2. The lack of reliable tracking and measurement data.

Emdrale
rafarsmce
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9 2-Jine

Memo, Transmittal
(2-line subject line; attachment notation)

(R-7C)

C. TRANSMITTAL MEMO

(with 2-line subject line and attachment notation)

0

‘I'E'}{—}tal:u

e MEMO TO: Luix Torres, General H:lrngzrlzx

FRON: Jomathan B. Evars, Assistant Marketing Manager e
DATE lanuary 19, 20--

gmbjsct [ne SUBIECT:  An Analysis of the Scope and Effectiveness of Current Online
—tab Hvertising in Today's H:rhctpb:elz]{ 0

Here is the final report aralyzing the scope and effectiveness of Internet
advertising that you reqguested on laruary 5. ,L 2%

The report predicts that the totzl value of the business-to-business e-mmmence
market will continue to incresse by peometric proportions. Mew techrologies
anmesd 3t increzasing Imbernet ad interactivity and the adoption of standards for
advertising response mezsurement and tracking will contribute to this increase.
Urforturately, as discussed in this report, the use of “rich media”™ and interactivity
in Web adwertisirg will create its own set of problems.

| enjoyed working on this assisnment, Luis, and lesmned quite 3 bit from my
analysis of the Stuation. Mease let me know if ywou have any questions sbout the

e lax
phe
Aftachment Asachment
notation
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Minutes of a Meeting
(R-11B; pp. 282-283)

B. MINUTES OF A MEETING

(3

Jﬁ'ré'm-bc_ri of the committee reviewsd t mm““a;a'aﬂ

14 pt RESOURCE mmmELEH —‘

12 pt l“nu-luufﬂtﬂuﬁglzx
March 13, 20--

ISITm‘h:mnFl:rlhnd,.ﬂtEnn,.'mﬁ all members present.
| Michael Davis, chairperson, called the meeting to order 2t 2:30

1
1
1
1
i
1 The Resource Committes met on March 13, 20—, 3t the |!|.|r|:u:|rt_i
i @
I
1
1
I

i'l'he minutes of the lanuary 27 mesting were read and !
| approved as presented. i

ithﬂwkmmhmr&mdqudtnwrd:umfwtl‘z |
| monference room. Cynthia Giowanni will secure quotations from |
i:‘tl!:l.'it‘l‘llﬂ: suppliers.

'szmultezrzucned:quﬂfrm the Purchiasing

| Department for thres new computers. After extensive
discussion reganding the aporopriate use of the compubers and
isn‘ﬁnwreh:hepur:l‘md,ﬂm:miﬂ:twnudﬂu I
request

The meeting was adjourned at £:45 p.m. The next mesting is |
=5|:|'r=|:|uludfur|!|.|:li15|-in5|.|'rtc B-J,.E:I{

II:I.=|:|-=-|:li"u||l|r n.ll:rrniﬂ:ed,.lq-}:

0. 5. Madgen

S P

Page 24 of 55

{Note: Table shown with “View Gridlines™ active.)

1/13/12


Online_Reference_Manual_11e.doc#R_11B

Outline
(2-line title)
(R-7A)

A. OUTLINE D)

(with 2-line title)
o right tab: 0.3
eft tabs: 0.4", 0.7"

12/

15X
g 2ime fitle 14 pt AN ANALYSIS OF THE SCOPE AND EFFECTIVEMESS
OF ONLINE ADVERTISING 2%

0 12 pt | mm&mm—n‘-umglzx
Jl:lru'ﬂumFI.EM':I'I-:Jr

s J——
@ ]mmrr]ﬂ,!ﬂ—lz:{

L INTRODUCTION

| s l2x%
— LE:I[:'SH IL SCOPE AND TREMDS: IM INTERMET ADNVERTISING
—+tab 0.4 & Irterret Advertising
Major Onlire Advertizers
—s thb 07" C. Postioning and Pricing

(18 T','p::nfﬂdmrtisirglz:‘:

L ADNVERTISIMG EFFECTIVEMESS
#. The Banner Debate
B. Increasing Sdvertising Effectiveness
C. Measuring ROI

. COMCLLSION
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References, APA Style
(page 14; header)

(R-10B; p. 182)

B. REFERENCES IN APA STYLE D)

ipage 14; with header) o
9 top, bottom, and side margins: defoult (1%)

double-space throughout Orline Agvertizing 14 Headar 9
hanging indent .| Aeferences 9

Book—one suihor Adams, A B. [2009). Intemnat advartising and the upcoming electranic upheaval
@% hariging indent Boston: Brunswick Press.
Annual repart Adblet Inoopaorabed. [2000). 2000 arnwe! report. San Francisoo: BCL, Inc.

Hma,uulnpu-.r article An, 5. ). {2010, July 12). Banrer ad frenzy. The Woll Street Journdl, p. R6.

Hua.lr—rlm suthors Arlers, R, & Seymour, 5 [2010). E-vertising. Cambridge, MA: Mew England
Publishirg.
Book—organizmiion Directory of business ond finmncial services. [2009). New York: International
e Corporate Libraries Association.
WIFW page eWebStats: Advertising revenues and trends. [n.d.). New York: eMarketer.
Retrieved Sugust 11, 2040, from

hittp:ffwwne. emarieter.comfewebstats 250 manuad

Joormal arficla— Ingram, F. [2009). Trends in online sdvertising. Personnel Quortery, 20, B04-E16.
paged confinunusly

Joornal article— Johnson, L. (2010, July 19). WebRatires Index shows 4% rise in Web ads.
paged each izsue

Advertising Today, 35, 18,
Online database Motivational sdvartising technigues. (2000, January). Advartising Encycopedic.
Retrieved lanuary 7, 2000, from hthpcdfwww sdiech oomyads_himl
Gevernment documant Mational Institute of Psychology [2009). Who ciicks? An anolysis of Intarmet

advartising [THIP Publication Mo. ADM B2-1105). Washingtan, DC.
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Report, Academic

(page 1; 2-line title, endnote references, multiline list)

(R-8C; pp. 123-124)

C. MULTIPAGE ACADEMIC REPORT & D)

(page 1: with 2-line title, endnote references, and multiline list)

0

1555
e 2me tite 14 pt mmu'rsmuFTrEsmpEmnEFFEcTwmmllDS

OF CMLIME A.I]"i"EH.I'ISII'ﬁl 105

9 12 ptl m&mdmmkﬂmlms
o JmntlmFl-Eum:llDS
fenuary 1520 | 105
9 One major benefit of anline advertising is the immediate publishing of
cantent that is not limited by peography or time.

@ GROWTH FACTORS
11Ds
Online business has grosen intandem with the expanding number of

1105

Intermiet users, which is growing :ﬂq:urtnﬁ:l','adﬂ'r::r.'llDS Endrote refarence o
Ressons for Mot Advertising Online. A recent suniey conductsd by TAIR
found two main reasons cited for not advertising online: *
9 Muliilioe [izt 1. The difficulty of determining return on imestment, especially in terms of
repeat business and first-time shoppers.
2. The ok of reliable tradiong and measurement data.
iDbviousty, there are many other rezzons in addition to these two for not

advertising online. However, with the growing number of Internet users, these
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Report, Academic

(last page; page number, indented display, endnotes)

(R-8D; pp. 123-124)

D. MULTIPAGE ACADEMIC REPORT

(last page; with page number, indented display, and endnotes)

@

9 Indanted dizplay

1 R
advertizing effectivenes, but rather the guality of the banner and the attention

1o thee banner placement. Aocording to Bioe Windsor, preside nit of Ogilvy

riberactive:
l1Ds

space itzelf has huge potential. As importamt 2 using the spone

within the banner oreatively i bo aim it effectieely. Unlike broadost

media, the Web offers advertizers the opportunity to neadh 3 spedific

audience based on data gathered abowt who iz surfing at 2 site amd

what their intenests are

255

From an advertiser’s perspective, mnst efective Inbermet ads do mone than
just dediver information to the consumer ard grab the oonsumer's attention—
they alzo pather infrmation about oonsumers (e, through “conldes”™ and other
miethodaologies). From the consumer's perspective, this type of intersctivity may

represent an inbrusion and aninasion of privacy.

@ Endnnies ' Shannes Newsesns, “Eliscthen Onling Advartising,” F-Mal Marketing Daly, luly 12, 31010, o

[T
= atints bats - Ol Trands in tha Uniad States,” il Sl Home pagee, Augeat 11, 2010,
mmmu Captanskar T, 20100

Barbara Flihar, "Mt Rasing Inde Pradices R bn Wb Ad," Acvertinng Toskey, July 19, 2000,

10

E-lum “Ingernat Banner Adi Gnowth Trends,” eeerse! Adsociztes Confenasce Home
page, Meowernber 13, D040, <hopywwe e natfconisrences, sccaad on Decermber 8, 1000,
¥ Bilguds Dirkan, “Polnt-and-Click Bargaing for st Ad Suriers,” inesrssr Age, Manch S, 2000,
[ B
* andrre Bomeno, "Gathering Statlities to Gnow Tour imemat Busines,” The Wil Smeer
Jaurmal Masch 2, B0E0, p. CHL
“ | isa Gunderson, "Banver Baster” T Lowdon Fivancial Tiwes, hune 17, 3010, p. DL

Page
nmmber

—+indent 0.5" s more 2 case of bad banner ads, just Boee there ane bad TV ads. The «—jndent 05"
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Report, APA Style

(page 3; header, 2-line title, byline, main heading, subheading, citations)

(R-10A; pp. 174-175)

A. REPORT IN APA STYLE D)

(page 3; with header, 2-line title, byline, main heading, subheading,
and citations)

o top, bottom, and side margins: defoult (1")
double-space throughout Online Advertising 3 Hogdar
e 2-line tithe &n Aralysis of the Soope and Effectiveness

of Onlire Advertisang
9 Byline Jonathan B Bwans
0 —+ 12D Onlne artvertising uses the Internet for the sole purpose of defteering
marketing messapes o oustomers. Some examples of online adwvertising ane ads
on search engine nesults pages, bonmer ads, interzctive media ads, online
dassifieds, advertising networks, and e-mail marketing (Gunderson, 2001, p. D). Cifefion 9
Oree maijor bemefit of online advertising is the immediate publishing of
antent thatis rot limited by peography or time. To that end, interactie
@ Mzin heading Groeth Factors
Oniline business has grown inctandem with the expanding number of
Intermet vsers. That trend will only norease 25 time goes on | Ardens & Schedl).
9 Subfaading Uncartointy <€— |talic
The uncertainties surnounding Imbennet advertising ane impeding its
enparsion. & necent survey fiound teo main ressons cibed for not adwertising
online. The first i the difficulty of determining neturn on neestment, especially in
terme of nepeat business and first-time shoppers. The second is the lack of neliable

tracking and mezsurement data |“eWWebSat,” J010).
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Report, Business, Left Bound
(page 1; 2-line title, single-line list, footnotes)

(R-94; pp. 170-171)

A. LEFT-BOUND BUSINESS REPORT

(page 1: with 2-line title, single-line list, and footnotes)

T

-fima fitla

6/

0 Singla-ling list
o Faoinoles

o eft margin: 1.5"
right margin: default 1*

2/

|.5X
14 pt AN AMALYSIS OF THE SCOPE AMND EFFECTIVEMESS
OF OMLINE ADVERTISING lEH

9 12 pt | mm&mm—n‘-us&glm

o h'u'l:hmFI.Eum-:lz:':

9 Junlnrgrﬂ,l[l—l 2%

Onfine advertising uses the Interret for the sole purpose of delvering
marketing messages o customers. 5ome evamples of onfine advertising are
& follows: ads on s=arch engine results pages, banner ads, interactioe
msdia ads, and e-mail marketing. One major benefit of online advertisng is
the immedate publishing of content that i not limited by peography or
time. Interactive adwertising presents new challenges for :dl.r:ﬂim.'l 2%

GROWWTH FACTORS
L2X

Orine business has groven in andem with the expanding rumber of
Intermet woers. That trerd will only increase a5 time goes mlz:.:

Uncertsinty. The uncertzintees surrounding advertising on the Imbernet
remain one of the major impediments to the expansian. All of the Internet

advertising industry is today in 2 state nfﬂu:u.lz:{

Reasons for Mok Advertising Online. & recent sumiey found teo main
rezsons cited for not advertising ﬂﬂhﬂll 7Y

1. The diffioulty of determining retum on imesiment.
2. The lack of reliable tradking and measurement data.

? Shiannan Newsars, “Elnctive Onlite Sdver thlng, " E-Adal Maskering Dakly, July 12,
2010, o RA.

T mgingnats: Orlime Tremds i e United State,” o WebSraes Hevent page, Augeat 11,
2010, shetpy ewns. rwebatiti comfandifeds, scosised on Septersbar T, 20100
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Report, Business, Multipage
(page 1; side/paragraph headings, multiline list, footnote references, footnotes)

(R-8A; pp. 111-112)

A. MULTIPAGE BUSINESS REPORT @

(page 1: with side and paragraph headings, multiline list, footnote
references, and footnotes)

15X
Zine title 14 pt AN ANALYSIS OF THE SCOPE AND EFFECTIVENESS
: OF ONLINE ADVERTISING

|2%
e Subtitie 12 pt | The Stats ufpu'.m-r.d—cikscirglzx
Byline Jorathan H.Euuulzx
Daie unuuuu,.!n—lz}::

Oniline advertising uses the Internet for the sole purpose of delivering marketing
messzEes to customers. Some examples of anline advertizing are ads on s=arch
engine results pages, barmer ads, imteracteee media ads, and onlire dassified
advertising,. One major benefit of online advertising is the immediate pubBshing
of oontent that is not limited by peosraphy or time. |rberactive sdwertisi
presents fresh challenges for advertizers." Footnata referames

|2%
6 Bida IJEEu'.iug' GROWWTH le 2%

Oriine business has grown in tandiem with the expanding number of | nternet
um.ﬁﬂﬂrﬂﬁllwﬁimmxﬁtmm.lzx

@ Paragraph heading Uncertsinty. The urcertzinties surrounding sdvertising on the Imbermet remain
one of the major impediments to the Eq::mmlz}:

Reasons for Mot Advertising Dnline. A recent suniey found teso main reasons
cited for not advertising mlim.*llx

9 Multiline isf 1. The difficulty of determining return on investment, especially in terms of
repeat business and first-time shoppers.
2. Thee kkck of reliable tracking and measurement data.

o Footmotes 1 Shannan Mewsams, “Eliectha Online Sdvertiiing,” F-Aal Marketing Doly, Auguse 12, 2010,
B WAL

e ghapalsSrata: Onllten Trasds in the Unlbed S b, ” alWehiSeams Home sage, Augeat 11, 2010,
shenp s anisnld bt ey el L, acrakid an Sapbambes T, DOL0,
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Report, Business, Multipage
(last page; page number, indented display, side heading, boxed table with table
number/note, footnote)

(R-8B; pp. 111-112)

B. MULTIPAGE BUSINESS REPORT @

i{last page; with page number, indented display, side heading, boxed
table with table number and note, and footnote)

3 Page
o nmmber
whio arpue that banners have 2 strong potential for advertising effectiveness point

out that it is not the banner format itself that presemnts 2 problem to adwvertizing
effectiveness, hut rather the quality of the bonmer and the attertion to its
placemert. Aooording to Steven Mocha, presdent of 'Web S&ds International:

L2x
—pindent 05" Abanner ad notifies visitors of the product or service and presents <—indent 0.5%
reazons why the corsumer should dhoose the product inquestion. F
9 Indented dizplay the neasons are not compelling, then the banner ad has failed to

achieve its purpose. IF the banner ad & vnatbractive and obtmusive, it
will alierate the consumer. When written and designed well, the
Mmﬂhmﬂ:ﬁuﬁmhpnﬁmhm‘llx
Thus, while some analysts continuee toargue that the banner advertisement is
passe, there is little evidence of its sbandonment. Irstead, ad agencies are
fmﬁ:mimuﬁgﬂthﬂm’smlz}i

L2x

Starting from zero in 1954, analysts agres that the wolume of Imbemet sduertising
sperding has rizen apidly. However, 2 indicated im Table 3, anckysts provide 2
wﬁn#ﬂhﬂmmﬂm:ﬂﬂﬁi@lzx

9 SODPE AND TREMDS N ORNLINE AIVERTISING

@ Tabia mrmber 14 pt Tahle 3. INTERNET ADVERTISING
title 12 pt | Current Year Extimates

Sounce Estimaibe=
9 Internet Advertising Conference 53592 billion
Forecaster 3. 3D billion
IPC Interrertionsl 3.20 billion

Broeen Media 980 million
@ Tabie mote l_ Mote: This information is subject fo change.
1X
The differences in estimates of tota| Web advertising spending is penemlly
attributed to the different methodologies usesd by the ressanch agences to gather
the data. Further reseanch is pending and will be reporied next monthe

74

* Spgvnn Mochs, “Bannar Ads That Beally Werk,"™ The Cwilne Adwirnibeg jourmal June 17, 2080,
0
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Report, MLA Style
(page 1; header, heading, 2-line title, citations)

(R-10C; p. 178)

C. REPORT IN MLA STYLE D)

(page 1: with header, heading, 2-line title, and citations)

d top, bottom, and side margins: defoult (1%)

double-space throughout Evans 1 fgadar @
e Heading Jonathan R. Bvans
Professor lnman
Maragemen: 302
19 January 20--
0 2-line tithe B Anahysis of the Scope and Effectiveness
of Online Advertising

9 -+ tab Oniline advertising uses the Intermet for the sole purpose of defiverning
marketing messares io oustome s, Some sxamples of online advertiing are ads
on search engine nesults papes, banner ads, intrractive media ads, snoal eetwork
site advertizing, online dassifieds, and e-mail mardeting (Gunderson 0d).  Cifation @

Ore major be refit of online advertising is the immediate publishing of
information and contert that is not limited by geography or time. Tio that end,
interactive advertising presermts fresh challenges for advertisers | Newsome 55].

Oniine business has grown in andem with the expanding rumber of
Inbermet wsers. That trend will only increass 2= time goes on | Adens & Schell 376
3], The uncertainties surmounding | nternet sdwertising rermin one of the major
impediments to the expansion. A necent survey found two main reasors oted for
not adtvertising online. The first is the difficulty of determining neturm on

imvestrnent. The seomnd is the lack of reliable tracking and messurement data,
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Reports, Formatting
(R-9D)

D. FORMATTING REPORTS D)

Margins, Spacing, and Indents. Begin the first page
of each section (for example, the table of contents, first
page of the body, and bibliography pages) 2 inches from the
top of the page. Begin other pages 1 inch from the top. Use
1-inch default side and bottom margins for all pages. For a
left-bound report, add 0.5 inch to the left margin. Single-
space business reports. Double-space academic reports and

indent paragraphs.

Titles and Headings. Center the title in 14-pt. font.
Single-space multiline titles in a single-spaced report, and
double-space multiline titles in a double-spaced report.
Insert 1 blank line before and after all parts of a heading
block (may include the title, subtitle, author, and/or date),
and format all lines in bold. Formart side headings in bold,
at the left margin, with 1 blank line before and after them.
Format paragraph headings at the left margin for single-
spaced reports and indented for double-spaced reports in
bold, followed by a period in bold and one space.

Citations. Formart citations using Word’s footnote (or
endnote) feature.

Margins, Spacing, Headings, and Citations for
APA- or MLA-Style Reports. See page R-10.
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Resume
(R-12A; pp. 193-194)

A. RESUME D)

1

.2X
eCa-nbria 14 pt Bold | TEnn?H.mnrlrmlH

9 Cambrig 12 pt Bold | 250 Maxwell Avenue, Boulder, CO 80305
é Phone: 303-555-9311; e-; mwllx

X X
6 Calibyri 12 pt %HIECIWE Jﬁmﬁﬂ?rrtlmjégagni’n anywhere mCqu:ndn.l

Bold | 1X

EDLCATION | Edgewood Community College, Boulder, Colorado

AA in hotel managemeant to be awarded May 2011 @
6 s indentiD.5" Achieved grade point average of 3.1 (on 4.0 scale).

Received Board of Regents tuition scholarship.

l2x
Central City High School, Denver, Colorado
wmmmlix
'EXPERIENCE | Assistant Manager, Burger King Restourant ««—— (5ibri 12 bt
Boulder, Colorado Italic
Ha-.rzﬂlﬂtnl"rﬁent

— indent!D. 5 In charge of balancing the cash register, closing the
restaurant, and making night deposits.

Student Intern, Ski Valley Howven

Aspen, Colorado

September to December 2009
Worked as an assistant to the manager. Gained experience
in operating First-Guest software and produced daily
ocoupancy reports. RBeceived Cutstanding Employee award.

ACTIVITIES | Activities pursued while attending college:
= ‘Volunteer tutor, Literacy Coundil of America
= Sedetary of BECC Hospitality Services Assodiation

REFEREMCES | Available upon request.

8/

(Note: Table shown with “View Gridlines™ active.)
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Table, Boxed

(subtitle; bottom-aligned /braced column headings
left/right-aligned columns; total line, table note)

(R-13A; pp. 132-133)

A. BOXED TABLE

(with subtitle: bottom-aligned and braced column headings: left- and
right-aligned columns; total line and table note)

©

1

2]

center page ..
center horizontally

Titls 14 pl aUSTIN-REEVES PRINTER DEPOT
Swbtitle 12 pt | Seles Trends for 20— e
‘mm'ttdillh{ - — Braced|column
0 , [ Annusl Sales | Quarterly Sales | Neadings
align bottom .|, Thir | Let | Thz | Le=t]
Product Year Yiear Owarter | Ouarber
9 Ink-jet: color 5 569) 5 B4l % 120 4 59
Ink-jet: color portable & 24 2 ]
@ Ink-jet: black and white 273 S&8 71 147
Printer/copier combination 1622 2,054 423 502
Black-ard-white lzzer: standard R 507 121 129
Black-and-white laser: premivm 2,368 B7 552 25 |
Colar kaser 40 230 100 70
6 Total e |Tatals 55,636 | 54.331| 51428 5965
Table nofe | plose- Sades for this guarter ended at madrig=ht, December 31
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Table, Open

(2-line title; 2-line centered, bottom-aligned column headings;

left/right aligned columns; column entries with dollar/percent signs)

(R-13B; pp. 132-133; 135)

B. OPEN TABLE

(with 2-line title; 2-line centered, bottom-aligned column headings;
left- and right-aligned columns; column entries with dollar and

percent signs)

o

©

2-line title

Row

Row 3

)
s @

6/

1

12

center page J,
center horizontally

14 pt SUITE HOLIDAY RETREAT

13

12 pt | BOUTIQUE HOTELS
New Lodging Ratﬁi 1%
; Rack , | Discount 2-lime
ahgnﬁggﬂnm l Hateljx Rate | S5aving | colwmn heading

Bozeman, Montana 4L B5FEl 8 *:g 4 4%
Chicago, Illinois : 1335012 3%
Dallas, Texas 249.50 \‘HJ%I: 12 7%+ 2 spaces
Las Vegas, Nevada 98.50 g3, B7% ! for each dl'git
Beverly Hills, California | 1,179.00  950.00 \ﬁm .
Minneapolis, Minnesota | 115001 9500 | 17.4% =2 PaCEs:
New York, New York 750! 17500! 23.9% | 2 \oT each digit;
Orlando, Florida 10575 950l 63! L 14 each comn
Portland, Maine 93500 93501 0.0%
Seattle, Washington 14375 12575 ) 12.5%
Column A Column Bs Note: Change

7

"3 spaces” o
"5 =paces.”
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Table, Ruled

(table number, title, centered column headings, total line)

(R-13C; p. 141)

C. RULED TABLE @

(with table number, title, centered column headings, and total ling)

1
2/

center page .J
center horizontally

Table umber 14 pi} Table 2. RESCUE OME |
and titfe | COMPUTER TECHNICAL SUPPORT !J,lil{
i Fazs
O 2ol BRI | |
| Replacement parts | 59,200 |
| Troubleshooting | 12,850 |
i Software support i 5,085 i
i Hardware support 1 B0
Product literafune 105
Technice! docwmentation 150
179

i
:

Prirter drivers
| Total

(Note: Table shown with “View Gndlines”™ active.)
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Table of Contents
(R-7D; pp. 187-188)

D. TABLE OF CONTENTS D)

o left tab: 0.5
right dot-leader tab: 6.5"

14 pt X
CONTENTS
: l2x e
9 12 pt L wemooucmon - .E.._?!:.le}:
SCOPE AND TRENDS IN OMUME ADVERTISING ..o emae e le}:
6 _stab 0.5 intemet Advertising Spending...._._._.____ —3@06.5"
Major Online Adwertismrs ... e 5
O 7
TP o A S e et et e e e :H.LE'{
ADVERTISING EFFECTIVEMESS . ... e..oeeooeoeeoeseeeesseeeesseeesreeessemeesmessemms e g
The Banner Debabe .. 9
Increasing Adwertising Effectrveness__ 1
Mleasuming BN et 1z
L L S 13
APPENDIY
Sample Intermet Advertiming e 15
Proposed WEFA S1anands .. ... ...eeeeeeeessee s messreessreeerseeessremesssames 18
BIBLIOGRAPHY e 19
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Tables, Formatting
(R-13D)

D. FORMATTING TABLES D)

The three basic st}r]e,s of tables are boxed, open, and ruled. Tables have
vertical columns (Column A), horizontal rows (Row 1), and intersect-
ing cells (Cell Al). Center a table vertically that appears alone on the
page. Insert 1 blank line before and after a table that a pears within
a document. Automatically adjust column widths and horizontally
center all tables.

Heading Block. Merge any cells in Row 1, and type the heading
block. Center and beld throughout. Type the title in all-caps, 14-pt.
font, and the subtitle in upper- and lowercase, 12-pt. font. If a table
has a number, type Table in upper- and lowercase. Follow the table

number with a period and 1 space. Insert 1 blank line below the head-
ing block.

Column Headings. Center column headings. Type in upper-
and lowercase and bold. Euttnm—a]ig;:{ﬂll column headings if a row

includes a 2-line column head.ing. erge desired cells for braced

heau:li.ngs.
Column Entries. Left-align text columns, and right-align number

columns. Capita]iz.e l:rnl}r the first word and proper nouns in column
entries.

Column Entry Dollar and Percent Signs. Insert the dollar sign
only before the amount in the first entry and before a total amount
entry. Align the dollar sign with the longest amount in the column,
inserting spaces after the dollar sign as needed (allowing for 2 spaces
for each digit and 1 space for each comma). Repeat the percent sign

for each number in each column entry {unless the column heading
identifies the data as percentages).

Table Note and Total Line. For a note line, merge the cells of the
last row and use “Note” followed by a colon. For a total line, add a top
and bottom border, use “Total” or “Totals” as appropriate, and add a
percent or dollar sign if needed.
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Title Page
(2-line title)
(R-7B; pp. 186-187)

B. TITLE PAGE D)

(with 2-line title)

1

center page ..

9 2ine title 14 pt AN AMALYSIS OF THE SCOPE AND EFFECTIVEMESS
OF OMLIME mms'mlzb{

e 12 pt | The Status of P:irnt-un:l—ﬁd-:idlirgl]z}:

4

Submmitbed Il.l.E:":

Luiz Torres

Gereral Manager
WiaWarld, Intermatioral

J12X

5/

Prepared by l. 2%

Jonathan B. Evans
Aszsistznt Marketing Marager
ViaWorid, Iﬂtem:t'rumll
2K

@ larmary 19, 20—
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Works Cited, MLA Style
(R-10D; p. 183)

D. WORKS CITED IN MLA STYLE D)

(page 14:; with header and hanging indent)

o top, bottom, and side margins: defoult (1")
double-space throughout Bvans 14 Hagdar 9

9 hanging indent | o Works Cited

Baok—ans auifhor Sdams, Ana. B. internet Adwertising ond the Upooming Blactronic Lphaavoi,
— ha+ing indent Boston: Brunswick Press, 2009.

Anmual repert Adiet |ncoporated, 2000 Annud Separt. San Francdzoo: BCL, inc., 20000
|

@ Newspaper article An, Sang Bn. “Banner Ad Frerey.” The Waoll Street journal, 12 kuly 2000: RE.
I

Bosk—iwo suthors Arlers, Rachel, and Seymour Schell. E-vartising. Cambridge, MA: Bew England
Publizhirg, 2009.

Hﬁﬂt—ﬁ'.rgam'mge.u Corporate Libraries Assocztion. Dinectory of Business ond Financial Services. Mew
e Yol Conporate Libraries Assooation, J009.

WHW page “eWehStats: Advertising Revenues and Trends ™ 11 Aug. 2009, 7 lan. 2010
«hittp: fifwww. emarketer com/ewebstats fade.

Jourmal articla— Ingram, Frank. "Trerds in Online Advertising.” Parsonmel Quartarky 20 [2000):

paged continuously
BOJ-B160

Jonrmal articla— Mobtmzon, June. “WH shows 4% rise in Web ads.” WebAds Todoy 19 Juby 2000 1B.
paged each issue

(nline dafshase Motwational Advertising Techrigues. 20, Advertising Encyclopedia. 7 lan. 2040
sttt/ fwwne. adbech.comy ads htmlbe.
Government documeni Mational Institute of Poychology. W dicks? THIP Publication Mo. ADM 82-1195.
Washington, DC. GPO: 20040

E-mail Williams, Dan V. “Reaction to internet &ds ~ E-mail tothe author. 18 Aus 30,
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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.

Type the date and press ENTER 4 times.

Type the inside address and press ENTER 2 times.

Type the salutation and press ENTER 2 times.

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.

ke wnN

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".
Add line numbers to all court documents for easy reference.
Press TAB as many times as needed to position information as required by a given legal
document.
Type 1 space and 20 underscores following "NO."
Press ENTER 2 times above and below paragraphs.
Press TAB to indent all paragraphs 1 inch from the left margin.
Type 1 space, 5 underscores, and 1 space for a date line.
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.

w N

O N A

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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Type the inside address and press ENTER 2 times.

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.

E

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 paragraphsin 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").
Type the date and press ENTER 4 times.
Type the inside address and press ENTER 2 times.
Type the salutation and press ENTER 2 times.
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.

Type the date and press ENTER 4 times.

Type the inside address and press ENTER 2 times.

Type the salutation and press ENTER 2 times.

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.

ke wnN

Letter, Business, Modified-Block Style, R-3B
1. Seta 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.

Type the inside address and press ENTER 2 times.

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.

Hw
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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 atableis 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. Theinside 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. Inasimplified-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. Seta 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 atableis 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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Memo

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

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.

Report, R-9C

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.

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.

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.

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.

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

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

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.

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.

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.

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.

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.
2.

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

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.

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

Type and center the date in bold, 12-point font. Press ENTER 1 time.

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. Inthe 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.

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.

w

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. Ifthe 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. Thisis 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. Seta 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 reportincludes 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 atableis 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. Inthe 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. InRow 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 S 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 S 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. InRow 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 S sign only before the first amount.
Align the S sign with the longest amount in the column, inserting spaces after the S 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 atableis 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.
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