
Section 14
Reports and Manuscripts

Reports (¶¶1401–1431)
Establishing a Format (¶1401)
Parts of a Formal Report (¶1402)
Parts of an Informal Report (¶1403)
Margins (¶¶1404–1406)

Side Margins (¶1404)
Top and Bottom Margins of Opening Pages (¶1405)
Top and Bottom Margins of Other Pages (¶1406)

Handling Page Breaks on a Computer (¶1407)
Shortening a Long Report (¶1408)
Informal Business Reports (¶¶1409–1410)
Informal Academic Reports (¶1411)
The Front Matter of Formal Reports (¶¶1412–1420)

Title Page (¶1412)
Letter or Memo of Transmittal (¶1413)
Table of Contents (¶¶1414–1415)
List of Tables or Illustrations (¶¶1416–1417)
Preface or Foreword (¶1418)
Summary (¶1419)
Numbering Front Matter Pages (¶1420)

The Body of Formal Reports (¶¶1421–1427)
Introduction (¶1421)
Part-Title Pages (¶1422)
Chapter-Opening Pages (¶1423)
Text Spacing and Indentions (¶1424)
Text Headings (¶¶1425–1426)
Numbering Text Pages (¶1427)

The Back Matter of Formal Reports (¶¶1428–1431)
Appendixes (¶1429)
Endnotes and Bibliography (¶1430)
Glossary (¶1431)

Manuscripts (¶¶1432–1437)
Preparing Manuscript for an Article (¶¶1432–1433)
Preparing Manuscript for a Book (¶¶1434–1435)
Precautions for All Manuscripts (¶¶1436–1437)
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