1. [Cover Sheet]
[INSIDE COVER PAGE: TITLE + SUBTITLE WHERE APPROPRIATE

BLOCK CAPS, FONT 14, BOLD, LEFT JUSTIFIED]

[Author(s)/Company

Title Case, Font 14 Bold, left justified]

Transport Scotland 20[Year]

[Title Case, Font 14, left justified]

2. Further Guidance on Fonts and Styles. All reports should follow the guidance as below, which is written in the fonts and styles expected of contractors.
1. using chapter and subheading styles, and paragraph numbering

1.1. The Chapter heading must use the ‘Chapter Heading’ style. This style will automatically put the title in capitals, Arial 14 format and be left justified.  It will also add the chapter name to the Table of Contents.

Subheading 1 [style name]

1.2. No more than three levels of sub-heading should be used.  
Subheading 2 [style name]

1.3. The Subheading 2 style is illustrated above.

2. Using Tables 

2.1. The following table gives an overview of all of the style names available for use in the template and is also the standard table layout to be used in a report.  Data should be reported in the table standard.  Table text is normally Arial 10 point. 

Table 2.1 (manual numbering): Customised styles for Transport Scotland Social Research reports

	Area of report
	Name of customised style
	Description



	Cover & title page
	Front cover
	14 pt Arial – all caps – bold – left 

	Cover & title page
	Inside cover title
	14 pt Arial – all caps – bold – left

	Cover & title page
	Author/affiliation
	14 pt Arial – title case – bold – left

	Cover & title page
	Transport Scotland Social Research
	14 pt Arial – title case – left

	Contents page

Heading
	Contents heading
	14 pt Arial – all caps – bold- left

	Contents: chapter

Headings
	Use Table of Contents, Formal

Style (no tab leader)
	10 pt Arial – all caps

	Contents: sub

Headings
	Use Table of Contents, Formal

Style (no tab leader)
	10 pt Arial – sentence case

	Main report
	Chapter headings
	14 pt Arial – all caps – bold – left

	Main report
	Subheading 1
	12 pt Arial – sentence case – bold – left

	Main report
	Subheading 2
	12 pt Arial – sentence case – underlined – left justified

	Main report
	Subheading 3
	12 pt Arial – sentence case – Italics – left justified

	Main report
	Body text
	12 pt Arial - with paragraph numbering

	Main report
	Normal text
	12 pt Arial – left 

	Main report
	Quote
	12 pt Arial – italics – left -

Indented

	Main report
	Heading for charts/tables
	12 pt Arial – sentence case - bold – left

	Main report
	Footnote text
	10 pt Arial – left 


· Notes to tables should be below the table/ figure in font size 10.

3. other Details of tHE tRANSPORT sCOTLAND sOCIAL rESEARCH HOUSE sTYLE
Further information (in alphabetical order) is provided below on the Transport Scotland Social Research publication house style. 

· BLANK PAGES: Avoid inserting blank pages
· FONT / FONT SIZE: Standard text is Arial 12pt. 

· FOOTNOTES: Footnotes
 should be typed in 10 point text and should be separated from the main text by a short, left justified line (see below).  To insert a footnote select from the menu bar Insert << Reference << Footnote to add a footnote.  The next footnote number in a sequence is generated, and the footnote text can be edited.
· HEADING SPACING: A single line should be inserted both before and after each Heading.

· JUSTIFICATION: All paragraph text should be left justified.

· LINE SPACING: Single-spaced and fully justified.

· MARGINS: All margins in the document are set for 1 inch or metric equivalent.

3.1. PAGE NUMBERING: Should begin with the first chapter. Page numbering should be plain numbering (i.e. 1,2,3), right justified, at the foot of the page and start from the first chapter which generally is the Executive Summary.

· PARAGRAPH NUMBERING: All paragraphs should be numbered and follow the format 1.1, 1.2…The first number should correspond with the number of the chapter.  MS Word provides a function which will automatically add paragraph numbers which you may find useful.

· PARAGRAPH SPACING: A single line should be included between each paragraph.

· QUOTES: Quotes should be presented in Arial 12pt  – italics – left justified.  The Style ‘Quote’ will automatically indent the text in the correct way:

This paragraph uses the ‘quote’ style, which converts the text to use italics in the paragraph, and indents the paragraph.

· REFERENCES: should be listed in the Harvard style e.g.  Scottish Government Social Research  (2008) Writing for Social Research, Edinburgh: Scottish Government.




































� They should be cross-referenced in the text using consecutive numbers throughout the report.  They should be in super-script at the appropriate point.





	
	



