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For heading, body, and caption fonts, use the prescribed settings in Styles, as follows:
· Chapter Heading: 12pt, Calibri, all caps, bold (e.g., CHAPTER 1. INTRODUCTION)
· First Subheading: 12pt, Calibri, bold (e.g., 1.1. Background)
· Second Subheading: 12pt, Calibri, bold italic (e.g., 1.1.1. More Background)
· Normal: Use for body text—11pt, Calibri, left justified with 1.08 line spacing, 8pt space between paragraphs
· Captions: 11pt, Calibri, centered
Use the prescribed styles and heading formats developed above. By clicking on the Home tab near the top of the screen, you will find the styles for this report shown above the word “Styles.” (The chapter and heading numbers will self-generate by clicking on the style that applies: Chapter Heading, First Subheading [Heading 2], Second Subheading [Heading 3]). 
PacTrans requires the use of Word-generated Table of Contents, List of Figures, and List of Tables (do not enter them manually!). Assigning the appropriate heading style to your headings will allow you to create a Word-generated Table of Contents, and assigning the “Caption” style to your figure captions and table titles will allow you to create a Word-generated List of Figures and List of Tables. Word-generated (also referred to as automatically generated) Table of Contents and Lists of Figures or Tables are accessed by clicking on References at the command tabs row near the top of the screen (“Table of Contents” to the left; “Insert List of Figures” farther to the right [“Insert List of Figures” is also used for inserting a list of tables]). 
Note that this document contains all required styles and fonts. We recommend that you use this template in producing your report. For more information, refer to the Microsoft Office Support pages on captions and figure/tables lists.
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Center the page number as a footer, starting ½ inch from the bottom of the page. Starting with Executive Summary, use Arabic numerals (e.g., 1, 2, 3, 4, …). All front matter (disclaimer, technical report documentation page, metric conversion chart, , acknowledgments, table of contents, etc., should use lowercase Roman numerals (e.g., i, ii, iii, iv, …). 
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[bookmark: _Hlk3298056]Cite references following the formats of Harvard-Anglia 2008, the ASCE Journal of Materials in Civil Engineering, or the Transportation Research Record. Note that Harvard-Anglia 2008 is one of the formats available under references. We recommend that you refer to Microsoft Office Support on references and citations, including how to manage sources.  
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[bookmark: _Toc12010904]Example of Figure
Center-align the figure caption below the figure. The figure caption will have the prescribed font and formatting as outlined in Section 1.2 (Captions) by clicking on the built-in style “Caption.” When assigning the figure caption to the figure, use the Insert Caption feature so that the List of Figures can be automatically generated. All figures need alternate text descriptions to make them accessible to people using screen readers, as required by Section 508. Once figures are added to the document, right click on the figure and select format picture, click on the layout and properties icon and choose the alt text option. In the boxes provided, enter the title for the figure and a brief description. For more information refer to Microsoft Office Support.
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Center-align the table caption above the table. The table title will have the prescribed font and formatting as outlined in Section 1.2 (Captions) by clicking on the built-in style “Caption.” When assigning the table title to the table, use the Insert Caption feature so that the List of Tables can be automatically generated. After creating the table, go to table properties and enter the table title and a brief description of the table in the box under the alt text tab. Under Table Tools/Layout, click Repeat Header Rows so that headers appear above columns at the top of each page and so that a screen reader registers the headers properly.
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	University Name
	Abbreviation

	University of Alaska Anchorage
	UAA

	University of Washington
	UW

	University of Idaho
	UI

	Portland State University
	PSU

	Washington State University
	WSU

	Northwest Indian College
	NWIC
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(You are encouraged to use the References function in Word, selecting the Harvard-Anglia 2008 format [click at References on the command tabs row at the top of the screen, then click on the down-arrow next to “Style” above the “Citations & Bibliography” section]. See Microsoft Office Support for assistance.)
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[bookmark: _Toc534358374]Name of Organization or Agency, Year Published. Title of Publication. City: Publisher, number of pages.
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Author Surname, Author Initials, Year Published. Book Title. Series Number [online]. City: Publisher, Pages Used. DOI or Available at: http://Website URL. Accessed [month day, year].
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Jones, D.M., 1967. Publishing Manuscripts (4th ed.). New York: McGraw-Hill, 350 pp.
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SI* (MODERN METRIC) CONVERSION FACTORS

APPROXIMATE CONVERSIONS TO SI UNITS
Symbol When You Know Multiply By To Find Symbol
LENGTH
in inches 254 millimeters mm
ft feet 0.305 meters m
yd yards 0.914 meters m
mi miles 1.61 kilometers km
AREA
in? square inches 645.2 square millimeters mm?
I3 square feet 0.093 square meters m
yd? square yard 0.836 square meters m?
ac acres 0.405 hectares ha
mi? square miles 259 square kilometers km®
VOLUME
floz fluid ounces 29.57 milliliters mL
gal gallons 3.785 liters L
cubic feet 0.028 cubic meters m’
yd® cubic yards 0.765 cubic meters m’
NOTE: volumes greater than 1000 L shall be shown in m®
MASS
oz ounces 28.35 grams g
b pounds 0.454 kilograms kg
T short tons (2000 Ib) 0.907 megagrams (or "metric ton") Mg (or "t")
TEMPERATURE (exact degrees)
iE Fahrenheit 5 (F-32)/9 Celsius H(o)
or (F-32)/1.8
ILLUMINATION
fc foot-candles 10.76 lux Ix
fl foot-Lamberts 3.426 candela/m’ cd/m?
FORCE and PRESSURE or STRESS
Ibf poundforce 445 newtons N
Ibf/in® poundforce per square inch 6.89 kilopascals kPa
APPROXIMATE CONVERSIONS FROM S| UNITS
Symbol When You Know Multiply By To Find Symbol
LENGTH
mm millimeters 0.039 inches in
m meters 3.28 feet ft
m meters 1.09 yards yd
km kilometers 0.621 miles mi
AREA
mm’ square millimeters 0.0016 square inches in?
m? square meters 10.764 square feet g
m’ square meters 1.195 square yards yd®
ha hectares 247 acres ac
km® square kilometers 0.386 square miles mi®
VOLUME
mL milliliters 0.034 fluid ounces floz
L liters 0.264 gallons gal
m’ cubic meters 35.314 cubic feet '
m® cubic meters 1.307 cubic yards yd®
MASS
g grams 0.035 ounces oz
kg kilograms 2202 pounds Ib
Mg (or "t") megagrams (or "metric ton") 1.103 short tons (2000 Ib) T
TEMPERATURE (exact degrees)
°c Celsius 1.8C+32 Fahrenheit 8
ILLUMINATION
Ix lux 0.0929 foot-candles fc
cd/m’ candela/m’ 0.2919 foot-Lamberts fl
FORCE and PRESSURE or STRESS
N newtons 0.225 poundforce Ibf
kPa kilopascals 0.145 poundforce per square inch Ibf/in®
*Sl is the symbol for the International System of Units. Appropriate rounding should be made to comply with Section 4 of ASTM E380.
Revised March 2003)
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