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INTERNSHIP REPORT

TEXT FORMAT SPECIFICATION

Text Element

Recommended Specification

Main Heading

Times New Roman, 16 pt, Bold, UPPERCASE, Centre aligned

Sub-heading

Times New Roman, 14 pt, Bold

Section Heading

Times New Roman, 12 pt, Bold

Body Text Times New Roman, 12 pt, Regular
Font Colour Black

Text Alignment Justified

Line Spacing 1.150r 1.5

Paragraph Spacing | 6 pt after each paragraph

Page Size A4

Margins Left: 1.25", Right: 1", Top: 1", Bottom: 1"
Numbering Arabic numerals (1, 2, 3, ...)
Sub-numbering 1.1,1.2,1.3, ...

Bullet Points Standard round bullets

Table Text Times New Roman, 1011 pt
Header/Footer Times New Roman, 9-10 pt

Page Number Bottom centre or bottom right

Captions

Times New Roman, 10—11 pt, Bold where appropriate




