I.
FORMATTING INSTRUCTIONS SHEET 
(HEADING 1 STYLE) 

A.
DOCUMENT setup (heading 2 style; ALL CAPS and Boldface)

You have your choice of Times New Roman, Arial, or Courier fonts. Body text will be 12 pt. type, regardless of font chosen. Thesis margins will always be 1.25" on left and right sides, 1" on the top and the bottom.  Be sure the footer is set to 1", so the page number will be at the 1" mark.   

Line spacing in the text will be 1.5 lines throughout (not double spaced). 
B.
STARTING OUT (heading 2 sTYLE)

Apply 2nd Order Paragraph Style underneath all Heading 2 heads.  Each level of heading has a corresponding paragraph style to maintain correct text indents. Second Order paragraphs are indented 0.5" from left margin

1.
This is a Third-order Heading (Heading 3 Style; upper/lower case and Boldface)

Apply 3rd Order Paragraph Style underneath Heading 3 heads.  Heading 3s, and the 3rd Order Paragraphs that follow them, are indented at 0.5" from the left margin.  The third-order heading is bold, upper-lower case with only the main words having initial capitals.
a.
This is a Fourth-order Heading, Showing that Word Indents the Second Line Correctly

Apply 4th Order Paragraph Style underneath Heading 4s.  Heading 4s, and the 4th Order Paragraphs that follow, are indented at 1" from the left margin.  The fourth-order heading is bold italic, upper-lower case, with only the main words capitalized.
(1)  Fifth-Order Heading and fifth-order paragraph.  Text follows on the same line as the heading.  The style used for the heading and the paragraph is Heading 5, 5th Order Heading/Para.  Indent heading and all paragraphs under this heading at 1.5" from the left margin.

C.
Table of contents

Do not type your own Table of Contents.  When the correct Template heading styles are applied to each heading in your thesis, as per page 1, Word will populate the TOC field on command via the Update Field feature. On the Table of Contents page in the Template, click on the text field to activate (turns gray), right-click, select Update Field from the pull-down menu, then select Update Entire Table. Each heading will appear in proper outline form.
D.
LISTS OF Figures/Tables

Apply Figure Caption Style to figure captions, and Table Caption Style to table captions. As described for the Table of Contents in part C above, if you have used the Template, Word will automatically generate and update the List of Figures and the List of Tables on command. Captions may be typed either in upper and lower case, or in sentence case, with only the first word having an initial capital; please be consistent with your choice. Each figure or table must be referred to, by number, in the text before it occurs. Do not use “above” or “below” when referring to figures or tables.
For any figure or table that is not your original work, you must note the source either  in the caption or underneath.  If the content is reproduced intact from a reference, use (From _________).  If you have made changes from the original, use (After _________). Note: Follow the same Reference/Citation style you use elsewhere in your thesis.   

Table 1.
Caption text information (From Author, 2009, p. 45)
(APA)
Figure 1.
Caption text here After [ 7]
(IEEE)
E.
BULLETED LISTS

· All Bulleted Lists are indented 0.5" from the left margin, and the text wraps at an indent of 1”.    
· Avoid using a mixture of bullets, numbers, dashes, asterisks, etc. for different lists in your thesis.  Bullets are preferred, but whatever you choose, please use one type consistently throughout.
F. QUOTES

Quotations of four or more lines are to be indented 0.5" in from the left and the right margin.  The text is single-spaced and no quotation marks are used.

G.
WEB SITES

When citing Web sites as sources of material in your List of References, list in this order: Author, or sponsor of the site, article title and date the material was posted or was last updated on the site, URL, and “accessed [insert] month year.” All URLs should either be “hyperlinked” or not; be consistent.

H.
INITIAL DISTRIBUTION LIST

The initial distribution list will look like this (Marine Corps Officer students have required mailing addresses, and this is the URL on our Web site, http://www.nps.edu/research/documents/Marine_Distribution_List.doc: Spell out or abbreviate states.  There are no street addresses, zip codes, or dot leaders on this list.

INITIAL DISTRIBUTION LIST

1.
Defense Technical Information Center

Fort Belvoir, Virginia 

2.
Dudley Knox Library


Naval Postgraduate School


Monterey, California
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