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Chapter 1. This is Heading 2
Heading 2: Tahoma, 12 pt bold, all caps, centered, page break before, 24 pt spacing after. It is recommended that all Parts and Chapters start on an odd page (i.e. on the right hand page of the document).
Check Page Setup: mirror pages; top, inside and bottom margins are 1”, outside = 2.5”. Layout: headers and footers are different odd and even. The margin lines are 0.88” below page, and 2.375” to the right of page edge on even pages or 6.125” to the right of page edge on odd pages.
Page numbering: it is recommended that the part number and page number be combined as follows Page “Part Number” – “Page Number” (e.g., Page I-3 for Part I, page 3), and that pages containing the table of contents include the Part number but that numbering be done in roman numerals (e.g., Page I-ix). This can be accomplished by inserting a Section Break after the Contents and Lists of Exhibits/Equations.
This is an example of the Normal font style; it is the format for most of the body of text. It is Book Antiqua, 9.5 pt font, English (U.S.), justified alignment, 0” left indentation, first line 0.25” indentation, right 0” indentation, single line spacing with paragraph spacing of 0 pt before and 4 pt after.
This document template contains all the styles proposed for use in the HSM 1st edition, based on the Transit Capacity and Quality of Service Manual, with some modifications. Additional styles may be required for web publishing (consultation with the HSM Task Force: Content Subcommittee would be desirable in this case). This document provides guidance for paper/PDF versions. Style documents are available for the Glossary, Index, and List of Symbols.
1.1. This is Heading 3, Tahoma 10 pt bold, all caps, justified, 12 pt spacing before, 4 pt spacing after
1.1.1. This is Heading 4, Tahoma 10 pt bold, justified, 12 pt spacing before, 3 pt spacing after
1.1.1. This is Heading 5, Tahoma 10 pt italic, justified, 12 pt spacing before, 3 pt spacing after; Heading 5 does not appear in the Contents list
This is a Margin Note R.
All tables, figures, illustrations, photos, and exhibits will be captioned with the term “Exhibit” and numbered using the Chapter number [Heading 2 style]. Captions are placed in the margins, either left or right depending on the page (even or odd) and generally have no punctuation at the end.
Tables should follow the Exhibit 1‑1 example for border style and text style: 2 ¼ pt border lines top and bottom, with 1 pt border in between columns or rows as needed. No border on left and right edges. Text within tables are formatted using the “Table Text” style and bold is applied to table headings. Where a table are split between pages, use Table > Heading Rows Repeat to allow the display of the table headings on the subsequent page as well.
A line break (or hard return) is recommended prior to and following any exhibit or equation.

Exhibit 1‑1: This exhibit caption is in the right margin because this is an odd page. It is right justified (Exhibit Caption L)
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NOTE:
 If notes are required for exhibits, they are placed directly after the exhibit, flush with the left margin, with a tab to 0.38” after the initial word “NOTE:” [This is Exhibit Note: 7 pt Tahoma, left alignment, single spaced, 18 pt spacing after, hanging indent of 0.38”]
Cross-referencing to captions can be done using Insert>Reference>Cross-reference, select Reference Type: “Exhibit” (or “Equation”), and Insert Reference To: “only label and number”. Cross-referencing to other chapters or parts would be beneficial and can be done using Insert>Reference>Cross-reference, select Reference Type: Heading, and Insert Reference To: “Heading Number”. Cross-references do not require any special formatting, the Normal style is sufficient.
For Section 508 compliance and compliance to materials developed for federal government, the contractor is kindly requested to provide a text description for each exhibit – this can be added by adding alternative text under Format Picture> Web> Alternative Text. Right click on Exhibit 1‑2 for an example.
It is suggested that the contractor use the TCM and HCM as an example for other aspects related to the use of illustrations, photos, and other exhibits in the document. Exhibit 1‑2 is a sample figure with caption.
Exhibit 1‑2: This exhibit caption is in the left margin because this is an even page. It is left justified (Exhibit Caption L)
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NOTE: 
This is another example of Exhibit Note. 
Equation font is 9 pt, Arial, italic, centered on the page. An equation caption is applied to equations or formulas. The equation style is applied to the variables of the equation when they are defined following the equation. A line break prior to an equation and following the variable definitions is recommended to improve readability. The preferred format is shown with Equation 1‑1.
Equation 1‑1: Sample equation and caption [Equation Caption L] with reference (1)
E = mc2
where:
E 
=
energy (J);
m 
=
mass (kg); and

c 
=
speed of light (m/s).

Note the tabs and punctuation of the above variable definitions for Equation 1‑1. The following paragraph is a bulleted list, note the punctuation:

· This is a full sentence list bullet [full sentences or paragraphs are punctuated with a period, do not mix punctuation within the same list].
· List bullet [short phrases are punctuated with a semi-colon];
· List bullet indent [need to apply “List bullet indent” style to second level]; 
· List bullet indent 2 [need to apply “List bullet indent 2” style to third level]; and, 
· List bullet.

It is recommended that the use of second and third level bullets be limited or avoided if possible. 
The following is a numbered list, note the punctuation:

1. This is a full sentence list number. [full sentences or paragraphs are punctuated with a period, do not mix punctuation within the same list]
2. List number; [short phrases are punctuated with a semi-colon];
a) List number indented once;
i) List number indented twice.
The use of numbered lists is particularly helpful when describing steps in a process (refer to the TCM for an example: p. 3-77, in the section named “Steps”).

If certain words require extra punch, there are two styles that may be applied to the font: strong (bold) or emphasis (italics). Strong and emphasis can be applied on top of any other style.
This is a Margin Note R.
Margin notes (left or right) can be used to highlight important points.

If another author is directly quoted within the text, “it may look like this (emphasis) with the related reference number” (1).
 “If another author is quoted for more than two lines it may look like this [Quote]. This style is Book Antiqua, 9.5 pt, indented 0.5” from the left margin, and justified to look like this.” (1)
While it is recognized that direct quotations or reference to specific authors as part of the text, such as “… Smith et al., 2003, stated that …” may be necessary, it is recommended that the writing style of the HCM and TCM be followed, i.e., this be limited.

Similar to the HCM, references are indicated by a number in brackets, but are superscript and italic like this (1). References will be provided in one separate section at the end of the HSM– it is expected that some references will be used throughout the document and this will assist in keeping the HSM as thin as possible. The HSM is also expected to use significantly more references than other similar documents currently in use and this may assist in not intimidating users with unnecessary bulk. The reference number should be linked to the reference number using Insert>Reference>Cross-reference and selecting Reference Type: Numbered Item. Then Insert reference to: Paragraph number and select the reference of choice. Reference numbers and the brackets surrounding them can be formatted using the Reference Number style.
Footnotes are acceptable
. See the bottom of this page for formatting. Endnotes are not recommended.
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� This is Footnote Text. Book Antiqua, 8 pt.
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