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The abstract should be brief (~250 words) but detailed. Provide an overview of the report with enough context to stand alone separate from the rest of the document. A well-written abstract will help readers decide whether to read the full report.
The abstract addresses the following (usually 1–2 sentences per topic): 
Key aspects of the literature review 
Problem under investigation or research question(s) 
Clearly stated hypothesis or hypotheses 
Methods used (including brief descriptions of the study design, sample, and sample size) 
Study results 
Implications (i.e., why this study is important, applications of the results or findings)













Note: Abstract appears on page v of finalized reports

[bookmark: _Toc2325535][bookmark: _Toc127353650][bookmark: _Toc127779296][bookmark: _Toc127788797][bookmark: _Toc128665389]Acknowledgments [K-TRAN Heading 1]
[K-TRAN Body Text]
Often, people who contributed to the research, but who did not participate in the writing of the report (and who would therefore not be considered co-authors) are listed here. Project monitors are often named in this section. Please note that this is a professional acknowledgment section—only persons or institutions that supported your work in a professional capacity should be listed here. Please do not use this space to acknowledge family, friends, or other persons or institutions that supported your work in a private or personal capacity. 


[bookmark: _Toc2325536][bookmark: _Toc127353651][bookmark: _Toc127779297][bookmark: _Toc127788798][bookmark: _Toc128665390]Table of Contents [K-TRAN Heading 1]
Manually typing your Table of Contents is unnecessary. After you’ve completed writing the report and have your chapters and sections settled into their final numbering sequence, you can create a Table of Contents using the K-TRAN Heading styles. Make sure you have each of your heading levels in the correct K-TRAN Heading style before you begin. 
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There is no required K-TRAN Style for data presented in tables, but table formatting should be consistent throughout the report. 
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All figures should be positioned in-line with text. The “K-TRAN Figure” style should be applied to the line containing the image. (Note: Alt Text has been included as an example.)
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For references or notes that follow a table or figure, use the “K-TRAN Subcaption” style. The default alignment is justified but you may center the text or use tabs as needed for formatting. 
[image: Three inflated balloons] [K-TRAN Figure]
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Source: Author (2023) [K-TRAN Subcaption]
Equations should be placed on a separate line before their label. There is no required style for the equation line itself, but equations should be indented by 1 inch. 

	
	Equation 1.1
	[K-TRAN Equation Label]

If the equation contains variables that must be defined, you should use the “K-TRAN Equation Variables” style to format these below the equation.

n = (z* σ/ME)2
	Equation 1.2
	[K-TRAN Equation Label]
Where:
n = desired sample size,
z = z-score,
σ = standard deviation for the sample, and
ME = margin of error.
[K-TRAN Equation Variables]
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[K-TRAN Body Text] 
This is just an example—use as many chapters as you need to for your report and give your conclusions and recommendations in the final chapter. 
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[K-TRAN References]

Do not assign a chapter number to the references section. 
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If you have further information to present which did not fit into the main report, it can be added in one or more appendices at the end of the report. If the appendices are exceptionally long, or contain many pictures or figures, they may need to be split into a separate document for length/size consideration.
If you only need to add one Appendix section, a letter designation, such as “A” is unnecessary. If you add multiple Appendices, designate them with letters in alphabetical order: Appendix A, Appendix B, Appendix C, etc. 
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