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1. Introduction to the style guide, formatting of main text, and page layout 

The appearance of this document reflects the requirements of the style guide.  Since there is no typesetting or 

copy-editing of summaries, the use of this style guide is critical to provide a consistent appearance. 

The first line of the first paragraph of a section or subsection should start flush left. The first line of 

subsequent paragraphs within the section or subsection should be indented 0.2 in. (0.62 cm). 

Use 8.27 in. x 11.69 in. paper (210 mm by 297 mm) with 1 in. margins (2.54 cm) on all sides, use 10-point 

Times New Roman or Palatino font, and do not use hyphens at the end of a line.  

2-page Summary (up to 2 pages maximum). 

2.  Figures and tables 

Figures and tables should be centered (except for small figures less than 2.6 in. or 6.6 cm in width, which may 

be placed side by side) and located inside paper margins. Text should not wrap around figures or tables; table 

captions (10-point font) should be centered above tables, and figure captions (8-point font) should be centered 

below figures (for example, “Fig. 1. Laser”). Both should appear as close as possible to where they are mentioned 

in the main text. 

3.  Equations 

Equations should be centered, and equation numbers should only appear to the right of the last line of the 

equation, in parentheses.  For long equations, the equation number may appear on the next line. For example: 
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In-line math of simple fractions should use parentheses when necessary to avoid ambiguity—for example, to 

distinguish between 1/(n-1) and 1/n-1.  Exceptions to this are the proper fractions, such as 
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left in this form.  Summations and integrals that appear within text such as 
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limits placed to the right of the symbol to reduce white space. 
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