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 A common and simple table format is used in most of the tables on these pages. It 

includes a thin straight border under the title and heading cells and under the main 

body of data. There is usually no need for vertical borders. Often, the title is in 
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and not if it is inconsistent with the format for other tables in the report. 
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– Refer to tables/figures with their numbers (e.g., Table 1); do not refer to their location 

(like “in the table below”)  

 

TABLES  

 Use tables to present data that is detailed and that is important  

  Tables are “expensive” in terms of space requirements and formatting demands  

 Each table needs a concise title of no more than one sentence, placed above the table with 

the table number. The legend and footnotes should be placed below the table. Footnotes 

may be used to explain abbreviations.  
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– Not detailed: One or two sentences can be used to describe the data  
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 Figure number and title appear below the figure.  

 Completeness:  

– Label the important parts of schematic diagrams  

– Insert scale in images and maps  
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