Sample Internship Report Formatting Guide
This guide is a suggested format for MPH Internship Reports, based on the UA Thesis formatting style. Use this as a guide when drafting your internship report. 
**If your concentration or Internship Chair require something different than listed here on this guide, defer to those guidelines/requirements** 

Organization of Front of Report
The first two pages must be:

A. MPH Internship Report Title Page 

B. Statement by the Author Page

*Signed versions of these are submitted to the MPH Coordinator. You may choose to also include the signed versions in the final report uploaded to the Hub, though signatures on uploaded document is not required.*

C. Acknowledgements and Dedications (optional)

D. Table of Contents
· The Table of Contents follows the title page, approval page, Statement by Author and the Acknowledgements and/or Dedication (if included).
· All chapters and major sections of the report that appear after the Table of Contents, including the Abstract, should be reported.
· You may decide how many levels of sub-headings you wish to report in the Table of Contents. Be consistent –if you report some headings of a given level, you should report all of them. Different levels of heading are normally distinguished in the Table of Contents by indenting.
· Each heading reported in the Table of Contents should match the heading in the body of the report and should have its page number reported.
· We recommend using a dot leader (e.g. “........”) between each heading and its page number on the far right, for the ease of the reader.

E. List of Figures/Illustrations and Tables
· If your report includes figures, it is helpful to include a List of Figures following your Table of Contents to identify the figures and report the pages where they appear.
· Similarly, a List of Tables is helpful if your report include stables.
· You may number your figures and/or tables using any method that will make sense to your readers.

F. Abstract (required)
· You must include your final abstract submitted for the Internship Conference prior to the body of the report.

G. Body of the Report
· Please follow all guidelines outlined by your program. These can be found under:
 MPH Presentation, Report and Graduation Materials > Concentration Guidelines for Body of Internship Report. 

H. Appendices
· You may include material in appendices as appropriate.
· Appendices appear following the body of the report, and before the final References section.
· Typically each appendix has a letter designation and a title (e.g. “APPENDIX A –SUPPLEMENTARYDATA”).
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I. References
· The final section of the report should be a comprehensive list of the works you have cited or used.
· Defer to the style preferred by your concentration and/or Internship Chair


General formatting suggestions

A. Fonts 
· Best to use a standard serif font. 
· If your concentration requires specific fonts and/or sizes, please follow those guidelines.

B. Margins
· 1.5” on the left and 1” at the top or bottom.  
· If your concentration requires something different, please follow those guidelines.

C. Page Numbers
· Page numbers should appear on all pages, in the same place on all pages
· The title page is considered page 1 of the document, with all other pages numbered successively. The title does not need to display its page number


