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Michigan 21st Century Energy Plan
DOCUMENT TEMPLATE
D-R-A-F-T

(Version 1.0)

September 29, 2006
1. FIRST LEVEL HEADINGS – BOLD, ALL CAPS, 14-Point, Single Spaced between lines of heading (if multiple lines) with hanging indent of 0.25 inches.
1.1. Second Level Headings – BOLD with Small Caps  14 point, indented 0.25 inches to start,  single spaced between lines of heading (if multiple lines), hanging indent 0.4 inches.
1.1.1. Third Level Headings – Bold with upper and lower case, 14-point. Note: The automatic word wrapping should be turned on for all the headings, so that the margins will appear correct if the heading is longer than one line.


The normal font will be 12 pt. Times New Roman, Double-Spaced.  Please use left justification.  Two spaces between sentence-ending punctuation and start of next sentence.  

Use only one carriage return between paragraphs, please, like the space between this one and the previous one. 


One-half inch tab at the start of each new paragraph.  Please note: If you need fourth level headings, please set them up this way:

Fourth Level Heading:  Fourth level headings will not be indented.  A fourth level heading starts a new paragraph and is underlined. It ends with a colon.  Then, text starts immediately on that same line.   
2. COVER PAGE

Please make the cover page look like the one on this document. Just edit as needed to put your title and date on the page. There is a style for “Title Page” text.
3. PAGE SETUP & Margins

The pages will be set up with 1 inch margins throughout.
3.1.1. Page Footers: We plan to use a footer very similar to the one below.  In the third box from left in the table, please replace the “Document TEMPLATE Draft” message with a brief text explanation of the report you are working on.  In the final version, those will probably be changed to reflect the names of Chapters or Major Sections in the report, but for the time being they will help everyone who is reviewing draft reports.  
4. REFERENCES


References should be included in the text, using footnotes, like this one.
  The plan is to use footnotes for web links, as references to books, papers, articles, etc., and – if necessary – for explanatory information that is not integral to the text.  There is no plan to utilize any bibliography or reference list at the end of sections or chapters; only references in footnote form at the bottom of pages. 


Please use this general format for references: Author, lastname first and then first name for the primary author, followed by secondary authors using firstname first and lastname, and at the end of the author field, put a period. Put the publication date in parentheses, followed by a period, like this: (2006). If it is important to list a month or date, use this form: “(2006, September).” Or, “(2006, September 29).”  The Title comes next.  Please put the title in Italics, like this, with a period at the end of the title.  Please use Title Case for Titles.   Include with the title the page number or pages numbers cited.  Title is followed by the “City, ST: Publisher; URL.”  Please indicate the City and two-digit postal code for the State, followed by a colon. Next comes the publisher, then a semi-colon. If there is a URL, please list it in the form http://www.domainname.ext followed by a period.  If there is no URL, then use a period after the Publisher.  The general format for books will be like this:


Lastname, Firstname, and secondary authors with firstname first then lastname. (Year, Month). Title: And any Subtitle, Printed in Italics and Title Case, pp. ##-##. City, ST: Publisher, http://www.domainname.ext. 


For magazines, newspapers, journals, etc., please put the title of the article in double quotes, and then use Italics for the title of the newspaper, magazine, or journal.  This type of reference will look like this:

Author. (Year, Month). “Title of the Article: with Subtitle, if Given,” Title of Periodical in Italics, v#, n#, p. or pp. range.  Include URL if known.  In this format, the plan is to capture the volume number, then issue number, then page or range of pages cited.  


If you have any doubt about how to develop the reference for a particular type of publication, please make certain to include all the basics (e.g. Author, publication date, title, etc.), and MPSC Staff will finalize getting it into a consistent format for the report.  

5. FIGURES AND TABLES


Put all figures and tables at the end of your report.  Use a separate page for each Figure and a separate page for each Table.  If necessary, you can switch the page layout to landscape in order to fit the figure or table.  Please be certain to keep the same page margins, however (1 inch all around), whether using portrait or landscape layout for figures and tables.  The Figure or Table itself, as well as the Caption, will be centered on the page, horizontally.  

Use “Insert: Reference: Caption” on MS-Word menu to title the Figure or Table.  Use Table for text tables.  Use Figure for graphs, pictures, drawings, etc.  If in doubt, use Figure.  Captions will be centered and will appear prior to the Figure or Table.  The default font for figures and tables will be Arial 10 point.  In the rare cases where the quantity of text needed for a table makes it unavoidable, Arial 9 point can be used.  Only in emergencies will 9-point text be used.  Please try to design all tables and graphs so that the use of such small type can be avoided. 

The default paragraph spacing for Tables and Figures will be 2 points above and 3 points below paragraphs. If necessary in order to squeeze a Table or Figure onto a single page, paragraph spacing can be reduced 1 point at a time, to a minimum of 1 point above and 1 point below paragraphs, and 9-point Arial font can be used for Table Notes.    


At the point in the text where you would like to insert a figure or table, please use this format:

Centered “= = = = = = = = = = =” (please use alternating “equalsign, space, equalsign, space, etc.), followed by “Insert Figure # About Here” or “Insert Table # About Here”, and then again, “= = = = = = = = = = =”.  That text will all be centered.  

You can automatically insert the Figure # or Table # at this point in your document, by using Insert: Reference: Cross-Reference” from the MS-Word Menu.  You need to create the Caption for the Figure or Table first, however, before you can set up the cross-reference to it.  The result, in the document, will look something like this:
= = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = =

Insert Figure # About Here. Or, Insert Table # About Here.

= = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = =


For notes about figures or tables, please use the format as demonstrated in the attached sample Figure and Table.

Please note: If you use any program other than MS-Word for the creation of your Figure or Table (for example, Excel, PowerPoint, or any other spreadsheet or graphics program), please provide a copy of the Figure or Table in the original software used for its creation, in addition to any copy provided as an object embedded in MS-Word.  If you use any software that is not readily compatible with MS-Office, please be certain to tell MPSC Staff what software was used to create the Figure or Table.  MPSC Staff can then discuss with you how to fine-tune the figure or table, if needed, and/or what is the best option for file format to share that file with MPSC Staff for final editing.  

5.1.  
Notes on Use of Color and Shading in This Report


Note that the final report will be presented as a PDF file. Please check the use of color and shading in all figures and tables to make sure that the final version will be readable when converted to PDF, and that the output will be readable when printed from PDF to either a black-and-white only or color printer.  

6. APPENDIXES
6.1.  
Please set up appendixes as SECOND LEVEL headings, like this one.  Use appendixes whenever you have voluminous materials that are integral to the report, but can be easily separated from the main body of the report.  

6.1.1. For appendix-type material that is NOT integral to the report


The plan is to incorporate a reference to the material in the report, and post the material to the 21st Century Energy Plan website, which will make it easy for readers to find, but won’t need to be printed with each paper copy of the report. 

Table 1: New Generation Options Modeled by Central Station Work Group

	Plant Type1
	Size (MW)
	Construction Cost ($/kW)2
	Fixed O&M ($/kW)
	Variable O&M ($/MWh)
	Heat Rate (Btu/kWh)

	Pulverized Coal 
Sub-critical
	500
	1,370
	42.97
	1.80
	9,496

	Pulverized Coal 
Super-critical
	500
	1,437
	43.60
	1.70
	8,864

	Fluidized Bed Coal
	300
	1,505
	44.77
	4.24
	9,996

	IGCC Coal
	550
	1,647
	59.52
	0.95
	9,000

	IGCC PRB Coal
	550
	1,845
	59.52
	0.95
	10,080

	Nuclear
	1,000
	2,180
	67.90
	0.53
	10,400

	Combined Cycle gas
	500
	467
	5.41
	2.12
	7,200

	Combustion Turbine gas
	160
	375
	2.12
	3.71
	10,450

	Source: Please be certain that the source of data is included in your Table or Figure. If the source is not directly included in the Figure or Table, please make sure that the textual explanation of the Figure or Table does make clear the source.  

Notes: All costs presented are in 2005 dollars.

           1 Please refer to the Central Station Work Group Report, in Appendix E for information on 
plant operating characteristics and efficiencies.

           2 Investment costs are based on overnight costs, greenfield sites, construction of a single unit at a site, and includes on-site switchyards for interconnection to the utility grid. 


Figure 7: Lower Peninsula Transmission Import Capabilities from Neighboring Markets – 
Please note there is one double-space between the Caption and the Figure or Table
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Notes:  Please note there is one doublespace or less between the Figure or Table and the Notes. 

            1 Values shown are MW, normalized to represent import capability if the other entity in MECS were importing 0 MW from Michigan. Actual Traditional Base-Case Imports: ITC = +1860 MW, 

METC = - 510 MW (representing transmission across METC to ITC), and MECS = +1350 MW.

                  2 Only the first few limits are shown and the most restrictive limits are shown for groups of limits that are highly correlated. The heavy black line connecting data points near the center of the graph represents the first limit on each transmission interconnection between Michigan’s Lower Peninsula and neighboring systems. Reading outward from the center along each spoke on the graph, subsequent marks indicate what the next transmission limit would be on each interconnection if the transmission system were upgraded in some way to remove the previous transfer constraint.

                  3 Contingencies considered included: units dispatched off; units tripping off; single transmission; and single transmission with units dispatched off. 

                  4 Traditional Base-Case has 0 MW flowing between Michigan and Ontario, controlled by phase-shifting transformers.

� The font for footnotes will be Times New Roman 10 point. Please use a single space to begin typing the footnote, which creates a bit of space around the number. Use “Insert: Reference: Footnote” from the MS-Word Menu, so that the footnotes will be automatically numbered.  
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