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4. FINDINGS AND ANALYSIS

contains numbered sections with headings

(contains descriptions of investigations carried out, a
statement of facts discovered, clear arguments and
opinions arising from the investigations and the facts
uncovered by these investigations

( : : : :
accompanied by illustrations to make numerical or
descriptive information easier to understand and
remember
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Figure & Table Number

Use Arabic numerals

i.e Figure 2

Number figures and tables separately

i.e Figure 1, Table 1

Number the visuals in their order of appearance
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Title or Caption

Short & concise

Describe the visuals

Placement:

Figure — below the figure; Table -- above the table

Capital letter for each word except preposition

(i.e for, at, in) and articles (i.e a, an, the)
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Presenting Numbers

Use figure
e Beginning of e Middle of sentence
sentence e Dates

e Street numbers

e Room numbers

e Telephone numbers
e Page numbers

e Percentages
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