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Office Applications
GENERAL RULES FOR FORMATTING TABLES

1. Type titles in all caps, bold, and centered.

2. Type any subtitles in normal text, initial caps.

3. Separate title or subtitle from table with one vertical space.
4. Title option:  Title may be placed in row 1 of the table.  Merge the cells and center the title.

5. Type column headings in initial caps and bold.  Alignment varies according to table design.  Study examples from professional publications.
6. Left align columns of text.  Exception:  columns with the same number of characters may be center aligned.

7. Align columns of numbers by their decimals or thousands separator.
8. Apply (paragraph) spacing before and after text/numbers in cells for better readability.  (Format, Paragraph, Spacing Before and After)

9. AutoFit to contents.  (Adjusts column to cell with most characters.)
10. AutoFit to window.  (Expands table from left to right margins.

11. Tables and titles look good in sans serif fonts.
Study this sample table.

TITLE IN BOLD AND ALL CAPS

Subtitle . . . Initial Caps, No Bold

	Column Headings . . .
	Initial Caps, Bold

	Left align text
	8,987.00

	Align numbers by decimal and/or comma
	59,484,987.098

	This table AutoFitted to contents
	34345.67656

	Sans serif font sometimes preferred
	5.7968









