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INTRODUCTION[Style = section head]
Begin typing text here.[Style = normal] If you follow this template and apply all the styles noted in green, you will gain the following benefits:

· You will be able to get all the proper vertical spacing for the headings, without adding any extra carriage returns or manually formatting headings.[Style = Bullet list]
· You will be able to compile your table of contents automatically, including its pagination.

· You will have the proper type face and spacing for other elements, such as footnotes, bibliography, and lists.

Vix cu tantas petentium. Nec ei probatus corrumpit consetetur. Eu mei facilisi aliquando, qui in illud adipisci mnesarchum.
1. This is a numbered list[Style = numbered list] If you use this style, you can format and number lists like these automatically.

2. When you begin a new list, right-click after you have started a new list to restart the numbering.

Id quando noster corrumpit cum. Ex tollit iuvaret molestiae his. At clita graeci option quo. Debet principes efficiendi ea vel, posse denique ut qui. Dicta dicit instructior no quo. Mei copiosae insolens id, dicam aliquid ius et, vis ne sapientem corrumpit. Vix cu tantas petentium. Nec ei probatus corrumpit consetetur. Eu mei facilisi aliquando, qui in illud adipisci mnesarchum.

PART 1: TITLE
 OF PART[Style = section head]
First-level Subheading Style[Style = Heading 1]

Begin typing text here[Style = normal] Ad qui brute perfecto, adhuc zril soluta in sit. Mel graeco phaedrum ne, suas vidisse in eos. The table that follows is just a sample and provides the style choices for the various options.
Table 1: List of Elements and Corresponding Styles[Menu/References/Insert Caption/Table, which formats with Style = caption]
	Element
	Style Name

	Header for Table
	Table header

	Text in table
	Table text

	Caption for table
	Caption (Menu: Insert/Insert Caption/Table)

	Regular paragraph

	Normal (ctrl-shft-z)

	Block quote
	Quote (ctrl-alt-q)

	Chapter or Part number
	SECTION HEAD

	Heading level 1
	Heading 1 (ctrl-alt-1)

	Heading level 2
	Heading 2 (ctrl-alt-2)

	Heading level 3
	Heading 3 (ctrl-alt-3)

	Heading level 4
	Heading 4 (ctrl-alt-4)

	Bullet list
	Bullet (ctrl-b)

	Numbered list
	Numbered list (ctrl-alt-l[el, not one])

	Footnote
	Menu: References/Insert Footnote (auto formats)

	Bibliography
	Bibliography (alt-b)


First-level Subheading Style [Style = Heading 1]
Begin typing text here[Style = normal] Ad qui brute perfecto, adhuc zril soluta in sit. Mel graeco phaedrum ne, suas vidisse in eos.
First-level Subheading Style [Style = Heading 1]
Second-level Subheading Style[Style = Heading 2]
Begin typing text here[Style = normal] Note that page numbers begin bottom center for the first page in a new section or part, and then they go to upper right-hand corner for subsequent pages. Ad qui brute perfecto, adhuc zril soluta in sit. Mel graeco phaedrum ne, suas vidisse in eos. The footnote that follows is a sample of a full citation.
 Ea brute eirmod civibus vis, tractatos sapientem iracundia sed in. Porro labores cotidieque eam ut, no vis adhuc mundi, ne mea mutat conceptam. The footnote that follows is another full citation format.

Second-level Subheading Style [Style = Heading 2]
Begin typing text here[Style = normal] Ad qui brute perfecto, adhuc zril soluta in sit. Mel graeco phaedrum ne, suas vidisse in eos.
Third-level Subheading Style [Style = Heading 3]
Ut eum tritani gubergren. Id quando noster corrumpit cum. Use Ibid. as in footnote 3 below when you are immediately quoting the previous author.
 Use author’s last name and page number when you’ve already cited fully.
 Debet principes efficiendi ea vel, posse denique ut qui. Dicta dicit instructior no quo.
Third-level Subheading Style [Style = Heading 3]
Ut eum tritani gubergren. Id quando noster corrumpit cum.
 Ex tollit iuvaret molestiae his. At clita graeci option quo.
Third-level Subheading Style [Style = Heading 3]

Ut eum tritani gubergren. Id quando noster corrumpit cum.
 Ex tollit iuvaret molestiae his. At clita graeci option quo.
Fourth Level Heading Style [Style Heading 4]
Viderer honestatis repudiandae mei in, minim utinam sed in, mazim albucius te mea. No possit. Sed te quodsi salutandi, ancillae aliquando cu sit. Vitae everti pertinacia id sit. Puto nostrum aliquando ut pri, ea nec probo praesent, clita periculis scripserit cu ius. Mel mazim cetero antiopam in, ex vitae scripserit pri. Regione persius rationibus at sit.

Viderer honestatis repudiandae mei in, minim utinam sed in, mazim albucius te mea. No possit.[block quote for anything four or more lines; Style = Quote] Sed te quodsi salutandi, ancillae aliquando cu sit. Vitae everti pertinacia id sit. Puto nostrum aliquando ut pri, ea nec probo praesent, clita periculis scripserit cu ius. Mel mazim cetero antiopam in, ex vitae scripserit pri. Regione persius rationibus at sit.

Sanctus perfecto explicari ex vim, ex eos cetero fabellas. Ad ridens assueverit mel. Quis vero abhorreant id vel, consul virtute ei nam. In vix offendit delicata facilisis, ex quo pericula intellegebat, elit dicta vituperatoribus vim eu. No wisi electram nam.
Table 2. A Sample Table
	Column 1[Style = Table headers]

	Column 2
	Column 3


	Text for column one, row one, in Times New Romans, 10 point, which should enable squeezing a lot of material into the table cell if necessary.[Style = Table text]
	Text for column two.
	Text for column 3.


	Text for column one, row two, in Times New Romans, 10 point, which should enable squeezing a lot of material into the table cell if necessary.
	Text for column two.
	Text for column 3.[To fix space in following paragraph, follow these steps to format that single paragraph differently from the style: (1) Right-click{Cmd-Click for Apple?} in the paragraph; (2) select Paragraph from the drop-down menu; and (3) under Spacing choose Before: 24 pt (or 30 pts if the table immediately precedes a heading instead of paragraph text.]


Quo ei odio dicat consulatu, novum volumus omittam vel ex, ei vix tantas pericula. In qui rebum summo integre. Eos ancillae pericula ea, ad adhuc constituam duo. Graecis tincidunt definiebas ei vim, mentitum mediocrem intellegam pro id, at placerat necessitatibus mei. Vide convenire corrumpit mea ad, eu est graeco omnium. Utroque incorrupte id nec, alia invidunt est id, hinc quidam ea cum.[Note: second page of each chapter, page number will be in upper right hand corner.]
PART 2: PART TITLE[Style =Section Head]
This is regular text immediately following a chapter title, without an immediate heading under the chapter title. Eu debitis persecuti vis, ut alii augue denique vel. Ei eam vidit equidem praesent, ad nec porro melius reprimique.

Table 3: List of Elements and Corresponding Styles[MENU/References/Insert Caption/Table, which formats with Style = Caption]
	Element
	Style Name

	Header for Table
	Table header

	Text in table
	Table text

	Caption for table
	Caption (Menu: Insert/Insert Caption/Table)

	Regular paragraph

	Normal (ctrl-shft-z)

	Block quote
	Quote (ctrl-alt-q)

	Chapter number
	SECTION HEAD

	Heading level 1
	Heading 1 (ctrl-alt-1)

	Heading level 2
	Heading 2 (ctrl-alt-2)

	Heading level 3
	Heading 3 (ctrl-alt-3)

	Heading level 4
	Heading 4 (ctrl-alt-4)

	Bullet list
	Bullet (ctrl-b)

	Numbered list
	Numbered list (ctrl-alt-l[el, not one])

	Footnote
	Menu: References/Insert Footnote (auto formats)

	Bibliography
	Bibliography (alt-b)


First-level Subheading Style[Style = Heading 1]
[shft-enter for second line]with Stacked Heading 
Begin typing text here[Style = normal]. For longer papers, note that footnotes begin again with each new part or chapter, and, consequently, sources are cited fully again at the beginning of each new part or chapter.
 Eu debitis persecuti vis, ut alii augue denique vel. Ei eam vidit equidem praesent, ad nec porro melius reprimique.
Second-level Subheading Style[Style = Heading 2]
Begin typing text here[Style = normal] Sanctus perfecto explicari ex vim, ex eos cetero fabellas. Ad ridens assueverit mel. Quis vero abhorreant id vel, consul virtute ei nam. Ei eam vidit equidem praesent, ad nec porro melius reprimique.
Third-level Subheading Style[Style = Heading 3]
Begin typing text here[Style = normal] Sanctus perfecto explicari ex vim, ex eos cetero fabellas. Ad ridens assueverit mel.
Fourth-level Subheading Style [Style = heading 4]
Begin typing text here[Style = normal] Sanctus perfecto explicari ex vim, ex eos cetero fabellas. Ad ridens assueverit mel. No wisi electram nam. Eu debitis persecuti vis, ut alii augue denique vel. Ei eam vidit equidem praesent, ad nec porro melius reprimique.

PART 3: PART TITLE[Style =Section Head]
First-level Subheading Style[Style = Heading 1]

Begin typing text here[Style = normal] Sanctus perfecto explicari ex vim, ex eos cetero fabellas. Ad ridens assueverit mel. Quis vero abhorreant id vel, consul virtute ei nam. In vix offendit delicata facilisis, ex quo pericula intellegebat, elit dicta vituperatoribus vim eu.

Second-level Subheading Style [Style = Heading 2]
Begin typing text here[Style = normal] Sanctus perfecto explicari ex vim, ex eos cetero fabellas. Ad ridens assueverit mel. Quis vero abhorreant id vel, consul virtute ei nam. In vix offendit delicata facilisis, ex quo pericula intellegebat, elit dicta vituperatoribus vim eu.

Third-level Subheading Style [Style = Heading 3]
Begin typing text here[Style = normal] Sanctus perfecto explicari ex vim, ex eos cetero fabellas. Ad ridens assueverit mel. Quis vero abhorreant id vel, consul virtute ei nam. Ei eam vidit equidem praesent, ad nec porro melius reprimique.

Table 6. A Five-Column Table

	Column 1
	Column 2
	Column 3
	Column 4
	Column 5

	Ad ridens assueverit mel. Quis vero abhorreant id vel, consul virtute ei nam.
	In vix offendit delicata facilisis, ex quo pericula intellegebat, elit dicta vituperatoribus vim eu.
	No wisi electram nam.
	Eu debitis persecuti vis, ut alii augue denique vel.
	Ei eam vidit equidem praesent, ad nec porro melius reprimique.


Fourth-level Subheading Style[Style = heading 4]
Begin typing text here[Style = normal] Sanctus perfecto explicari ex vim, ex eos cetero fabellas. Ad ridens assueverit mel. Quis vero abhorreant id vel, consul virtute ei nam. In vix offendit delicata facilisis, ex quo pericula intellegebat, elit dicta vituperatoribus vim eu.
CONCLUSION[Style = section head]
Begin typing text here[Style = normal] Sanctus perfecto explicari ex vim, ex eos cetero fabellas. 


SOURCES CONSULTED[Style = section head]
Shipley, Cory. On Driving D.Min. Students to an Early Grave. Springfield, MO: AGTS Press, 2011.[Style = bibliography]
Qohelet, Shlomoh. A Burden: Of the Making of Books There Is No End. Oxford, UK: Vanity House, 2011.
� Cory Shipley, On Driving D.Min.Students to an Early Grave (Springfield, MO: AGTS Press, 2011), 13–17.


� Shlomoh Qohelet, A Burden: Of the Making of Books There Is No End (Oxford, UK: Vanity Press, 2011), ix–xiii.


� Ibid., 13. Debet principes efficiendi ea vel, posse denique ut qui. Dicta dicit instructior no quo. Mei copiosae insolens id, dicam aliquid ius et, vis ne sapientem corrumpit. Vix cu tantas petentium.


� Shipley, 22.


� Ibid., 13.


� Qohelet, 82.


� Ibid., 213.


� Shlomoh Qohelet, A Burden: Of the Making of Books There Is No End (Oxford, UK: Vanity House, 2011), 33.


� This is a content footnote, wrapped to see what it looks like in the document. Ad ridens assueverit mel. Quis vero abhorreant id vel, consul virtute ei nam. In vix offendit delicata facilisis, ex quo pericula intellegebat, elit dicta vituperatoribus vim eu. No wisi electram nam. Eu debitis persecuti vis, ut alii augue denique vel. Ei eam vidit equidem praesent, ad nec porro melius reprimique.





�Read these instructional comments in this template, and then right click on each comment “bubble” (if you have a PC) or delete at the “X” (if you have a Mac) after you are done reading it to delete them.





FIRST, only use this template for CLASS PAPERS TEN PAGES OR SHORTER. This is NOT the template for your D.Min. PROJECT.





SECOND, Turn on your paragraph symbol so that you can see returns, section breaks, etc. This is very important to using this as a template. If you do not turn on your paragraph symbol, you cannot see where the section breaks are. If you do not see where the section breaks are, you will most likely accidentally delete them when you are typing in your replacement text, and the specific formatting of this template will be of no use to you.





THIRD, The green instructions after each line are just to show you what “style” is chosen for that particular part of the paper. Delete them and insert the appropriate text (i.e., your paper title, etc.) 





See next page for further instructional comments.


�There is a section break here. Do NOT delete it!


�The template is set up so that your CONTENTS will automatically update as you change your headings throughout the paper. 





To update the CONTENTS section, right click in the text, and it will ask you if you just want to update the page numbers or if you want to update the entire table. If you have added new headings in the paper, you will want to update the entire table.





Do NOT type your headings here in the CONTENTS section. Type them in the body of the paper choosing the appropriate style. THEN just come back to this page to update it by the right-click instructions above.


��There is a section break here. Do NOT delete it!


�See samples below. Delete what you do not need. Add in the text of your own paper here.


�Notice that when a first-level subheading comes right after a MAIN (PART) heading, there is only a double space between them rather than a triple space. I have manually taken out the 12 pt. spacing “above” this line to show that.


�There is a section break here. Do NOT delete it unless you are using this paper for a SHORTER (5-10-page) paper. Then you do not need breaks between your sections.
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