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Prof. Ogilvie
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The text of your paper should begin here. It should be formatted in the “Body” style, which is double-spaced. When you’re ready to begin, fill in your name, the date, and the title above; then select this sample text, delete it, and start working on your paper. If you are writing a term paper, remember the abstract and any other paper part that you need!

You should use the “BlockQuotation” style for block quotations (clever name, eh?). Block quotations are indented one-half inch on the left, and they are single-spaced. Because of the way Microsoft Word handles line spacing, the BlockQuotation style is formatted with a twelve-point space at the end of the paragraph, so that the next line of body text does not run into it. When you hit “return” at the end of a block quotation, you will automatically be returned to the Body style.

The paragraph continues in the Body style. Footnote text is single-spaced, with a twelve-point space between each footnote.
 Page numbers appear automatically: the first page is numbered at the bottom, while subsequent pages are numbered in the upper right. The margins are one inch at top and bottom, one and a quarter inches on the left and right.


If you use this template for your papers, you will automatically meet most of the formatting requirements for the paper. Anne Lamott argues that perfectionism is a writer’s worst enemy.
 That may be so, but if you use your word processor’s built-in formatting features wisely, you will have a lot of control over your papers without needing to worry about it.
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� If this were a real footnote, there would be a reference here. 


� Anne Lamott, Bird by Bird: Some Instructions on Writing and Life (New York: Anchor Books, 1995), 28.





