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1. Introduction

Write your text here (first line of paragraph indented by half an inch, text formatted as 12pt Times New Roman, double-spaced). To use this style, select “Standard” from the style menu in the top left corner.

Your page header should include your surname as well as the pagination. In order to insert it, you will have to work in “page layout” mode.

This is what a block quotation should look like (formatted as 12pt Times New Roman, double spaced, indented one inch). To use this style, select “Block quotation” from the style menu in the top left corner. Note that block quotes are only appropriate for quotations longer than four lines in your text. For shorter quotations, use in-line quotation.
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