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· Font size = 12” (default) & Font style = Times New Roman (default)
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	· Spacing = Double Spaced 

(not default; to change: look under “Format,” then “Paragraph”)
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	· Margins = top, bottom: 1”; right, left: 1.25” (default, under “File”)
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· Indent = each paragraph, 5 spaces (under “Format”)
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Last Name - 2

· Proper header for pages 2-6:   

· (your last name + page #)

· Steps to set up this “header”:

1) under “View”:
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2) “Header/Footer”:
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3) type your name, followed by a hyphen:
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4) highlight & right-justify your name:
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5) place the cursor after the hyphen:
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6) “Insert Page Number”:
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Proper header for page 1 (





Proper header for pages 2-6 (








