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Introduction

[Just paste the text that you have written in here, between the square brackets.  When you are finished with this section, then remove the square brackets.

Use indentation with the tab key to indicate a new paragraph (usually set to the equivalent of 5 spaces—if indentation is too big, go into Format, Paragraph, Tabs and set the number to a lower level).  Always use left justification, leaving the right edge ‘ragged.’  Double space after periods even though the Chicago Manual requires single space (Holos specification).

Main Heading

[Just paste the text that you have written in here, between the square brackets.  When you are finished with this section, then remove the square brackets.

Give source for any quotes used, which you must do for quotes longer than six consecutive words, by inserting an endnote.
  Use the following procedure for Word:

Go to ‘Insert;’ go to ‘reference;’  go to ‘Footnote’;  Click on ‘endnotes;’ Click on arrow on “number format’:  Choose arabic numbers.  Click ‘Apply’ and ‘Insert.’
In the endnote itself, follow the Chicago Manual of Style.  The examples used serve as illustrations.  The responsibility for accurate interpretation of the rules always rests with the author.
  Each instructor and journal editor may also have specific requests you may need to take into consideration.]

Sub-Heading

[If you want to refer to the Appendix, type the word Appendix.  Then highlight the word Appendix, & right click on it.  Click on Hyperlink.  Click on Place in this document.   Click Appendix.  Then the word Appendix will turn blue with and underscore.]

Conclusion

[Remember to update your Table of Contents.  Right click.  Click on Update Fields.  Choose Update Entire Table.]

 Endnotes:
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