
To create a new document from this template, delete all text before beginning (Ctrl + A, Delete).

Style Examples
To view tabs and other non-printing characters, click Tools > Options.  On the View tab, under Formatting marks, select Tab characters and Paragraph marks.

This is an example of the Normal style.  Most text should be in the Normal style.  A first line indent is built into the style.  Neither the Normal nor the NormalNoIndent styles provide spacing between paragraphs, which is usually redundant when paragraph indents are used.
This is an example of the NormalNoIndent style.  Spacing before or after will have to be manually added when needed.
Heading styles are picked up for the Table of Contents.  Numbers must be manually added and followed by a tab (or may be omitted).  Text in a Heading style is locked to the paragraph immediately following it, so that headings will not be “orphaned” at the bottom of a page.
1.
This is an Example of A First Level (Heading 1) style.  

1.1.
This is an Example of a Second Level (Heading 2) style.

1.1.1.
This is an Example of a Third Level (Heading 3) style.

1.1.1.1.
This is an Example of a Fourth Level (Heading 4) style.

1.1.1.1.1.
This is an Example of a Fifth Level (Heading 5) style.

1.1.1.1.1.1.
This is an Example of a Sixth Level (Heading 6) style.

This is an Example of a Subhead 1 style.
Subheading styles are not picked up for the Table of Contents.

This is an Example of a Subhead 2  style.

· This is an example of the BulletList style.

· This is an example of the DashList style.
a.
This is a sample of a first level numbered list item in List1(letter) style.  Numbered list items can run multiple lines.

1.
This is a sample of a second level numbered list item in List2(number) style.

i.
This is a sample of a third level numbered list item in List3(smRom) style.

The following is an example of the Bibliography style, which should be used for References.  It is set to automatically provide a “hanging indent.”

Ernst, C.H., R. W. Barbour, and J. E. Lovich. 1994. Turtles of the United States and Canada.  Washington, DC.: Smithsonian Institution Press. 578 pp.

The (NoTOC)Heading styles provide the same formatting as their Heading 1 – 6 equivalents, but are not picked up in the Table of Contents.  They are useful for formatting in appendices.
This is an Example of A First Level (NoTOC)Heading 1 style.

This is an Example of a Second Level (NoTOC)Heading 2 style.

This is an Example of a Third Level (NoTOC)Heading 3 style.

This is an Example of a Fourth Level (NoTOC)Heading 4 style.

This is an Example of a Fifth Level (NoTOC)Heading 5 style.

This is an Example of a Sixth Level (NoTOC)Heading 6 style.

The LEVEL 1 TOC style is used for front matter headings, such as “List of Tables” and “Figures.”  It is unnumbered, but picked up for the Table of Contents.

LEVEL 1 TOC Heading

This is an example of the BlockIndent style.  Note that the first line may need to be manually indented.  This is an example of the BlockIndent style.  This is an example of the BlockIndent style.  This is an example of the BlockIndent style.  This is an example of the BlockIndent style.  This is an example of the BlockIndent style.  

Figures in the Figure Style are true-centered, single lined, with 6pt space after

Figure. 1
This is an example of the Figure Caption style.  Where possible, figure captions should be manually aligned to start below the left edge of the figure and wrap at the right edge.
Note the use of the manual line break (Shift + Enter) and tab in Table captions; these are required to keep everything on one line and properly spaced when the List of Tables is generated.  (Due to a glitch in Word, however, the line break may be replaced in List of Tables entries with an unwanted space, which will need to be manually deleted.)
Table 1.


This is an example of the Table Caption style.

This is a Sample of the Placement Note style

Use it to indicate where figures or tables are to be positioned later.

The AppendixLetter style has built-in automatic spacing above it. Note the use of the manual line break (Shift + Enter); this and the tab are required to keep everything on one line and properly spaced when the Table of Contents entry is generated.

Appendix A


Sample of the AppendixLetter style
















