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Academic Format Includes:

1.  Academic Heading:

· Upper left corner

· Name

· Date

· Class Period

2.  Title

· Center alignment

· Bold

3.  Indented Paragraph

· Hit the tab key

4.  Double Space Text (before you start typing)

· For Word 2001-3: On your menu bar, select “Format,” then “Paragraph,” then click the dropdown menu for “Line Spacing.”  Select “double”

· For Word 2007: Next to your alignment keys on your formatting menu, select the icon with the lines and blue arrows.  Choose “2.0”
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