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INTRODUCTION (MAJOR HEADING)
The introduction of your paper should be no more than one page in length. It can go a little over, but please make it as succinct as possible. All you need to do here tell your reader generally what you are covering. You may also need to explain that the topic is bigger than can be handled in just ten pages, so you are only going to deal with specific aspects of your topic.

Make sure your introduction does not say that you are going to cover something if you forgot to actually mention that in your paper. Although you may write your introduction first as you think about your topic, you should make sure that you go back and re-read it to make sure it does tell the reader what you are covering and no more. The best thing is to write the introduction last so that you can then describe exactly what you already wrote in your paper.
In case you are wondering, this template was originally created by Dr Terry Larm. The template was modified by some of the other faculty but credit must be given to Dr Terry for the effort. This is just sample text that has nothing to do with anything. It will be repeated over and over again throughout the paper. You do not need to read this text, as reading this text is pointless.  There is no value in taking time to read any further Skip on down to the next section.  If you are still reading this text, then you must like to do futile things.
This is just sample text that has nothing to do with anything. It will be repeated over and over again throughout the paper. You do not need to read this text, as reading this text is pointless. There is no value in taking time to read any further. Skip on down to the next section. If you are still reading this text, then you must like to do futile things. This is just sample text that has nothing to do with anything. It will be repeated over and over again throughout the paper. You do not need to read this text, as reading this text is pointless. There is no value in taking time to read any further. Skip on down to the next section. If you are still reading this text, then you must like to do futile things. This is just sample text that has nothing to do with anything. It will be repeated over and over again throughout the paper. You do not need to read this text, as reading this text is pointless. There is no value in taking time to read any further. Skip on down to the next section. If you are still reading this text, then you must like to do futile things.
LONG QUOTES (MAJOR HEADING)
However many sections you have, each one should have its major heading which is formatted with the “HEADING 1” style. If your major heading happens to be lengthy, it will need to be set in two or more lines.

Introduce what you are going to say in this section then start to make your argument. Major headings should begin on a new page, but I figure that if you are only writing a ten page paper then it is a waste of paper for you to just have two lines of text or even ten lines and then leave the rest of the page blank. The excess use of paper in our consumerist culture is causing global warming and we need to do whatever we can to reduce such waste. I would not even mind if you printed your paper on used paper, but you may think this is going too far.

The next thing I am going to do is write a long quote. If the quote is three to five lines or more then you need to put it in its own paragraph. You should also introduce the quote. Tell your reader why you are using this particular quote.

Modern Western ideas that put religion in a separate category from government, society, and culture can seriously mislead us. Religion was closely interwoven with society in the Greco-Roman world. It was official and a part of the civil order. Each city had its patron deity or deities. Sacrifice and prayer accompanied meetings of the assembly and council, and priests of the public cults were selected in the same ways as the magistrates.
 

After the quote you need to make a decision. If what you are saying is a continuation of the quote—and most of the time it should be. You do not indent the first line. In this document I have created a style called “After Quote” so that you can use that style which is the style that this current paragraph you are reading is written with. But notice that the next paragraph is again indented. If the paragraph after the quote is a new thought then you will have to change the style back to “Body Text” so that you will get the proper indentation.

If you have shorter quotes that do not extent beyond at least three lines, then you will have to use quotation marks to set off the quote. “The citizen or sojourner who respected and practiced the civic cult and the priest who discharged his tasks faithfully were called ‘pious’ (eusebeia).”
 Notice that the word “pious” was in double-quotes like I have it in this sentence, but within the double-quotes of the quotation I have changed it to single-quotes. Also note that since the word eusebeia is not an English word it is in italics. Since this is a Greek word, it you had put the word in the Greek alphabet you would not need to italicize it. In other words, do not italicize Greek or Hebrew words that are written in Greek or Hebrew, such as the following: logos, which is the word logos. If the computer printing this document does not have Greek fonts then everything in the previous section will appear in English!
Paragraph and Subsection Spacing (1st Level Subhead)
Format the first subheading with the “Heading 2” style and the second subheading with the “Heading 3” style. In this subsection we are going to look at formatting paragraphs and subsection spacing. Subsection headings of more than forty-eight characters should be divided into two or more single lines, arranged in an inverted pyramid. Notice that the space between the paragraphs is basically double-spaced just like the lines within the paragraphs. There should be a blank line between a subheading and the text following it. This is automatically taken care of in the “Heading 2” style by creating a twelve point spacing after the style.
A subheading should appear on the third line after the preceding text. Again, this has been taken care of by the style so you should really spend some time learning how to use styles in Microsoft Word documents. You could always do everything manually but we are trying to save you some time and trouble.
Summarize and Paraphrase (1st Level Subhead)
You should not use quotes very often. Quotes are mostly used in order to prove that someone actually thinks the way you say they think. If you want to prove that someone argued for a position that is not standard you would need to quote them as saying something in particular that proves your point.

More often than not, you should simply summarize the person’s point of view or paraphrase them. This is a skill you will have to learn. But whenever you use someone else’s thoughts and ideas you have to put a footnote giving them credit. Your research paper is supposed to be a paper that is researched. This is not a paper about your own thoughts, but about what you have learned from others. So please give them credit for giving you the ideas that you use in your paper. Otherwise it is plagiarism and your professor will fail your paper which will mean that you will probably fail the class. So please give credit where credit is due
 by including a lot of footnotes in your paper. I would expect that a research paper would have two to five footnotes per page or maybe even more. You could easily have fifty footnotes in one ten page essay.
Footnotes are Important (2nd Level Subhead)
Remember, footnotes are important. At TCA College we use a style guide that has all the information you need. I generally refer to this as Turabian.
 Turabian has all the information you need in it, but you will have to learn how to use it. Footnotes and bibliographic entries are formatting similarly, but there are differences. Turabian gives you all the information you need. Actually, Turabian also gives you other options on how to cite you sources, but we only use footnotes, so do not use the other suggestions for parenthetical references. 
Another Heading (3rd Level Subhead)
The third level subhead now moves from the centre of the page to the left side of the page. This is called a “sidehead”. Use the style “Heading 4” to format it.

Yet Another Heading (4th Level Subhead)

The fourth level subhead is also found at the side of the page. Use the style “Heading 5” to format it. I hope you will not require any further headings. If you do, refer to Turabian on how these should be formatted. Turabian also gives you a lot of other information that you should use when formatting your papers. It tells you how to use abbreviations, quotations, tables, figures, etc.
CONCLUSION (HEADING LEVEL 1)

The conclusion is where you summarize your argument. This is not really the place to introduce new arguments. You may still have footnotes within this section, but do not start a whole new line of thinking. Just tell your reader what you think. If you have outlined three different positions on the doctrine of the atonement, then this is now the appropriate place to give your opinion on which theory is the best.
 Or maybe what you prefer is a combination of two of the theories. But make it succinct. Like the introduction, the conclusion should not be too long. And please try to make sure your whole paper is within the word limit that you were given for the assignment.
BIBLIOGRAPHY (HEADING LEVEL 1)
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Please note: Undergrad students should have at least five quality references in their bibliography and Masters level students should have at least ten quality references. The entries should be in alphabetical order. Please note the commas, periods and the colon. These are required. For internet sites please give the date you last accessed the site. See Turabian for more information. 
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� Everett Ferguson, Backgrounds of Early Christianity, 3d ed. (Grand Rapids: Eerdmans, 2003), 182. (N. B. The basic format is: Author given name then family name, comma, title of book (and subtitle if any) in italics. Edition or translator after than. Then in parentheses the city of publication, colon, publisher, comma, year of copyright. After the parentheses there is a comma, then the page number then period.)


� Ferguson, Backgrounds, 183. (N. B. Notice that I have now referenced the same author twice. But look at how the footnote is formatted differently. After the first full reference all subsequent references are in a shortened format: Just the family name of the author followed by a shortened form of the title and the page number, with appropriate punctuation. 


� Board of Regents of the University System of Georgia, “Giving Credit Where Credit is Due,” http://www.usg.edu/galileo/skills/unit08/. (Accessed 01 January 2007); Internet.


� Kate L. Turabian, A Manual for Writers of Term Papers, Theses, and Dissertations, 6th ed. (Chicago: University of Chicago Press, 1996).


� Turabian, 124.
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