Title of the Paper or Chapter
This would be the first line of the text. Use double-spacing throughout the text. Remember to insert a page number at the bottom. Note the page layout for theses: there is 1.5 inches on the “inside”(the bound side of the page) and 1 inch on the “outside” , as well as one inch on the top and bottom. If it is a paper, use one inch margins throughout.
To see the styles in this file properly, open the Styles window. In Word 2007, press Ctrl+Shift+Alt+S, or with your mouse, in the Home tab, click the small box in the bottom right corner of the “Styles” section to open the Styles window on the right side of the screen. In Word 2003, select Format -> Styles and Formatting. 

When you are ready to introduce the first section, insert the First Heading using the following format. 
First Heading

After the first heading, you will have more text.  Then, as you  introduce the first sub-section, use a sub-heading which Word calls “Heading 2”. See below.
Heading Two

After the sub-heading, you will have more text.  If you  have a sub-section under Heading 2, use  what Word calls “Heading 3”. See below.
Heading Three
This third-level heading is normally the lowest level heading necessary in a thesis. 
Citations and Quotations

If you want to cite a particular author, here is an example. According to Geertz (1973), anthropology should be primarily concerned with the interpretation of meanings. Or, Geertz  argued that anthropology should be the interpretation of meanings (1973).  If you have a direct quote that is short, do it like this. Geertz claimed that “To become entranced is, for the Balinese, to cross a threshold into another order of existence” (Geertz 1973: 116). If you have a long quotation (one rule of thumb is six lines or more), you should not put it in quotation marks but put it in a block quote. In the following example of a long quotation, note how the citation is placed after the period or “full stop” after the quote. Geertz said,
a religion is: (1) a system of symbols which acts to (2) establish powerful, pervasive, and long-lasting moods and motivations in men by (3) formulating conceptions of a general order of existence and (4) clothing these conceptions with such an aura of factuality that (5) the moods and motivations seem uniquely realistic. (Geertz 1973: 90)

If the line following the long quote is part of the same paragraph above, then it should not be indented. It is called “Quote-text continues” in the Styles list. 
If you have a table or figure that you want to use in your discussion, you need to give it a title. After the table or figure etc, you should provide the source of the information. In the case of a photograph that you took in field work, give it a caption.
Table 1.1 This is the Title of the Table 

	ABC
	High
	Low
	Average
	SD

	2011
	
	
	
	

	2012
	
	
	
	


Source: Title of the Publication Where the Information Came From (year: page) 
This file is intended to help you with writing academic papers. Please familiarize yourself with this style and use it for all your written work for the Anthropology Department.
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