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This template is updated from the template available online from within Microsoft Word. You should overype the details above with your own, and delete this body text. 
This template is set out on A4 and has a one-inch margins all round. 
The body text is black, double-spaced and in Times New Roman. To switch to Courier New, select all (Ctrl+A) and then change the font in the usual way. You will also need to double-click the header above and manually switch it to Courier New. 
Paragraphs are first-line-indented and are ranged left. 
There is no space between paragraphs. If you want to insert a blank line, for instance to indicate a change of scene or topic, use a hash symbol # centred on that line, like so:
#


Personalise the details on the title page and in the header used on page two onwards 

Add an approximate word count where shown in the upper left-hand corner of the title page (rounded to the nearest one hundred words).


Chapters: each chapter should begin on a new page. Insert a page break character rather than lots of returns. A page break can be inserted by typing Ctrl+Enter.
Italics: you can use underlining instead of italics or simply use italics. Avoid bold text.
Dashes: use two hyphens instead of a dash--like this--with no spaces. (Word automatically corrects this and this feature should be turned off.) 

Follow the style of your target publisher if it differs from any of these suggestions. 

