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FOOTNOTE EXAMPLES


Whenever you obtain information from a certain source and use it, either directly (as a “quote”) or indirectly (paraphrasing) in your document, you need to REFRENCE your source.  To do this, we would like you to use FOOTNOTES at the bottom of the page (no endnotes and no parenthetical references in the text itself).


The process is very simple.  Wherever you choose to insert a footnote, simply click INSERT-FOOTNOTE
.  Note that the style of the superscript number is “Footnote Reference” and the style of the actual footnote at the bottom of the page is “Footnote Text”.  You should make sure that the Footnote Reference is 8 points and Superscripted.  The actual Footnote Text should be at least a couple of points smaller than the text in the body of your document.  I personally use Garamond 11 for my regular body text (Normal) and therefore use Garamond 8 for references and Garamond 8 or 9 for footnote text.


You can use the footnotes to add tidbits of information 
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�  Make sure you select “Footnote” and “Autonumbering” before clicking OK (these are the defaults, normally).





