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[Headers / Formats]

All have the latest GCS;  however, when the GCS changes, only change it in those files that are
opened for some substantive change.]

Here are the names I use for the various divisions of the work.  Naturally, I don’t have to go all
the way down to sub-sub-sections, but I do always use paragraphs.

Book
Part

Chapter
Essay

Section (§)
Subsection

Sub-subsection
Sub-sub-subsection

Paragraph

The Table of Contents for the Book:
# xx

The Format of the Tables of Contents Pages for the Chapters:
# Level 1

The Format of the Essays, including the header and GCS:
# Level 2 title

The Format of the Sections:
# From end of previous section:  [HRt], [HRt], title, [HRt]
# Text at beginning of section has no indentation
# Level 3 title format:

I font size = 12
II hanging indent
III bold
IV underlined
V title in the following format:  [index # (capitalized Roman numeral)], tab, Title in

“initial caps”, no period or other punctuation after the title

The Format of the Subsections:
# From end of previous subsection:  [HRt], [HRt], indent, title, [HRt]
# Text at beginning of subsection has no indentation
# Level 4 title format

I font size = 12
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II hanging indent
III bold
IV title in the following format:  [index # (capitalized letter)], period, space, space,

title in lower-case except for the first letter, no subsequent punctuation

The Format of the Sub-subsections:
# From end of previous sub-subsection:  [HRt], [HRt], indent, indent, title, [HRt]
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# Level 5 title format:

I font size = 12
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# Text at beginning of sub-sub-subsection follows immediately after the title (i.e., continuing
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# Level 6 title format:

I font size = 12
II title in the following format:  title in lower-case except for the first letter, period,

space, space

The Format of the Paragraphs:
# From previous paragraph:  [HRt], then tab

The Format for the “Part xx” page(s):

The Format for the 
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