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The heading for the Acknowledgments section (shown above) uses a special paragraph style (“M-Acknowledg​mentshead”) that excludes it from the auto-generated table of contents. It looks just like the other section headings.

All MNTRC styles start with “M-” to distinguish them from Microsoft Word’s built-in styles or any styles you might add. (Note: The MS Word toolbox displays style names in the same formatting applied by the style; therefore, those style names will appear in the toolbox preceded by their automatic text.) Please do not change the MNTRC style definitions. If you need to override them, apply the closest MNTRC style, then add your own paragraph and character formatting to the text. MNTRC styles are designed to save you (and MNTRC) time and effort, so try to use them whenever practicable.

You can easily see which styles are applied to each paragraph in this template by making the “Styles” area of your document visible while in “Draft” view. Go to Tools > Options > View (Mac: Preferences > View) and set the “Style area width” field to 1 inch. Note: The “Styles” area is visible only when viewing the document in “Draft” mode. If you’re using Office 2011 for Mac, open the Styles toolbox. At the bottom, place checkmarks in the boxes “Show Styles Guides” and “Show Direct Formatting Guides” to see each style marked by a unique color and number while in Print Layout view.
This paragraph uses the “M-Body” style. Use this style rather than Microsoft Word’s “Normal” style for body text.

MNTRC paragraph and subhead styles automatically add the necessary space below each element. Please use only one paragraph return between elements and only one space between sentences.

An automatically generated table of contents is included in this template. If you apply the MNTRC headings consistently, you can simply update the existing table of contents: Click anywhere in the table of contents (except on a page number). Right-click, and choose Update Field. The headings and page numbers will be updated automatically. Please add your own list of tables and list of figures—either auto-generated or entered manually.
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Executive Summary

Use the “M-Sectionhead” style (shown above) for the standard report sections, including the executive summary, endnotes, abbreviations and acronyms, bibliography, and author biographical information. Type all section headings in “Title Case” (initial caps on important words only). If typed in title case, they will automatically display in uppercase in the body of report and title case in the table of contents.

I. numbered section

Use the auto-numbering “M-Sectionhead_numbered” style (above) to distinguish sections that comprise the body of your report, including the introduction (if any).

M-L2_Subhead

First-level and second-level subheads (directly above) are automatically included in the table of contents with a hanging indent. No other subhead levels are included in the TOC.
M-L3_Subhead
M-L4_Subhead
M-BodyIndented (indented text)
· M-BodyBulleted
1. M-Numlist (Numbered List. To restart numbering in new list, right-click, then select “Restart numbering.")

Table 1. M-TableCaptions (Auto-numbering, auto-indenting table captions)
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Note: For decimal-aligned columns such as the one on the far right, use “M-align on a character” style. This unbulleted note uses the M-Notes-Sources style. In the published report the first word will appear in italics.
· M-Notes-Sources_Bulleted
a M-TableFootnotes_lettered (Manually number (letter) footnote references in tables. The footnotes themselves will number (letter) automatically.

M-FigureCaptions (Auto-numbering, auto-indenting figure captions)

Endnotes
M-EndnoteText. Use this style for endnote text. Word will automatically number your endnotes, so there is no numbering associated with the style.
Abbreviations and Acronyms
Bibliography
M-Bibliography. Use for bibliography entries. The second line indents automatically.

About the authors
M-Authornames
The “M-Authornames” style (above) looks just like the “L2_subhead” style but is not included in the table of contents. This paragraph uses the “M-Body” style.
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