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I. PURPOSE/OBJECTIVE
Use the Increase indent button to indent the entire paragraph at this point.  The text should automatically wrap to the next line.  Press the Insert key to type over this information.
II. STATEMENT OF POLICY
Still in Typeover mode, insert your statement of policy here.  The body of the document should be in Times New Roman - 12 point with the alignment set for full justification.  Use single line spacing for paragraphs and double line spacing between paragraphs.

III. APPLICABILITY
IV. REVISION/REVIEWED
A. The outline format should continue as follows with all paragraphs single spaced and double spaced between.

B. If there is an A, there should be a B.
C. This is the third item in the list.
1. Additional items should continue with the same format.

2. If there is a #1, there should be a #2.

3. If this is the final item in the list, press Enter, then press the Decrease Indent button.

D. The outline format should resume with the previous level.
E. The 2ND page of the policy should begin here continuing with the outline.  Follow these steps to change the letter to your correct alpha sequence.  

1. Select Format, Bullets and Numbering

2. Select Customize

3. Select Start at and select the correct alphabet for the start of page 2.

F. The following alphabets should adjust accordingly.

1. Additional items should continue with the same format.

2. If there is a #1, there should be a #2.

3. If this is the final item in the list, press Enter, then press the Decrease Indent button.

G. If your policy is more than two pages, simply continue to type and or cut and paste.  The formatting should continue to the next page(s) as indicated.  

H. Highlight and delete any and all unnecessary text.

I. Next

J. Next

