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A. HEADING 1 

1. For letters and formal emails, use Heading 2 and below. For other documents (such as written 

submissions and internal minutes), use all heading levels. 

Heading 2 

2. Paragraph Level 1. 

2.1. Paragraph level 2. 

(a) Paragraph level 3. 

(i) Paragraph level 4. 

Heading 3 

3. … 

Heading 4 

4. ... 

Long quotes 

5. Make lead-in paragraph “keep with next”:1 

Long quote text. 

Example Table 

6. See below: 

Heading Heading 

Table body Table body 

 

Heading Heading 

Table body Table body 

 

 

1 Footnote text. 

https://cdpp.sharepoint.com/sites/LegalPolicyandPracticeImprovementLCP/Shared%20Documents/General/Style%20Guide/Keep%20text%20together%20-%20Microsoft%20Support

