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[Title of essay. Use “Title” style]
The story of a shipwrecked sailor

Introduction.                                      [Use “Subtitle”style for the word “Introduction”]
[The Styles selection is done from the Home tab of your word processor (see picture below)]
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Photo 1 Some of the styles in the "Home"tab of MS Word
[The introduction shall provide a short summary of the main text.]
[Introduce the overall topic on a single paragraph.]

Subtitle to Main body text     [It is always preferable to have a Subtitle before your                                                       
The Tragic story of a Shipwrecked Sailor in detail           main text. Use “Subtitle”style].                     
[Type your text with a font size 12 with “Times New Roman”, “Arial” or “Verdana” fonts.  Before the beginning of each paragraph leave empty spaces by pressing the “Tab” key. Empty lines between the paragraphs are not required but are preferable, as it is easier to read the text] 
[Do not forget to add numbering to your pages. Word processors such as “MS Word” or “LibreOffice Write” automatically carry a word count as you can see on the screenshot below]
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Figure a [ Use captions if figures or photos are to be used]
	[Add captions on any photos or figures you insert. You will find the “caption” menu item, by right clicking on the inserted picture (see below screenshot).]
[image: ]
Photo 2 [How to add Caption on a photo]

[Add as many paragraphs required for your essay. Do not exceed the maximum word count required]




Conclusion.   [Use “Subtitle”style for the title].                     
[Only one paragraph. Write down your conclusion here. Summarize key points from main text paragraphs]
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