Glen’s Sample Styles

This document contains the styles I use for virtually all of the documents I create in my practice. The paragraphs below are formatted with these styles and describe the formatting used for each style.

To incorporate these styles into your “normal.dot” template, you will need to use the “Organizer” dialog box discussed in the written material to transfer the styles from this document to your “normal.dot” template.

By the way, these first three paragraphs are in the “Letter Paragraph” style, which is simply the normal style + 12 pt after.

Style: “Title”. <Alt-Ctrl-T>. Normal + 16 point. Bold. Underlined. Centered. Single space. ½ inch indent on left and right. Keep with next. Keep Lines Together. 6 pt before. 18 pt after.

I. Style: “Heading 1”. <Alt-Ctrl-1>. Normal + 14 point. Bold. Single space. Outline Level 1 (Auto Roman) numeral. Keep with next. 6 pt before. 12 pt after.

A. Style: “Heading 2”. <Alt-Ctrl-2>. Normal + Bold. Italic. Single space. Outline Level 2 (capital letters). Keep with next. 12 pt before. 12 pt after.

1. Style: “Heading 3”. <Alt-Ctrl-3>. Normal + Bold. Single space. Outline Level 3 (Arabic numerals). Keep with next. 12 pt before. 12 pt after.

Style: “Pleading Paragraph”. <Ctrl-Shift-P>. Normal + Double space. ½ inch first line indent. 0 pt before. 0 pt after.

Style: “Quote Indent”. <Ctrl-Shift-Q>. This is a typical paragraph for long quotes. 12 point. Single Space. 1 inch indent on right and left. 0 pt before. 12 pt after.

Style: “Quote Indent”. <Ctrl-Shift-Q>. This is a typical paragraph for long quotes. 12 point. Single Space. 1 inch indent on right and left. 0 pt before. 12 pt after.

Style: “Pleading Paragraph”. <Ctrl-Shift-P>. Normal + Double space. ½ inch first line indent. 0 pt before. 0 pt after.

B. Style: “Heading 2”. <Alt-Ctrl-2>. Normal + Bold. Italic. Single space. Outline Level 2 (capital letters). Keep with next. 12 pt before. 12 pt after.

Style: “Pleading Paragraph”. <Ctrl-Shift-P>. Normal + Double space. ½ inch first line indent. 0 pt before. 0 pt after.

II. Style: “Heading 1”. This is the highest heading in a pleading or other document. 14 point. Bold. Single space. Auto Roman numeral with ½ inch hanging indent. This paragraph will always stay with the paragraph that follows. 6 pt before. 12 pt after.

Style: “Pleading Paragraph”. <Ctrl-Shift-P>. Normal + Double space. ½ inch first line indent. 0 pt before. 0 pt after.

A. Style: “Heading 2”. <Alt-Ctrl-2>. Normal + Bold. Italic. Single space. Outline Level 2 (capital letters). Keep with next. 12 pt before. 12 pt after.

Style: “Pleading Paragraph”. <Ctrl-Shift-P>. Normal + Double space. ½ inch first line indent. 0 pt before. 0 pt after.

1. Style: “Heading 3”. <Alt-Ctrl-3>. Normal + Bold. Single space. Outline Level 3 (Arabic numerals). Keep with next. 12 pt before. 12 pt after.

Style: “Pleading Paragraph”. <Ctrl-Shift-P>. Normal + Double space. ½ inch first line indent. 0 pt before. 0 pt after.

Style: “Signature”,


3 inch indent.
No justification (ragged right edge)

1. Style: “Complaint Paragraph”. <ctrl-alt-C>. Normal + Double spaced. Auto Numbered. ½ inch first line indent. 

1. Style: “Interrogatory”. <ctrl-alt-I>. Normal + Single Spaced. Auto Numbered. ½ inch indent. 12 point after. (The civil rules no longer require space to type the answer.)

