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Drafting Contracts:  How and Why Lawyers Do What They Do

Put your name here (It will appear on every page.)

Title
Begin preamble here.

Background
1. Start recitals here.

Article 1 Put title here
.

1.1 Title of Section.  xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx
1.2 Title Heading.  This is what your document will look like when you use this template.  The template is simple to use.  
(a) First, using the “Save as” function, save the template as a Word doc or docx.  
(b) Second, delete all the text after 1.1 EXCEPT for the ¶.  When you want to begin typing there, put the cursor immediately before the ¶ and begin typing.

(i) If you want the next section, for example 1.2, use the Enter key
(A) If you want to move down to the next level, use the Enter key and then the Tab key or the Increase Indent icon.
(ii) To move back one level, use the Decrease Indent icon.  Click the icon until the cursor returns you to the level at which you want to type.

(A) Title.  xxxxxxxxxxxxxxxxxxxxxxxxxxx

(1) Title.  xxxxxxxxxxxxx

Article 2 Using Styles and Formatting

2.1 Why Use the Styles and Formatting Menu.  Use the menu to make formatting simple.

2.2 How to Use It.  The Styles and Formatting Icon should be the first one on the second row.  Click it.  On the right of the text will be all the styles used in this template.  
(a) For the body of the agreement, use only the “Outline” styles.

(b) Suppose you’ve created a new subsection and need a bold title for it.  Type the title, highlight it, and then choose (a) Outline 3 + Bold. Make sure to return to the basic font in the space after the period.  Highlight the space and then choose “(a) Outline 3.”  

(c) If you don’t use the Styles and Formatting Menu, it will be very difficult for you to maintain consistent styles.

2.3 Headers and Footers.  At the top of the first page is the header.  Double clicking on it will open it.  Replace the words there with your name.  It should appear on every page.  The pagination has already been set-up in the template, so there’s no need to deal with the footer.
Article 3 Seller’s Representations and Warranties

Article 4 Buyer’s Representations and Warranties

Article 5 Seller’s Covenants
Article 6 Buyer’s Covenants

Article 7 Conditions to the Seller’s Obligations

Article 8 Conditions to the Buyer’s Obligations

To evidence the parties’ agreement to this Agreement, they have executed and delivered it on the date stated in the preamble.

Add signature lines.
�For the Car Purchase Agreement, the first article is “Definitions.”





To delete these comments from your agreement, assuming you use Word 2007, go to Review, Delete, Delete all Comments.


�For the Car Purchase Agreement, the second article is Purchase and Sale.


�These headings are for organizational purposes.  The facts may or may not require these provisions.
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