
Tutorial on Making Debate Briefs (MS Word 2002) 
By Michael Marse for www.socal-ld.net 

 
1. Open Microsoft Word 
 
2. Press the “New Blank Document” button to start a completely new document. 
 

 
 
 
3. Click on the “View” pull-down menu on the top, and select “Header and Footer” 
 

 
 
4. Write “CBU Debate 2007-08” (or your school name and whatever the year is when 
you’re reading this) on the first line, and the format like “L/D” or “CEDA” on the second 
line. 
 

 



5. Click on “Close” on the Header and Footer menu to get out of the Header. 
 

 
 
6. Put the evidence on separate pages, each with it’s own tag. 
 
 
7. One possible way to format is to underline and put in 12 pt. font everything the debater 
should read, and put in 10 pt. font without underline everything that they should not. 
 

 
 
 
 
 
 
 
 



8. Select the most important designation (like Pirates! Aff, or China D/A), and click on 
“Heading 1” in the formatting pull-down menu. 
 
 

 
 
 
9. Select each tag, and change them to “Heading 2” in the same way.  You should end up 
with something like the following (if you don’t change the way the defaults look, which 
you certainly can) : 
 

 



10.  Now go to the top of the document, and make yourself some space.  Click on the 
“Insert” pull-down menu, on the “Reference” button, and then on “Index and Tables”.   
 

 
 
 
11. Click on the “Table of Contents” tab on the menu that comes up, and then on “Ok” at 
the bottom. 
 

 
 
 



12. You can play with the defaults if you like, and make it look a little more interesting, 
but if you don’t, you may end up with something like this: 
 

 
 
13. Save this file, and distribute to the team.  This may mean e-mailing to the coach, or e-
mailing it to everyone, or printing it out and placing it somewhere.  If everyone uses the 
same format, prep time is saved during the round! 
 
14. What if you add some cards later?  Do you have to redo the Table of Contents?  No 
need!  Just right-click on the table you created, and select “Update Field”.  The table will 
change automagically! 

 


