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General Guidelines
· Double Space the entire paper

· Times New Roman font
· 12 point font

· One space after periods and punctuation marks

· Margins should be one inch

· Indent the first line of each paragraph using TAB (0.5 in.) from the left margin

· Use a header that numbers ALL pages and is aligned to the right margin
The First Page
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Additional Pages


Works Cited Page







INTERNET
1.  Author’s Last Name, (comma) First Name. (period)

Landsburg, Steven.

2. “Title of Article.” (in quotation marks) (period or title punctuation inside quotation marks)
“Who Shall Inherit the Earth?”

3. Source Title—online book, magazine, newspaper, or website. (underlined or italicized) (period not underlined)

Slate.
4. Date of Publication or latest update. (day first) (period)
2 May 1999.

5. Sponsoring Organization. (period) {Cable News Network, SIRS, Knowledge Base}

EPA.

6. Date Accessed (day first)(NO PERIOD)
6 June 2001

7. <Website Address>. (in angle brackets) (period)
<http://www.e.com>.

Example with Author


BOOK
1. Author’s Last Name, (comma) First Name. (period)

Dixon, Jane.

2. Title of Book. (underlined or italics) (period not underlined)

How to Be a Successful Student.

3. Edition. (period) {only if second or later edition}
2nd ed.

4. Place of Publication: (colon)
Ringwood:

5. Publisher, (comma)
Penguin Books,

6. Year of Publication. (period)
1966.

Example


Reference Book (Encyclopedia)

1. Article Author Last Name, (comma) First Name. (period)




Stanley, Roger.

2. “Title of Article.” (in quotation marks) (period inside quotation marks)




“Louisa May Alcott.”

3. Book Title. (underlined or italics) (period not underlined)

World Book Encyclopedia.

4. ed. FirstName LastName. (editor’s first and last name) (period)
ed. Jane Turner.

5. Vol. #. (period)
Vol. 17.
6. Place of Publication: (colon)
New York:

7. Publisher, (comma)
Grove,

8. Year of Publication. (period)
1996.

9. Inclusive Page Numbers. (period)
8-10.

Example


Alignment (Left, Center, Right, Justify)

1. Make certain you are on the Home tab of the ribbon.
2. The alignment buttons are located in the Paragraph section of the ribbon.






3. Click the appropriate button (Left, Center, Right, Justify)

Hanging Indent
1. Click the Dialogue Box Launcher in the Paragraph section of the ribbon. 






2. In the Paragraph dialogue box, click the down arrow under Special: in the Indention section and select Hanging.




3. The first line of each paragraph should begin at the left margin and all other lines of the paragraph should be indented 0.5 inches. IF YOU HIT ENTER IN THE PARAGRAPH, IT WILL SPOIL THE HANGING INDENT.
Headers & Page Numbers
1. Click on the Insert tab.

2. Find the Header & Footer section of the ribbon.





3. Click the down arrow under Header. This will open the Header drop down menu.
4. In the Header drop down menu, click Edit Header.
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5. When you click Edit Header, it opens the Header & Footer Tools under a Design tab on the ribbon.



6. In the Header & Footer section of the Design tab, click the down arrow for Page Number. This will open a page number drop down menu.
7. Click Top of Page.



8. Click Plain Number 3.


9. With the insertion point blinking in front of the number 1, type your last name and hit the space bar once.


10. Click the Close Header and Footer button.


Margins
1. Click the Page Layout tab.

2. Find the Page Setup section of the ribbon and click the down arrow under Margins.
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3. Click Normal for 1 inch margins 

Top: 1”

Bottom: 1”

Left: 1”

Right: 1”


Spacing
1. Click the Home tab. Find the Paragraph section of the ribbon.
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2. Click the down arrow for the line spacing button.



3. Click 2.0 for double spacing.
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Title


Centered (See page 10)


Double Space (one blank line before and after) (See page 15)


Do NOT use all caps, larger type, quotation marks, or bold








Page Number


Place page number in a header


Your last name goes before the page number


Use the page numbering feature in Microsoft Word


Align at the right margin


(See pages 12-13)





First Page Information


Name


Class


Teacher


Date (the day comes first)





Margins—1 inch (page 14)


Spacing—Double (page 15)





Paragraphs


Use TAB to indent








Numbered or bulleted items may be single or double spaced





Using Microsoft Word’s page numbering feature will ensure that each page is numbered correctly.


(See pages 14-15)








“Works Cited” appears at the top


Start on the first line of the page


Center “Works Cited” (See page 10)


Double Space (one blank line after)


Do NOT use all caps, larger type, quotation marks, or bold





Page Numbering should continue as on other pages�(See pages 12-13)





Citations


Use the hanging indent feature of Microsoft Word (See page 11)


The first line of each citation begins at the left margin


Additional lines should be indented





Landsburg, Steven. “Who Shall Inherit the Earth?” Slate. 2 May 1999. EPA. 6 June 2001 <http://www.e.com>.





Dixon, Jane. How to Be a Successful Student. 2nd ed. Ringwood: Penguin Books, 1966.





Stanley, Roger. “Louisa May Alcott.” World Book Encyclopedia. ed. Jane Turner. Vol. 17. New York: Grove, 1996. 8-10.
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Click Edit Header here
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Header & Footer Section 





Down Arrow for Page Number 





Click Top of Page 
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