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Formatting Guidelines
The following formatting guidelines apply to all papers you turn in to this class. Following these guidelines is considered a part of the assignment, and failure to follow them will result in a grade reduction. Repeated or dramatic flouting of formatting guidelines will result in papers receiving a zero until they are resubmitted in proper format (with any lateness penalties being applied). 

· All assignments should be double spaced, with standard one-inch margins, in 12-point sized standard font (Times New Roman, Garamond, or Calibri are acceptable). Any “weird” fonts or oddly large fonts are unacceptable. My advice: just use Times New Roman. It never hurt anyone.

· You should have NO EXTRA SPACE between paragraphs. Simply indent each new paragraph. This is the most common formatting problem in papers I receive by far. Please check and make sure you are not adding additional spacing in between paragraphs. 

· Make sure to indent the first line of each paragraph. Related to the above rule, this is the only thing you should be doing to signify paragraph breaks: no extra spacing is needed.

· All assignments should be titled, preferably with a strong, descriptive title that previews your argument for the reader and sets some expectations.

· Have a short header on the first page with your name, the class name, my name, and the date (single spaced) in the top left corner. It should look a lot like the header on this sheet, except with your name added to the top. From the second page on, have a header with your last name and the page number in the top right corner. Do not put this latter header on the first page (use the “First Page Only” check box to make the first page different). Check the second page of this document for an example.

· Save your paper as either a .doc, .docx, or .pdf format. Title your file in this format: “Last Name, First Name – Name of Assignment.” E.g., “Daniels, Devin – Paper 1.docx.” This is very important, as otherwise it is difficult for me to keep track of the dozens of files you’ll be submitting to me.

· The minimum length should always be unambiguously met (or, ideally, slightly surpassed). This first assignment needs to be a minimum of three full pages of your writing, not counting any “front matter,” “back matter,” or creative spacing. If you deleted literally everything else in your paper (headers, footnotes, works cited, any weird spacing, etc.) it should equal the number of (full!) pages I’m assigning. When in doubt, write a little more.

· Put only one space after a period. Putting two spaces after periods is an archaic practice dating from the use of analog typewriters.

· Be consistent in how you cite your sources. MLA or Chicago style are both acceptable for this class, but I highly recommend using MLA, which is simpler. The Purdue OWL is a great resource for checking MLA style rules. It’s your responsibility to make sure all quotations are properly cited, all block quotes are properly formatted, etc. Double-check this against the OWL guide and don’t rely on your memory. If you don’t understand a rule, please ask before submitting your paper. The Writing Center can also help you with your citations.

· Mistakes happen: I won’t give you an F because of a typo, but I will notice if you are blatantly ignoring the rules. I will especially notice if you are trying to pass off a short paper as longer than it is with formatting tricks. Trust me, I’ve seen them all before.

If you are having issues getting your word processor to cooperate regarding any of these requirements, the Help Desk at Canaday is there to help you!




