Your last name 1

Your name, first and last (Bob Bobbington)
Instructor’s name (Mr. Porter)
Class (English 8 / 5th Period)
Due date (December 14, 2010)
Title: Correct Formatting Example for Academic Papers
All major papers that we will write in my class, including book reports, must follow these guidelines from now on.  Write the entire paper in Times New Roman 12 point font, no exceptions!  Be sure to list your name, my name, your class and period, and the date the paper is due. These should be double spaced.  They count as a part of your two pages!
Be sure that you insert the page number in the top right hand corner (Insert tab, Page Number, Top of Page, Plain Number 3).  When the page number is showing, type your last name and space it away from the number once.  You will probably have to change your name and the number to Times New Roman 12 point font.  
Double space everything!  One easy way to do this is to hit Ctrl + A to highlight the entire paper and then Ctrl +2.  You can also hit Ctrl + A, click on the “line spacing button” (icon with two arrows, lines, and another arrow) under the Home tab, then choose “2.0.”  Hit Ctrl + A again, go to the “line spacing” button again, and make sure that at the bottom it says “Add Space Before Paragraph” and “Add Space After Paragraph.”  If it says “Remove Space Before Paragraph” or Remove Space After Paragraph,” click on it.  The purpose of this is to NOT leave extra space between the paragraphs.  This should only be a problem with Word 2007 and 2010.
[bookmark: _GoBack]The margins of your paper must be one inch.  Word should do this for you automatically.  If you are not sure, go to the “Page Layout” tab, click on the “Margins” icon, and then click on “Normal” (1” Top, 1” Bottom, 1” Left, 1” Right).  If you have any questions, please ask me.
Remember these important items:
· Include your name, your instructor’s name, your subject and class, and the due date.
· Times New Roman 12 point font
· Double space everything! Remove extra space between paragraphs.
· Separate into paragraphs; follow the checklist you received in class!
· Indent the first line of each paragraph using the “Tab” key.
· Insert page number in the top right hand corner.  Type your last name in front of the number.  Make sure they are both in Times New Roman 12 point font.
· If you use a quote from the book, put it in quotation marks (“Mankind was my business!”).  Do not use quotes too frequently in your book report.
· Center the title if you have one.
· Be sure the paper is at least two full pages.  If you could add even one line at the bottom, it will cost you points.  Be safe: just let the paper go to the third page if you are not sure.  
· Always proofread!
· If you have any trouble, just ask me for help.  I can assist you after school!

