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Formatting your Essays

This shows you how I want you to format your essays.  Format creates a standard template that does not distract the reader so they can focus on the words instead of how things look.  It is important that you follow this template since I read so many papers that when things are in order, I don’t notice the format, but when they are not it stands out like a sore thumb and keeps me from focusing on your words.  Don’t distract me when I am about to put a grade on your essay!

· Everyone needs to use the same font and size for all writing assignments:  Times New Roman Size 12
· Everyone needs to double space their essays!  This is required for me to read them!  When using Word, you cannot just choose double space like common sense says would work.  At the top of the page, you must choose Paragraph, (there’s a little arrow at the end of the box the word is on) and right next to the drop down menu where you choose double space, which you should do, are two boxes labeled right and left.  Make sure those boxes both have zeros in them.  If you don’t you will have too much space between your lines, and it will be obvious!  Also, there is a box next to Do not insert extra space between paragraphs that needs to be checked.
· You need a Header that gives your last name and page number up in the right margin of the page.  You cannot type this directly in the paper; you have to create this using the header box Word provides.  Click Insert at the top of the page, then Page Number, and scroll over to Top of Page, and then down to Plain Number 3 and click it.  Then type your last name and a space.  Once you have done this, click, close header and footer box, and if you have done it right, your name and page number will appear in grey at the top right of the first page, and when you type your paper onto the second page, your last name and a 2 will appear in the same place.  Word will automatically keep up with the correct page number for you.
· At the top left of your first  page, you need the following information in this order.  This is the Heading (not to be confused with the Header).When you turn in your essays, you will all be mixed together in alphabetical order, and I need to see who you are, and what class you are in easily.  This is MLA format.  It is the standard of humanities papers across the world.
· Your first and last name
· My Name
· The course abbreviation, number and section you are enrolled in
· The date you turn in the essay - this date should be in international form, which is day, month and year, instead of standard USA form
· Next you should Center the title of your essay; yes a title is required; use the center tool; do not space!
· Next, be sure to indent five spaces to begin each paragraph.  You should have tabs set to do this, so all you have to do is press the tab key once.
· The second page and all others will continue your essay at the top of the page.  There is no heading on those pages.
· When you have to include an outline for your paper, the directions will change slightly, but we’ll save that for when you get there.
If you are using a program other than Word, you are on your own to figure out how to recreate these directions, but I do expect your papers to be in this format.  For example, this document was typed in Pages on a Macbook.

Your individuality will show through in the WORDS you type.  Don’t fancy up the format; it is just distracting and annoying.

The next page shows an example of how these directions should make your first page look. It

 takes a lot more space to describe it than it does to do it!
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Here is the first paragraph of my essay.  You can tell that because it’s first and I have indented to indicate it is a paragraph.  Every paper I type will look like this so there will be no surprises or distractions for the person reading it.  My first paragraph will probably be longer than this, but I am tired of writing nonsense, so I am going to start a new paragraph now.


I hope what you have to say is better than this ridiculous mess! And so, the rest of my paper goes.......


