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This sheet illustrates the format that you are to use for your final draft.  Note that the font is Times New Roman, 12pt.  Do not use bold.  Only write in black ink. Your title must be in the same font as the rest of the paper; do not use word art.  You must use lower case and capital letters, rather than typing the entire paper in capital letters.


Margins should be 1” on each side.  Use the MLA heading, as shown above, and put a header on each page, giving your last name and the page number.  Do not write out the word “page” or use any abbreviations for it (such as pp. or pg.).  Your paper must be double-spaced.  You should not have extra spaces between your heading and the title, between the title and the opening line of the paper, or between paragraphs.  To indicate paragraph breaks, indent five spaces.  You should always have an introduction and conclusion with any formal writing assignment.   When asked to write to the bottom of the page, see below.  That is the bottom.

When you use information from your source, you must “give credit where credit is due” (Ferguson 13).  When you are quoting directly, remember to incorporate the quote into your sentence as I have done above.  Another method of using direct quotes is to introduce the quote, and that can be done in two different ways.  The first way is to use a complete sentence to introduce the quotation:  “When you write an introductory sentence, getting your reader ready for the quote, follow the sentence with a colon” (Field 27).  The second way is to precede the quote with the name of the person who said it: when you do this you will use the word “says” or a synonym, followed by a colon.  

