For all Papers: Formatting, saving, submitting

Formatting: 

12-point font. Single space. 1” margins (or close equivalent in centimeters). Page numbers in bottom right corner.

Do not use a “cover” page. Simply put your name, title, and first paragraph on the same page.

Use “left” justification (alignment) not “full.”
No extra spaces between paragraphs. Your first page should look like this (except for the references, which go at the end of your paper, double spaced from the end.):

Your Name

PHIL ### Sec. #, Johns

Assignment (e.g., Paper 1)

Date




The Title of Your Paper Should be Centered and Underlined
This is the first sentence of my first paragraph. You see how it is indented? Always indent the first line of every paragraph. Note there is double-spacing between the Date, the Title, and the first line of the paragraph. This is (almost) the only place in your paper to have more than single-spacing. The other exception is at the end of your paper, as explained below. I’m almost done with this paragraph, so I’m going to start the next one.


This is the first line of my second paragraph. As you can see, it is indented, and there is no extra space between it and the above paragraph. Keep doing this, and you’ll make life easier for both of us. Don’t forget to put page numbers in the lower right corner, and be sure to format and “cite your sources correctly” (Paper 42). If you don’t use quotation marks, author names, and page numbers correctly, “I will burn your paper” (Burns 43). Notice that you use only the author’s name and the page number. That was an in-text citation. See how the period comes all the way after the parentheses? Then, one line after the last line of your paper should have the following, for example:

References

Paper, John. Why You Should Write Like Me. Muckinfuss Publishing Co., 2011

Burns, John. Why You Should Burn John Paper’s Papers. Fussmucker Book Co., 2012
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Saving:

Save your paper ONLY as a doc or docx file. Other file formats are risky (“papers” format doesn’t work on Turnitin). DO NOT save your paper as a pdf file, because I can’t type comments on it.  
Name your document according to the assignment name and number. For example 

Response 1
Short Paper 2
Submitting:

Go to Moodle and upload your document under the assignment’s “upload” link. Follow any instructions for submission. I will return your paper to you via e-mail, with comments typed on your paper, and your grade will be posted on Moodle.

