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English 102 DE
Paper Format

1.  All papers must be typed in Microsoft Word and double spaced throughout.

2.  Use Times New Roman 12 point type.  This page is an example of both.

3.  Place your last name followed by the page number in the upper right hand corner of each page.  This is what would appear on the first page of one of my papers: Russell 1.

4.  Spelling counts, so please use a spell check program.  Be sure the word you select from the options given is the word you want, for instance, “version,” not “virgin”!

5.  Your heading belongs in the upper left hand corner of your first page, not on a cover sheet.  It should include your full name, the course name and number, your professor’s name, and the date.

6.  Center your title on the page.  It should not be underlined, italicized, put in quotation marks, bold, or all caps.  

7.  Double space everything in the paper, including the heading and Works Cited page.  There should be no more than one space between each line of type.

8.  Use one-inch margins top, bottom, left, and right.  Check your computer for this.

9.  Do not justify right.  The right edge of the print should be jagged, the left smooth.

10.  When you refer to an author the first time, use his or her first and last name and title, if there is one; after that, use only his or her last name, without the title.

11.  Italicize or underline the titles of books, newspapers, magazines, films, and television series (Philadelphia Inquirer, Men in Black); enclose in quotation marks the titles of articles, songs, or poems (“Sex, Lies, and Conversation,” “Over the Rainbow”).

12.  Use the correct MLA style documentation for your quotations and paraphrases, and include a works cited page where appropriate.

13.  Proofread for grammar, usage, and punctuation errors.  

