Style Sheet for Writing Assignments
Margins:
1 inch on the top, bottom, left and right.

Font:

12-point, Times New Roman or Arial

Spacing:
Double spacing.  Indent the first line of each paragraph, but do not add space between paragraphs.
Voice:  Please do not use the 2nd person (i.e., do not address the reader as “you”), and keep the use of 1st person (“I”, “my”) to a minimum. Discuss the subject primarily from a 3rd-person point of view. 

Quotations:  Use quotation marks around sentences and phrases that have been precisely quoted from another source.  Please use quotes selectively, only for phrases that are particularly interesting or uniquely worded.  In a short paper, no more than 1 or 2 direct quotes should be included.
Artworks and Monuments: Capitalize names of artworks and architectural monuments; names of artworks should also be italicized (e.g. Caravaggio’s The Calling of St. Matthew).
Citation of Research Sources:  

Please use either the MLA (Modern Language Association) system, or the Chicago Manual of Style for documenting research sources; the following is a simplified version of the MLA system. For topics not covered here, please consult either the MLA Style Guide or the Chicago Manual of Style in the Resources section of the library.  

Purdue University also has a very good online style guide: https://owl.english.purdue.edu/owl/.

I. Signal in Your Writing When You’ve Used a Source: Each time your writing draws on a source (through a direct quotation, paraphrase, or factual information), you must include an in-text citation giving the author’s name and the page on which the information occurs. There are two ways to do this:
1. Include the Author’s Name with the Page Number: 
Example:   As one historian has written, “The Cherokees were capable players in the great debate over territorial rights and tribal sovereignty” (Hoig 3).

2. Name the Author in the Writing: 
Example:   According to Stanley Hoig, the Cherokee Indians were directly involved in the national discussion about Native Americans’ right to be self-governing (3).
II. List Your Sources at the End of Your Writing: 
The Works Cited List includes all the sources you refer to in your writing, attached at the end of your 

paper.  This list contains complete bibliographic information about each source, in order by the authors’ last name.
Books: 
Smith, John, and Mary Jones. The Devonshire Conspiracy. Boston: Basic, 1999. 
Journal Articles: 
Woo, Shlomo. “Why Johnny Can’t Sit Still.” Journal of Child Medicine 10.2 (1998): 42-59. 
· “10.2” refers to the volume and the issue numbers.  “42–59” refers to the page numbers of the article as a whole (not just the pages you consulted).

Museum labels:
Metropolitan Museum of Art.  Label for John Singer Sargent, Madame X. New York, 15 Oct. 2007.
· The date at the end refers to the date you attended the museum and read the label.

Lectures and other oral presentations:

Trowbridge, Mark. “Baroque Art in the Netherlands,” Class Lecture, 1 September 2015, Marymount University, Arlington, VA.
Web Site: 
“Mission Statement.” People for the Ethical Treatment of Other People Home Page. 13 June 1999. 5 Apr. 2001.<http://www.peoplefortheethicaltreatmentofotherpeople.org/mission/5787576427557357>. 

· The first date refers to the date the site was set up or last updated. The second refers to the date the writer accessed the information. If there is an author’s name, list it first. 

· Please restrict your choices of websites to those associated with museums or universities, or those recommended by professors (i.e. NO WIKIPEDIA, EVER)
Sample Paragraph and Works Cited List:

When Solomon Derrida said that Shakespeare was the greatest playwright who ever lived, he contradicted a long critical tradition that rated Shakespeare's talents rather low. For instance, Jebediah Culler said, "as a tragedy, Hamlet is terrible. It's so bad, in fact, that it's laughable in many scenes, and funnier than the comedies which are, sadly, no laughing matter" (39). Still, Derrida was not the first critic to think much of Shakespeare's abilities. Consider what one critic said a century ago: "Shakespeare and beer are essentials in life" (Bosco par. 7).
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