STANDARDS and SURVIVAL GUIDE FOR FORMAL WRITTEN WORK

1. Cover page-


Type (or legibly print if necessary in dark ink)-




TITLE in center of paper




name,


hour,      center bottom

date 

2. Length will vary so pay attention to the directions.

Normal length is considered more than one page by at least ten (10)       

lines and shorter than two pages.

3. Font-

The English department suggests Times New Roman and size 12. You may personalize your writing by using another business looking font and adjust the size to keep it like the Times New Roman-12. 

4. Retype the TITLE at the top center of your first written page only one 

inch down from the top. Underline it.

5. Using paragraphs and sentences, type your paper. Double space your work 

making all margins one inch - top, bottom, left and right.  If you can’t 

type your paper, write it carefully on one side of the paper, in dark ink and double space your work. 

6. Run spell check and proofread your work out loud before printing it!

7.  Save a copy of your work.

8. Turn your work in on time. Please put pages in order and staple together. 

