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Put a Short, Descriptive Title Here 

Center your title and use the same font style and font size as the rest of your paper - do not use bold, italics, or underline.  Skip a line under your title and start each paragraph with a 5-space indention.

Do not skip extra lines between paragraphs.  Use only plain fonts (such as Times New Roman or Arial) in 10- or 12-points.  Be sure to double-space your entire paper and write on only one side of the page.

Do not end or begin any page with a single, “orphaned” line of text.  An “orphaned line of text” is one which begins or ends a paragraph and is left alone at the top or bottom of a page (see example at end of this page).

Do not use slang, colloquialisms, or contractions in formal writing.  Remember to use appropriate punctuation when discussing works of literature; in other words, use “quotation marks” for minor works (poems, short stories, etc.) and use underlining for major works (novels, plays, etc.).  Do not use italics or bold type as all-purpose substitutes.

Remember that a “sloppy copy” is your first attempt at putting words to paper and will be messy and full of errors; the focus is on getting your ideas into words.  A “rough draft” is an edited and revised version of your “sloppy copy” and, when finished, should be your best work before final revision.  Proofread for spelling, grammar, usage, and other mistakes before submitting your final draft – do not simply rely on SpellCheck or GrammarCheck on your computer; ask someone else to read it as well!

This would be considered an “orphaned” line of text because it is the only line of this paragraph that appears on the page – as this is the only line on this page.

When turning in papers, be sure to include in order the following: outline, first draft, second draft, final draft, all stapled together at the top right corner of your paper.  No cover sheet or binders, please, unless otherwise specified!

Good luck!

