Ms. Thomas’ Manuscript Form
All typed assignments need to follow the guidelines below!
1. Assignments are required to have a heading in the upper left-hand corner of the first page. The heading should include your name, your instructor’s name, the course, and the date.  Double-space the text.

2. Use 1-inch margins for typed assignments and follow the “blue-line” margins on lined paper.

3. Use 12-point type and Times New Roman font.  Creative fonts may be used for poetry or other creative assignments, but not for formal essays or standard homework assignments.

4. When typing, double-space essays, journal assignments, etc. 

5. TITLES: Titles should be centered.  Double space title and the first line of the composition. Your own title is NOT underlined, placed in quotation marks, or italicized. Do capitalize each important word. Longer published works (books, plays, films, newspaper and magazine titles) are italicized when typed (underlined when handwriting). Shorter published works (i.e. short stories, chapter titles, essays, news articles, poems) are put in quotation marks.
6. Indent the first line of paragraphs one half-inch from the left margin. Set the Tab key as opposed to pushing the Space Bar five times.

7. There should be no extra lines skipped between paragraphs.  You may need to adjust the Paragraph Spacing After to “0” in Word 2007.
8. If the paper is more than one page in length, number the pages after the first page. Create a header in the upper right-hand corner that includes your last name, followed by a space with a page number; number all pages consecutively with Arabic numerals (1, 2, 3, 4, etc.), one-half inch from the top and flush with the right margin.
9. All numbers under 100 must be written out (except sport scores).
10. When your composition is about a piece of writing always include the author and title of the work within the introduction.
11. Quotations must be cited correctly (MLA parenthetical format).  Follow the end quotation mark with the page number in parenthesis followed by the appropriate punctuation mark. 

For example: 
              Unlike Saturday’s for most children, Claudia’s were “lonesome, fussy, soapy days” (25). 
If it is not clear what work the quotation is from, note the author (if it is not clear), title, and page number in the parenthesis.
For example: 
Morrison’s writing is powerful and fluid; however often it is her voice, not the narrator’s, that we hear in her work.  For example Claudia describes overhearing adult conversations, “We do not, cannot, know the meanings of all their words, for we are nine and ten years old.  So we watch their faces, their hands, their feet, and listen for truth in timbre” (The Bluest Eye 15).  Indeed, “timbre” is a word Claudia would not know, thus illustrating Morrison’s greater desire to create strong prose for her adult readers than to capture the true voice of a nine-year-old.

If the author is not clear, the citation would be (Morrison, The Bluest Eye 15). 
12. Quotations longer than four typed lines must be set apart from the text in a free-standing block of text. Use a colon at the end of your comments then hit return, indent the entire quotation one inch from the left margin; maintain double spacing. Drop the quotation marks. Your parenthetical citation should come after the closing punctuation mark. When quoting verse, maintain original line breaks. (You should maintain double-spacing throughout your essay.) 

When in doubt check out the Purdue Online Writing Lab (OWL) and their 
2009 MLA Style Guide at http://owl.english.purdue.edu/owl/resource/747/01/
Pet Peeve Number 1: Messing up formatting on titles.
Pet Peeve Number 2: Spelling “a lot” as one word.  They are two separate words.  A  lot of students don’t realize this!
