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Sample Word Processing Style Sheet

Yuma High School

____________________________


How to make your document conform to the standard

Check the following settings and change if incorrect:

Font type – Helvetica or Times New Roman

Font size – 12 point

Font style – Plain text or Normal text

Margins – 1 inch (top, bottom and sides) [File(Page setup]

Insert your personal header information:

[View(Header and Footer]

Right Align text, type last name, space and select # button for page number, CLOSE window.

Set line spacing:

Some teachers have you type everything SINGLE-SPACED, then highlight all text [CTRL-A] and set spacing to DOUBLE-SPACED [CTRL-2] The advantage is that while you type you can view more information at one time and make editing changes with less scrolling.

Works Cited Page:  -- Study the sample entries below.

· Remember to Alphabetize them by author’s last name

· Remember to use Hanging indent to have the first line begin at the left margin and all subsequent lines indented. [Format(Paragraph(Special(Hanging Indent]

Samples:

BOOK:

Author’s Last Name, First Name. Title of Book(underlined), Place of Publication (city), Name of Publisher, Year of publication.

Psolka, David. How to Find a Million Dollar Moose. Yuma, Cell Block Printing International, 2002.

PERIODICAL:

Author’s Last Name, First Name. Title of Article(in quotation marks) Name of Magazine(underlined), Volume and page numbers Date 

Sheridan, Jay . “Working the Student into Psychological Melt-Down through AP English” The Educator’s Almanac of Torture Monthly Vol. 666 (1-1009) October 14, 2002.

INTERNET:

Author’s Last Name, First Name.  “Title of Document.”  Title of Complete Work [if applicable]. Version or File Number [if applicable].  Document date or date of last revision [if different from access date].  Protocol and address, access path or directories (date of access). 

Burka, Lauren P.  “A Hypertext History of Multi-User Dimensions.”  MUD History.  1993. http://www.utopia.com/talent/lpb/muddex/essay (2 Aug. 1996).

(special note: Not all internet sites provide complete citation information but you must include all that is available.)

Outline: Study the sample outline on the following page

Robert Jones

Dr. Sheridan

English 4

1 January, 2007

Title of Paper

Thesis: The one declarative sentence that controls the entire flow of the paper belongs here above the outline.

I. First major point within the paper is listed here in a complete sentence.

A. Never use “Introduction” as the first major point.

B. Always have a “B” for every “A” in your paper.

II. Second major body point is listed here.

A. Sometimes, instructors require each line to begin with an action verb instead of a complete sentence.

B. Always check with your instructor to determine the exact format to follow.

III. Third, and many times, the last major point of the body goes here.

A. Papers minimally have three points to make.

B. Papers thus follow the standard 5 paragraph outline.

IV. If you have a fourth point this would go here.

A. Never label your last section “Conclusion”.

B. Make sure that the actual paper correlates to this outline.

C. You should never leave “orphan” lines in your outline and/or paper like the few lines in item “D”.


H. Do your best to proof-read accurately and you may wish to have a friend review your work.
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Robert Jones


Dr. Sheridan


English 4


1 January 2007


Title here (centered)


     Document begins here. Formal student papers should direct the reader’s attention to the content of the paper instead of distracting the reader with fancy technology.  Computers are simple a tool to help writers edit and revise using the process of writing.


     Some writing tips include using the tab key to indent paragraphs. Do not hit RETURN at the end of lines.  Let the word processor wrap the words to the next line.  If your paper is longer than one page, put the pages in order and staple them together.


     Follow any special instructions from your individual teacher.  Use a resource guide to ensure that you have followed MLA style standard.
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