Appendix 9 - Manuscript Style Sheet for Final Papers

Paper: Use 8.5 x 11” white, unlined paper for computers.  No cover sheets on essays! IF your computer is not working, type your paper at our AHS library after school or in another facility of your choice.

Ink: black 

Type size: 12 point

Typeface: Times New Roman.  No bold; no script.

Identification header: Upper right hand corner of page one -        Name

                                                                                                           Date

                                                                                                           Teacher

Title: When using an original title on your own paper, do not use quotation marks. Capitalize all major words and type in the center of your paper.

           Example:  William Shakespeare – Real or Mythical?    

           Example:  The Nasty Habits of Snakefish

Page numbering: Upper right hand corner of second               Your last name 2                      

                              and subsequent pages                                    Your last name 3

Spacing: Double space throughout from the title to the last line.  Indent one tab for new 

                paragraphs, and leave two spaces after each end mark such as a period.

Margins: One inch all around.

Documentation in paper: The last name of the author or editor or a short form of the title, if there is no author or editor, followed by the page number where information can be found should be placed inside parentheses immediately after the information that should be documented.  See your teacher or your grammar text for additional instruction on documenting sources. 

Example: (Wade 24).  This is called parenthetical.  Place parenthetical citations inside the period (except for long quotations) immediately after information that must be documented. 

Quotations:

Short – three or fewer lines. Use quotation marks.  Put parenthetical inside final period.

Long – four or more lines. No quotation marks.  Space down and indent every line two 

tabs.  Place parenthetical ( ) outside the final period in long quotations. 

Examples: 

“This is a short quotation – fewer than four lines – which will be placed inside the paragraph in which it is introduced and explained” (Lattimer 48).



A long quotation of four or more lines must be separated from the

                        paragraph in which it is introduced.  It is always indented two tab

                        stops from the left margin. Notice that this quotation has no “  “

                        marks around it, and the parenthetical is placed outside the final

                        period. (“Mostly Useful”)

Works Cited: The title itself is centered on the page entitled Works Cited.  Use alphabetical order for entries – last name of author, editor, or first word of title if no author or editor.  Follow formats for documentation given in appendix 9 (MLA format). Notice that the first line of each entry should be on the margin; the second and all subsequent lines of each entry should be indented one tab. Note: A, an, and the at the beginning of titles are NOT used for alphabetical order on the Works Cited. Simply ignore “a, an, or the” if any of these begin a title when you alphabetize your Works Cited.  See the second entry below for an example (“Great”-not “The” dictates alphabetical order.  Note: If you have the same author listed for different works, do the following: Enter the author’s last name, first name as in Lattimer, John (for the first alphabetical entry by the author). Instead of repeating the same author’s name again, type:  ---. and the alphabetized second title, etc. See Lattimer entries below. Double space this document.
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