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These directions are for an essay. If you were doing a regular assignment, you would center the title of the assignment and use numbers for your answers. You would not indent each answer; you would skip a line between answers. If you were using notebook paper, you would put the heading in the margin space at the top of the page and center the assignment title on the first line. For notebook paper, you may write on the back of the paper. 

The rest of these directions apply to an essay or research assignment. Use the “Tab” key to indent each paragraph. If you are using Word, change the style on the toolbar to “No Spacing” before you start typing. From the “Home” tab, select the font “Times New Roman” 12 point. Once you have typed the entire paper, go to the “Home” tab and select 2.0 as the line spacing. MLA format has no cover page; APA style has a cover page.  For the header, select the “Insert” tab and select “insert header.”  Make sure the header is in 12 point Times New Roman and that you add a continuous running page number.
A continuous running page number is needed.  Add this by selecting “Page number” in the “Insert” tab. The page number you want is called: “current position” and “plain.” If anyone needs help with any of this, conduct a search for Purdue Owl or Diana Hacker for authoritative advice.  This is a formal paper; therefore, it will have no contractions, clichés, or use of the second person “you.” This sample is addressing you, the reader; the paper you write will not.
Select one inch margins on all sides. The header will be ½ inch from the top and 1 inch form the right edge.

For most papers, paragraphs should be six to eight sentences. This is not a rigid rule; it just usually works.  As you write the paper include parenthetical citations. These citations will refer to the sources from which you got the information. For example, I usually use the Diana Hacker website because it is user-friendly; do a search for this (Hacker).  The Works Cited page is a separate page at the end of the paper. I often notice that students will do everything right on the page, but then they forget to put the items in alphabethical order according to the first word (usually the author’s last name) in the entry. 
I have included a small sample to follow. However, remember, this would be on a SEPARATE sheet of paper and would be part of the header’s continuous numbering.
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