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How to Write a Formal Paper


Having a clean, formal presentation of all your papers is extremely important.  Readers will judge an essay by what it looks like first.  Remember, you are writing formal, academic essays, not text messages or emails, so please refrain from using casual language in your papers.

You will notice that from top to bottom there is exactly one space between each line.  You can set your line-spacing to double before you begin.  Also, I have indented each new paragraph.


There are often problems with capitalization and spacing with beginning academic writers.  For this class, it is required to put one space after a comma(,) and semi-colon(;).  It is also required to put two spaces after a period(.), question mark(?), or exclamation mark(!).  There are no spaces before any of these punctuation marks.


If you are using quotes, the next sentence will show you what that should look like.  Kurt Vonnegut said, "Be careful what you pretend to be because you are what you pretend to be."


There are many different options for fonts, but for this class, choose either Times New Roman or Arial.  Also, your font size should always be set to 12.  And please don't change the margins to make your paper look longer; it will just look silly.

Hopefully your papers will all look something like this.  Good luck with your writing this semester!
