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FORMAT FOR YOUR PAPER 
 

Correct Paper Formatting Includes: 
 

 a) Margins 
  The paper should have one-inch margins all around. Indent the first line of each 

 paragraph one-half inch. 
 
 b) Single Space after Periods 
  Single space between sentences, that is, use only one space after periods. 
 

 c)  Double Space 
  Double space throughout your paper, which makes grading much easier. 
 
 d) Format 
  Use the format your professor prefers. If your professor does not specify a format,  
  see below for a generally used format. 
 
 e) Header 
  Usually to the left and double-spaced. 
 
 f) Title 
  Center and bold. Do not use quotes (“  ”) or underline. 
 
 g) Introduction 
  Include in your introduction the key areas of discussion in your paper.  
 
 h) Body Paragraphs 
  Use a topic sentence at the beginning of each body paragraph after the introduction. 
  Each topic sentence should summarize the entire paragraph. Provide supporting details. 
   
 i) Conclusion 
  Incorporate in your conclusion a restatement of your key areas of discussion, some 

 major points within your paper, and perhaps your opinion. Summarize but do not add 
 new information.   

 
 j) Works Cited or References 
  Add a list of references at the end (unless your professor has specifically stated one is 

 not needed) on a separate page. See https://owl.english.purdue.edu/owl/section/1/ for 
  further  information on citations and search under “MLA” and “Works Cited.” The title 
  “References,” however, is preferred for the list of sources at the end of papers written on 

 business and scientific topics using APA formatting.  

 
 
 
 

https://owl.english.purdue.edu/owl/section/1/
http://www.google.com/url?sa=i&source=imgres&cd=&cad=rja&uact=8&ved=0CAkQjRwwAGoVChMItPGusIjlxwIViI4NCh2l6QBX&url=https://plus.google.com/u/0/109128887010801019841&psig=AFQjCNHUuJLhkBlWAfZ-04z-SHi6psKoUg&ust=1441720191675032
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Sample Standard Format 
 

Use the following standard format if your professor does not specify one. 
 
At the top left of your paper fill in your information in this format: 
 
Your name 
  
English 999 
 
Professor Joan Johnson 
 
4 September 2014 [or September 4, 2014] 
 
[Double space throughout your paper.] 
 
 

Title 
[use a descriptive title; not Assignment] 

[bolded and centered] 
 

 

 [Introduction] 
 Begin with something interesting, perhaps a quote, an interesting fact, or a personal 
statement about yourself. Add some background information. Include a thesis statement, which 
provides a very brief outline of what you are writing about in your paper. Thesis statements are 
often summaries of the topic sentences from each main paragraph. The most common place for 
a thesis statement is the last sentence of your introductory paragraph. You may want to write 
your thesis statement after writing your paper. Using your topic sentences to form your thesis 
sentence is easier than writing your thesis first. Include the same key words in both the thesis 
statement and the topic sentences.  
  
  For example:  

This paper discusses three reasons why I would like to move to California: the 
interesting activities, the beaches, and the night life.  

 
[Body Paragraphs] 
  Each paragraph in the body of a paper usually begins with a topic sentence, which 
describes what you are going to discuss in that paragraph. These topic sentences are helpful in 
forming a thesis statement. Keep the same key words in your topic sentences and your thesis 
statement so that your paper is easy to follow. For example, your first body paragraph could 
start with: “California has many interesting sites, including museums, shops, and amusement 
parks.” The rest of the paragraph would provide details for each of these items. 
 
[Conclusion] 
 Conclude by restating your thesis statement from your introduction, but keep the same 
key words. As an alternative, you could sum up your findings from your paper. Also restate the 
main areas of discussion. Summarize but do not add new information. Conclusions are not used 
to begin a new topic. Your instructor may want you to provide your opinion, which is usually left 
to the last sentence of a paper. For example: “I love California, especially because the place is 
so exciting and fun.” 
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Works Cited 
[the title is centered and not bolded] 

 

 Add a list of references (unless your professor has specifically stated one is not 
needed). 
 

 Use a separate page. 
 

 The title is centered on your paper. 
 

 The title is not bolded. 
 

 See https://owl.english.purdue.edu/owl/section/1/ and search under “Works Cited” 
and “MLA” to get the exact formats for citing your sources.  

 

 The title “Works Cited” is used for English, history, and other humanities courses. 
The MLA citation format is used for these subjects. 

 

 The title “References” is preferred for business, math, scientific, and other technical 
subjects. The APA citation format is used for these subjects. 

 

 Check with the Reading and Writing Center to obtain more information about MLA 
and APA citation formats. Books are available at this center on these subjects, and 
tutors can help with citations there as well.  

   
   
 
 

https://owl.english.purdue.edu/owl/section/1/

