Guidelines for Formal Writing
These are guidelines for final copies of your work. These do not apply to rough drafts or notes or quick writes.

TYPED MATERIAL

· Use only Times New Roman font.

· Do not use italics or bold except to indicate a title or emphasize a point.

· Use 12-point type. The title may be larger.

· Double space all typed documents.

· Set all margins to one inch. Indent a new paragraph by pressing tab once.

· [bookmark: _GoBack]Use one side of the paper only.



HANDWRITTEN MATERIAL

· Use lined binder paper with the holes on the left side. Keep the holes intact. Remove any paper fringes from the left side of the page.

· Use blue or black ink only.

· Use the thin red line as a margin. Leave a one-inch margin on the right and a one-inch margin at the bottom of the page.

· Do not skip lines, even between paragraphs. 

· Write neatly in print or cursive.

· Use one side of the paper only.

