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First you’ll notice that my margins are all 1” (top, bottom, left, and right). In Microsoft Word, I can set my margins by clicking “Page Layout,” then clicking “Margins,” and making sure the top, bottom, left, and right margins all read 1.00”. 

Notice my last name and the page number are in the upper right-hand corner of every page of my essay. Do not type these in! Instead, you need to create a Header. You can do this by double clicking at the top of the essay page to open up the Header.  Choose Page Number.  Select Top of the Page.  Click on Plain Number 3 so that the page number will be on the top right of your page.  Type your last name only with a capital letter at the beginning then press the SPACE bar once.  Highlight your name and page number, then click on Home and change the font to Times New Roman size 12.  Then double click outside of the header area to return to the regular part of your essay.

Even though the Header is aligned right, you’ll need to be sure the rest of your essay is aligned left. Please do not “Justify,” as this creates extra space and strange gaps.


Notice that my entire essay is double-spaced, even the name heading! To double space, right click the mouse. Click on Paragraph.  Under Spacing change Before to 0 and change After to 0.  Then change Line Spacing to Double.  Click OK.  Notice, there are no extra blank lines above or below the title.  Also, I do not add an extra blank line between each paragraph. When I finish a paragraph, I simply hit “Enter” one time. Then I hit “Tab” (which will indent for me), and I begin my next paragraph.


End your essay with the final conclusion paragraph. Do not add silly things like “The End,” or “That’s all, folks.” Adding one of these comments will likely result in a lowered grade.
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Use an original title for your essay, not “Final Draft” or “My Essay”


Do Not Bold or Underline. 





Proper Heading


Notice the order of entries & how the date is written


(Day Month Year - no commas) 





Times New Roman, Size 12 font


for the ENTIRE document.














Use the “Tab” key to indent each paragraph
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