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INTRODUCTION 

The students of Marlette High School will be called upon to 
perform a variety of different tasks.  This booklet is a brief guide 
to the necessary skills for the writing of academic papers.  Some 
of these papers include essays, research papers, reports, essay 
test responses, lab reports, book reports, resumes, application 
letters, business letters, memos, fax cover sheets and other 
important writing formats used at Marlette High School. 

This guide will also include detailed information and samples of 
the writing form components such as an outline, title page, first 
page of text, table of contents, page numbers, figures (charts, 
tables, maps, etc.), in-text citations, works cited, and 
appendixes.  

Most colleges and universities around the nation follow either 
the MLA (Modern Language Association) or APA (American  
Psychological Association) format.  Marlette High School has 
chosen to use the MLA format for all papers based on MLA V.7. 
updates in 2009.  Further information on the MLA format can be 
found at www.mla.org.   

For more information, resources and samples on MLA please 
visit the Purdue University Online Writing Lab (OWL). 

 

NOTE—Microsoft Word: 

All formatting instructions are based on Microsoft Word 2013.  
Other versions of Microsoft Word differ and may not be 
compatible with the directions found in this guide. 

http://www.mla.org
http://owl.english.purdue.edu/owl/resource/747/05/
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The following guidelines are to be used when submitting any paper at 
Marlette High School.  These guidelines apply to all writing forms 
found in this Writing Guide. 

THE BASICS 

 All papers must be TYPED. 

 First page of text ALWAYS contains page numbers 

 STAPLE (top left) the completed paper in logical order . 

 Indent the first line of every paragraph (Tab). 

 Single Space after a period (.) 
 
FORMAT, FONT, SPACING & MARGINS 

 FONT TYPE = Times New Roman  

 SIZE = 12 pts. 

 SPACING = Double Space ALL papers 

 MARGINES = 1” Normal 

MHS WRITING GUIDELINES 

CHECKLIST 

  SAVE all rough copies until the final draft is returned. 

  SAVE all work on the computers until the final draft is returned. 

  DO NOT underline or italicize the title of the paper. 

  UNDERLINE the names of all books, plays, long poems published as 
books, web sites, pamphlets, periodicals, films, radio and television 
programs, record albums, ballets, operas, instrumental musical 
compositions, paintings, works of sculpture, ships, aircraft and 
spacecraft. 

  Use “QUOTATION MARKS” around all titles of articles, essays, short 
stories, short poems, web site articles, chapters of books and 
individual episodes of radio and television .  

Table of Contents 
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1. Start a new blank document in Microsoft Word. 

2. Choose No Spacing on the Home tab in the Styles box. 

3. Change the Click "Font Type: Times New Roman, Font Size: 12 

4. Click the "Line Spacing" button, and then click "2.0" on the Home 
tab in the Paragraph box. (or CTRL 2) 

5. Double-click at the top of the blank document to activate the 
Header area. The Header & Footer Design ribbon will appear. 

6. Press the Tab key twice (or Right Align) in the Header area, then 
type your last name, followed by a space.  

7. In the Header & Footer Tools , click on "Page Number," click on 
"Current Position," and finally click on "Plain  Number."  

8. Click "Close Header & Footer" in the Header & Footer Design  

ribbon to switch back to the document.  If your paper requires a 

Title Page go to Page 13 to create it; if it does not require a Title 

Page, go to Page 14 and to format the First Page of text by adding 

the Student Name, Teacher Name, Class and Date. 

9. Begin Typing your Paper. 

*  PAPERS WITH A TITLE PAGE 

If your teacher requires a title page to be placed at the beginning of 
the paper, please follow the steps #1-7 above and then follow the 
directions listed below before completing step #8: 

7. a) Click in the header to make sure the Header and Footer, Design 
menu is active. (located at the top of Microsoft Word) 

7. b) In the Page Number drop down menu, choose “Format Page 
Numbers...”.  Change “Start at:”  to “0”.  Click OK. 

7. c) In the Header and Footer Design menu (top of screen), click 
“Different First Page” to remove the page numbers from the 
title page. 

MLA FORMAT FOR MICROSOFT WORD  
 (REQUIRED SET-UP FOR ALL MLA FORMATTED PAPERS) 

Table of Contents 

* 

http://www.ehow.com/how_4828573_mla-style-document-microsoft-word.html
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 Word endings such as –s, -ing, and -ed are included where 

they should be. 

 No words have accidentally been written twice. 

 Each paragraph is indented. 

 Apostrophes are used correctly on contractions and possessive 

nouns.  

 Dialogue is punctuated and capitalized correctly. 

 Any correction that could not be rewritten or retyped is 

crossed out with a single line. 

 Verb tenses are consistent. 

 

Essays are short pieces of writing that express an individual’s point of 
view; usually they are a series of closely related paragraphs that 
combine to make a complete piece of writing.  Essays should be 
approximately 500 words in length and written in the author’s own 
point of view or opinion.  An essay should contain the three following 
main sections: 

INTRODUCTION 
 Should be approximately 75 words in length. 

 Use a “funnel effect” to reach your thesis statement-Introduce  the 
general topic and narrow it down to a specific topic (thesis 
statement). 

BODY PARAGRAPHS 
 Should be approximately 125 words in length. 

 Have specific topic sentence for each paragraph, and make sure it 
relates back to the thesis statement. 

CONCLUSION 
 Should contain thesis statement idea related and topic sentence 

ideas used in individual paragraphs. 

ESSAY COMPONENTS 

 MLA Formatting 
  - Page 5 
 Outline  

 - Page 12 (IF required by teacher) 

CHECKLIST 

 Choose an interesting and significant topic.   

 Titles must reflect the content of the essay.  DO NOT call an essay 
“HAMLET” or use the title “Essay”. 

 Essays do not have headings or separate sections. 

 Maintain point of view and number (singular & plural). 

 Be consistent in tone (humorous, serious, etc.). 

 Develop paragraphs by using supportive examples. 

ESSAY 

Table of Contents 
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A research paper is a carefully planned long essay that has been 
thoroughly researched, investigated and analyzed by the writer.  What 
sets them apart from essays is the amount of research and information 
gathered and used in writing the paper.   

A research paper may include ideas from books, magazines, 
newspapers, computer files, or interviews.  Most research papers are 
at least five pages in length.  The research paper contains all the 
elements of an essay except they are done in more detail (facts, 
quotes, numerical proof) and greater length with a much broader 
presentation.   

Research papers are written to prove a thesis (point).  An example of 
an appropriate topic for a research paper would be: 

“Exercise can greatly reduce the onset of Heart Disease.” 

It would then be the duty of the student to prove this statement in the 
Research Paper.     

RESEARCH PAPER COMPONENTS 

 MLA Formatting 
 - Page 5 

 Outline 
 - Page 12, (IF required by teacher) 

 Title Page 
 - Page 13, (IF required by teacher) 

 Table of Contents 
 - Page 16 (For papers with section headings) 

 Figures, Pictures, Charts, Tables 
 - Page 17 (Optional ) 

 In-Text Citations 
 - Page 18 

 Works Cited 
 - Page 20 

 

RESEARCH PAPER 

Table of Contents 
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A report researches, gathers, investigates, and organizes facts and 
thoughts on a topic.  Often reports will include charts, graphs, figures, 
maps, and other supplements and long in length.   

Reports are divided into separate sections that have headings that 
denote the separate sections of the report.  The headings must be 
referred to in the table of contents. 

Reports are written to share information and report any facts or  
findings relative to the topic being reported.  An example of an  
appropriate topic for a report would be: 

“The Facts about Heart Disease.” 

Notice that this topic does not take a position or make a student prove 
a point / thesis. It simply reports the facts found.   

REPORT PAPER COMPONENTS 

 MLA Formatting 
 - Page 5 

 Outline 
 - Page 12, (IF required by teacher) 

 Title Page 
 - Page 13, (IF required by teacher) 

 Table of Contents 
 - Page 16  

 Figures, Pictures, Charts, Tables 
 - Page 17 (Optional ) 

 In-Text Citations 
 - Page 18 

 Works Cited 
 - Page 20 

*  SECTION HEADINGS  

All section headings are LEFT ALIGNED, UNDERLINED, and main-

tain DOUBLE SPACING throughout the paper. 

REPORT 
(RESEARCH REPORT) 

Table of Contents 

* 

* 
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SAMPLE PAPERS 

 

ESSAYS 

 Essay 
APPENDIX A 

 Essay  — with  Notes 
APPENDIX B 

RESEARCH PAPERS 

 Research Paper #1 

APPENDIX C 
 
 Research Paper #1 — with Formatting Notes 

APPENDIX D 
 

 Research Paper #2 — with Title Page 

APPENDIX E 
 
 Research Paper #2 — with Title Page & Formatting Notes 

APPENDIX F 
 

REPORTS 

 Report #1  

APPENDIX G 

OUTLINES 

 Outline #1 — for Report found in Appendix G 
APPENDIX H 

 
 Outline #2  

APPENDIX I 

Table of Contents 

I:/Projects/Intranet/High School/Pages/Resources/Writing Guide/Sample Papers/MLA Essay (Formatting Notes).pdf
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Before you begin to write your paper, you should prepare a fairly 
detailed point-form outline of what you intend to say to help you 
organize materials to be used in your paper.   

 

NOTE 

 Check out the sample Outlines on Page 10. 

 No title page on an Outline. 

OUTLINE 

 
CREATING THE OUTLINE: 
 Follow Microsoft Word Setup guidelines on Page 5 

2. Type and center the title, Press Enter 

3. Click the Multilevel list drop down found in the Home tab 

4. Choose , “Define New Multilevel List….” 

5. Set the Levels and Number Styles to the following: 
Level 1=I,II,III   Level 2=A,B,C   Level 3=1,2,3    Level 4=a,b,c 

6. Click OK.   

7. Press TAB to increase (indent) levels 

Smith 1 

Bill Smith 

Mr. Barrows 

AP English 

October 28, 2014 

The Affect of Landfills on Our Environment 

I.    

 A. 

  1. 

  a.  

Table of Contents 

Press TAB to increase 
(indent) levels  

OR  
SHIFT+TAB to  

decrease Levels 

NOTE: A teacher may require 
the thesis to be placed below 
the title of the paper, before the 
outline numbering begins. 

II.  

      A. 
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The teacher may require a Title Page to be placed at the beginning of a 
finished paper as a cover.  Title pages are OPTIONAL and should only 
be created upon teacher request OR if a paper contains a TABLE OF 
CONTENTS with SECTION HEADINGS.   
 
 CREATING THE TITLE PAGE 
1. Follow Microsoft Word Setup guidelines on Page 5 
2. Insert a blank page at the end of the title page. (CTRL+ENTER) 
 

TITLE PAGE 

 

 

 

 

 

 

 

The Affect of Landfills on Our Environment 

 

 

 

Bill Smith 

 

 

 

Mr. Barrows 

AP English 

October 28, 2014 

 

8 Double Spaces 

5 Double Spaces 

5 Double Spaces 

Table of Contents 
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This is the default format for the first page of text and is only for  
papers that do not require a title page.  

 
 

 
 

 
CHECKLIST 

 Use Title Case (Initial Caps) for the title of the paper. 

 Always DOUBLE space the entire document.  Begin with the 
student’s name on the first line and DOUBLE SPACE all of the 
following lines. 

 Make sure the page number and last name appear on the first page 
of text (as shown). 

 

 

Double 
Space 

FIRST PAGE OF TEXT  
...FOR PAPERS WITHOUT A TITLE PAGE 

 

Smith 1 

Bill Smith 

Mr. Barrows 

AP English 

October 28, 2014 

Landfills 

Solid waste is the term that civil engineers use to refer to what 

most of us call garbage.  Municipal solid waste is most familiar to us.  It 

comes from households, institutions, and small businesses.  These solid 

wastes enter the solid-waste stream, and the flow never ceases.  While 

many normal activities are suspended during weekends and holidays, 

Table of Contents 
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This is the format for the first page of text ONLY for papers that  
contain a title page. 

 
 

 
 
CHECKLIST 

 Use Title Case (Initial Caps) for the title of the paper. 

 DOUBLE SPACE the entire document. No blank lines. 

 Make sure the page number and last name appear on the first page 
of text, but do NOT appear on the title page. 

 The Name, Teacher, Class, Date do NOT appear on the first page of 
text as they appear on the title page instead. 

 Make sure to follow the MLA Formatting guidelines found on Page 5 
to make sure the first page of text still displays page #1. 

 

 

FIRST PAGE OF TEXT 
...FOR PAPERS WITH A TITLE PAGE  

 

Smith 1 

Landfills 

Solid waste is the term that civil engineers use to refer to what 

most of us call garbage.  Municipal solid waste is most familiar to us.  It 

comes from households, institutions, and small businesses.  These solid 

wastes enter the solid-waste stream, and the flow never ceases.  While 

many normal activities are suspended during weekends and holidays, 

the flow of garbage is non-stop.  Some holidays, such as Christmas, 

create an enormous wave of solid waste. 

Throughout history, dumping has been the preferred means of 

disposal.  Today, landfills are America’s primary method for the dispos-

Table of Contents 
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If the paper contains Section Headings, then a Table of Contents MUST 
be created.  The table of contents helps the reader understand the 
structure of the paper (usually a report) and easily locate particular 
sections.  The section headings within the report should correspond 
with the sections found in the table of contents.   

 

SETTING THE TAB WITH LEADERS (DOTS) 
 Follow steps 1-4 of Microsoft Word Setup guidelines on Page 5   

2. Make sure the Ruler is visible by selecting it in the View tab. 

3. Double click on the ruler at the 6” mark. 

4. Select the following: 

 Tab Stop Position = 6“ 

 Alignment = Left 

 Leader = 2 (…..),  OR 3 (----) 

4. Click OK. 

5. Type each Section Heading, press TAB, enter page number. 

CHECKLIST 

 Make sure the title Table of Contents is typed at the top of the page 
and centered and NO Page numbers. 

 Page numbers must correspond to the section headings of the 
paper. 

 Do NOT use the space bar or period key to align page numbers! 

TABLE OF CONTENTS 

 

Table of Contents 

Landfills and Waste ....................................................... 1 

The purpose of Landfills ............................................... 2 

Creating Landfills .......................................................... 3 

Table of Contents 
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Charts, tables, pictures, and other visual objects should be inserted 
into a paper when it can help support a thesis, help the reader 
understand material, or even make the paper look more presentable.   

 
 

INSERTING THE FIGURES 

1. Click the Insert , Text Box, and choose ‘Simple Text Box’ 

2. Type and center the words Figure 1 (or 2, 3, 4), press Enter. 

3. Click Insert, choose Pictures or Online Pictures to insert the 
picture into the box.  (You may also copy and paste if available)   

4. Resize both the picture and the text box to desired size. 

5. In the Drawing Tools, Format menu for the textbox, click the 
Position drop down and choose any Left or Right positions to add 
text wrap to the figure. 

6. Move with the arrow keys Up or Down to desired position using 
the keyboard. 

7. Type (See Figure 1) in the paragraph next to the figure as shown 
in the example above.  

NOTE 
 If  the object is too large to be placed within a paper must be 

placed in the Appendix of a paper (Page 24). 

FIGURES, PICTURES, CHARTS 

 

             Smith 3 

 

Under the emperor Titus the Colosseum, which his father 

Vespasian had begun, was com-

pleted. It was indeed the most 

magnificent amphitheater built in 

the world (See Figure 2). Often it 

is confused with the Circus Max-

Figure 2: 

 

Table of Contents 



18 

A citation is used to inform the reader of a particular spot in the paper 
where certain material was cited using an outside source other than 
the author of the paper.  The formatting of the in-text citation varies 
according to the length of the cited material as explained below: 

SHORT IN-TEXT CITATIONS: 
These are citations that are fewer than four typed lines, enclosed 
within quotation marks and placed within the paragraph and the 
source enclosed in parenthesis.  Such as:  

“Economic growth in the United States is surging and shows no signs 

of slowing”  (Smith  103). 

LONG IN-TEXT CITATIONS: 
These are citations longer than four typed lines, must be have a 1” Left 
Paragraph Indent, without  quotation marks, and maintains double-
spacing. The source should come after the period mark.  Such as: 

The Colosseum was most magnificent amphitheatre in the 

world.  It was the venue for gladiatorial and animal fights,  

rather than races.   It remained a proud symbol for the Romans 

even after the collapse and fall of Rome and for many other 

great civilizations. (Smith 17) 

CREATING THE IN-TEXT CITATION 
The general rule is that the words within the parenthesis directly 
match the authors last name or article title from the corresponding 
Works Cited entry.  Therefor to you MUST use the Works Cited page of 
the paper to complete the in-text citations properly.   

While this is the general rule, some variations exist depending on the 
source.  The following pages address some of these variances. 

NOTES & ASSISTANCE 

  Use Perdue Universities' Online Writing Lab (OWL): In-Text 
Citations for more information and samples. 

  Check out the Sample Papers for more in-text citation examples 

IN-TEXT CITATIONS 

Table of Contents 

http://owl.english.purdue.edu/owl/resource/747/02/
http://owl.english.purdue.edu/owl/resource/747/02/
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a) One Author : 

(Smith 17). 

b) Two or Three Authors : 

(Smith and Grey 43).    

c) More than three Authors : 

(Smith et al. 17). 

d) Same Author — Different Sources : 

In order not to confuse the reader, the titles of the books should be 
included if more than one book was used by the same author.   

(Smith. Results 17-18). 

e) Authors With the Same Last Name Published in Same Year: 

Where two or more authors have the same family name and published 
in the same year, they must be cited with initials to distinguish 
between them.   

(Smith, J. 17). 

(Smith, K. 143-144).  

f) No Author : 

Use the title of the article (same as the Works Cited Page) 

(“When in Rome” 23). 

g) Internet Websites — With Author : 

(Smith). 

h) Internet Websites — No Author : 

Use the title of the article (same as the Works Cited Page) 

(“Rare Artifacts found it Rome”). 

IN-TEXT CITATIONS 
(SAMPLES AND VARIATIONS) 

Table of Contents 
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According to MLA style, you must have a Works Cited page at the end 
of your research paper. All sources placed in the Works Cited page 
must correspond to the sources used in writing  your paper. 

CREATING THE WORKS CITED PAGE 

1. At the end of the paper, press CTRL+ENTER  to insert a new page 

at the end of the paper for the Works Cited page. 

2. Type Works Cited as the title, center, and press ENTER. 

3. Create a hanging indent for the Works Cited entries: 

 Click the “Paragraph Settings…“ button (beside the word 

paragraph) on the Home tab. 

 In the Special section, select Hanging from the drop down 

list.  Click OK. 

4. Format in each source as shown on pages 21-22, or using Perdue 

Universities' Online Writing Lab (OWL): Works Cited Page, or 

using Calvin Colleges’ KnightCite citation tool.   

5. Re-arrange the sources in alphabetical order. 

CHECKLIST 

 Page numbers do appear on the Works Cited page. 

 The Works Cited is the last page of the research paper or report, 
unless there is an index or appendix. 

 The entries (sources) are NOT numbered or grouped by source. 

NOTES & ASSISTANCE 

  A sample Works Cited page can be found on Page 23. 

  Use Perdue Universities' Online Writing Lab (OWL): Works Cited 
Page for more information and samples of works cited entries. 

  Use Calvin Colleges’ KnightCite tool to help organize works cited 
entries into the proper format. 

  Check out the Sample Papers for more Works Cited examples 

WORKS CITED  

Table of Contents 

http://owl.english.purdue.edu/owl/resource/747/05/
http://www.calvin.edu/library/knightcite/index.php
http://owl.english.purdue.edu/owl/resource/747/05/
http://owl.english.purdue.edu/owl/resource/747/05/
http://www.calvin.edu/library/knightcite/index.php
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Use the following information ONLY as a guideline for creating the 
entries for the Works Cited page.  There are many different variations 
depending on the source used.  Please see Purdue’s Online Writing Lab 
(OWL): to help format the entries and their many variations 

I. BOOKS 

BASIC FORMAT: 

Last name, First name. Title of Book. Place of Publication:  

Publisher, Year of Publication. Medium of Publication. 

SAMPLE: 

Henley, Patricia. The Hummingbird House. Denver: Murray, 

1999. Print. 

LINK: Online Writing Lab (OWL): Books  

WORKS CITED  
(BASIC GUIDELINES) 

II. PERIODICALS (MAGAZINES, NEWSPAPER, JOURNALS) 

BASIC FORMAT: 

Last name, First name (if available). "Title of Article." Title of  

Periodical Day Month Year: pages. Medium of publication. 

SAMPLE: 

Buchman, Dana. "A Special Education." Good Housekeeping Mar. 

2006: 143-48. Print. 

LINK: Online Writing Lab (OWL): Periodicals  

Table of Contents 

http://owl.english.purdue.edu/owl/resource/747/05/
http://owl.english.purdue.edu/owl/resource/747/05/
http://owl.english.purdue.edu/owl/resource/747/06/
http://owl.english.purdue.edu/owl/resource/747/07/
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 WORKS CITED 
(BASIC GUIDELINES) 

III. WEB PUBLICATIONS (ELECTRONIC SOURCES)  

BASIC FORMAT: 

Editor, author, or compiler name (if available). Name of Site. Version 

number. Name of institution/organization affiliated with the 

site (sponsor or publisher), date of creation or publication (if 

available). Medium of publication. Date of access. 

SAMPLES: 

Aristotle. Poetics. Trans. S. H. Butcher. The Internet Classics Archive. 

Web Atomic and Massachusetts  

Institute of Technology, 13 Sept. 2007. Web. 4 Nov. 2008. 

"How to Make Vegetarian Chili." eHow.com. eHow, n.d. Web. 24 

Feb. 2009. 

LINK:  Online Writing Lab (OWL): Electronic Sources (Web Publica-

IV. OTHER MEDIA SOURCES (DVD, INTERVIEW, FILM) 

SAMPLES: 

Lucas, George, dir. Star Wars Episode IV: A New Hope. Twentieth 

Century Fox, 1977. Film. 

Purdue, Pete. Personal interview. 1 Dec. 2000. 

LINK: Online Writing Lab (OWL): Other Common Sources  

Table of Contents 

http://owl.english.purdue.edu/owl/resource/747/08/
http://owl.english.purdue.edu/owl/resource/747/07/
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WORKS CITED 
(SAMPLE WORKS CITED PAGE) 

Smith 9 

 

Works Cited 

"Blueprint Lays Out Clear Path for Climate Action." Environmental Defense 

Fund. Environmental Defense Fund, 8 May 2007. Web. 24 May 2009. 

Clinton, Bill. Interview by Andrew C. Revkin. “Clinton on Climate Change.” 

New York Times. New York Times, May 2007. Web. 25 May 2009. 

Dean, Cornelia. "Executive on a Mission: Saving the Planet." New Y ork Times. 

New York Times, 22 May 2007. Web. 25 May 2009. 

GlobalWarming.org. Cooler Heads Coalition, 2007. Web. 24 May 2009. 

Inconvenient Truth. Dir. Davis Guggenheim. Perf. Al Gore, Billy West. Para-

mount, 2006. DVD. 

Leroux, Marcel, et al. Global Warming: Myth Or Reality?: The Erring Ways of 

Climatology. New York: Springer, 2005. Print. 

"Putting a Price on Pollution." Usnews.com. US News & World Rept., 6 May 

2007. Web. 24 May 2009. 

Uzawa, Hirofumi. Economic Theory and Global Warming. Cambridge:  

Cambridge United Publishing, 2003. Print. 

Table of Contents 
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The appendix includes attachments (maps, charts, photographs, 
glossary, etc.) to the completed paper that are too lengthy or large to 
include where they are mentioned in the body of the paper. The 
attachments should only be in the appendix if they are referred to in 
the body of the paper.  Refer to the attachments as follows: 

The following are shown as found in a paragraph within the paper.  
Notice how they refer to each Appendix they represent in the back of 
the paper as shown in Appendix 1 and 2 below.   

...North America is composed of three countries: Canada, United States, 

and Mexico (Appendix A). 

...a recent study indicated more people prefer the color “red” over the 

colors “blue” or “white (Appendix B). 

  

 

 

 

 

 

 

CHECKLIST 

 Make sure Appendix A (B, C, D) is at the top of the page. 

 The appendix is always placed at the end of your paper (after the 

Works Cited). 

 Always refer to the appendix (see Appendix A, B, C,..) when 
mentioning material placed in the appendix. 

 The title Appendix may be hand written if there is no other way to 
include the title in type-written format. 

 Do NOT place Page Numbers onto the Appendix. 

APPENDIX 

Appendix A Appendix B 

19 

% 

Red 

This Chart displays the number of 

people who are voting Democrat,  

Republican or who are undecided. 

Table of Contents 
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Some papers at Marlette High School,  such as Internet, journal entries, 
summaries, magazine article summaries, interviews, , essay questions/
responses and various other classroom papers, do not “fit” into any 
section found in this guide.  When submitting these types of papers, 
follow the directions below.  

TITLE PAGE 
Do not make a cover page unless the teachers request one for your 
assignment.  Follow the example title page found on page 13 of this 
guide.  If your paper is from a book or from a handout, place the page / 
handout number or the name of the assignment  BESIDE the date of 
submission in brackets ( ). 

 

 

 
 
 
 
 
 
 
 

PAGE NUMBERS 
Only insert page numbers if the paper is longer than one page.  Insert 
the pages numbers as shown on page 19 of this guide.  

FIGURES, WORKS CITED, APPENDIX, 
If figures, works cited, appendixes, and other components are 
nescessary in your assignment use the examples in this guide.  

 

GENERAL WRITING 
ASSIGNMENTS 

Jackie Smith

Mr. Rogers

US Government

08/12/01  (Sec 4, p. 15)

The Forgotten Founders

After Christopher Columbus's first encounter with a

continent that he initially mistook for India, North America

became the a dominant force of the Democratic electorate and the

nation.

1”

 1”

 1”

Double

Space
Assignment name or

handout/ page number

 

 

 

Table of Contents 

 

 

Assignment name or handout / 
textbook page number 

 

 
 

 

Double  
Spaced 
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ESSAY TESTS  

IDENTIFY KEY TERMS 
Key terms indicate the organizational pattern you are expected to use.  
For example, if you have been asked to compare two characters in a 
short story, you must talk about two characters in terms of their 
similarities and differences.  Your discussion of how one character was 
developed in the story might be accurate, but it would not show the 
comparison that was asked for. 
The chart below gives the four main patterns of exposition and key 
terms associated with each. 
 
Pattern   Key Terms 

1.  Compare and contrast compare, contrast, show the  
 differences, have in common 

2.  Cause and effect analyze, explain, criticize, defend, 
 show why, give factors that lead to, 
 tell the effect of 

3.  Sequence or placement list and discuss, trace, review, 
 outline, give the steps, locate 

4.  Description describe, identify, give examples of, 
 write the characteristics of, define 
 

WRITING ESSAY ANSWERS 

 Do not leave out any of the stages of the writing process. 

 Plan your answer by formulating a thesis statement and very 
briefly outlining your major points of support. 

 Write your answer in complete sentences.  Be sure to include 
specific examples or details to support your thesis. 

 Read through your answer to make sure you have covered all the 
points specified in the question.  Proofread your paper carefully. 
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LAB REPORTS 
Lab reports are often assigned in science and chemistry classes and 
differ from other reports found in this guide.  All lab reports at 
Marlette High School should conform to the layout in the example 
below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

Note: If the lab report contains more than one page follow the page 
number format found on Page 5 of this guide. 

Jackie Smith (Student’s Name)

Mrs. Wilson (Teacher’s Name)

AP Chemistry (Class Name)

08/12/01 (Submission Date)

Lab Report

Title: {Title of the lab or experiment.}

Purpose: {Brief statement of why you did the lab.}

Procedure: {Description, in your own words, of what you

did and how you did it.}

Data: {Information you collected in the lab.}

Analysis and {Provides the answers to the lab questions.}

Calculations:

Conclusion: {Statement about what you learned from

completing the lab.}

1”

 1”  1”

Double

Space
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Book reports are a condensed version of the book you read, in your 
own words and without reference to chapters or page numbers.  It 
enables the reader to appreciate the book you read.  
The report should begin by describing the major topics and 
information of the book; a paragraph or two per chapter usually 
provides adequate information.  Finish the book report by stating your 
impressions of the book, positive or negative, and give supporting 
reasons. 

BOOK REPORT COVER PAGE 
The cover page for the book report should follow the format on page 
13 with the information below replacing the TITLE OF PAPER section of 
the Cover Page. 

 

 

 

 

 

 

 

BOOK REPORT TITLE PAGE 

 The title page for the book report should follow the format on 
page 13 with two exceptions found below: 

 Replace the title of the paper with the information used to make 
the cover page above. 

 Do NOT include the call number on the title page. 

BOOK REPORTS 

BOOK REPORT COMPONENTS 

 MLA Formatting 
  - Page 5 
 Title Page 
 - Page 13 

BOOK REPORT

Scarlet Letter (Title of Book)

SCR 458.34 (Call Number)

Double

Space

9 Double Spaces (18 single spaces)
before typing the Teacher / Student /

Class / Date section of the Cover Page

8 Double Spaces (16 Single Spaces) before 
typing the Teacher / Student / Class / Date 
section of the cover page. 
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The resume provides job applicants an opportunity to present their 
best qualities to prospective employers.  When you’re putting together 
a resume, it should grab the reader’s interest.  It shows why he should 
hire you by focusing on your accomplishments.  It is also effortless to 
read.  The resume should be a factual presentation of your skills, 
abilities and traits that would be of value to the  employer.   

Don’t clutter your resume.  A resume is not an autobiography.  It’s a 
sales brochure.  As a general rule include only those things which 
relate to the job you are seeking and demonstrate your ability to do 
the work.  A resume is usually one page and contains the major 
elements listed on the opposite page.  Other headings can also be 
included in a resume such as Skills and Abilities, Awards, Activities, 
Volunteer Work, and Military Service. 

NOTE: The Resume Wizard in Microsoft Word can be used to 

create a resume although the finished product may 

appear a little different than the sample found in this 

guide.  When using the Resume Wizard, try to adhere 

to the standards found in this guide. 

 

RESUME CHECKLIST 
 Keep it Short and Simple (KISS). 

 Limit the resume to one page. 

 Use 8.5” x 11” paper,  font size 12, and a one inch margin.  

 You can bullets (●) at the beginning of each entry to separate the 
items and to guide the reader’s eye into the sentence. 

 Keep sentences short and do not write in paragraphs. 

 Single space within sections, double space between sections. 

 Stress personal achievements. 

 Don’t list any personal references. 

 CAPITALIZE section headings. 

RESUME 
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RESUME COMPONENTS 

Heading: 

Tell the employer where he can reach you.  At the top center of the 
page, type your full name, your complete mailing address with zip 
code, your telephone number with the area code, and your e-mail 
address if you have one. 

Job Objective: 
If you don’t choose an objective, the employers probably won’t choose 
you.  In one short sentence tell the kind of work you’re looking for: 
“Seeking full-time position in….” 

Education: 
Start with your most recent school or program.  On one line give the 
date of completion, the degree or certificate awarded, the school’s 
name, and the city, state, and address.  You can also list a few of the 
appropriate courses you have taken. 

Work Experience: 
Put all full-time, part-time, casual, civic, volunteer, or charitable work 
in this section.  Start with your most recent employer.  In one line, give 
the date you left that job (if you’re still employed there, state 
“Present”), your job title, the name of the company, company’s city, 
and state.  Directly under that line, list your accomplishments and job 
duties. 

Personal: 
Explain some of your special talents, skills, interests, accomplishments, 
or experiences.  This information gives an employer an idea of the type 
of person you are and the things you like to do. 

References: 

Don’t list any references on your resume.  Instead, type the phrase, 
“References available on request.” 
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RESUME 

 (SAMPLE) 

  
 

David Crocket 

1956 Raccoon Road.  Decker, MI  48426 

Phone (810) 346-9145.   E-mail Dcrocket@yahoo.com 

Objective Seeking a position that utilizes my farm labor, carpentry 

and mathematical skills. 

Education 1999 - Present Marlette High School Marlette, MI 

 Current GPA is 3.8 

 Class rank is 8 out of 94 

Work 

experience 

1996 - Present Crocket Farms Decker, MI 

Farm Hand 

 Drive tractor, change oil, refuel farm equipment 

 Plow fields 

2001 - Present Shaw Builders Decker, MI 

Carpenter 

 Shingle roofs 

 Build using many different construction tools 

1998 - 2001  Marlette, MI 

Lawn Caretaker 

 Basic landscaping 

 Cut and maintained lawns 

Achievements   

and Activities 

 Freshman and J.V. basketball 

 Maintained 3.8 GPA in school 

 Honor roll since 1999 

 

References References available upon request. 

 

1” 
1 ”     

1” 

1” 
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COVER LETTER  
A cover letter is used to introduce you to a prospective employer, to 
display your interest in a job, and to showcase your best 
characteristics and qualifications.  The resume is usually attached to 
the letter and mailed/submitted to the employer.  The letter of 
application should contain the three following elements: 

1st Paragraph: States your strongest points and the specific job for 
which you want to be considered. 

2nd Paragraph: States why you want to work for this   organization.  
(Talk about the organization, not yourself.) 

3rd Paragraph: Highlights skills and qualifications from your resume 
that are relevant to that particular organization. 

4th Paragraph: Requests an interview and suggests how and when you 
will follow up. 

LETTER OF APPLICATION CHECKLIST 

 Keep it Short and Simple (KISS). 

 1” side margins for a long letter, 1.5 “ side margins for a average 
letter, and 2” side margins for a short letter. 

Write on one side only (plain or beige paper). 

 Always type the letter (same paper as resume) 

 Tell why you are interested in the job. 

 Be definite, but brief, about your education and experience. 

 Be sure to ask for a personal interview.  

 Should show your personality. 

 Do NOT include references in the letter. 

 Always include a copy of your resume. 
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 COVER LETTER 
(SAMPLE) 

  
 

2728 North Main Street 
Marlette, MI 48453 

November 20, 1996 

 
 

 

Mrs. Michelle McDonald 
McDonald's Foodland 

2575 South Van Dyke 

Marlette, MI 48453  
 

Dear Mrs. McDonald  

 
I am applying for your job as a cashier. I came across your help wanted 

advertisement in The Marlette Leader, which helped me to research your 

company. I now believe two things: You are the kind of people I wish to work 
for, and I have the qualifications you can use. I am a hardworking and honest 

person. I am courteous and helpful to others.  

 
I have spoken with people who do their grocery shopping in Marlette. Many of 

them have told me each time they shop at your store, you are helpful and kind to 

them. I have also spoken with several of your employees. They have told me that 
you treat them with respect and they enjoy working for you.  

 

I noticed in the advertisement that experience is a plus. I have worked as a 
cashier on a prior job. I have interacted with many people in instances such as 

answering phones and helping direct people. I have also worked with older 

people in an extended-care facility .I maintain a 4.0 grade point average and 
have played two years of high school sports. I believe this shows my dedication 

and effort.  

 
While resumes help you sort out the candidates who are most likely to succeed 

on the job, I believe they do not allow the opportunity to judge the caliber of an 

individual. I would like to meet with you and demonstrate that I have the 
personality to be a successful cashier. You may reach me at  

(517) 555-3096 to arrange a date and time to meet. If I have not heard from you 
by November 27, I will contact you by 3 :00 p.m.  

 

Sincerely, 
 

 

 
Jessica Miklovich 

  

 

1” 
1 ”     

(See checklist  

for margins) 

1” 

1” 

Quadruple Space  

Double Space 

Quadruple Space 

 
See checklist 

for side  

Margins 

2 Double Spaces 

(4 Single Spaces) 

1 Double Spaces 

(2 Single Spaces) 

2 Double Spaces 

(4 Single Spaces) 
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Business letters are written by individuals to conduct business and  
relay news and information.  This type of letter can also be adapted for 
personal use as well.   

Block format is the most commonly used format for both personal and 
business letters. This means that all lines of a letter begin at the left 
margin and do not include punctuation after the salutation or closing 
of the business letter.  (Personal letters may contain punctuation.)  A 
sample of a business letter is included on the next page. 

 
BUSINESS-PERSONAL LETTER COMPONENTS 

Return address:  The return address should be included in most letters., 
especially if it is a business letter.  The return address should begin 7 

lines from the top of the 1” margin. 

Date:  Enter the date (month, day, and year) if the information in the 
letter is date sensitive. 

Letter address:  Begin the letter address on the fourth line below the 
date.  This is the address to whom the letter is written. 

Salutation:  Key the salutation (greeting) a double space below the 
letter address.  

Body:  Begin the letter body a double space below the salutation.  
Block the paragraphs of the body and  single space them with a double 
space between paragraphs. 

Complimentary close:  Key the complimentary closing (farewell) a 
double space below the last line of the body. 

Name of writer:  Key the name of the writer a quadruple space below 
the complimentary closing.   

Enclosure notation:  When appropriate, key the word Enclosure(s) a 
double space below the name of writer.  An enclosure indicates that 
something other than the letter is included in the envelope.   

LETTERS 
(Business & Personal) 
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LETTER  

(SAMPLE) 

  
 

 

 

 

 

2274 Coswell Road 
El Monte, CA 91732 

November 15, 2001 

 
 

 

Mrs. Alice M. Wiggins 

11300 Lower Azusa Road  

El Monte, CA 91732 
 

Dear Mrs. Wiggins  

 

The El Monte PTA is devoting its next meeting to the important topic 

“Computer Literacy.”  The meeting is on November 18 and begins at 7 p. m. 
 

Our speaker will be Dr. Mark C. Gibson.  For the past several year, he has 

written the “personal Computer” column in the Los Angeles Post.  His talk will 

combine wisdom and wit. 

 
To assure Dr. Gibson a large audience, we are asking selected members to bring 

as guests two parents who are not active members of our group.  Please use the 
enclosed return card to give me the names of your guests by November 30. 

 

Cordially yours 

 

 
 

Ms. Laura J. Marsh 

 

Enclosure 
 

1.5” 
1” 

1” 

Seven (7) Single Spaces 

from top margin 

Quadruple Space 

Quadruple Space 

Double Space 

NOTE FOR 

 SIDE 

MARGINS: 

Short Letter = 

2” 

Avg. letter = 

1.5” 

Long letter = 

1” 

 2 Double Spaces 

(4 Single Spaces) 

Double Spaces 

(2 Single Spaces) 
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MEMOS 
A memo is used to give notice or share information with people within 
a company or organization.  Since memos are distributed within a 
company, no envelope or postage is necessary.  Two version of the 
interoffice memo are described. 

FORMAL STYLE 
Formal memos are prepared on full or half-sheet forms with printed 
headings.  Block style and 1” margins are used.  The headings 
 (TO:, FROM:, DATE:, and SUJECT:) are printed in the left margin and 
are followed by the body of the memo. 

Memo headings are double-spaced, and a double space is left 
between the subject line and the first message line.  The message is 
single-spaced; a double space is left between paragraphs.  The 
keyboard operator’s initials are keyed at the left margin in a double 
space below the memo message. 

 
 
 

Memo 

Date: 10/15/01 

To: Barbara M. Toland 

From: Robert Belford 

RE: DESKTOP PUBLISHING SOFTWARE 

Many vendors have recently introduced desktop publishing software that 
enables operator to integrate text and graphics 
 
In preparation, please have your staff make a list of requirements they 
need from a software package so the vendors can show how their 
packages meet these needs. 
 
RB 

1” 

 1” 

1” NOTE:  

 This memo was easily created using 

the memo wizard in Microsoft Word.  

This is method is also accepted at 

Marlette High School. 

Note: 
This memo may appear a little         
different than what is stated above.  
This is because it was easily created 
by using the Memo Wizard in Mi-
crosoft Word.  This method is also 
accepted at Marlette High School.   
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SIMPLIFIED STYLE 
Simplified memos are prepared on plain paper or company letterhead.  
They contain no keyed headings.  These memos are in block format 
with 1” margins, on plain paper, and follow these format guidelines: 

Date: Place 3 lines from top margin or double spaced from the bottom 
of the letterhead 

Addressee’s name: Use a quadruple space below the date; no personal 
title precedes name. 

Subject:  Use CAPS; double space below the addressee’s name. 

Body:  Double space below the subject line; using single spacing with 
double spacing between paragraphs. 

Writer’s name: Place quadruple spacing below the last line of body. 

Operator’s initials: Place a double space below the writer’s name. 

Enclosure notation:  “Enclosure” or “Attachment” is double spaced 
below operator’s initials.  

  
 

 

 
05/15/2002 

 

 

 

Ms. Young,  Marlette High School Principal 
 

2002 MHS YEARBOOK 

 

The 2002 MHS yearbook is almost finished.  I believe this yearbook will be the 

best ever produced at Marlette High School.  Please inform the staff, students, and 

parents that the yearbooks will be on sale beginning next week.   

 

 

 

Steve Barrows 

 

SB 

1” 

 1” 

1” NOTE: 

Check above for  

spacing Information 

 SB 
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FAX COVER SHEET 
A fax cover sheet should be used anytime a fax is sent.  The purpose of 
the cover sheet is to tell the fax recipient information about the faxed 
material.  Some of the information found on the cover sheet is the 
sender’s name and fax number, the recipient’s name and fax number, 
the subject of the fax, and the number of pages included in the fax.  A 
short paragraph usually follows the fax information to give instructions 
to the fax recipient.  One of the quickest and easiest ways to create a 
fax cover sheet is by using the Fax Wizard in Microsoft Word.  The 
sample fax below was created using Fax Wizard. 

  
3051 Moore Street 

Marlette, MI 48453 

Phone: (989) 635-7425 

Fax: (989) 635-5300 

Marlette High 

School 

Fax 

To: Mike Trainor From: Joseph Black 

Fax: (989) 555-7635 Date: October 15, 2001 

Phone: (989) 555-7254 Pages: 3 (including cover sheet) 

Re: MHS Sports Statistics CC:  

 Urgent  For Review  Please Comment  Please Reply 

•Comments:  Here is a copy of the 2002 Marlette High School 
sports statistics you requested.  Please review these statistics and 
get back to me as soon as possible to make any changes. 
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Appendix A 
ESSAY #1 
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Appendix A (CONTINUED) 
ESSAY #1 
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Appendix B 
ESSAY #1 WITH FORMATTING NOTES 
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Appendix B (CONTINUED) 
ESSAY #1 WITHFORMATTING NOTES  
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Appendix C 
RESEARCH PAPER #1 
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Appendix C (CONTINUED) 
RESEARCH PAPER #1  
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Appendix C (CONTINUED) 
RESEARCH PAPER #1  
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Appendix C (CONTINUED) 
RESEARCH PAPER #1  
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Appendix C (CONTINUED) 
RESEARCH PAPER #1  
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Appendix C (CONTINUED) 
RESEARCH PAPER #1  
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Appendix D 
RESEARCH PAPER #1 WITH FORMATTING NOTES 
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Appendix D (CONTINUED) 
RESEARCH PAPER #1 WITH FORMATTING NOTES  
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Appendix D (CONTINUED) 
RESEARCH PAPER #1 WITH FORMATTING NOTES 
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Appendix D (CONTINUED) 
RESEARCH PAPER #1 WITH FORMATTING NOTES 
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Appendix D (CONTINUED) 
RESEARCH PAPER #1 WITH FORMATTING NOTES 
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Appendix D (CONTINUED) 
RESEARCH PAPER #1 WITH FORMATTING NOTES 
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Appendix E 
RESEARCH PAPER #2 WITH TITLE PAGE 
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Appendix E (CONTINUED) 
RESEARCH PAPER #2 WITH TITLE PAGE 
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Appendix E (CONTINUED) 
RESEARCH PAPER #2 WITH TITLE PAGE 
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Appendix E (CONTINUED) 
RESEARCH PAPER #2 WITH TITLE PAGE 
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Appendix E (CONTINUED) 
RESEARCH PAPER #2 WITH TITLE PAGE 
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Appendix E (CONTINUED) 
RESEARCH PAPER #2 WITH TITLE PAGE 
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Appendix E (CONTINUED) 
RESEARCH PAPER #2 WITH TITLE PAGE 
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Appendix F 
RESEARCH PAPER #2 TITLE PAGE & FORMATTING NOTES 
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Appendix F (CONTINUED) 
RESEARCH PAPER #2 TITLE PAGE & FORMATTING NOTES 
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Appendix F (CONTINUED) 
RESEARCH PAPER #2 TITLE PAGE & FORMATTING NOTES 
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Appendix F (CONTINUED) 
RESEARCH PAPER #2 TITLE PAGE & FORMATTING NOTES 
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Appendix F (CONTINUED) 
RESEARCH PAPER #2 TITLE PAGE & FORMATTING NOTES 
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Appendix F (CONTINUED) 
RESEARCH PAPER #2 TITLE PAGE & FORMATTING NOTES 
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Appendix G 
REPORT #1 (RESEARCH REPORT)  
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Appendix G (CONTINUED) 
REPORT #1 (RESEARCH REPORT)  
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Appendix G (CONTINUED) 
REPORT #1 (RESEARCH REPORT)  
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Appendix G (CONTINUED) 
REPORT #1 (RESEARCH REPORT)  
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Appendix G (CONTINUED) 
REPORT #1 (RESEARCH REPORT)  
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Appendix G (CONTINUED) 
REPORT #1 (RESEARCH REPORT)  
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Appendix G (CONTINUED) 
REPORT #1 (RESEARCH REPORT)  
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Appendix G (CONTINUED) 
REPORT #1 (RESEARCH REPORT)  
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Appendix G (CONTINUED) 
REPORT #1 (RESEARCH REPORT)  
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Appendix H 
OUTLINE #1 — for Report found in Appendix G 
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Appendix I 
OUTLINE #2 
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