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Dr. Elwood’s guidelines for computer papers

1. Paper size = A4; use only one side (i.e., not front and back) 
2. Stapling multiple-page papers: the staple is in the upper, lefthand corner
3. Font size = 12 point
4. Font style = Times New Roman  
5. Spacing = 1.5 or 2
6. Paragraph style = left indentation of 10mm

7. Text = left alignment 
8. Title page = for academic writing, use a separate title page. (Hint: use a page break) 

9. Title pages usually include the title of your paper, your name, teacher’s name, the class name, and the date (no student number); again, check what your field does. For this class, I would like a particular style (see the next page). Notice that the title is in 16-point font, and the other information is in 12-point font. (Hint: use centering … Control + E) 
10. The file name must be correct:

your name + topic + date
elwood_james_baseball_in_japan_2013.02.15.docx
11. For references in the References Cited section, use the following: 

[image: image1.png]Dot add spae between paragraphs of the same styie
Snap to grid when document grid s defined
Preview






