Instructions for Writing and Formatting your Paper

Spring 2010
First Draft DUE:  
________________________ (printed PAPER copy)
For writing and formatting your paper, follow these guidelines very CAREFULLY.  
Conventions you MUST follow

1. Use Times Roman Font.  Size: 12 points for body of text. 

2. Use DOUBLE-SPACING for First Draft. 

2. PUT PAGE NUMBERS on your paper (AT THE CENTER OF THE BOTTOM OF THE PAGE) and in your electronic file 

3. JUSTIFY the right-hand margin.  (If you do not know what this means, ASK.) 

4. Margins: standard size (about 2.54 cm) on all four sides 

5. PRINT ON A LASER PRINTER (NOT a laser jet—Laser printers have higher quality print) 


6. BUT, if you must use another printer for charts, etc, OK. 
7. If you have COLOR originals, that’s OK for the printed hardcopy First Draft.  
8. IF you have section headings CENTER them, Boldface, Size: 12 points (DO NOT number them). 


9. If you have a reference section put it on the last page BEFORE ANY APPENDIXES. 


10. Remember to put in-text citations for quotes and ideas you get from someone else.

Format for heading of your paper

DO NOT MAKE A SEPARATE TITLE PAGE.  Do your title as follows:


2 blank lines at the top of the paper


Followed by: Title: Centered, Boldfaced, Size: 16 points


1 blank line


Followed by: Names of authors: Centered, Boldfaced, Size: 14 points  (Put your complete Chinese Name and your complete English Name—I do not care which one comes first.  Put them on the same line.)


3 blank lines 
Begin your paper 
PAGE  

