FORMAL PAPER CHECKLIST
For additional help:  http://owl.english.purdue.edu/owl/resource/747/01/
CONTENT

□
Includes an introduction that introduces the topic of the essay in an interesting way.

□
Contains several organized paragraphs.  Every transition from paragraph to paragraph makes logical sense.
□
Is easily understood by anyone attempting to read it.  In other words, everything is clearly explained and defended.

□
An appropriate but not overwhelming number of quotations are used to defend your argument.
□
Ends with a conclusion that restates, in a different way, what you have accomplished in your paper.

MECHANICS

□
All words are spelled correctly, with special attention paid to homophones.

□
Sentences are varied and complex, but there are no fragments or run-on sentences.

□
All punctuation is used correctly and comma splicing has been avoided.

□
Tenses are lined up.  In other words, the whole paper is written in the past or the whole paper is written in the present.  When speaking about a work of literature, the tense must ALWAYS be the present tense.

□
If dialogue is included, a new paragraph is started whenever a different character speaks.

□
In-text titles are either quoted or italicized, depending on whether it is a novel, poem, etc.
FORMAT

□
Font is Times New Roman, black, and size 12.

□
Margins of the paper are one inch on all sides.
□
Spacing is double (2.0) and there is no extra space between paragraphs.

□
Header is at top left corner, double spaced, and includes student’s name, name of class and period, due date (spelled out), and name of assignment.

□ 
A clever title is used and is centered on its own line.  No special fonts or effects are used.  The title is 12 pt. Times New Roman like all other text.

□
When any information is used in the paper that is not original or common knowledge, parenthetical citations are used every time a source is used.  In a research paper, they should occur often.
· When information is quoted verbatim from a source or text, it is surrounded by quotation marks and includes a parenthetical citation after the quote but before the punctuation.  Example:  “A rose by any other name would smell as sweet” (Shakespeare 23).

· When information is paraphrased, or changed into one’s own words, the parenthetical citation comes directly after that information.

Example:  Juliet believes that Romeo’s name does not matter; she knows he is wonderful regardless (Shakespeare 23).

· When inserting a parenthetical citation for a print source, the author’s last name and page number is used.   Ex: (Shakespeare 23).

· When inserting a parenthetical citation for an electronic source, the author’s last name (if applicable) and site name within quotation marks are used.  Ex: (Graham, “Analyzing Romeo and Juliet”).

□
When using any source as support in your paper, a works cited page is used at the end of the document.
· On top of the page, the words WORKS CITED in all capital letters are centered.

· All works cited entries are alphabetized by the first word.

· Entries are not numbered or bulleted.

· The first line of each entry is aligned left, while all subsequent lines are indented 5 spaces.

· The works cited page is double spaced, with no additional space between each entry.

EXAMPLE OF WORKS CITED:

WORKS CITED

Carnegie, Andrew. “Wealth.” North American Review CXLVIII (1889): 653-64. FURMAN:

          ANDREW CARNEGIE, WEALTH. Ed. Katie Morgan and T. Lloyd Benson. Furman U.

          n.d. Web. 3 Aug. 2009.

Kent, Zachary. Andrew Carnegie: Steel King and Friend to Libraries. New Jersey: Enslow,

          1999. Print.
