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Typing Requirements

The name and date can be justified on either side of the document. The title should be centered.

Font: 12 pt. Times New Roman

Spacing: Double spacing should be used to make editing easier.


Margins: 1” All around the document. Clicking on document under format in the drop down menu can do this. Once in document settings, change all margins except gutter, which should remain at 0”.

Page numbers: These should be included in the upper right hand side of the paper. Clicking on page numbers under insert in the drop down menu can do this. A page number on the first page is optional.

Paragraphs should be indented one tab.

Spell check: Papers can be spell checked by the computer or manually as desired. I would prefer if students proofread their own work before using a spell check.

Quotes: Quotes should also be in APA format, which involves including the last name of the author, publishing year, and pg. number in parenthesis after the quote. Additionally, quotes over 40 words should be in block quoting format. Block quotes are not indented and each line is one tab from the left margin. Block quotes have no space between the other paragraphs.

Sources: Any quotes or ideas from other literature sources should appear at the end of the document in a section entitled sources or bibliography, whichever you would prefer. They should be APA format. Helpful information on citing using APA specifications can be found at: http://owl.english.purdue.edu/owl/resource/560/01/

Also, if more assistance is needed with the APA format, an APA aid can be found here:

http://citationmachine.net/index.php

An example of these requirements can be found on the next page in a section of a paper on the book The Giver by Lois Lowry.
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His Ultimate Fear


Jonas feared he could not fulfill his parent’s wishes or those of his community.  He was young and failed to understand the significance of what was being asked of him.

He hunched his shoulders and tried to make himself smaller in the seat. He wanted to disappear, to fade away, not to exist. He didn't dare to turn and find his parents in the crowd. He couldn't bear to see their faces darkened with shame. Jonas bowed his head and searched through his mind. What had he done wrong? (Lowry, 1993, pg. 58)

Feeling this pain of shame, Jonas realized he was different from all the other boys around him. None of the other children his age were faced with these questions and concerns.  He realized he was to play an important role in the continuation of his society. He did not understand, however, how he had been chosen to be the “Receiver of Memory”.  He did not grasp that he was the unusual one and stood out in the community. "How could someone not fit in? The community was so meticulously ordered, the choices so carefully made" (Lowry, 1993, pg. 58). Being different from the society, his friends and family made Jonas feel a mixture of emotions: lonely, confused, frustrated, and even angry.

Sources

Lowry, L. (1993). The giver. New York, NY: Houghton Mifflin Co..
