SET Paper Formatting Guidelines  - Dr. Edelbach 
Revised:  Aug 19, 2013
(sample3.doc)
Since the primary purpose of the written word is communication, it is important that adequate consideration be given to the formatting of any word processed document. Follow the guidelines below. 
The paper is to be written in the narrative style, not as an outline. Materials developed are to be used to the extent possible when preparing the actual paper. 
If you have any questions, contact me via email or at X 2783. 

This paper will be submitted as a MSWord file ONLY – No paper copies required
Make certain to use this format for your any portion of this assignment being submitted as a MSWord file
     File name example:      A-GED-2-DID-specific assignment name.doc
    
A    = SET class  -  either A for 8:30 am  or  B for 10 am
    
GED-2    =  DID team identification
    
DID    = DID project. Same for every team

specific assignment name   = specific name of assignment being submitted
Each student is expected to have their section of the report between 7 to 10 pages long -  this excludes the 
Title Page, Table of Contents, Introduction, Conclusion, etc.
Specifications - 

1. Title Page - Contain all relevant information - Title, DID team, names and email addresses, portion of paper and dates for each person, courses, SET section (A or B) semester, Dr. Edelbach, and date.
2. Table of Contents - Sub-sections with headings into which each person's chapters are to be divided MUST be shown in the Table of Contents. Pages numbers for all items should be positioned using a tab, NOT SPACES.
3. Chapters and sub-headings – The paper should be divided into chapters following this example:

1.  Title page - containing all required information
 
2.  Introduction - brief overview of paper build around "key questions"

3.  Chapter 1 - Past - specify years covered ( + appropriate sub-headings)

4.  Chapter 2 - Present - specify years covered ( + appropriate sub-headings)

5.  Chapter 3 - Future - specify years covered  ( + appropriate sub-headings)

6.  Conclusion - summary of main points and future implications

7.  Bibliography - references for each team member should be listed separately, not all together.

8.  Appendix - contains special information referenced in body of paper - DO NOT put the 
 

    materials previously submitted for this assignment into your final paper.
Each student will be responsible for their particular section/chapter of the paper, which 
   MUST be clearly labeled. 
All team members are collectively responsible for the “Introduction” and “Conclusion” sections.
If a student does not complete their portion of the paper or PP slides on time for any reason, it should be omitted but the rest of the assignment submitted by the other students with an explanation of why some work is missing
Each new chapter should start on a new page
Formatting Details - 

1. Chapter and major section headings – In bold type and 14 point type
2. DO NOT insert extra line spaces in your paper. Insert a PAGE BREAK after each of the chapters of the paper.
3. Footnotes / References - The APA "In-Text Citation"  method is preferred when referring to other works. 
    THIS is another good source for APA citation information. The College has information dealing with
   how materials taken from other sources should be credited HERE.   More information is available at this
   URL as well.
4. Hyperlinks - Since this paper is ONLY being submitted electronically in MSWord format, it is possible to include HYPERLINKS to related on-line information where appropriate. There are a number of ways a hyperlink can be formatted. There is no "correct" or "approved" style. 
Links can also be provided to other portions of the paper by following the directions HERE. This can be very helpful in such places at the Table of Contents where headings can be linked to the appropriate chapter/section of the paper. For example, to go to the top of this document, click on TOP. Click on "Footnotes/References" to go to that item.
5. Format – Flush left – NOT JUSTIFIED or even left and right margins.
6. Formatting Commands  – If you click on the “show/hide” button which looks like a “reversed” 
   letter “P” on the “Home” tab, you will be able to see the commands inserted into this sample page. 
7. Graphs / Tables - Statistical data should be referenced in the body of the paper but actually 
   included in the appendix at the end.
8. Line endings - 
HARD – These are the line endings inserted whenever you press the “Enter” key 
SOFT   - These are the line endings inserted automatically by the program as you type 
Use automatic or SOFT line endings except at the end of paragraphs where
     a HARD  return is to be used when you want to "force" a line break and start a new paragraph.

9. Line spacing - Use “SINGLE” line spacing with an additional 4 POINTS (not "lines") of spacing 
   after each paragraph.   ( Specify this using the LINE SPACING drop-down menu) 

10. Indent -  Indent first line of each paragraph of body copy 

11. Margins -  3/4” on left, and right side  as well as the top and bottom of the page 

12. Page Ending – this creates a new page and is executed by pressing the “Enter” 
   and “Ctrl” keys together
13. Page Numbers - select “page numbers” on “Insert” tab
14. Tabs - you should "set" the tabs you need rather than use the automatic ones which are pre-set at  ½”. 

15. Type style and size - Times New Roman style - 11 points
16. A "header" at the top of a page should take up no more than 1 line, not multiple lines.

Examples 
Automatic / Soft  Returns, 11 point size, single line spacing – 4 points spacing “after” a paragraph -
In 1882, while examining salamander larvae under a microscope, German embryologist Walther Fleming spots tiny threads within the cells' nuclei that appear to be dividing. The threads will later turn out to be chromosomes.

Page Break – To force a new page to begin, press the "Ctrl” and “Enter” keys together. This should be done to avoid "widows”, a single word or just a heading as the last line at the bottom of a page. 

Formatting Lists –  such as the key words and time line 
Incorrect – notice the flush left hand margin and no separation between items. Items appear to run together without any separation.

1866  -  Austrian botanist and monk Gregor Mendel proposes basic laws of heredity based on cross-breeding experiments with pea plants. His findings, published in a local natural-history journal, are largely ignored for more than 30 years. 
Correct -  with 0.5” hanging indent  -  notice how the information below looks on the ruler at the top of the page. Making the dates "boldface" gives them added emphasis.
1866  -  Austrian botanist and monk Gregor Mendel proposes basic laws of 
heredity based on cross-breeding experiments with pea plants. 
His findings, published in a local natural-history journal, are largely 
ignored for more than 30 years. 

1882  -  While examining salamander larvae under a microscope, German embryologist Walther Fleming spots tiny threads  within the cells' nuclei that appear to be dividing. The threads will later turn out to be chromosomes.

Levels - 

When outlining material or compiling a table of contents, information should be categorized or prioritized as shown below. Each level 1 must have a descriptive name or term and is a distinct, unique category or item. Any sublevels below must be related to it. 
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