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General Formatting Requirements 

• Margins should be set to 1 inch on all sides 
• The font should be readable and consistent between 11-13pt in a style, for example 

Times New Roman or Calibri 
• The document should be double-spaced with no extra spacing in between paragraphs 
• Page numbers in the headers begin on the first page of text after the title page 
• Each paragraph should begin with the first line left-indented 0.5 inches 

 

Formatting the Title Page 
• Your title page should include: 

Þ The title of your paper  
Þ Your name 
Þ Course name 
Þ Due date 

• All information on the title page should be double space-spaced and following the same 
format as the sample paper:  

 

 
 



 
Incorporating Evidence 

• When including evidence, you can quote, summarize, or paraphrase your sources 
• For short quotations (four or fewer lines of prose), enclose your quote in double 

quotation marks within your paragraph 
• For long quotations (forty or more words), you must use block quotations 

Þ Include the quote in a free-standing block of text with no quotation marks 
Þ Maintain double-spacing, and use a 0.5-inch indentation for the whole quote 

• Whether you are directly quoting, summarizing, or paraphrasing, you must include a 
citation  

 
 
In-Text Citations 

• Citations refer your reader to the sources you used as evidence for your claims 
• In-text citations will include the author’s last name and year of publication 

When a source is used more than once in the same paragraph, cite the page 
number.  

 
 

 
 
 
 
Reference Page and In-Text Citations 
 

The Reference page is at the end of an CMOS-style paper that shows all the sources you used 
in your essay. It gives full publication details for each source so readers can locate the original 
material. Every source that appears in the Reference page must also be cited in the paper using 
in-text citations, and vice versa. 
 
 
Reference Page Formatting  

• All sources are listed in alphabetical order 
• List up to 3 authors in the reference page before “et al.” 
• No extra spacing between entries 

 
 

Author and year  

Page number 
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