WR0010
Essay Formatting

In order to obtain the best possible mark on your essay or other written response work, follow the directions set out below:
1. Use 12 point font.

2. Use a regular, recognized font such as Times New Roman.  Fancy fonts are not appropriate for Social Studies or History essays or responses.

3. Two spaces after any full stop – practice is changing – one space is accepted if ….   

4. Double space your typing.

5. Use 1” (2.54 cm) margins on all sides.

6. Justify the margins of your essay if you wish to - - Highlight your essay and then click (Ctrl + J).

7. Do not indent your paragraphs – all writing is flush left to the left hand margin.

8. Begin with a properly formatted Title Page.

9. Centre the title of the essay at the top of the first page even though it is included on the Title Page.

10. Number your pages, if you wish to, in the bottom right hand corner.  Ensure, in any event, that the pages are in the correct order.

11. At the Grade 10 level, use In-Text citations unless you have been directed to use footnotes or endnotes.

a. In Grades 11 and 12 you may transition from using In-Text citations at the beginning of the year to using a mixture of In-Text citations and foot or endnotes later in the course.

12. Include a properly formatted bibliography in MLA format on a separate page at the end of your essay.

13. If you have used endnotes in your essay, include a page of endnotes at the end of your essay before your bibliography AND include an additional sheet of your endnote page.

14. Include any other material that you are directed to include.  

15. Staple or clip your work together or submit it in the manner directed.
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