Phil 100:
Essay Format
1. 
No Title page and no title on first page of text

2. 
Two to three pages of text, no less than two, no more than three.

3. 
Double-spaced

4. 
Left, justification

5. 
Use 1" margins top and bottom.  1" margins left and right.

7. 
Pages numbered, starting with second page of text.

8. 
Name and date, upper right-hand corner of first page of text only.

9. 
Standard, Times New Roman, 12 point font 

10. 
References: Alphabetically by author, or web site. Ask librarians for help in locating web page that does this for you.

11. 
Parenthetical or 'in-text' documentation, see below. Use APA, style sheet, follow instructions, examples, on main page of UH Hilo library web page.

12. 
Paraphrase: Put into your own words, use about as many words as are in the text.

13. 
Précis: Put into your own words by condensing, or briefly summarizing the text.

14.
Quotation: Verbatim, word for word, what is in the text. 

a.
Use "quotation marks for short quotes of a sentence, or two". (Petersen, 2001, para. 1) First citation only, include date, each subsequent citation only author and para. number. (Petersen, para. 1) 

b.
For all longer quotes  of a   paragraph, or  more, indent left and right 2-inch margins, single space and use full justification. This example  is  for  your  benefit,  if  you  so choose to use a long quote. Keep in mind, you do not  have  to use  any quotation, if you do not need to, to adequately express your ideas. (Petersen, para. 2)

15. 
Your work must be computerized. You should compose your paper on the computer.
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