Tips on Setting up Final Drafts
Keep These Tips in Your Notebook All Year!
Keep this in your NOTES section.

1. The focus correction areas (usually two for idea development and two for written conventions like punctuation or grammar) go in the upper left hand corner.  The heading should be single spaced (do not skip lines).
1. Your name, date, teacher, & block should go in the upper right corner.
1. Double space after the heading and center the title.  Each word in the title should begin with a capital letter.  You can enlarge the font size of a title, but never underline the title of your paper unless it is the real title of a book or play such as The Tragedy of Romeo and Juliet.  
1. Triple space after the title.  Indent.  The body of the piece of writing should be double spaced, unless otherwise specified (as with a newspaper article).  To set the computer to double space automatically, click on “format,” then on “paragraph,” and then change the line spacing from single to double.
1. Do NOT add extra space between paragraphs!  Indent only.
1. All final drafts should be typed whenever possible.  
1. Avoid contractions (Spell out “don’t” as “do not.”).  Spell out numbers less than one hundred (“thirty-five” rather than “35”).  
1. Use the present tense to discuss fiction (In this novel, this is what happens.).  Use the past tense to discuss nonfiction (At that time, this happened.).
1. All rough drafts, assignment pages, and peer editing sheets should be included with the final draft.  Staple the final draft on top.  Put the staple in the upper left corner.
1. Use standard one-inch margins and size twelve font size.
1. Always use quotations around direct words you take from a book.  Include a tag to specify who said the words. Do not plagiarize; there are serious consequences.
