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Most college graduates eventually write for publication.  This means that the material you produce will be passed on to others, usually starting with a copy editor, and ultimately to a printer.  This document illustrates the fundamental features of standard manuscript form.  Everything you write now, and in the future, unless you are given a specific format or style sheet to follow, should adhere to standard manuscript form.  This is a matter of habit, but a matter of considerable importance for people who must handle many documents.  Obviously, that includes all of your professors.


Look at this page.  Notice that the author’s name appears in the upper left hand corner.  Note also that it is the only thing on the page that is single spaced.  Everything else (including any quotations you may include) is also to be double spaced.  The heading (not a “header”) of the paper appears where it does because 90% of the population (including copy-editors) are right-handed.  The space on the upper left is always reserved for instructions to the printer, or in some cases, instructions to the author..  NOTHING appears there, not even the header.


The title of your essay should appear centered, in bold face (do not, here or elsewhere, use goofy fonts that look like Gothic black letter or handwriting or the like).  If you mention the title of a book, it always appears either underlined or italicized—like this: William Faulkner’s Light in August
 —whereas titles of articles, chapters, poems, or stories are in quotation marks.  Look at the top of this page.  The header must include your name and the page number (a title is sometimes included if it helps identify the page as yours).  This is to be set up in your word processor as an automatic addition to each page.  It appears on the right so that a particular page can be easily found by an editor (right handed).  


For this course, all material you submit must adhere to this format exactly.  If it does not, I will immediately return it to you to fix.  When you complete an essay, make certain that you save the file in a place on your computer where you can easily retrieve it.  I use an exact system of file names for student papers.  If you start the file with a different name, before you send it to me,  use the “save as” feature of your word processor to give it a name that meets the following characteristics.  First the file name should consist of up to 5 characters from you last name, your first initial, followed by a dash, and then the number indicating the assignment.  I will comment on the paper and return it to you with the number changed to a letter.  In this case, I would name this file searll-1.doc.

�  William Faulkner, Light in August (New York: Vintage Books, 1990).  All references are to this edition and will be incorporated in the text.





