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HOW TO FORMAT A PAPER
Hopefully by the time a person has reached college he or she has learned how to follow
directions. It should be something learned in kindergarten. If this is not the case, however, here
is a quick tutorial for writing short (fewer than five pages) papers for Dr. Ytreeide.
First, notice that the heading is in the upper right corner, and is single spaced. It includes
four pieces of information which need no further explanation. Obviously a writer would replace
the information presented with the appropriate information.
Second, the title of the paper is double spaced below the heading. It may be in all caps, or
simply initial caps – writer’s choice. The title should be both informative and pithy. One might
say the title of this paper is informative but not pithy. This is correct, and demonstrates that pithy
is not as important as informative.
Third, the body of the paper is double spaced after the title, justified left with the first line
indented. It is typed in 12 point Times Roman, but Arial is acceptable, as are any fonts similar to
those. And perhaps most importantly, it is broken into paragraphs. Short paragraphs make a
paper easier to follow and thus more interesting. “Short” might mean different things for
different topics, but in general one should start a new paragraph for each new idea, as was
delineated in this paper.
In conclusion, it is commonly heard around a college campus that “C’s get Degrees.”
Yes, that is true. However, a student who strives only for a grade of “C” is a student who is
demonstrating they have a very poor work ethic, a student who doesn’t care, a student who will
do the least amount of work they have to in order to get by. Many future employers will never

look at grades or GPAs from an applicant’s college.
But the best ones do. The one your really want does (Ytreeide, 2008).
Is that really the message you want to send to potential employers, grad schools, and
family, for the rest of your life?
Perhaps the smarter move is to be above average in all that you do, such as writing papers
for classes.
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