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      Standard Essay  

MANUSCRIPT FORM 

 One inch margins on all sides 

 10 to 14 size font, standard 12 

 Font with wings. (i.e. New Times Roman, 

 Helvetica) 

 Heading including: Name, Teacher’s Name. Class, 

 Due Date (at 1” left margin) 

 Number all pages beginning with the first.  

 Include:  last name, and page # on ½ in. line. (Go 

 to “Insert” and then “Header.”) 

 Title (Use caps for first letter and for first letter of 

 all key words.) 

 Double space everything. 

 Formal outline (optional) 

   

   Howe 1 

  Annie Howe 

  Mr. Fister 

  American History 

  Oct. 30, 2015 

 

The Future of American History 

 

Standard Essay Order 
 

Introduction:  attention getter, claim with subject and  

                       purpose, and restrictions. 

 

Body:  Topic Sentence reflecting claim 

  

  I.  Main Idea #1, Support #1, Example #1 

 II.  Main Idea #2, Support #2, Example #2 

            III. Main Idea #3, Support #3, Example #3 

 

Conclusion:  Review, Summarize, Call to Action 

 

SUPPORT with facts, examples, and explanations. 

Add TRANSITIONS for coherence. 

 

MLA Research Paper 
 

Follow manuscript form above and add: 

 A title page is optional. It includes the Title, the 

Student’s Name, the Class Name, the Teacher’s 

Name (Title and Last Name only, and the Due Date 

all centered and balanced on the page. 

 Topic or Sentence Formal Outlines are optional.  

Ask your teacher. Paginate as last name              

plus ii. (Howe ii, and etc.) Use parallel structure. 

Capitalize the first letter of each line.  End each 

entry with a period for Sentence Outlines; no period 

in Topic Outlines.  Double-spaced. 

                                               Howe ii 

        

The Future of American History 

 

I. 

     A. 

             1. 

             2. 

     B. 

II. 

 Page 1.  Start with Title on 2” line.  Begin text on 

3” line. 

 Page 2 and others.  Begin text on 1” line.  Don’t 

forget pagination. 

 Works Cited Page.  Pagination continues on this 

page. (Ex. Howe 8).  Use the words Works Cited 

on the 2” line.  Begin list of works cited on the 3” 

line. Alphabetize by author’s last name or by title if 

author is unknown.  Fill the first line of each entry; 

indent line two a half inch (tab once) and continue. 

 Double space all lines. 

NOTE:  Use the MLA handbook as a guide.  Sources: 

Online @ Purdue OWL.  easybib.com, 

citationmachine.com

Some Common Entries 

 

                 MLA       

Book with One Author         

       Tang, Abe. Curbing Teen Violence. Franklin Press.  

            2015.   

Magazine Article with No Author 

       “Violence Is Down.”  The York Times.  Jan.  

                11, 2016,  pp. 14-16.   

Article from EBSCOhost ( Database) 

      McIntosh, James C.  “Violence-Blame It on the  

               Media.” New York Amsterdam News Vol. 23.  

               No.5, Dec. 14, 2015, pp.  21-23. EBSCOhost,  

               Accessed 9 Mar. 2016. 

      WWW Source 

       Katz, John.  “Why Kids Kill.” CRC Health, 2015, 

                www.crchealth/troubled-teenagers/teem-murder/. 

                 

                Accessed 24 Oct. 2016.  

 

       Common Abbreviations used in Works Cited:  

 p. or p.p. or p. + (page numbers) 

 Jan., Feb., Mar., Apr. . . 

         doi (Digital Object Identifier) 

 
In text Parenthetical Documentation.  Any information 

not considered general information or not your own must 

be fully documented in text and on the Works Cited page.  

This would include statistics, quotes, facts, ideas, points of 

view, opinions, paraphrases, summaries, and etc. 

 

NOTE:  All sources on the Works Cited page must be 

represented in the context of the paper in the form of 

parenthetical documentation. This occurs at the end of a 

sentence containing borrowed material with the author’s 

last name and page number in parentheses with no 

abbreviations and the sentence-ending period outside the 

last half of the parentheses. 

For Example 

       A Quote  MLA 
 

“We live in a society in which poor students are not 

flunked, and bad workers cannot be fired” (Wilson 85). 

 

A Statistic from a Source with No Author 

 

The use of water in the vegetable fields of central 

California has decreased 35% in the last year due to water 

conservation efforts (“All Dried Up” 78). 

 

A Source already Identified in Context 

 

According to Angus Jenner, author of “Save the Gray 

Wolf,” 1700 wolves were killed by ranchers in Montana in 

2014 (34). 

 

A Source that Quotes another Source 

that You Want to Quote 

 

Dr. Paulson, an expert in the clinical study of anorexia 

among teens, states that “peers play an important role in the 

destructive activities of anorexics” (qtd. in Simpson 43). 

 
Find a model MLA research paper at: 

http://www. Arcanum-butler.k12.oh.us 

 

APA Research Paper 

 There should be uniform margins of at least one-

inch at the top, bottom, left and right sides of your 

essay. 

 Your paper should be double-spaced. 

 Every page of your essay should include a running 

head at the top left. The running head is a shortened 

form of your title, often the first few words, and 

should be no more than 50 characters (including 

spaces). 

 Every page should also include a page number in 

the top right corner. 

 Your essay should also have a title page in APA 

format. This title page should include the title of 

your paper, your name and school affiliation. In 

some instances, your teacher might require 

additional information, such as the course title, 

instructor name and date. 

 Your essay should also include a reference list. 

Located at the end of your paper, the reference 

section is a list of all the sources that were cited in 

your essay. References should be listed 

alphabetically by the last name of the author, and 

they should also be double-spaced. 

 Topic or Sentence Formal Outline Optional.  Ask 

your teacher. Use parallel structure. Capitalize the 

first letter of each line.  End each entry with a 

period for Sentence Outline; no period in Topic 

Outline 

 An Abstract may be required. Paginate w/title, the 

word Abstract centered, and no indenting of first 

word in paragraph. 

 References Page.  Pagination continues on this 

page with title and page #. Use the word  

References on the 1” line.  Begin list of works 

referenced on the 2” line. Alphabetize by author’s 

last name or title if the author is unknown.  Exhaust 

line one of each entry, indent line two and continue. 

NOTE:  Use the APA handbook as a guide.  Sources:  

Online @ Purdue OWL. easybib.com, 

citationmachine.com 

Some Common Entries 

 
   APA        

Book with One Author 

 

Tang, A. (2000). Curbing Teen Violence. New York: 

          Franklin Press. 

Magazine Article with No Author 

 

Violence Is Down. (2000, January 11). The  New York 

          Times, 14-15. 

Article from EBSCOhost (Database) 

 

McIntosh, J. (2006, December 14). Violence-Blame 

          It on the Media. Retrieved November 3, 2015. 

WWW Source 

 

Katz, J. (n. d.). Why Kids Kill. Retrieved  August 21, 2015. 

 

Common Abbreviations used in References page:  

p. or pp. = page(s)       

n. d. = no publication date 

 

NOTE:  URL’s Optional.  State the words: Retrieved from 

followed by the URL as the last line of the entry. 

 

In text Parenthetical Documentation.  Any information 

not considered general information or not your own must 

be fully documented in text and on the Resources page.  

This would include statistics, quotes, facts, ideas, points of 

view, opinions, paraphrases, summaries, and etc. 

NOTE:  All sources on the References page must be 

represented in the context of the paper in the form of 

parenthetical documentation. This occurs at the end of a 

sentence containing borrowed material with the author’s 

last name, year of publication, and page number divided by 

commas in parentheses with the abbreviation for page 

numbers (p.) and with the sentence-ending period outside 

the last half of the parentheses. 

                        For Example 

       A Quote                        APA 

 

“We live in a society in which poor students are not 

flunked, and bad workers cannot be fired” (Wilson, 2008, 

p. 85). 

 

A Statistic from a Source with 

No Author or Page Number 

 

The use of water in the vegetable fields of central 

California has decreased 35% in the last year due to water 

conservation efforts (All Dried Up, 2010). 

 

 

 A Source already Identified in Context 

NOTE:  Must 

have at least 2 

to subclass. 

http://www.crchealth/troubled-teenagers/teem-murder/
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According to Angus Jenner, author of “Save the Gray 

Wolf,” 1,700 wolves were killed by ranchers in Montana in 

2014 (p. 34). 

 

A Source that Quotes another Source 

that You Want to Quote 

 

Dr. Paulson, an expert in the clinical study of anorexia 

among teens, states that “peers play an important role in the 

destructive activities of anorexics” (as cited in Simpson, 

2003, p. 43). 

 
Find a model APA Research Paper at: 

http://arcanum-butler.k12.oh.us 

Lab Report Guidelines 

 
A formal lab report should be written entirely from a 3rd 

person perspective.  All of the section titles below should 

be labeled.  Include the following sections: 

 

Title Page- Briefly summarizes the subject of the report. 

Format page as follows: 

 

 A running head and page number in upper right 

hand corner. (right aligned) 

 A definition of running head IN ALL CAPS below 

the running head (left aligned) 

 A scientific vertically and horizontally centered 

page with title, followed by author and affiliation.  

A scientific title should represent what was done 

and be between 6-15 words. 

(https://owl.english.purdue.edu/owl/resource/670/03) 

Abstract--This is a short (under 200 words) description of 

what you did in your experiment and what the results were. 

 

Introduction-The introduction should include background 

information and theory about the subject of the experiment 

and also the goals of the experiment. 

 

Procedure--Outline the steps followed in the experiment.  

Assume the reader understands basic laboratory equipment 

and procedures as you write your description. 

 

Results--Present the data obtained in chart and graph form.  

Include all units and title and number charts and graphs. 

 

Discussion--Explain the results of the experiment with 

referrals to the Results section.  Explain to what extent the 

results were as expected or not.  Explain possible sources 

of error and improvement. 

 

Conclusion--Summarize the main take-home lessons from 

the experiment.  Also comment on possible follow-up or 

future experiments or work. 

 

Writing Essentials (Conventions) 
 

1.  Know the structure/style the assignment requires. 

 

2.  Know your audience and what it needs. 

 

3.  Avoid placing commas wherever they look nice.  

     Include them for introductory elements,   

     compounds, lists, and interruptions. 

 

4.  Use the right verb forms consistently (past, present,  

     future, past participle) and sequentially. (has, have, 

     had). 

 

5.  Use prepositions to establish the right relationships  

     (on, to, from, after, in, and etc.).  They do not mean  

     the same thing. 

 

6.  Avoid comma splices (using commas instead of  

     periods). She arrived home late, she would be  

     grounded for that. 

 

7.  Avoid sentence fragments.  Avoid beginning  

     sentences with conjunctions (and, but, or, nor, for, 

     yet, so).  Each sentence must make sense on its  

     own. But I never got the message in time. 

 

8.  Make pronouns agree with their antecedents  

     (nouns).  (person/he or she) (people/they) 

 

9.  Avoid contractions and clipped words.  They are  

      informal. (hadn’t/had not), (hippo, sub, exam) 

 

10. Remember the use of apostrophes for possessives.  

      (teacher’s pet/teachers’ pets) 

 

11. Avoid shifts in verbs (i.e. past/present shifts) and  

      shifts in pronouns (i.e.  he, you, they). 

 

12. Make sure that verb tense is correct. (has went or 

      has gone?) 

 

13. Make subject agree with verb. (The girl sees.  The  

      girls see.) 

 

14. Avoid run on sentences. (She knew the answer,  

      but she said nothing, so the question faded in the  

      wind.) 

 

15. Choose the right words. (their, there, they’re; or  

      to, too, two) 

 

Writing Essentials (Content) 
 

1.  Present a clear claim (Topic Sentence, Thesis Statement) 

2.  Defend everything 

3.  Define for clarity. 

4.  Describe in detail. 

5.  State the facts. 

6.  Provide illustrations. 

7.  Explain all things. 

8.  Show do not Tell. 

9.  Leave no potential questions unanswered. 

 

NOTE: Writers must always support a claim through facts, 

examples, and explanations that are arranged in clearly 

defined paragraphs, each organized for specific purposes. 

Quoting in Context 
 

When using quotes (direct address) in any scholarly essay, 

you must punctuate it correctly. You must also quote only 

those parts that are considered important.  Do not quote a 

whole sentence when only a part of it is needed for support 

or for emphasis. Consider the following guidelines. 

 Use quotes when the words of others are more 

emphatic than the words of your own. 

 Consider paraphrasing as an alternative to quoting. 

 Quotation marks must begin and end the direct 

address.  

 Any punctuation (including commas and periods) are 

placed inside the quotation marks.  This is true 

perhaps 95% of the time. 

 If the quote begins, ends, and then begins again, 

quotation marks must begin and end at each change. 

 Use brackets [   ] around words that you add to the 

quote to make the whole thing work as a complete 

sentence. 

 Use ellipses (three dots with spaces in between) to 

indicate when something less that a sentence has been 

left out. 

 Use ellipses (four dots with spaces in between) to 

indicate when something a sentence or more has been 

left out. 

 Use [sic] in brackets after any error that exists in the 

quote that you choose to leave uncorrected.  

 When quoting four lines or more of prose or three 

lines or more of poetry, separate it from the rest of the 

essay by indenting each line 10 spaces from the left.  

Use no quotation marks and place the period at the 

end. 

 Create no standalone quotes.  All quotes must include 

explanation or interpretation. 

 

Common Examples of Quotes in Context 

(Documentation in both MLA and APA) 

“Salmon populations are faltering” in rivers fed by melting   

        permafrost (Weier 45).  OR  (Weier, 2002, p. 45). 

 

The Earth’s climate has changed many times during its 

history due to naturael [sic] events, such as “volcanic 

eruptions, slight changes in the Earth’s orbit” (“Climate 

Change”), and surges in the “energy released from the sun” 

(Weier 39). OR  (Weier, 2012, p. 45). 

“Bushy tailed rats, chipmunks, and pinion mice [must 

move] upslope because of rising temperature . . . until they 

have no place to go” (“Be Worried . . .”  78).  OR (“Be 

Worried . . .,” n.d., p. 78). 

Plagiarism 

 
Plagiarism, synonymous with cheating, refers to the 

presentation or submission of the work of another without 

citation or as an original piece of work, either in part or in 

whole.  Whenever the thoughts, words, drawings, designs, 

statistical data, online sources, or other creative works of 

others are used by either direct quotation, summary, or 

paraphrase, the author and the source must be clearly 

identified through the use of proper referencing or citing. 

When no recognition is paid to the author for phrases, 

sentences, thoughts, or arguments within a student’s work, 

damaging plagiarism exists.  It is the burden of the writer to 

prove originality; therefore, students should keep all drafts 

of the document and all sources referenced and used until 

the paper is returned. 

 

NOTE:  The school policy on plagiarism is stated in the 

school handbook under the CODE OF STUDENT 

CONDUCT.  Be ready to face the consequences if you 

make the choice to plagiarize. 

 

Elements of a Writing Rubric 

 
An “A” paper includes a(n) . . . 

 

 Creative (appropriate) attention getter. 

 Effective claim. (subject, purpose, restrictions) 

 Fully developed main idea that is clear and concise. 

 Perfectly chosen order of development.  

 Distinguishable originality and creativity.  

 Effective introduction and conclusion. 

 Strong voice intentionally used. 

 Free of structural errors that detract. 

 Varies sentence beginnings, sentence types, and 

sentence lengths. 

 Neat and presentable appearance. 

Single Paragraph Essay “A” 

                                     Howe 1 
Annie Howe 
Mr. Baker 
Communications I 
Nov. 18, 2015 
 

Ad This:  It Is No Choke! 
 

     Before laws were enacted to prohibit the practice, some 

cigarette manufacturers specifically targeted the brands that 

they sold to adolescent buyers.  Before this type of 

marketing campaign was banned, Eighty-eight percent of 

12th graders, 86 percent of 10th graders and 82 percent of 

8th graders smoked Marlboro, Camel, and Newport brand 

cigarettes, which were among the most heavily advertised 

and promoted brands that were designed to specifically 

interest youthful consumers (“Study Shows. . . .”).  

Marlboro touted the heroic "Marlboro Man," a handsomely 

dressed cowboy in a pastoral setting with little to do but 

light up a Marlboro and ride the prairies upon his favorite 

horse.  Camel advertised with "Joe Camel," a cool, hip, and 

popular cartoon character who shot pool, hung out in night 

clubs, or sat on a motorcycle in a leather jacket and shades.  

Newport displayed beautiful, young people frolicking in a 

field, passing Frisbees, and playing with a friendly dog.  As 

a result of teens being bombarded with commercials like 

these, many faced a lifetime of nicotine addiction. 

"Study Shows the Dangers of Smoking."  INDUSTRY  

        GROUP  04-14 1999:  Electric Library Plus.  Web.   

        2/6/2015. 

 

 
A variety of essay models can be found at: 

http://arcanum-butler.k12.oh.us  Find the 

link in the high school folder. 
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http://arcanum-butler.k12.oh.us/

