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 Please notice that I pressed “tab” to begin this paragraph. I did not press the spacebar a 

weird number of times. Also notice that there is a page number at the top right. I got that by 

going to “Insert” then “Page number” then clicking the one that shows the numbers at the top-

right. Then I typed a Lastname next to that number. Also notice that this is Times New Roman 

twelve-point font - even the heading (which is at the top left of the page) and the title (which is in 

the center) are that font. Do not do anything weird here. Just be boring and write it like this. In 

college, you just stick to the formatting requirements your professor dictates. Now press “enter” 

or “return” to start a new paragraph. 

 Pressed “tab” again to indent this new paragraph. Here are some more rules: please note 

that we write out ALL numbers under 100. Including twelve, ten, four, and ninety-five. Please 

note that when I write the title of a novel such as Animal Farm or The Hungry Tide, I use italics, 

not quotation marks. If I were to write about a book by George Orwell, I would use his whole 

first and last name the first time I mentioned it. After that first time, I can just use his last name. 

If I write about a poem or a short story, I can put the title in quotation marks. For instance, if I 

want to write about a poem by Emily Dickinson, such as “We Grow Accustomed to the Dark,” I 

would use her whole first name the first time I write it. Then I put the poem title in quotation 

marks. The second time I write Dickinson’s name, I use only her last name. Orwell’s Animal 
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Farm is in italics, while Dickinson’s poem title, or Neil deGrasse Tyson’s essay “Coming to Our 

Senses” would be surrounded by quotation marks. 

 If I were to quote from a novel like Animal Farm, I would do it like this: the sheep say 

“Four legs good, two legs bad” (Orwell 64). See the citation there? I put the author’s last name 

then wrote the page number in parentheses. After the parentheses, I put the period. I also talk 

about the story in the present tense. I would not say that the sheep bleated because that would be 

past tense. If I were writing about a historical event such as the Russian Revolution of 1917, 

when Soviet politics emerged, I would write about it in the past tense because it is an actual 

historical event that happened in the past. Note, also, that I used past tense there with the word 

“emerged” because it occurred in the past. I would also cite the sources I used (Pipes 533). You 

would look at my Works Cited (bibliography) at the end of the paper for more information about 

the book I used. 

 Also, please note that I did not plagiarize anything in this essay. If you plagiarize 

anything, you will get a zero. This is because I am not going to grade someone’s work that is not 

in my class. In college, if you plagiarize, you might find yourself on academic probation. You 

might also get expelled. From college. NO refund. Good luck with your essay writing. I hope this 

sample helps you learn how to format your essay properly! Also note that the Works Cited 

(below) lists the authors in alphabetical order by last name.  
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