South Coastal Adult Learning Center Final Life Skill Paper Format

1. Paper

Use clean, good quality 8 1/2" x 11" white paper, one side only.

2. Margins

Leave margins of your essay 1" (2.5 cm) at the top, bottom, left and right sides of each and every page. 

3. Font

Times New Roman font, size 12.

4. Title Page

A title page is essential for your final portfolio ready life skill.  Use the following format on the title page:
Title is centered about one-third down the page. 

Your name is centered, around the middle of the page. 

South Coastal Adult Learning Center, Life Skill number, and date are centered near the bottom of the page. 
5. First Page

Start typing your name flush against the left margin. Then under your name, on separate lines, double-spaced, and flush against the left margin, type the life skill number, and the date.  Double-space after the date. On a new line, center the title of your essay. If you have a long title, double-space between lines of the title.

Do not type your title all in capital letters. Do not put quotations marks before and after the title. Do not underline the title, or put a period at the end of the title. Proper names of people and places as well as important words are capitalized in the title, but prepositions and conjunctions are normally shown in lower case letters, e.g. Harry Potter and the Chamber of Secrets. 

6. Spacing Between Lines

The entire essay should be double-spaced between lines along with 1" margin on all sides for your teacher to write comments. You will NOT quadruple space between paragraphs.  The indentation alone (see next section) is enough to show the start of a new paragraph.
6. Indentation

Indent 5 spaces or 1/2" at the beginning of each paragraph. 

7. Final
Sheets of paper should be stapled at the upper left-hand corner. Use a paper clip if no stapler is available. Do not use a pin or fold the paper. Unless specifically requested by your teacher, do not hand in your paper in a folder, a binder, a plastic jacket, rolled up with an elastic band around it, or tied with a ribbon or a string. Do not spray perfume or cologne on your paper or use scented paper. And NEVER hand in your research or term paper in loose sheets even if the sheets are numbered and neatly placed in an envelope or folder.

