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Chapter 1. Chapter Title if Applicable  

Font is generally Times New Roman, 11 or 12 point. This is how you begin the text.  This first 

paragraph after a title or subtitle may not be indented.  Check the spec sheet given to you by the 

publisher.  But you do double space it and use one inch margins.  Also, each paragraph should 

have at least three sentences.1 

 The second paragraph will be indented.  The font is still the same.  There are still at least 

three sentences in a paragraph.  If you quote someone, be sure to punctuate it correctly.  “Always 

 
1  Author, “Article title.”  Publication title.  Date.  This is in Times New Roman, 10 pt. End with page # where info 

was found. 
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put direct quotes in quotation marks,” said Sue Bradford Edwards.  Also note that the comma 

goes inside the terminal quotation mark.2  And then so on and so on with subsequent paragraphs.   

Subheading in Bold 

Again, don’t indent if that follows your publisher’s spec sheet.  Font is generally Times New 

Roman, 11 or 12 point. Double space it and use one inch margins.  Also, each paragraph should 

have at least three sentences. 

 The second paragraph will be indented.  The font is still the same.  There are still at least 

three sentences in a paragraph.  If you paraphrase a quote, do not put it in punctuation marks, 

Sue Bradford Edwards told the class.   

  

 
2 Author, “Article title or web page name.”  Web site. Date published.  Accessed on Month Day, Year.  URL. This is 

in Times New Roman, 10 pt. 
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