FORMATTING

® Double space the entire paper, including the title
page and reference list.

® Sctall four margins at1inch (2.5cm).

® Use one of the following fonts: 11 pt. Calibri,
11 pt. Arial, 10 pt. Lucinda Sans Unicode,

11 pt. Georgia ,12 pt. Times New Roman, or
10 pt. Computer Modern.

® Include a title page and references page.

HEADINGS

Heading Level 1 (centred, bold)
Heading Level 2 (left aligned, bold)
Heading Level 3 (left aligned, bold, italicized)
Heading Level 4. (indented, bold, followed by a
period, text begins on same line as heading)
Heading Level 5. (indented, bold, italicized, fol-
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QUOTATIONS

If a direct quote is under 40 words, use quotation
marks.

Ratsoy (2016) suggests that "faculty encourage students to
publically disseminate their work and distribute it to a wider
audience" (p. 10).

If the quotation is 40 words or more, format it as a block
quotation.

Ratsoy (2016) says the following:

Whether through a student undergraduate confer-
ence, a guest lecture in a class, a teaching and learning
centre workshop, or a peer-reviewed conference on
or off campus, when students co-present, their belief
in the significance of their research is affirmed by the

audience’s interest in it. (p. 10)

TITLE PAGE

e  Title is bolded, centred and placed roughly 1/3
of the way down the page.

e Number the pages on top right, beginning with
title page.

e No “running head” is necessary.

e Author(s), including full names (first name, mid-
dle initial, last name).

e Affiliation (name of university attending).

e  Course name and number

e Instructor’s name
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REFERENCES

The reference list begins on a separate page, with
“References” centred at the top.

e Alphabetize references according to the last
name of author

e  Format cach reference with a hanging indent
(i.e. with the second and subsequent lines
indented).
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IN-TEXT CITATIONS

In-text citations appear in the text of the paper to indicate
that a source is being cited. They include the last name of
the author and the date of publication:

... (Williams, 2002).

If the author’s name is in the sentence, include the year of
publication in parentheses:

Williams (2002) claims . ..

For direct quotes, the page number is included:

... (Williams, 2002, p. 21).

If'a source does not have page numbers, give the paragraph
number preceded by the abbreviation “para.”

...(Mayo Clinic, 2018, para. 6)

Two Authors
... (Lind & Cohen, 2009).
Lind and Cohen (2009) found ...

Three or More Authors
... (Jones etal., 2012). [“Et al.” means “and others”)]
Jones et al. (2012) determine ...

No Author

Use the first few words of the title:
...(Oxford English Dictionary, 2011).

The Oxford English Dictionary (2011) lists ...

Corporate Author
... (Statistics Canada, 2013).
Statistics Canada (2013) states that ...

No Date
...(Wilson, n.d.)

Personal Communication (conversation, email,
etc.)

... (N. Kaur, personal communication, February 24,

2020).

Do not include personal communication in reference list.
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