
Formatting Documents: General Rules

When you give a present to another person, the first thing they notice is how it is
wrapped.  If the present is beautifully wrapped, you feel proud of how nice it looks and the
recipient is impressed because you cared enough to take the time and wrap the present
nicely.  Any time you give something in writing to another person (homework to your
teacher, email to a university admissions office, etc.), the first thing they notice is the
formatting.  If your document looks nice, automatically, they have higher opinion of your
work.  However, if your document looks like you just finished as quickly as possible and
you don’t care about making it look nice, automatically you have lowered yourself in the
eyes of the recipient.  Your grade will go down.  Your email won’t get answered as
quickly.  Your resume will be put at the bottom of the pile, or worse, thrown away and you
won’t get the job.  Your boss won’t give you the promotion you want.  Whenever you
create something to give to another person, always be professional.  Make everything
look as good as possible.

A.  Font

The style of letter your choose for your document is called the font.  Font style and font
size are very important to make your document look professional.  The main font style
used in this document is Arial 11.

Pay attention to these guidelines for fonts.

1.  Choose a simple font.
• For this course you have two choices:

• Times New Roman 12 pt.
• Arial 11 pt.

2.  You can use larger font sizes (+2 or +4) for titles and other headings.
• You can also use italics or underlined text for titles and headings.
• If you choose to use different font sizes and styles, be consistent.  The whole

document should look the same.

3.  Avoid the following common mistakes.
• Do not use “cute” or “fancy” fonts.

• Comic Sans          Brush Script          Arial Black

• Do not use extra small or extra large font sizes.
• 12 pt.  is the standard font size for documents.

• Do not use italics or bold for all text.  Only use these styles to emphasize important
points.

• NEVER USE ALL-CAPS.

B.  Formatting Sentences

When you type, you must follow the rules of formatting.  there are four simple rules you 
must follow.

1.  Capitalization
• Always capitalize the first word of a sentence.
• Use the Auto-Correct options in your word processor, but always proofread to make

sure it is correct.



2. Put one space between every word.
• If your word processor does not automatically correct a double-space error, check 

your Auto-Correct settings.

3. Put one space after a comma ( , ), colon ( : ) and semicolon ( ; ).
• Do not put a space before these punctuation marks.

4. (Traditionally) Put two spaces after a period ( . ), question mark ( ? ) or 
exclamation point ( ! ).
• This depends on the style sheet.1

• Not everyone follows this rule.  If you aren’t sure, check with your teacher for what 
they expect.

• There is a setting for this on Auto-Correct.

C. Formatting Your Name

When you turn in an assignment, you usually need four pieces of information.  Some
teachers want the information in the top, left-hand corner; other teachers require the
information to be in the top, right-hand corner.  You must do whatever your teacher asks
you to do, even if it is different from your other teachers.

For this class, you need the following four pieces of information.  If a teacher does not tell
you exactly what they expect, this is a good model to follow.

1. Your full name
• Unless you are told differently, begin with your given name and then your family

name (western style).  Middle names are optional.
• If you begin with your family name, put a comma between your family name and your

given name (to avoid confusion).

2. Your teacher’s name
• Use your instructor’s preferred title (Mr., Ms., Mrs., Dr., etc.)  and their family name.
• You might call your instructor by their first name or a nickname.  (Students call me

Mr.  K.  In Saudi Arabia, some students called me Abu Kai.)  Only use their family
name after the title.

3. The name of the class and/or the class period
• Ask your instructor what they should use.
• If your instructor teaches several sections of the same course, you should include

the period.

4. Date
• Use the date the assignment is due, not the date you finish it.
• In the United States, use the following order.

• Month Day, Year
• May 3, 2020

• Use whatever format your instructor requires.
• To make sure formatting, etc.  is correct, use Insert > Date and Time option in

Word.

1A style sheet is a set of writing rules that groups follow.  Make sure you know what
style sheet your department or school uses.



D. Titles

As a general rule, all documents should have a title.  The title must follow capitalization
rules.  The title should give the reader a general idea of what the document/assignment
is.

Follow these basic guidelines.

1. The title comes three lines below the date.

2. The title is centered.

3. You can use a combination of font styles.
• You should use a larger font.  (+2 or +4 bigger than the regular font)
• Use a bold font.
• Use either underline or italics, but don’t use both.
• The title of this document is Arial 15pt.  bold underlined.

4. The text of the document begins two lines below the title.

Skyler Killebrew
Mr.  Killebrew

AEP - College Preparation
May 3, 2020

Formatting a Document

For this course, the beginning of all documents should look like this:


