
Jo Doran 
493/205/211 
Formatting Instructions 
 
Here is a text that shows the type of formatting I am looking for in this class, with the exception of 
cover letters (where you will use a letterhead) and resumes (where you will use a letterhead – and bullets, 
etc.). Those of you that will be leaving academia soon to work should understand that very few, if any, 
writing situations call for double spacing and two spaces between sentences. Even for those of you 
continuing your schooling, it is customary to use one space between sentences and double spacing only 
when required by the instructor. If your version of MS Word is using the default (double) spacing, you 
can change this in one of two ways: 

1. Click on Page Layout/Spacing and change the Before and After spacing to zero. 
2. Go to Paragraph (arrow)/Spacing, and make sure the Before and After is set at zero. 

 
Every text should include your name, the class name, and the document title: 

• 493-1 or 493-2  
• 211 
• 205-1 or 205-2 

Here is an example: 493-1_Jo_Formatting Information 
This is called a heading, not a header, and it should be single spaced, even if (for some reason) the body 
is double spaced. A heading shows up only on the page on which it is typed, which is correct.  
 
A header should be included on documents of more than one page – and should only show up beginning 
on page two. Again, you can change the default from having a header show up on every page to 
beginning on page two by following these guidelines: 

1. Make sure you are on page two (or click on “Insert/Page Break”). 
2. Click on Insert/Page Number and choose top right for the format (for this class). 
3. Under the Design option (in the tool bar at the top) click on “Different First Page.” 
4. Place your cursor before the page number (and the cursor will probably already be there), 

type your name, insert a few spaces, and type the title – or a portion of the title if the title 
is very long – of your document. 

5. Click on “Close Header and Footer.” 
 
Margins may be set by default as 1.5 inches. If this is the case, change this to 1.0-inch margins all 
around. While we may ‘play’ with margins when working on resumes, and even cover letters, begin with 
the default set to 1.0 inch by going to Page Setup/Margins/Custom Margins, set the margins to 1” and 
click on “Set As Default.”  
 
Regarding font style and size, Times New Roman, size 11-point or 11.5 point is what I like to read, so 
please use that for this class (unless you are working on a design/creative project, of course). 
 
Regarding printing, please print double sided when possible. 
 
As with any class – and – as with any work situation, you need to check with your instructors/ 
managers to find out what format is required. If/when you begin working in a new job, ask for 
samples of memos, etc. to find out the format that is either required or ‘normal’ for that situation. For this 
class, please use the above formatting. 
 
Please notice that this text is formatted in what is called “left-block justification.” This means that 
everything (except for bullet points) aligns on the left – but not on the right. In other words, there are no 
indentations. Additionally, there is only one space between paragraphs and only one space between 
sentences. 


