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People have lots of different ways of drafting papers, and I would argue that anything that 
works for you is good.  People also have different voices and styles when they write.  But 
here are things that you should think about as you are doing a final edit. 
 
Format: 
 

• Every paper needs title. The title should say to the reader “This is what my essay 
is about!” You wouldn’t make a film, write a short story, or compose a song 
without giving it a title that articulated the essence of that creative work. A title 
tells the reader of an essay how to start reading it. 

• Every piece of writing, unless you are told otherwise, should be double-spaced, 
margins should be one inch all around, pages should be numbered and the type 
should be 12-point.  

• Your name should be typed into the essay, and should be part of the filename. 
• Please hand the paper in an unlocked Word document. I use track changes to 

mark/comment on your work. 
 
Important features of a finished essay: 
 

• Every essay, no matter how short, needs an introduction and a conclusion. Good 
rule of thumb is that the introduction should make the reader want to read the 
essay. It should say in greater detail than the title can what the central argument of 
the essay is; the conclusion should expand on why your argument matters. 

• Read for sentence fragments. Without a verb, a sentence is not a sentence.  “For 
example, this one.” No verb, no sentence. Excuse me! If there is no verb, there is 
no sentence. 

• Use passive voice as rarely as possible. 
• Edit run-on sentences, breaking them into two or more smaller sentences. “In 

general a run-on sentence goes on and on, kind of like this, and isn’t such a bad 
way to draft a paper but when you go through to edit think about the ways that 
short punchy sentences sometimes get your point across better rather than having 
to read and re-read to figure out what the person is saying or trying to get through 
to you.” In the case of both run-on and fragmented sentences, we often replicate 
the way we speak. But effective essays require better-disciplined sentences. 

• Citation. You must cite quotations, and ideas that are not yours, to the source they 
came from.  You may do this either through the use of the footnote or endnote; or 
by in-text parenthetical citation, followed by a bibliography. Do not use both 
kinds of citation; do not mix the genres; and whatever genre you choose do it 
correctly.  You will know how to do it correctly by either: copying the style from 
an academic article we are reading in the class, or looking it up in a style manual. 
The latter can be easily purchased on line. 


