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SETTINGS
1-inch margins: top, bottom, and sides
Double spacing throughout document
Paragraph controls at 0 pt for spacing Before and After 
Paragraph indentation at 0.5 inches (1/2 inch)
Times New Roman font, 12 points 

TITLE PAGE
Title and by line centered on the upper half of page 
12 or fewer words for title
Times New Roman font, size 12, not in boldface 

ABSTRACT 
One paragraph between 150-220 words
No paragraph indentation for first line
Keyword summary (indent and italicize)

BODY
Section titles: not in boldface font (title, abstract, 

introduction, reference/s) 
Heading levels 1, 2, 3, and 4 in boldface font
Two spaces after a period
Margins blocked at left (not full justified)
Paragraph indentation 0.5 inches (1/2 inch)

RUNNING HEAD

  

Running head: TITLE IN 50 CHARACTERS OR LESS in header
In header on second pages: Title only, all caps, left
In header on all pages: Page number, upper right corner

Writer's Toolkit Publishing
www.thewriterstoolkit.com
219-763-9794

IN-TEXT CITATIONS
Use author's last name and year of publication:

Jones (2010) found that at-risk youth were . . . .
At-risk youth were likely to have issues with self-
esteem (Jones, 2010).
In 2010, Jones' study showed that . . . 

In subsequent references within the same paragraph, the 
date is not necessary. 

  

For in-text citations using signal phrases, use the word and; for 
in-text citations that do not use signal phrases, use the 
ampersand (&) if cited at the end of sentence. 

, double space and indent left 
margin 0.5 inches; do not use quotation marks; put period 
before the citation. For short quotations, place the reference 
inside of the period:

“Additional studies are needed to fill the gap” (Jones, 
2010, p. 33).

For quotations 40 words or more

When a work has three, four, or five authors, cite all the first 
time; in subsequent references, use only the surname of the 
first author followed by et al.:

Jones et al. (2011) demonstrated that  . . . 

When a work has two authors, cite both names each time they 
are referenced:

According to Jones and Smithe (2011), clients . . .    

©2014 Writer’s Toolkit Publishing LLC

REFERENCE PAGE
List references in alphabetical order; leave individual 
references in the order noted in the article or book 
Use last name and first initial (no first names)
For books: author's last name and initials, publication date, 
title of work, and publication data: Jones, S., & Barker, D. 
(2012). Title. City, ST: Publisher.
Block the first line of each reference at left margin
Indent second lines of references 0.5 inches (hanging 
indentation)
Capitalize only the first word of book titles, the first word after 
a colon (subtitle), proper nouns, and proper adjectives
Type the title of a book in sentence case, the title of an 
article in sentence case, and the title of a journal in title case
Italicize the title of a book and the title of a journal and its 
volume number
For references, use the ampersand (&), not and 
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This is the die line and will not print

This is a low resolution electronic proof of your art layout.
Please review the placement of your art.  This is not for color as monitors may vary.

Please review the list along with your e-proof before approving the layout.
ü Are all art elements placed correctly and has all text been correctly typeset?
ü Are the colors to be printed listed correctly? (CMYK/Pantone)
ü Is the surface type correct?
ü Are the size and corner radius okay? Is the image orientation landscape or portrait as you would like it?

In order to maintain your requested shipping and in-hand dates, we will need you to approve the mock-up as soon as possible.
Please send your approval in a reply to this e-mail, or fax a signed copy of the approved art layout to 507-665-2604.  If any changes 
are needed, please advise prior to sending your approval, we will acknowledge receipt.

Ensure that all responsible parties have thoroughly reviewed the mock-up and approve as represented.
By approving this mock-up, you understand that... 

ÜThe requested product will be produced based on this approval.
ÜYou will accept responsibility for any problems and associated costs related to this artwork
whenever identified, regardless of the source of the problem.

This job prints in the following colors: C M Y K Full Color Process (Photo Quality Printing) 

Description: 7.5” x 9” Portrait Plastic Surface Mouse Pad

E-Proof Code:

E-Proof




