Assignment Formatting for Ruth’s Classes
Unless I tell you otherwise, this is the formatting to use on every assignment you hand in to me (Ruth Anderson):
· Type the assignment.
· Name, Student # and the name of Class you are taking from me in the top, right corner
· Assignment title, centered, with one blank line above and one blank line below
· On the left side should be the word ‘Assignment’ then the number of the assignment

· On the right side should be the name of the assignment

· Put a colon between the right and left sides
· Include space (margins) on the right, left, top and bottom of the document. 
· In business writing the right margin should be ragged. This means the document should be left-justified.
· Use a spell checker to find and correct spelling mistakes, and any other mistakes it finds.

· If the assignment is more than one page:
· Put the page number in the bottom right corner along with the number of pages in your document
· Staple pages in top, left corner (with only one staple)
Example (the formatting should look like this):
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Assignment #1: Introduction
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My name is Jackie and I am from…blah, blah, blah, ba, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, bla, blah, blah, blah, blah, blah, ba, blah, blah, blah, ba, blah, blah, blah, blah, blah, blah, bla, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah…








