General Guidelines for Papers 

Dr. T. L. Bulman

Geography, Portland State University
Format for Papers:

· Typed, double-spaced, 12-point type, readable font such as Helvetica, Geneva, or Times New Roman, 1” margins.
· Place your name in a corner at the top of the first page and place the title of the paper in the top center of the first page. Do not use a separate title page.  Use headings and sub-headings when appropriate, usually in papers five pages or longer.
· Number pages.
· Staple the paper.
· Do not encase paper in a folder, binder, or other contraption.
· Use correct spelling, grammar, and punctuation.
References and Citations:

· Use the Annals of the Association of American Geographers system of citation and bibliography (which is the reference format provided in the Guide to References and Citations.)  Copies of the Annals of the Association of American Geographers are available in the Geography Department and the library.

· Include a bibliography where appropriate; only items cited in the paper should appear in the bibliography, and every item in the bibliography should be cited in the paper.

· All information presented, other than “common knowledge,” must be attributed to a source by means of citations.

· Documentation (citation) does not ordinarily carry over from one paragraph to the next.

General Comments:

· Organize your presentation into sections, with appropriate transition sentences:

·  Introduction (statement of the purpose of the paper; statement of the thesis or arguments; statement of key points to be discussed)

· Body (argument and evidence supporting the argument)

· Conclusion (key findings; implications of your research).

· Titles should be informative.

· Use section headings where appropriate.

· Proofread.

· Write concisely and academically; do not use the first-person “I” or contractions.
· Use figures and tables to supplement the text. Follow the Graphics in a Paper guidelines.
Important Notes:

· Any attempt to pass off someone else’s work as your own is plagiarism, and will lead to a zero on the paper and disciplinary action through university channels.
· No paper used for credit in another course may be reused, or used simultaneously, without permission of both instructors.
