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Bellman’s Formal Writing Tips

· Formal writing never contains the word “you” outside of a quotation. If is something someone said, quote it… but then only!

· NEVER use contractions in formal writing. Spell the word. Contractions are a form of slang and not appropriate in formal voice.

· When writing about a person, never refer to that person by first name only. The most common practice is by last name only AFTER a complete introduction. Consider the following statement: “Margo Bellman first attended Flagler College after graduating high school. Bellman then went on to Ohio University.” It is inappropriate to refer to someone by first name in formal voice.

· Remember the structure of citations: Here is the sentence I am paraphrasing/ summarizing/ quoting (Fisher 19).

· Your paper should include reference to five sources. This DOES NOT mean your paper should be one long quotation. You should be summarizing, analyzing and transitioning in your own language. Only 10% of the research you use may be quoted material.

· Spell out numbers between one and ten. 

· MLA papers do not require a cover sheet and SHOULD NOT have one. However, they do require a header at the top of each page. The header, as seen on the sample you received in class, will suffice for the first page. All pages should have your last name at the top and the corresponding page number. Look above .

· REMEMBER: Large works (books, CDs, magazines, newspapers) all get underlined when being handwritten and are italicized when typed. Smaller works that fit inside the larger works (chapters, songs, poems, articles) are put in “quotation marks.” 

· Remember to type in a standard 12-point font. 

· When you are writing your paper, read it aloud as you go. Make sure it makes sense. It will limit the amount of editing you have to do later. It is a good habit to get into before high school. 

