Technical guidelines for all papers:

- Your papers must be computer-printed, double-spaced, using 12-point Times New Roman font and 1” margins (no more, no less) on all sides. 

- Italicize the titles of all newspapers (e.g., The Chicago Tribune), magazines (e.g., Maxim), TV shows (e.g., The Simpsons), radio shows (e.g., Democracy Now), movies (e.g., Wedding Crashers), books (e.g., Mass Media in a Changing World), and record albums/CDs (e.g., Stand Up). Do not put these titles in quotation marks. 
- Article titles, however, do get put in quotations marks, and do not get italicized. (For example: In her Newsweek article entitled “The White House Today,” columnist Jane Smith describes renovations to the Oval Office.) 

- Remember that the word media is the plural form of the singular medium. TV is a medium, so TV and radio considered together are media. Thus, it would be appropriate to say “the media are powerful,” not “the media is powerful” (which would be analogous to saying “the children is cute” or “the mice is small”). 
- Papers may be either single-sided or double-sided; your call.

- Papers must comply with the required minimum and maximum page lengths specified in the syllabus.

· Do not attach a cover page. Rather, simply put your name, the paper’s due date, the course name and number, and the paper’s title/topic at the top of the first page.

· Number each page, either in the upper right-hand corner or at the center of the bottom.


· Staple your papers. (Yes, you will lose points if your paper is paper-clipped together or otherwise unstapled.)


· Proofread, edit, revise, and rewrite your papers. What’s true in the so-called real world is true in college as well: Appearances matter—or, as they say in the media business, “perception is reality.” Writing does count. Spelling does count. Grammar does count. Why? Because, like it or not, these manifestations of your mastery of written communication affect how you and your ability to think and reason are perceived. For good or bad, people’s impressions of your intelligence and your credibility often hinge on your ability to write well. 

· Here’s a hint: After you’ve written a draft and you think you’re ready to hand it in, read it out loud. Listen to how it sounds. (If a roommate or friend is available, read it out loud to him or her.) If it doesn’t sound good to you or your listener, it probably won’t come across well to your reader.

· Avoid fancy words. Simplify sentences. Fix what doesn’t work.

