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Paper Format Guidelines

1. General Document Guidelines

a) Margins: One inch on all sides (top, bottom, left, right)
b) Font Size and Type: 12-pt. Times New Roman font, except for the title page
c) Line Spacing: Double-space throughout the paper.
d) Spacing after Punctuation: One space after all punctuation.
e) Alignment: Flush left (creating uneven right margin)
f) Paragraph Indentation: 1/2"
g) Order of Pages: Title Page, Table of Contents, Body, References, Appendixes (if application)
[bookmark: title]
2. Title Page

a) Paper Title: Uppercase and lowercase letters, centered on the page
b) Other information included: authors, group #, course code, title, and term, and Group Research Project.

3. Table of Contents

a) First level heading: bold, all caps, left aligned
b) Second level heading: bold, indent of 1/4" 
c) Third level heading (if applicable): italic, indent of 1/2"
d) Page numbers

Example: 

THE HOST COUNTRY………………………………………………....………………... 3
The Industry Environment ………………..……......……………….…………….….15
Customers …………………………………….…………………………..…………16

4. [bookmark: abstract][bookmark: body]Body

a) First level heading: bold, all caps, left aligned
b) Second level heading: bold, left aligned
c) Third level heading (if applicable): italic, left aligned

Example:

THE HOST COUNTRY
The Industry Environment
Customers

5. Text Citations

Source material must be documented in the body of the paper by citing the author(s) and date(s) of the sources. 

a) When the names of the authors of a source are part of the formal structure of the sentence, the year of publication appears in parentheses following the identification of the authors

Example: Wirth and Mitchell (2018) found that …

b) When the authors of a source are not part of the formal structure of the sentence, both the authors and year of publication appear in parentheses.

Example: (Wirth & Mitchell, 2018)

6. References 

a) All sources included in the References section must be cited in the body of the paper (and all sources cited in the paper must be included in the References section).
b) First line is flush-left, subsequent lines are indented 1/2"

Examples of sources:

1) Journal article 
Koenig, H. G. (1990). Research on religion and mental health in later life: A review and commentary. Journal of Geriatric Psychiatry, 23, 23-53.
2) Book 
Paloutzian, R. F. (1996). Invitation to the psychology of religion (2nd ed.). Boston, MA: Allyn and Bacon.
3) Article or chapter in an edited book 
Shea, J. D. (1992). Religion and sexual adjustment. In J. F. Schumaker (Ed.), Religion and mental health (pp. 70-84). New York, NY: Oxford University Press.
4) Informally published Web document 
Degelman, D. (2009). APA style essentials. Retrieved from
http://www.vanguard.edu/faculty/ddegelman/index.aspx?doc_id=796
5) Informally published Web document (no date) 
Nielsen, M. E. (n.d.). Notable people in psychology of religion. Retrieved from http://www.psywww.com/psyrelig/psyrelpr.htm
[bookmark: text_citations]

7. [bookmark: quotations]Quotations

When a direct quotation is used, always include the author, year, and page number as part of the citation.

1) A quotation of fewer than 40 words should be enclosed in double quotation marks and should be incorporated into the formal structure of the sentence. 

Example: Patients receiving prayer had “less congestive heart failure, required less diuretic and antibiotic therapy, had fewer episodes of pneumonia, had fewer cardiac arrests, and were less frequently intubated and ventilated” (Byrd, 1988, p. 829).

2) [bookmark: references]A lengthier quotation of 40 or more words should appear (without quotation marks) apart from the surrounding text, in block format, with each line indented 1/2".

8. [bookmark: footnotes]Footnotes:

Content footnotes are occasionally used to support substantive information in the text. A content footnote will be placed at the bottom of the page on which it is discussed. Indent the first line of each footnote 1/2" and number the footnotes (slightly above the line) as they are identified in the text.
[bookmark: tables]
9. [bookmark: appendix]Appendixes:

A common use of appendixes is to present unpublished tests, to describe complex equipment, stimulus materials, or questionnaire, or to show the data collected by the author. 

1) Each Appendix begins on a separate page.

2) If there is only one appendix, “Appendix” is centered on the first line. If there is more than one appendix, use Appendix A (or B or C, etc.).

3) Indent the first line 1/2".
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