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Abstract

Commence the abstract here; one double line space below the bolded Abstract heading is centred at the top of the page.  Note that the abstract is not indented and should typically range from 150 to 250 words.  Your essay abstract should introduce the topic, outline the purpose and scope of your work, summarise key issues, and highlight major conclusions and implications.  In comparison, your research report abstract should briefly define the research problem, outline your research method, describe the key findings and discuss the implications.
Repeat Title Here: Centred and in Upper and Lower Case
The first paragraph contains the introduction for the assignment. The essay or report needs to be double line spaced throughout, with no additional spacing between title and first paragraph, or between paragraphs, or between references in the reference list.  The first line of each paragraph is indented 5–7 spaces (or 1 TAB space), and the text is not justified on the right hand margin.  Do not include any borders or additional formatting on your essay.

The next paragraph continues . . . see Burton (2010) for ways to structure your paragraphs.  Typically include three to five sentences in each paragraph.  Try to keep one theme for each paragraph.
Be careful with paragraph formation.  Check format/paragraph/indent and spacing.  Many students have “spacing before” set at .6 rather than 0.
Check List for Abstract and First Page of Essay or Report
	
	Yes
	No

	Manuscript Page Header and Number:
	
	

	Does the running head appear at the top of page, flush with the left margin?
	
	

	Is the (shortened) title in upper case?
	
	

	Is the abstract page numbered 2 and the introduction page numbered 3?
	
	

	Are the page numbers on the same line as the running head but positioned to the far right of the page?
	
	

	Abstract:
	
	

	Is your abstract headed with “Abstract” in upper and lower case, centred horizontally at the top of the page?
	
	

	Is your abstract written in one paragraph without indentation?
	
	

	Does your abstract summarise the main contents of the essay or report?
	
	

	Is your abstract about 150 to 250 words long?
	
	

	Introduction: 
	
	

	Is the title repeated from the title page and placed at the top of page 3 in upper and lower case with no boldface? Note that you DO NOT label your introduction with a heading formatted “Introduction”.
	
	

	Is the title centred horizontally?
	
	

	Is the title typed in Title case (e.g., upper and lower case)?
	
	

	If necessary, has the title been broken into two lines in a logical place?
	
	

	Is the first paragraph indented and double line spaced?
	
	

	Does your introduction specify the topic to be investigated?
	
	

	Does your introduction outline the main points you wish to argue?
	
	

	Body of Essay or Report:
	
	

	Is the first line of each paragraph indented 5–7 spaces (or 1 TAB space)?
	
	

	Is the essay or report double line spaced evenly?
	
	

	Is there no additional line space between the title and the first line? Or between the paragraphs?
	
	

	Is the text left justified only (i.e., no right justification)?
	
	

	Format:
	
	

	Is the font either Times, Times New Roman, or Courier?
	
	

	Is the type size 12 point?
	
	

	Is the rest of the page blank (i.e., no borders, lines, additional details, etc.)?
	
	


