Formatting Procedures 
For
Career Outlook Paper
· 12 pt. Font
· Times New Roman
· Pagination-Do not number the first page
· Place page numbers at the top right-hand corner of page. The first numbered page should begin with the number 2.
· References-American Psychological Formatting Style (APA)
· See Purdue Owl Online Writing Format 
· Below are examples of APA reference formatting styles (book)



Below is the Format for the paper.
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Your Name
Industry

Begin writing. Double space your paper. Remember, not to exceed one to one-half pages.

Be sure to indent and to make clear and simple sentences. At the end of the paper, attach a 

reference page. It should be another sheet of paper. Use the book as a reference and any other

sources that you use. Remember to not number the first page, but number all subsequent pages

in the upper right-hand corner.

	I have attached an example of a reference page. The rubric that I will use has also been 

attached for you to review. Please let me know if you have any questions or concerns.





Rubric
Career Outlook Paper- 25 pts.
Name of Industry/Career                                           5  4  3  2  1
Why chosen                                                               5  4  3  2  1
Education/Credentials                                               5  4  3  2  1
Marketability                                                             5  4  3  2  1
Economic Growth                                                     5  4  3  2  1
Total                                                                          _________

Cover Letter- 20 pts.                             
Grammar                                                                    5  4  3  2  1
Format                                                                        5  4  3  2  1                                                                    
Contact Information                                                   5  4  3  2  1                                              
Address to a Real Person                                           5  4  3  2  1
(create a name such as Mr. or Mrs. Smith)
Total                                                                          _________


