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	The basics of Chicago Style writing are simple, the cover page should look like the first page of this document. Do not use borders, lines, colors or font larger than 12 pt for the body (I will deduct points). Your font must he in Times New Roman: 12 pt for the body, 11 pt for the page number and last name on each page except the cover page, and 10 pt in the footnotes. Your paper must be double-spaced and please indent all paragraphs. All document analysis must be two full pages with footnotes and a bibliography page. I highly suggest that you use the Chicago Style Quick Guide.
	When you write papers in history you must use footnotes.[footnoteRef:1] Footnotes are essential when you are writing your document analysis, book critique and common core assignment, as they inform the reader of the source of your information. I have provided a quick guide on Blackboard so that you can see how different sources are formatted.[footnoteRef:2] There are two styles for each source, one is the format for footnotes, which you see below and the other is for Bibliography page, which every paper must have. Please read the guide very carefully before you start writing your paper. Also, to insert footnotes you will click on references in the above menu bar, then click insert footnote. A superimposed number will be placed at the end of the sentence you are footnoting, and the corresponding number will be at the bottom of the page. This is where you will type the source  [1:  First Name Last Name, Title of the Book, (City: Publisher, year) page number]  [2:  Ibid.] 
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information, you will also need to change the font to Times New Roman – do not change the font size. Warning if you use footers to try and do your footnotes it will not work, and I will
deduct points because I have given you the instructions as to how to insert footnotes and I demonstrated the process in class, Tuesday, January 28, 2020. You must cite anything you write verbatim, any statistical information, and anything you paraphrase. If you choose not to cite your sources, you will receive a zero on the paper and you will not be allowed to redo it, because I am telling you that you must cite everything that is not your original idea. Please note that if you submit a book review and there are no footnotes you will also receive a zero for the assignment, because it is outlined in the rubric and I am telling you here to use examples from the book and cite them.
	You must also have a bibliography page, which list every source you used in alphabetical order, even if you only have one source. Your paper must have a blogography page, the absence of the page will result in point deduction. Please pay attention to the fact that the order of the source entries are different for footnotes and bibliography page. Again, please note if a single entry is more than one line, the entry must be single spaced, and all consecutive lines of the same entry have a hanging indent. However, you must double-space between entries.
	Finally, every assignment that you submit must follow the format shown here, if you do not have a cover page that look exactly like the first you will have five points deducted, if you do not have headers you will have one point per page deducted, if your paper does not have a title you will have two points deducted. If your font and sizes are not correct you will have points deducted. If you submit a paper that does not have paragraphs which are double spaced and the final product 
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is not two full pages with a cover page and bibliography, the assignment will not be graded. Please note that by following the directives here and by including what is included in the instructions for analyzing a document and the formatting guidelines in the Chicago Style Quick Guide, you will be successful in completing all of your writing assignments and making the best grade possible grade. 
Best,
Professor LaKisha L. Brow
Office Hours
MWF 10-10:50 AM & 1-1:50 PM

