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GENERAL FORMATTING
Use standard page size (A4 by default).
Set margins to 1 inch (2.54 cm) on all sides unless instructed
otherwise.
Align text to the left (not justified unless required).
Maintain consistent spacing throughout.



FONT & TEXT
Font style: Times New Roman, Arial,
or Calibri (keep it formal).
Font size: 12 pt for body text.
Headings: Larger (14–16 pt) and
bold.
Avoid mixing too many fonts—stick
to one or two maximum.



LINE SPACING &
PARAGRAPHS

Use 1.5 or double line spacing for
readability (as required).
Leave a blank line between paragraphs if
single spacing is used.
Keep paragraphs neat and not overly long. 90%
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HEADINGS &
SUBHEADINGS
Follow a clear hierarchy (Heading 1 → Heading 2 → Heading 3).
Use bold for headings instead of underlining.
Ensure headings are consistent in style throughout.



PAGE
NUMBERING

Insert page numbers in the
footer or header.
Start numbering from the main
content, not from the title page
(if required).



TITLE PAGE
Include: Assignment title, your
name, course, teacher’s name,
date.
Center-align the text neatly.
Do not overcrowd—keep it
simple and formal.



TABLES, FIGURES
& IMAGES

Number and label all
tables/figures (e.g., “Table 1: …”
or “Figure 2: …”).
Provide captions below images
and tables.
Keep images clear, relevant,
and properly aligned.



REFERENCES & CITATIONS

Use a consistent referencing style
(APA or Harvard as required).
Create a References/Bibliography
section at the end.
Check formatting of in-text
citations.



LISTS & BULLETS
Use bullets for unordered lists and
numbers for ordered lists.
Keep list formatting consistent.
Avoid overusing lists—balance with
paragraphs.



FINAL
CHECK

Proofread for spelling, grammar,
and formatting consistency.
Ensure there are no random font
changes or uneven spacing.
Save the document in the required
format (.docx or .pdf).
Use clear file naming (e.g.,
YourName_Assignment1.docx).



Thank You


