Submission Standards and Guidelines

Below are simple guidelines for you to follow.  The written work handed in for the class:

· Put your name, class with section number, and due date on the top left of the paper

· Be college-level research papers

· Be type written

· Have page numbers

· Give references to research 

· Use APA format for citations-parenthetical citations within the text with a reference page at the end of the document

· Have no contractions, spelling errors, punctuation errors, or mistakes in grammar.  

· Be consistent within the paper with abbreviations and other acronyms.  

· Double-space the paper.  

· Use Times New Roman 12-point font, as it is clear and easy-to-read.  

· Have uniform 1-inch margins on all sides 

· Left justify the text in the body of the work

· Give a title to the work that is descriptive and use headings when appropriate.  

When submitting the work please

· Save it as an MS word file 

· Name the file with: Yourlastname_firstname_class_sec_ Asisgnment—Such as: Lipuma_James_HSS408004_journal

· Send it to: Lipuma@njit.edu 

Also, each final version of a paper for the course should be submitted to Turnitin.com to check for plagiarized work. 
When creating this email, please give the following in the email itself

· Your first & last name

· The class and section #

· The assignment you are submitting

When I return your paper I will use these highlights:

My editorial Comments
Yellow = A change or correction I made.

Green
= A suggested change.  I cannot know exactly what you want to put but I feel a change is necessary.

Blue = Any language or ideas that are plagiarized or which I feel are not your own words and so need citations or support.

Purple = My comments usually in brackets {}.

Red= Word choice/professionalism
These are the comments I will use when I am correcting your work submitted electronically.

