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I.          INTRODUCTION
A.          
Must contain the following:
1.       
A clear, definitive, and compelling thesis statement
2. In literary analysis papers, title, author, and genre or publication.
3.     
More than one sentence.
B.    
Must not contain the following:
1.        
Proof or evidence of the thesis.
2. Statement of intent, i.e. “This essay will be about,” “I will talk about,” “I will discuss.”
II.    
BODY
A. Each body paragraph contains a topic sentence which relates directly to the thesis.

B. Paragraphs contain sufficient proof or evidence to support and develop thesis.
C. Contains discussion of the significance of each example, i.e. how each 

example relates to thesis.
D.          
Contains logical development within each paragraph.
E. Contains effective transitional words, phrases, or sentences between paragraphs.

F.
Contains varied sentence structure and word choice.

G.          
Contains proper use of quotations:
1.    
Clearly explain the significance of each quotation.
2. Integrated shorter quotations.

3.          
Clarify the context in which the quote occurs.
4.       
Identify of the speaker of the quote.
5.
Present the quotation exactly as it appears in the text.  Exceptions:  punctuation or bracketed text (verb forms, tenses, or character names).

6.           
Use a diagonal (/) line to indicate the end of a line of poetry.
7.        
Use quotes which directly support the thesis.
8.       Use a different format for extended quotes of more than four typed lines:

If a quotation runs more than four typed lines, set it off from your text by beginning a new line, indenting one inch from the left margin, and typing double-spaced, without quotation marks, as in this example. A colon generally introduces a quotation displayed in this way, though sometimes the context may require different punctuation. (Cite source here)

9.     
Use the word “line” or “lines” when citing portions of poems (lines 14-32). Then, having established that the numbers refer to line numbers, give the numbers only (14-32).

10.     
When quoting from plays, use Arabic numerals to designate acts and scenes (King Lear  4.1).  The title of the work may be omitted if the paper or essay discusses only one play.  If available, line numbers should be included in the citation: 4.1.22-24  (Act 4, Scene 1, Lines 22-24).

III. 
CONCLUSION

A.      
 Contains the following:
1.   
The answer to the question, “What is the significance of the paper as a whole?”  Look at the entire body of proof in the paper and ask, “So what does it all mean?”

2.       
More than one sentence.
B.         
Must not contain:
1.          
A mere summary.
2.          
A mere re-statement of thesis.
3. Entirely new ideas, i.e. ideas not implied earlier.

IV.  
GENERAL COMMENTS
A. Specifically address all aspects of the question, prompt, or assignment.

B. Re-read your essay several times and proof for errors.

C. Define all key terms, abbreviations, and acronyms.
D. Use present tense to describe events in literary text. Historical events require past tense.
E. Use 3rd person pronoun in literary analysis papers.  1st person point of view 

      is acceptable in persuasive or opinion essays. Avoid use of 2nd person pronoun (you).
F. Be consistent in use of verb tense.
G. Avoid the use of slang, idiom, and colloquialism.
H. Leave an extra space between the title and the first line of text.  Do not leave an extra space between paragraphs – indent each new paragraph five spaces. 

I. All typed papers should be double-spaced, 12 pt., font. Some recommended fonts include: Arial, Times New Roman, and Tahoma.
J. Do not underline or put quotation marks around the title of a paper.
K. Create an original title for the paper; do not use the title of a literary work.

L. Do not plagiarize – CITE ALL SOURCES CLEARLY.
M. Do not summarize – analyze. 
N. The first time the author is mentioned, use his or her full name.  Every subsequent reference, use only the last name. 
O. Don’t use “big” words to impress the audience when a simpler word will suffice.
This document has been adapted from Campolindo High School’s “Manuscript Form/Three-Part Paper.”
