
Formatting Guidelines 

Prepare each winning entry and save each as a Word document file. 
§ Note: Before submitting any entries online, the files must be prepared and saved 

properly. (County Coordinators may request that this be done by the winner’s 
teacher and sent by email to the coordinator.)   

1. Be sure that each winning entry has been saved as a Microsoft Word document. 
PDF files will not be accepted. 

2. Each Word document should be formatted as follows:    

a. Margins: 1" all around    

b. Font: Times New Roman or Arial     

c. Font Size: 12    

d. Line Spacing: Double    

3. Type the following information at the top left of the first page of the copy to be 

submitted:          

a. The title of the story 

b. The level of the submission (such as Grade 1-2, Grade 3-4, etc.) 

c. Do not include any student name or other information.     

4. Save each file using the name/title of the entry as the file name. Do not use any 
punctuation or spaces in the file name. The only punctuation in the file name 
should be the period supplied by the program (such as .doc or .docx).     

5. Save all the files in a folder that you can locate easily on your computer.    

 


