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________ Indent (tab once), and begin typing.  Yes, you must type all major assignments.  Hand written papers will not be accepted.  If you have difficulty accessing a computer at home, please plan ahead and arrange to use the computers in the school Library.  DO NOT email your assignments to your teacher.  A hard copy of your work must be presented in class on the assignment due date.  (HINT: If you have difficulty with your printer, try emailing the document to yourself or saving it to a flash drive and then print it out before school in the Library or with your teacher during extra help).  

________ Please be sure to use a 12pt., Times New Roman font with 1.5-inch margins on all of your work.  The original (factory) default settings that your computer uses for margins and the font size/type are acceptable.  (HINT: Don’t mess with the default settings!  Just open a word document and begin typing.)
________ This paragraph is single-spaced.  Single spaced documents will not be accepted.  To double-space a document, you must click Format from the menu at the top of your screen, select Paragraph, change the line spacing from single to double and then click OK to save the changes.  Please do not exaggerate the spacing between paragraphs.  (HINT: Do not change the line spacing until after you have typed all five parts of the heading into your document).
________ Each assignment should be proof read for spelling errors.  Remember, this is an English class and your spelling and grammar does count!  (HINT: Use the computer’s built in spelling/languages check feature, but be sure to manually proof read your work as well.  The computer WON’T catch all your errors). 

________ All assignments must meet their length requirement in order to receive full credit.  (HINT: 1 full-page means that the typing should reach the bottom of the page and possibly spill over to the next).
________ Remember, your concluding paragraph should always summarize the main points of your essay and leave the reader with a final thought.  
________ Please review the items on this checklist and keep the document close by as you prepare your assignments.  In the event that your assignment is returned to you with an Incomplete, please correct the errors and resubmit your work within two (2) school days in order to receive full credit.
