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English I and Honors English I 






Miss Harman

Standards for Assignment Appearance
As an overall guideline, submit work that looks professional.
Handwritten Assignments

· Write only in pencil or blue or black ink.  Use college-ruled notebook paper, and you may write on both sides of your paper.  (Spiral notebook paper is unacceptable unless perforated for clean removal.)
· Label the assignment in the upper right-hand corner with the following information: 

· Name

· Date

· Period 

· Title of Assignment

· Always respond with complete sentences by rephrasing the question in your answer.  Do not rewrite questions.
· Staple multiple-page assignments together; never “dog-ear,” fold, or tape corners of pages.

· After proofreading your work for content accuracy, check the overall format.  Handwritten work should be neat and free of messy mark-throughs.  If it is not neat and legible, rewrite a clean copy.  

Word-Processed Assignments
See above, plus:
· Use 12-point, Times New Roman font and black ink.

· Leave clear, one-inch margins at the top, bottom, right, and left borders of the paper.
· Double space and do not right-justify margins.

Specifics for writing assignments
See all of the above, plus:
· Type all out-of-class writing assignments unless otherwise assigned.  Be sure to save work on a memory stick and/or print a copy for your files

· All writing assignments should have a title page with the following information:  title, name, date, and period.  Do not number the title page.  Center the information appropriately.
· Paragraphs should contain 5-8 sentences unless directed otherwise.  Indent paragraphs one tab.

· Number all pages following the title page in the upper right-hand corner for continuity.
· Include a Works Cited page to document any sources used in a writing assignment.

· Research reports will adhere to standards for a particular style manual (MLA, APA, scientific notation, etc.) may apply; sixth through tenth will be utilizing MLA; eleventh and twelfth will be utilizing APA.  See http://owl.english.purdue.edu/ for complete instructions.
