Check Sheet to be attached to ALL written reports/papers.  Copy as needed.            (08-09)

_____ 1.  Paper is typed.  Not typed?  Grade is “0”.

_____  2.  Use only 12 point “Times New Roman”  type—newspaper print looking font.  
                (This is 12 point Times New Roman type)—on ALL papers—wrong size or wrong 
                font—Grade is “50. 
_____ 3.  Place this 3 line (a-c) info block in the upper LEFT-hand corner, 1” from the top 
                and SINGLE SPACED:  See example in syllabus.
  
a. Name

b. Class title and day/time it meets (History, M/W 9:20)
c. Title and date (Activity, 8-5-05)
_____ 4.  DO NOT skip an extra line between paragraphs including heading and body.

_____  5.  Paper is double spaced.—not double spaced—Grade is “50”. (except on header)
_____  6.  Paper has 1 inch margins at the top, sides and bottom.  BIGGEST ERROR I FIND!
_____ 7.  There are 2 spaces after each period.  Minus 2 for EACH error.
_____ 8.  There are NO contractions.  3 or more contractions—Grade is “50”.
_____ 9.  I have made a minimum of 3 paragraphs,  and have indented 5-6 spaces for each 

    Paragraph, Less than 3 paragraphs?  Grade is “50”.
_____ 10.  Use a ragged edge margin for the right margin.  (Do not justify)

_____ 11.  Written in the ACTIVE VOICE and PAST TENSE.  


       EX:  Active—John threw the ball.  (Subject does the action.)



    Passive—The ball was thrown by John.  (Subject receives the action.) 


Test:  put “by my Grandmother” after the verb—if it makes sense, it is 

             passive—change it!
_____12.  I have attached proof if this is an activity  project.  NO PROOF—Grade is “0”.
_____13.  Use “who” instead of “that” if it modifies a person—i.e.  the men who, the people 



who,  the horse that
_____14.  Capitalize only if part of a proper title—i.e.  Mayor Brown, Councilman Smith, 



Congressman Hall, Forney I. S. D. but not “the mayor of Forney”
_____15.  Report length--Activities:  minimum ¾ page, max 1 page.  Minus 10 for every page 
    
                 over 1 and lines short.  Book report or interview—see syllabus.
_____16.  Attached this sheet to the back of my paper/report.  No check sheet—Grade is “50”
I certify my paper has been proofread and thus accept a 2 point penalty for each error except for those penalties specified above.
Student name & date_____________________________________
