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TITLE:  STANDARDS FOR WRITTEN WORK

1. Do all work in dark blue or black ink.  Do not use pencil.  Do not use other colors of ink.

2. Do all work on standard size loose-leaf paper.  Work which is to be submitted should not be torn out of a spiral notebook with the rough edges, for they tend to snag and tear other papers.

3. You may write on every line.  You may write on both sides of the paper.  

4. Use the following heading on every page in the upper right-hand corner in the space above the first line:

Your first and last name

Course name and number, ___ hour

Date written

5. If the assignment has a selection number, place the selection number on the top line, just to the right of the left-hand red margin line.

6. Read over your paper very carefully at least three times to be sure you used correct grammar, spelled words correctly, left no words out, confused no homonyms (their, there, they're, etc.), used complete sentences, and headed your paper correctly.

7. Please be sure your work is neat.  Every piece of work should represent the best that you can do.  Take pride in your work.  Do not submit sloppy, messy, or carelessly done work.

8. WORK MUST BE TURNED IN ON TIME.

