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NAME _________________




DATE _________________


Please begin by rereading page 139 in the Glencoe hardcover book (green).  This page will discuss the specific formatting features needed when typing the one-page academic report.

Notice that the one-page academic report is written in MLA (Modern Language Association) format.  Refer to the reference page at the beginning of the textbook (page R3).
The assignment for this week is to type report one and report two (pages 140 – 142).

SCORING GUIDELINES-REPORT ONE (file name:  Internet)
A. _____/5 points

Top, bottom, left and right margins are set to one inch

B. _____/5 points

The entire report is double spaced

C. _____/5 points

Your real information is used to type the heading

D. _____/5 points

The heading is left justified

E. _____/5 points

The date included in the heading is typed in military style

F. _____/5 points

The title is centered

G. _____/5 points

The title correctly uses initial capital letters

H. _____/5 points

Each paragraph is indented 0.5 inches

I. _____/5 points

All font is 12 point and Times New Roman

J. _____/5 points

All underlining is completed correctly 

SCORING GUIDELINES-REPORT TWO(file name:  Software)
A. _____/5 points

Top, bottom, left and right margins are set to one inch

B. _____/5 points

The entire report is double spaced

C. _____/5 points

Your real information is used to type the heading

D. _____/5 points

The heading is left justified

E. _____/5 points

The date included in the heading is typed in military style

F. _____/5 points

The title is centered

G. _____/5 points

The title correctly uses initial capital letters

H. _____/5 points

Each paragraph is indented 0.5 inches

I. _____/5 points

All font is 12 point and Times New Roman

J. _____/5 points

All underlining is completed correctly 
