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Please begin by rereading page 149 in the Glencoe hardcover book (green).  This page will discuss the specific formatting features needed when typing an outline and/or an agenda.

Notice that report 5 is an agenda, but report 6 is an outline. Refer to the reference pages at the beginning of the textbook (page R1 = outline and R3 = agenda).
The assignment for this week is to type report five and report six (page150).

SCORING GUIDELINES-REPORT FIVE (file name:  Agenda)
A. _____/5 points

Top and bottom margins are set to 1 inch

B. _____/5 points

Left and right margins are 1.5 inches 

C. _____/5 points

Press ENTER 6 times before beginning the agenda
D. _____/5 points

Agenda title is centered, bold and all capital letters (committee name)

E. _____/5 points

Press ENTER twice after the agenda title

F. _____/5 points

Agenda subtitle is centered and initial capital letters
G. _____/5 points

Press ENTER twice after the agenda subtitle

H. _____/5 points

Agenda date is centered and initial capital letters (current date)
I. _____/5 points

Press ENTER twice after the agenda date
J. _____/5 points

Type agenda items with correct numbering and bullets (single space)
SCORING GUIDELINES-REPORT SIX (file name:  Outline)
A. _____/5 points

Top and bottom margins are set to 1 inch

B. _____/5 points

Left and right margins are 1.5 inches 

C. _____/5 points

Press ENTER 6 times before beginning the outline
D. _____/5 points

Outline title is centered, bold and all capital letters 
E. _____/5 points

Press ENTER twice after the outline title

F. _____/5 points

Outline topics are typed using capital letters
G. _____/5 points

Outline subtopics use only a capital letter at the beginning

H. _____/5 points

Outline topics are labeled with numbers followed by parentheses
I. _____/5 points

Outline subtopics are labeled with letters followed by parentheses
J. _____/5 points

Outline sub-subtopics are labeled with Roman numbers followed 
by parentheses
CONTINUE WORKING ON ALL OTHER INCOMPLETE REPORTS!


