Mulvane Middle School
Grade Eight Computer Project

Room 335 – Mr. Schmitz
All eighth grade students completing this class will gain an understanding of selected software.  The software will include Paint, Word, Excel, Publisher, PowerPoint and the Internet.  A culminating project integrating these softwares will be completed by each student prior to the end of the semester.  The project must include a ten page report.  These ten pages will include a title page, table of contents, visuals (pictures, graphs, etc.), report written in MLA format, an index and a works cited page.

This is the score sheet for the written report related to the project topic.  The report must be written using strong writing skills (six trait writing model).
.  

The report must be written in MLA format!
1. ___ / 18  The first page is formatted correctly as a title page
a. The title is centered using capital letters (SHIFT + F3)

b. Twelve ENTERS are used after the title

c. The “By” line is formatted correctly

d. Twelve ENTERS are used after the “By” line

e. My name, Class title and Date are formatted correctly

f. Text is centered vertically and horizontally

2. ___ / 12  The second page is a Table of Contents (use more pages if needed)
a. Six ENTERS are used before typing the page title (CONTENTS)

b. Type major heading using capital letters and double spacing
c. Indent subheadings using initial cap and single spacing

d. Use dot leaders to right justify page numbers

3. ___ / 21  The written report is at least six pages and includes each of the following 
a. A header (last name and page number) on all pages except title page
b. All margins that are set to one inch

c. All font is set to Times New Roman and 12 point

d. Change in font style (bold, italic, underline, highlights and text color)
e. Bullets, numbered list and/or symbol(s)
f. Insert a graph and/or picture(s)
g. Side headings (all capital letters and bold font)
4. ___ / 12  An index must follow the written report
a. Index list must be in alphabetical order
b. Page numbers must be right aligned

c. Index must include at least two columns

d. Use ALT+SHIFT+X to tag a keyword to be included in the index
5. ___ / 15  The last pages of the report must include a WORKS CITED page(s)
a. Works Cited must start a new page

b. Works Cited must be double spaced 

c. Works Cited list must be in alphabetical order

d. Works Cited page must include at least five references/citations

e. Use hanging indents correctly

Author’s last name, Author’s first name.  “Website title.”  12 December 2007.  <Web address used to get information>.
FINAL GRADE ON THE WRITTEN REPORT = _____ / 78 POINTS










