The Medieval Period

Fall 06

 Quick Grade-Improver Checklist for Written Work.
Before you hand in an academic assignment, there are a number of formatting considerations to face.  Making a habit of proper formatting will ensure your work is taken seriously in an academic setting and will also prepare you for the expectations of formal presentation and publication beyond the classroom.  Be sure to check every item on this list before you hand in your assignment.  


Identity
Your name, the course number, the instructor’s name, and the date should all appear in the top left corner of your first page.



Title
Every assignment should be titled. The title should be relatively short, but not too short; one or two word titles often reveal nothing about the contents of your assignment.  Aim for a title which is both descriptive and compelling.  Center your title.



Font/Margins
Use a 12-point Times New Roman font.  Papers should have 1” margins on all sides.



Spacing
Double-space all text.  Indent new paragraphs and long quotations.


Page Numbers
Your pages should be numbered with arabic numerals (1, 2, 3, etc.). The first page need not be numbered.



Stapled
Always staple your pages in the top left corner.  Staple this checklist on top when complete.  A folder or plastic binder is not necessary.



Spelling
Spell-check your document.  Definitely be sure to spell the names of authors and texts correctly!  Be careful about easily confused words not caught by spell-check, such as its and it’s, their and there, and too and to.



Punctuation
Beware of inappropriate commas and incorrectly used semicolons.  A semicolon should only be used to separate two independent but closely related sentences.  Eliminate sentence fragments, and run-on sentences.



Voice
Please avoid colloquial language and informal speech.  Also eschew stilted, obscure, or overly ornate verbosity (case in point).


Citations
Use the correct MLA format to cite your sources.  Include a “Works Cited” section at the end.



Read Aloud
Read your assignment out loud to yourself or a friend to detect awkward sentence construction, missing words, or even holes in your logic.  Make corrections.
