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INTRODUCTION 

¢ƘŜ ǎǘǳŘŜƴǘǎ ƻŦ aŀǊƭŜǧŜ IƛƎƘ {ŎƘƻƻƭ ǿƛƭƭ ōŜ ŎŀƭƭŜŘ ǳǇƻƴ ǘƻ 
ǇŜǊŦƻǊƳ ŀ ǾŀǊƛŜǘȅ ƻŦ ŘƛũŜǊŜƴǘ ǘŀǎƪǎΦ  ¢Ƙƛǎ ōƻƻƪƭŜǘ ƛǎ ŀ ōǊƛŜŦ ƎǳƛŘŜ 
ǘƻ ǘƘŜ ƴŜŎŜǎǎŀǊȅ ǎƪƛƭƭǎ ŦƻǊ ǘƘŜ ǿǊƛǝƴƎ ƻŦ ŀŎŀŘŜƳƛŎ ǇŀǇŜǊǎΦ  {ƻƳŜ 
ƻŦ ǘƘŜǎŜ ǇŀǇŜǊǎ ƛƴŎƭǳŘŜ ŜǎǎŀȅǎΣ ǊŜǎŜŀǊŎƘ ǇŀǇŜǊǎΣ ǊŜǇƻǊǘǎΣ Ŝǎǎŀȅ 
ǘŜǎǘ ǊŜǎǇƻƴǎŜǎΣ ƭŀō ǊŜǇƻǊǘǎΣ ōƻƻƪ ǊŜǇƻǊǘǎΣ ǊŜǎǳƳŜǎΣ ŀǇǇƭƛŎŀǝƻƴ 
ƭŜǧŜǊǎΣ ōǳǎƛƴŜǎǎ ƭŜǧŜǊǎΣ ƳŜƳƻǎΣ ŦŀȄ ŎƻǾŜǊ ǎƘŜŜǘǎ ŀƴŘ ƻǘƘŜǊ 
ƛƳǇƻǊǘŀƴǘ ǿǊƛǝƴƎ ŦƻǊƳŀǘǎ ǳǎŜŘ ŀǘ aŀǊƭŜǧŜ IƛƎƘ {ŎƘƻƻƭΦ 

¢Ƙƛǎ ƎǳƛŘŜ ǿƛƭƭ ŀƭǎƻ ƛƴŎƭǳŘŜ ŘŜǘŀƛƭŜŘ ƛƴŦƻǊƳŀǝƻƴ ŀƴŘ ǎŀƳǇƭŜǎ ƻŦ 
ǘƘŜ ǿǊƛǝƴƎ ŦƻǊƳ ŎƻƳǇƻƴŜƴǘǎ ǎǳŎƘ ŀǎ ŀƴ ƻǳǘƭƛƴŜΣ ǝǘƭŜ ǇŀƎŜΣ ŬǊǎǘ 
ǇŀƎŜ ƻŦ ǘŜȄǘΣ ǘŀōƭŜ ƻŦ ŎƻƴǘŜƴǘǎΣ ǇŀƎŜ ƴǳƳōŜǊǎΣ ŬƎǳǊŜǎ όŎƘŀǊǘǎΣ 
ǘŀōƭŜǎΣ ƳŀǇǎΣ ŜǘŎΦύΣ ƛƴ-ǘŜȄǘ ŎƛǘŀǝƻƴǎΣ ǿƻǊƪǎ ŎƛǘŜŘΣ ŀƴŘ 
ŀǇǇŜƴŘƛȄŜǎΦ  

aƻǎǘ ŎƻƭƭŜƎŜǎ ŀƴŘ ǳƴƛǾŜǊǎƛǝŜǎ ŀǊƻǳƴŘ ǘƘŜ ƴŀǝƻƴ Ŧƻƭƭƻǿ ŜƛǘƘŜǊ 
ǘƘŜ a[! όaƻŘŜǊƴ [ŀƴƎǳŀƎŜ !ǎǎƻŎƛŀǝƻƴύ ƻǊ !t! ό!ƳŜǊƛŎŀƴ  
tǎȅŎƘƻƭƻƎƛŎŀƭ !ǎǎƻŎƛŀǝƻƴύ ŦƻǊƳŀǘΦ  aŀǊƭŜǧŜ IƛƎƘ {ŎƘƻƻƭ Ƙŀǎ 
ŎƘƻǎŜƴ ǘƻ ǳǎŜ ǘƘŜ a[! ŦƻǊƳŀǘ ŦƻǊ ŀƭƭ ǇŀǇŜǊǎ ōŀǎŜŘ ƻƴ a[! ±ΦтΦ 
ǳǇŘŀǘŜǎ ƛƴ нллфΦ  CǳǊǘƘŜǊ ƛƴŦƻǊƳŀǝƻƴ ƻƴ ǘƘŜ a[! ŦƻǊƳŀǘ Ŏŀƴ ōŜ 
ŦƻǳƴŘ ŀǘ ǿǿǿΦƳƭŀΦƻǊƎΦ   

CƻǊ ƳƻǊŜ ƛƴŦƻǊƳŀǝƻƴΣ ǊŜǎƻǳǊŎŜǎ ŀƴŘ ǎŀƳǇƭŜǎ ƻƴ a[! ǇƭŜŀǎŜ 
Ǿƛǎƛǘ ǘƘŜ tǳǊŘǳŜ ¦ƴƛǾŜǊǎƛǘȅ hƴƭƛƴŜ ²ǊƛǝƴƎ [ŀō όh²[ύΦ 

 

bh¢9τaìÏėĈěĈãġ ²ĈėÕΥ 

!ûû ãĈėāÁġġìĂä ìĂěġėĥÏġìĈĂě ÁėÙ ÎÁěÙÕ ĈĂ aìÏėĈěĈãġ ²ĈėÕ нлмоΦ  
hġéÙė İÙėěìĈĂě Ĉã aìÏėĈěĈãġ ²ĈėÕ ÕìããÙė ÁĂÕ āÁķ ĂĈġ ÎÙ 
ÏĈāĔÁġìÎûÙ ıìġé ġéÙ ÕìėÙÏġìĈĂě ãĈĥĂÕ ìĂ ġéìě äĥìÕÙΦ 
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http://owl.english.purdue.edu/owl/resource/747/05/


3 
 

TABLE OF CONTENTS 

 I.  MHS WRITING GUIDELINES: 
 wŜǉǳƛǊŜŘ ²ǊƛǝƴƎ ŦƻǊ ![[ tŀǇŜǊǎ ----------------------------------- п 
 a[! CƻǊƳŀǘ ŦƻǊ aƛŎǊƻǎƻƊ ²ƻǊŘ ό![[ a[! tŀǇŜǊǎύ  ---------- р 

 II.  ACADEMIC PAPERS: 
 9ǎǎŀȅǎ ---------------------------------------------------------------------- т 
 wŜǎŜŀǊŎƘ tŀǇŜǊǎ -------------------------------------------------------- у 
 wŜǇƻǊǘǎ όwŜǎŜŀǊŎƘ wŜǇƻǊǘ ύ ------------------------------------------- ф 
 {ŀƳǇƭŜǎ ------------------------------------------------------------------ мл 

 III.  PAPER COMPONENTS: 
 hǳǘƭƛƴŜ --------------------------------------------------------------------- мн 
 ¢ƛǘƭŜ tŀƎŜ ----------------------------------------------------------------- мо 
 CƛǊǎǘ tŀƎŜ ƻŦ ¢ŜȄǘ όǿƛǘƘƻǳǘ ¢ƛǘƭŜ tŀƎŜύ ---------------------------- мп 
 CƛǊǎǘ tŀƎŜ ƻŦ ¢ŜȄǘ όǿƛǘƘ ¢ƛǘƭŜ tŀƎŜύ --------------------------------- мр 
 ¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ ------------------------------------------------------- мс 
 CƛƎǳǊŜǎΣ tƛŎǘǳǊŜǎΣ /ƘŀǊǘǎ ---------------------------------------------- мт 
 Lƴ-¢ŜȄǘ /ƛǘŀǝƻƴǎ -------------------------------------------------------- му 
 ²ƻǊƪǎ /ƛǘŜŘ όǿƛǘƘ ǎŀƳǇƭŜ ²ƻǊƪǎ /ƛǘŜŘ ǇŀƎŜύ -------------------- нл 
 !ǇǇŜƴŘƛȄ όǎǳǇǇƭŜƳŜƴǘŀƭ ƳŀǘŜǊƛŀƭύ ---------------------------------- нп 

 IV.  CLASSROOM WRITING ASSIGNMENTS: 

 DŜƴŜǊŀƭ ²ǊƛǝƴƎ !ǎǎƛƎƴƳŜƴǘǎ --------------------------------------- нс 
 9ǎǎŀȅ ¢Ŝǎǘ wŜǎǇƻƴǎŜǎ -------------------------------------------------- нт 
 [ŀō wŜǇƻǊǘǎ --------------------------------------------------------------- ну 
 .ƻƻƪ wŜǇƻǊǘǎ ------------------------------------------------------------ нф 

 V.  CAREER PLANNING: 

 wŜǎǳƳŜ -------------------------------------------------------------------- ом 
 /ƻǾŜǊ [ŜǧŜǊ -------------------------------------------------------------- оп 

 VI.  LETTERS, FAXES, BUSINESS DOCUMENTS: 
 [ŜǧŜǊǎ ό.ǳǎƛƴŜǎǎ ϧ tŜǊǎƻƴŀƭύ --------------------------------------- от 
 aŜƳƻǎ -------------------------------------------------------------------- оф 
 CŀȄ /ƻǾŜǊ {ƘŜŜǘǎ -------------------------------------------------------- пм 



4 

¢ƘŜ ŦƻƭƭƻǿƛƴƎ ƎǳƛŘŜƭƛƴŜǎ ŀǊŜ ǘƻ ōŜ ǳǎŜŘ ǿƘŜƴ ǎǳōƳƛǩƴƎ ŀƴȅ ǇŀǇŜǊ ŀǘ 
aŀǊƭŜǧŜ IƛƎƘ {ŎƘƻƻƭΦ  ¢ƘŜǎŜ ƎǳƛŘŜƭƛƴŜǎ ŀǇǇƭȅ ǘƻ ŀƭƭ ǿǊƛǝƴƎ ŦƻǊƳǎ 
ŦƻǳƴŘ ƛƴ ǘƘƛǎ ²ǊƛǝƴƎ DǳƛŘŜΦ 

THE BASICS 

¶ !ƭƭ ǇŀǇŜǊǎ Ƴǳǎǘ ōŜ ¢¸t95Φ 

¶ CƛǊǎǘ ǇŀƎŜ ƻŦ ǘŜȄǘ ![²!¸{ Ŏƻƴǘŀƛƴǎ ǇŀƎŜ ƴǳƳōŜǊǎ 

¶ {¢!t[9 όǘƻǇ ƭŜƊύ ǘƘŜ ŎƻƳǇƭŜǘŜŘ ǇŀǇŜǊ ƛƴ ƭƻƎƛŎŀƭ ƻǊŘŜǊ Φ 

¶ LƴŘŜƴǘ ǘƘŜ ŬǊǎǘ ƭƛƴŜ ƻŦ ŜǾŜǊȅ ǇŀǊŀƎǊŀǇƘ ό¢ŀōύΦ 

¶ {ƛƴƎƭŜ {ǇŀŎŜ ŀƊŜǊ ŀ ǇŜǊƛƻŘ όΦύ 
 
FORMAT, FONT, SPACING & MARGINS 

¶ Chb¢ ¢¸t9 Ґ ¢ƛƳŜǎ bŜǿ wƻƳŀƴ  

¶ {L½9 Ґ мн ǇǘǎΦ 

¶ {t!/LbD Ґ 5ƻǳōƭŜ {ǇŀŎŜ ![[ ǇŀǇŜǊǎ 

¶ a!wDLb9{ Ґ мέ bƻǊƳŀƭ 

MHS WRITING GUIDELINES 

CHECKLIST 

X  {!±9 ŀƭƭ ǊƻǳƎƘ ŎƻǇƛŜǎ ǳƴǝƭ ǘƘŜ Ŭƴŀƭ ŘǊŀƊ ƛǎ ǊŜǘǳǊƴŜŘΦ 

X  {!±9 ŀƭƭ ǿƻǊƪ ƻƴ ǘƘŜ ŎƻƳǇǳǘŜǊǎ ǳƴǝƭ ǘƘŜ Ŭƴŀƭ ŘǊŀƊ ƛǎ ǊŜǘǳǊƴŜŘΦ 

X  5h bh¢ ǳƴŘŜǊƭƛƴŜ ƻǊ ƛǘŀƭƛŎƛȊŜ ǘƘŜ ǝǘƭŜ ƻŦ ǘƘŜ ǇŀǇŜǊΦ 

X  ¦b59w[Lb9 ǘƘŜ ƴŀƳŜǎ ƻŦ ŀƭƭ ōƻƻƪǎΣ ǇƭŀȅǎΣ ƭƻƴƎ ǇƻŜƳǎ ǇǳōƭƛǎƘŜŘ ŀǎ 
ōƻƻƪǎΣ ǿŜō ǎƛǘŜǎΣ ǇŀƳǇƘƭŜǘǎΣ ǇŜǊƛƻŘƛŎŀƭǎΣ ŬƭƳǎΣ ǊŀŘƛƻ ŀƴŘ ǘŜƭŜǾƛǎƛƻƴ 
ǇǊƻƎǊŀƳǎΣ ǊŜŎƻǊŘ ŀƭōǳƳǎΣ ōŀƭƭŜǘǎΣ ƻǇŜǊŀǎΣ ƛƴǎǘǊǳƳŜƴǘŀƭ ƳǳǎƛŎŀƭ 
ŎƻƳǇƻǎƛǝƻƴǎΣ ǇŀƛƴǝƴƎǎΣ ǿƻǊƪǎ ƻŦ ǎŎǳƭǇǘǳǊŜΣ ǎƘƛǇǎΣ ŀƛǊŎǊŀƊ ŀƴŘ 
ǎǇŀŎŜŎǊŀƊΦ 

X  ¦ǎŜ άv¦h¢!¢Lhb a!wY{έ ŀǊƻǳƴŘ ŀƭƭ ǝǘƭŜǎ ƻŦ ŀǊǝŎƭŜǎΣ ŜǎǎŀȅǎΣ ǎƘƻǊǘ 
ǎǘƻǊƛŜǎΣ ǎƘƻǊǘ ǇƻŜƳǎΣ ǿŜō ǎƛǘŜ ŀǊǝŎƭŜǎΣ ŎƘŀǇǘŜǊǎ ƻŦ ōƻƻƪǎ ŀƴŘ 
ƛƴŘƛǾƛŘǳŀƭ ŜǇƛǎƻŘŜǎ ƻŦ ǊŀŘƛƻ ŀƴŘ ǘŜƭŜǾƛǎƛƻƴ Φ  

¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ 
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мΦ {ǘŀǊǘ ŀ ƴŜǿ ōƭŀƴƪ ŘƻŎǳƳŜƴǘ ƛƴ aƛŎǊƻǎƻƊ ²ƻǊŘΦ 

нΦ /ƘƻƻǎŜ bƻ {ǇŀŎƛƴƎ ƻƴ ǘƘŜ IƻƳŜ ǘŀō ƛƴ ǘƘŜ {ǘȅƭŜǎ ōƻȄΦ 

оΦ /ƘŀƴƎŜ ǘƘŜ /ƭƛŎƪ ϦCƻƴǘ ¢ȅǇŜΥ ¢ƛƳŜǎ bŜǿ wƻƳŀƴΣ Cƻƴǘ {ƛȊŜΥ мн 

пΦ /ƭƛŎƪ ǘƘŜ Ϧ[ƛƴŜ {ǇŀŎƛƴƎϦ ōǳǧƻƴΣ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ϦнΦлϦ ƻƴ ǘƘŜ IƻƳŜ 
ǘŀō ƛƴ ǘƘŜ tŀǊŀƎǊŀǇƘ ōƻȄΦ όƻǊ /¢w[ нύ 

рΦ 5ƻǳōƭŜ-ŎƭƛŎƪ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ōƭŀƴƪ ŘƻŎǳƳŜƴǘ ǘƻ ŀŎǝǾŀǘŜ ǘƘŜ 
IŜŀŘŜǊ ŀǊŜŀΦ ¢ƘŜ IŜŀŘŜǊ ϧ CƻƻǘŜǊ 5ŜǎƛƎƴ Ǌƛōōƻƴ ǿƛƭƭ ŀǇǇŜŀǊΦ 

сΦ tǊŜǎǎ ǘƘŜ ¢ŀō ƪŜȅ ǘǿƛŎŜ όƻǊ wƛƎƘǘ !ƭƛƎƴύ ƛƴ ǘƘŜ IŜŀŘŜǊ ŀǊŜŀΣ ǘƘŜƴ 
ǘȅǇŜ ȅƻǳǊ ƭŀǎǘ ƴŀƳŜΣ ŦƻƭƭƻǿŜŘ ōȅ ŀ ǎǇŀŎŜΦ  

тΦ Lƴ ǘƘŜ IŜŀŘŜǊ ϧ CƻƻǘŜǊ ¢ƻƻƭǎ Σ ŎƭƛŎƪ ƻƴ ϦtŀƎŜ bǳƳōŜǊΣϦ ŎƭƛŎƪ ƻƴ 
Ϧ/ǳǊǊŜƴǘ tƻǎƛǝƻƴΣϦ ŀƴŘ Ŭƴŀƭƭȅ ŎƭƛŎƪ ƻƴ Ϧtƭŀƛƴ  bǳƳōŜǊΦϦ  

уΦ /ƭƛŎƪ Ϧ/ƭƻǎŜ IŜŀŘŜǊ ϧ CƻƻǘŜǊϦ ƛƴ ǘƘŜ IŜŀŘŜǊ ϧ CƻƻǘŜǊ 5ŜǎƛƎƴ  

Ǌƛōōƻƴ ǘƻ ǎǿƛǘŎƘ ōŀŎƪ ǘƻ ǘƘŜ ŘƻŎǳƳŜƴǘΦ  LŦ ȅƻǳǊ ǇŀǇŜǊ ǊŜǉǳƛǊŜǎ ŀ 

¢ƛǘƭŜ tŀƎŜ Ǝƻ ǘƻ tŀƎŜ мо ǘƻ ŎǊŜŀǘŜ ƛǘΤ ƛŦ ƛǘ ŘƻŜǎ ƴƻǘ ǊŜǉǳƛǊŜ ŀ ¢ƛǘƭŜ 

tŀƎŜΣ Ǝƻ ǘƻ tŀƎŜ мп ŀƴŘ ǘƻ ŦƻǊƳŀǘ ǘƘŜ CƛǊǎǘ tŀƎŜ ƻŦ ǘŜȄǘ ōȅ ŀŘŘƛƴƎ 

ǘƘŜ {ǘǳŘŜƴǘ bŀƳŜΣ ¢ŜŀŎƘŜǊ bŀƳŜΣ /ƭŀǎǎ ŀƴŘ 5ŀǘŜΦ 

фΦ .ŜƎƛƴ ¢ȅǇƛƴƎ ȅƻǳǊ tŀǇŜǊΦ 

ϝ  PAPERS WITH A TITLE PAGE 

LŦ ȅƻǳǊ ǘŜŀŎƘŜǊ ǊŜǉǳƛǊŜǎ ŀ ǝǘƭŜ ǇŀƎŜ ǘƻ ōŜ ǇƭŀŎŜŘ ŀǘ ǘƘŜ ōŜƎƛƴƴƛƴƎ ƻŦ 
ǘƘŜ ǇŀǇŜǊΣ ǇƭŜŀǎŜ Ŧƻƭƭƻǿ ǘƘŜ ǎǘŜǇǎ Ім-т ŀōƻǾŜ ŀƴŘ ǘƘŜƴ Ŧƻƭƭƻǿ ǘƘŜ 
ŘƛǊŜŎǝƻƴǎ ƭƛǎǘŜŘ ōŜƭƻǿ ōŜŦƻǊŜ ŎƻƳǇƭŜǝƴƎ ǎǘŜǇ ІуΥ 

тΦ ŀύ /ƭƛŎƪ ƛƴ ǘƘŜ ƘŜŀŘŜǊ ǘƻ ƳŀƪŜ ǎǳǊŜ ǘƘŜ IŜŀŘŜǊ ŀƴŘ CƻƻǘŜǊΣ 5ŜǎƛƎƴ 
ƳŜƴǳ ƛǎ ŀŎǝǾŜΦ όƭƻŎŀǘŜŘ ŀǘ ǘƘŜ ǘƻǇ ƻŦ aƛŎǊƻǎƻƊ ²ƻǊŘύ 

тΦ ōύ Lƴ ǘƘŜ tŀƎŜ bǳƳōŜǊ ŘǊƻǇ Řƻǿƴ ƳŜƴǳΣ ŎƘƻƻǎŜ άCƻǊƳŀǘ tŀƎŜ 
bǳƳōŜǊǎΦΦΦέΦ  /ƘŀƴƎŜ ά{ǘŀǊǘ ŀǘΥέ  ǘƻ άлέΦ  /ƭƛŎƪ hYΦ 

тΦ Ŏύ Lƴ ǘƘŜ IŜŀŘŜǊ ŀƴŘ CƻƻǘŜǊ 5ŜǎƛƎƴ ƳŜƴǳ όǘƻǇ ƻŦ ǎŎǊŜŜƴύΣ ŎƭƛŎƪ 
ά5ƛũŜǊŜƴǘ CƛǊǎǘ tŀƎŜέ ǘƻ ǊŜƳƻǾŜ ǘƘŜ ǇŀƎŜ ƴǳƳōŜǊǎ ŦǊƻƳ ǘƘŜ 
ǝǘƭŜ ǇŀƎŜΦ 

MLA FORMAT FOR MICROSOFT WORD  
 (REQUIRED SET-UP FOR ALL MLA FORMATTED PAPERS) 

¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ 

ϝ 

http://www.ehow.com/how_4828573_mla-style-document-microsoft-word.html
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X Word endings such as ïs, -ing, and -ed are included where 

they should be. 

X No words have accidentally been written twice. 

X Each paragraph is indented. 

X Apostrophes are used correctly on contractions and possessive 

nouns.  

X Dialogue is punctuated and capitalized correctly. 

X Any correction that could not be rewritten or retyped is 

crossed out with a single line. 

X Verb tenses are consistent. 

 

9ǎǎŀȅǎ ŀǊŜ ǎƘƻǊǘ ǇƛŜŎŜǎ ƻŦ ǿǊƛǝƴƎ ǘƘŀǘ ŜȄǇǊŜǎǎ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ Ǉƻƛƴǘ ƻŦ 
ǾƛŜǿΤ ǳǎǳŀƭƭȅ ǘƘŜȅ ŀǊŜ ŀ ǎŜǊƛŜǎ ƻŦ ŎƭƻǎŜƭȅ ǊŜƭŀǘŜŘ ǇŀǊŀƎǊŀǇƘǎ ǘƘŀǘ 
ŎƻƳōƛƴŜ ǘƻ ƳŀƪŜ ŀ ŎƻƳǇƭŜǘŜ ǇƛŜŎŜ ƻŦ ǿǊƛǝƴƎΦ  9ǎǎŀȅǎ ǎƘƻǳƭŘ ōŜ 
ŀǇǇǊƻȄƛƳŀǘŜƭȅ рлл ǿƻǊŘǎ ƛƴ ƭŜƴƎǘƘ ŀƴŘ ǿǊƛǧŜƴ ƛƴ ǘƘŜ ŀǳǘƘƻǊΩǎ ƻǿƴ 
Ǉƻƛƴǘ ƻŦ ǾƛŜǿ ƻǊ ƻǇƛƴƛƻƴΦ  !ƴ Ŝǎǎŀȅ ǎƘƻǳƭŘ Ŏƻƴǘŀƛƴ ǘƘŜ ǘƘǊŜŜ ŦƻƭƭƻǿƛƴƎ 
Ƴŀƛƴ ǎŜŎǝƻƴǎΥ 

Lb¢wh5¦/¢Lhb 
¶ {ƘƻǳƭŘ ōŜ ŀǇǇǊƻȄƛƳŀǘŜƭȅ тр ǿƻǊŘǎ ƛƴ ƭŜƴƎǘƘΦ 

¶ ¦ǎŜ ŀ άŦǳƴƴŜƭ ŜũŜŎǘέ ǘƻ ǊŜŀŎƘ ȅƻǳǊ ǘƘŜǎƛǎ ǎǘŀǘŜƳŜƴǘ-LƴǘǊƻŘǳŎŜ  ǘƘŜ 
ƎŜƴŜǊŀƭ ǘƻǇƛŎ ŀƴŘ ƴŀǊǊƻǿ ƛǘ Řƻǿƴ ǘƻ ŀ ǎǇŜŎƛŬŎ ǘƻǇƛŎ όǘƘŜǎƛǎ 
ǎǘŀǘŜƳŜƴǘύΦ 

.h5¸ t!w!Dw!tI{ 
¶ {ƘƻǳƭŘ ōŜ ŀǇǇǊƻȄƛƳŀǘŜƭȅ мнр ǿƻǊŘǎ ƛƴ ƭŜƴƎǘƘΦ 

¶ IŀǾŜ ǎǇŜŎƛŬŎ ǘƻǇƛŎ ǎŜƴǘŜƴŎŜ ŦƻǊ ŜŀŎƘ ǇŀǊŀƎǊŀǇƘΣ ŀƴŘ ƳŀƪŜ ǎǳǊŜ ƛǘ 
ǊŜƭŀǘŜǎ ōŀŎƪ ǘƻ ǘƘŜ ǘƘŜǎƛǎ ǎǘŀǘŜƳŜƴǘΦ 

/hb/[¦{Lhb 
¶ {ƘƻǳƭŘ Ŏƻƴǘŀƛƴ ǘƘŜǎƛǎ ǎǘŀǘŜƳŜƴǘ ƛŘŜŀ ǊŜƭŀǘŜŘ ŀƴŘ ǘƻǇƛŎ ǎŜƴǘŜƴŎŜ 
ƛŘŜŀǎ ǳǎŜŘ ƛƴ ƛƴŘƛǾƛŘǳŀƭ ǇŀǊŀƎǊŀǇƘǎΦ 

ESSAY COMPONENTS 

Ý a[! CƻǊƳŀǩƴƎ 
  - tŀƎŜ р 
Ý hǳǘƭƛƴŜ  

 - tŀƎŜ мн όLC ǊŜǉǳƛǊŜŘ ōȅ ǘŜŀŎƘŜǊύ 

CHECKLIST 

X /ƘƻƻǎŜ ŀƴ ƛƴǘŜǊŜǎǝƴƎ ŀƴŘ ǎƛƎƴƛŬŎŀƴǘ ǘƻǇƛŎΦ   

X ¢ƛǘƭŜǎ Ƴǳǎǘ ǊŜƅŜŎǘ ǘƘŜ ŎƻƴǘŜƴǘ ƻŦ ǘƘŜ ŜǎǎŀȅΦ  5h bh¢ Ŏŀƭƭ ŀƴ Ŝǎǎŀȅ 
άI!a[9¢έ ƻǊ ǳǎŜ ǘƘŜ ǝǘƭŜ ά9ǎǎŀȅέΦ 

X 9ǎǎŀȅǎ Řƻ ƴƻǘ ƘŀǾŜ ƘŜŀŘƛƴƎǎ ƻǊ ǎŜǇŀǊŀǘŜ ǎŜŎǝƻƴǎΦ 

X aŀƛƴǘŀƛƴ Ǉƻƛƴǘ ƻŦ ǾƛŜǿ ŀƴŘ ƴǳƳōŜǊ όǎƛƴƎǳƭŀǊ ϧ ǇƭǳǊŀƭύΦ 

X .Ŝ ŎƻƴǎƛǎǘŜƴǘ ƛƴ ǘƻƴŜ όƘǳƳƻǊƻǳǎΣ ǎŜǊƛƻǳǎΣ ŜǘŎΦύΦ 

X 5ŜǾŜƭƻǇ ǇŀǊŀƎǊŀǇƘǎ ōȅ ǳǎƛƴƎ ǎǳǇǇƻǊǝǾŜ ŜȄŀƳǇƭŜǎΦ 

ESSAY 

¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ 
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! ǊŜǎŜŀǊŎƘ ǇŀǇŜǊ ƛǎ ŀ ŎŀǊŜŦǳƭƭȅ ǇƭŀƴƴŜŘ ƭƻƴƎ Ŝǎǎŀȅ ǘƘŀǘ Ƙŀǎ ōŜŜƴ 
ǘƘƻǊƻǳƎƘƭȅ ǊŜǎŜŀǊŎƘŜŘΣ ƛƴǾŜǎǝƎŀǘŜŘ ŀƴŘ ŀƴŀƭȅȊŜŘ ōȅ ǘƘŜ ǿǊƛǘŜǊΦ  ²Ƙŀǘ 
ǎŜǘǎ ǘƘŜƳ ŀǇŀǊǘ ŦǊƻƳ Ŝǎǎŀȅǎ ƛǎ ǘƘŜ ŀƳƻǳƴǘ ƻŦ ǊŜǎŜŀǊŎƘ ŀƴŘ ƛƴŦƻǊƳŀǝƻƴ 
ƎŀǘƘŜǊŜŘ ŀƴŘ ǳǎŜŘ ƛƴ ǿǊƛǝƴƎ ǘƘŜ ǇŀǇŜǊΦ   

! ǊŜǎŜŀǊŎƘ ǇŀǇŜǊ Ƴŀȅ ƛƴŎƭǳŘŜ ƛŘŜŀǎ ŦǊƻƳ ōƻƻƪǎΣ ƳŀƎŀȊƛƴŜǎΣ 
ƴŜǿǎǇŀǇŜǊǎΣ ŎƻƳǇǳǘŜǊ ŬƭŜǎΣ ƻǊ ƛƴǘŜǊǾƛŜǿǎΦ  aƻǎǘ ǊŜǎŜŀǊŎƘ ǇŀǇŜǊǎ ŀǊŜ 
ŀǘ ƭŜŀǎǘ ŬǾŜ ǇŀƎŜǎ ƛƴ ƭŜƴƎǘƘΦ  ¢ƘŜ ǊŜǎŜŀǊŎƘ ǇŀǇŜǊ Ŏƻƴǘŀƛƴǎ ŀƭƭ ǘƘŜ 
ŜƭŜƳŜƴǘǎ ƻŦ ŀƴ Ŝǎǎŀȅ ŜȄŎŜǇǘ ǘƘŜȅ ŀǊŜ ŘƻƴŜ ƛƴ ƳƻǊŜ ŘŜǘŀƛƭ όŦŀŎǘǎΣ 
ǉǳƻǘŜǎΣ ƴǳƳŜǊƛŎŀƭ ǇǊƻƻŦύ ŀƴŘ ƎǊŜŀǘŜǊ ƭŜƴƎǘƘ ǿƛǘƘ ŀ ƳǳŎƘ ōǊƻŀŘŜǊ 
ǇǊŜǎŜƴǘŀǝƻƴΦ   

wŜǎŜŀǊŎƘ ǇŀǇŜǊǎ ŀǊŜ ǿǊƛǧŜƴ ǘƻ ǇǊƻǾŜ ŀ ǘƘŜǎƛǎ όǇƻƛƴǘύΦ  !ƴ ŜȄŀƳǇƭŜ ƻŦ 
ŀƴ ŀǇǇǊƻǇǊƛŀǘŜ ǘƻǇƛŎ ŦƻǊ ŀ ǊŜǎŜŀǊŎƘ ǇŀǇŜǊ ǿƻǳƭŘ ōŜΥ 

ñExercise can greatly reduce the onset of Heart Disease.ò 

Lǘ ǿƻǳƭŘ ǘƘŜƴ ōŜ ǘƘŜ Řǳǘȅ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘ ǘƻ ǇǊƻǾŜ ǘƘƛǎ ǎǘŀǘŜƳŜƴǘ ƛƴ ǘƘŜ 
wŜǎŜŀǊŎƘ tŀǇŜǊΦ     

RESEARCH PAPER COMPONENTS 

Ý a[! CƻǊƳŀǩƴƎ 
 - tŀƎŜ р 

Ý hǳǘƭƛƴŜ 
 - tŀƎŜ мнΣ όLC ǊŜǉǳƛǊŜŘ ōȅ ǘŜŀŎƘŜǊύ 

Ý ¢ƛǘƭŜ tŀƎŜ 
 - tŀƎŜ моΣ όLC ǊŜǉǳƛǊŜŘ ōȅ ǘŜŀŎƘŜǊύ 

Ý ¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ 
 - tŀƎŜ мс όCƻǊ ǇŀǇŜǊǎ ǿƛǘƘ ǎŜŎǝƻƴ ƘŜŀŘƛƴƎǎύ 

Ý CƛƎǳǊŜǎΣ tƛŎǘǳǊŜǎΣ /ƘŀǊǘǎΣ ¢ŀōƭŜǎ 
 - tŀƎŜ мт όhǇǝƻƴŀƭ ύ 

Ý Lƴ-¢ŜȄǘ /ƛǘŀǝƻƴǎ 
 - tŀƎŜ му 

Ý ²ƻǊƪǎ /ƛǘŜŘ 
 - tŀƎŜ нл 

 

RESEARCH PAPER 

¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ 
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! ǊŜǇƻǊǘ ǊŜǎŜŀǊŎƘŜǎΣ ƎŀǘƘŜǊǎΣ ƛƴǾŜǎǝƎŀǘŜǎΣ ŀƴŘ ƻǊƎŀƴƛȊŜǎ ŦŀŎǘǎ ŀƴŘ 
ǘƘƻǳƎƘǘǎ ƻƴ ŀ ǘƻǇƛŎΦ  hƊŜƴ ǊŜǇƻǊǘǎ ǿƛƭƭ ƛƴŎƭǳŘŜ ŎƘŀǊǘǎΣ ƎǊŀǇƘǎΣ ŬƎǳǊŜǎΣ 
ƳŀǇǎΣ ŀƴŘ ƻǘƘŜǊ ǎǳǇǇƭŜƳŜƴǘǎ ŀƴŘ ƭƻƴƎ ƛƴ ƭŜƴƎǘƘΦ   

wŜǇƻǊǘǎ ŀǊŜ ŘƛǾƛŘŜŘ ƛƴǘƻ ǎŜǇŀǊŀǘŜ ǎŜŎǝƻƴǎ ǘƘŀǘ ƘŀǾŜ ƘŜŀŘƛƴƎǎ ǘƘŀǘ 
ŘŜƴƻǘŜ ǘƘŜ ǎŜǇŀǊŀǘŜ ǎŜŎǝƻƴǎ ƻŦ ǘƘŜ ǊŜǇƻǊǘΦ  ¢ƘŜ ƘŜŀŘƛƴƎǎ Ƴǳǎǘ ōŜ 
ǊŜŦŜǊǊŜŘ ǘƻ ƛƴ ǘƘŜ ǘŀōƭŜ ƻŦ ŎƻƴǘŜƴǘǎΦ 

wŜǇƻǊǘǎ ŀǊŜ ǿǊƛǧŜƴ ǘƻ ǎƘŀǊŜ ƛƴŦƻǊƳŀǝƻƴ ŀƴŘ ǊŜǇƻǊǘ ŀƴȅ ŦŀŎǘǎ ƻǊ  
ŬƴŘƛƴƎǎ ǊŜƭŀǝǾŜ ǘƻ ǘƘŜ ǘƻǇƛŎ ōŜƛƴƎ ǊŜǇƻǊǘŜŘΦ  !ƴ ŜȄŀƳǇƭŜ ƻŦ ŀƴ  
ŀǇǇǊƻǇǊƛŀǘŜ ǘƻǇƛŎ ŦƻǊ ŀ ǊŜǇƻǊǘ ǿƻǳƭŘ ōŜΥ 

ñThe Facts about Heart Disease.ò 

bƻǝŎŜ ǘƘŀǘ ǘƘƛǎ ǘƻǇƛŎ ŘƻŜǎ ƴƻǘ ǘŀƪŜ ŀ Ǉƻǎƛǝƻƴ ƻǊ ƳŀƪŜ ŀ ǎǘǳŘŜƴǘ ǇǊƻǾŜ 
ŀ Ǉƻƛƴǘ κ ǘƘŜǎƛǎΦ Lǘ ǎƛƳǇƭȅ ǊŜǇƻǊǘǎ ǘƘŜ ŦŀŎǘǎ ŦƻǳƴŘΦ   

REPORT PAPER COMPONENTS 

Ý a[! CƻǊƳŀǩƴƎ 
 - tŀƎŜ р 

Ý hǳǘƭƛƴŜ 
 - tŀƎŜ мнΣ όLC ǊŜǉǳƛǊŜŘ ōȅ ǘŜŀŎƘŜǊύ 

Ý ¢ƛǘƭŜ tŀƎŜ 
 - tŀƎŜ моΣ όLC ǊŜǉǳƛǊŜŘ ōȅ ǘŜŀŎƘŜǊύ 

Ý ¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ 
 - tŀƎŜ мс  

Ý CƛƎǳǊŜǎΣ tƛŎǘǳǊŜǎΣ /ƘŀǊǘǎΣ ¢ŀōƭŜǎ 
 - tŀƎŜ мт όhǇǝƻƴŀƭ ύ 

Ý Lƴ-¢ŜȄǘ /ƛǘŀǝƻƴǎ 
 - tŀƎŜ му 

Ý ²ƻǊƪǎ /ƛǘŜŘ 
 - tŀƎŜ нл 

ϝ  SECTION HEADINGS  

All section headings are LEFT ALIGNED, UNDERLINED, and main-

tain DOUBLE SPACING throughout the paper. 

REPORT 
(RESEARCH REPORT) 

¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ 

ϝ 

ϝ 
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SAMPLE PAPERS 

 

ESSAYS 

Ý 9ěěÁķ 
!tt9b5L· ! 

Ý 9ěěÁķ  τ ıìġé  bĈġÙě 
!tt9b5L· . 

RESEARCH PAPERS 

Ý wÙěÙÁėÏé tÁĔÙė Ім 

!tt9b5L· / 
 
Ý wÙěÙÁėÏé tÁĔÙė Ім τ ǿƛǘƘ CƻǊƳŀǩƴƎ bƻǘŜǎ 

!tt9b5L· 5 
 

Ý wÙěÙÁėÏé tÁĔÙė Ін τ ǿƛǘƘ ¢ƛǘƭŜ tŀƎŜ 

!tt9b5L· 9 
 
Ý wÙěÙÁėÏé tÁĔÙė Ін τ ǿƛǘƘ ¢ƛǘƭŜ tŀƎŜ ϧ CƻǊƳŀǩƴƎ bƻǘŜǎ 

!tt9b5L· C 
 

REPORTS 

Ý wÙĔĈėġ Ім  

!tt9b5L· D 

OUTLINES 

Ý hĥġûìĂÙ Ім τ ŦƻǊ wŜǇƻǊǘ ŦƻǳƴŘ ƛƴ !ǇǇŜƴŘƛȄ D 
!tt9b5L· I 

 
Ý hĥġûìĂÙ Ін  

!tt9b5L· L 

¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ 

I:/Projects/Intranet/High School/Pages/Resources/Writing Guide/Sample Papers/MLA Essay (Formatting Notes).pdf
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.ŜŦƻǊŜ ȅƻǳ ōŜƎƛƴ ǘƻ ǿǊƛǘŜ ȅƻǳǊ ǇŀǇŜǊΣ ȅƻǳ ǎƘƻǳƭŘ ǇǊŜǇŀǊŜ ŀ ŦŀƛǊƭȅ 
ŘŜǘŀƛƭŜŘ Ǉƻƛƴǘ-ŦƻǊƳ ƻǳǘƭƛƴŜ ƻŦ ǿƘŀǘ ȅƻǳ ƛƴǘŜƴŘ ǘƻ ǎŀȅ ǘƻ ƘŜƭǇ ȅƻǳ 
ƻǊƎŀƴƛȊŜ ƳŀǘŜǊƛŀƭǎ ǘƻ ōŜ ǳǎŜŘ ƛƴ ȅƻǳǊ ǇŀǇŜǊΦ   

 

NOTE 

X /ƘŜŎƪ ƻǳǘ ǘƘŜ ǎŀƳǇƭŜ hǳǘƭƛƴŜǎ ƻƴ tŀƎŜ млΦ 

X bƻ ǝǘƭŜ ǇŀƎŜ ƻƴ ŀƴ hǳǘƭƛƴŜΦ 

OUTLINE 

 
CREATING THE OUTLINE: 
1. Cƻƭƭƻǿ aƛŎǊƻǎƻƊ ²ƻǊŘ {ŜǘǳǇ ƎǳƛŘŜƭƛƴŜǎ ƻƴ tŀƎŜ р 

нΦ ¢ȅǇŜ ŀƴŘ ŎŜƴǘŜǊ ǘƘŜ ǝǘƭŜΣ tǊŜǎǎ 9ƴǘŜǊ 

оΦ /ƭƛŎƪ ǘƘŜ aǳƭǝƭŜǾŜƭ ƭƛǎǘ ŘǊƻǇ Řƻǿƴ ŦƻǳƴŘ ƛƴ ǘƘŜ IƻƳŜ ǘŀō 

пΦ /ƘƻƻǎŜ Σ ά5ŜŬƴŜ bŜǿ aǳƭǝƭŜǾŜƭ [ƛǎǘΧΦέ 

рΦ {Ŝǘ ǘƘŜ [ŜǾŜƭǎ ŀƴŘ bǳƳōŜǊ {ǘȅƭŜǎ ǘƻ ǘƘŜ ŦƻƭƭƻǿƛƴƎΥ 
[ŜǾŜƭ мҐLΣLLΣLLL   [ŜǾŜƭ нҐ!Σ.Σ/   [ŜǾŜƭ оҐмΣнΣо    [ŜǾŜƭ пҐŀΣōΣŎ 

сΦ /ƭƛŎƪ hYΦ   

тΦ tǊŜǎǎ ¢!. ǘƻ ƛƴŎǊŜŀǎŜ όƛƴŘŜƴǘύ ƭŜǾŜƭǎ 

Smith 1 

Bill Smith 

Mr. Barrows 

AP English 

October 28, 2014 

The Affect of Landfills on Our Environment 

I.    

 A. 

  1. 

  a.  

¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ 

Press TAB to increase 
(indent) levels  

OR  
SHIFT+TAB to  
decrease Levels 

NOTE: A teacher may require 
the thesis to be placed below 
the title of the paper, before the 
outline numbering begins. 

II.  

      A. 
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¢ƘŜ ǘŜŀŎƘŜǊ Ƴŀȅ ǊŜǉǳƛǊŜ ŀ ¢ƛǘƭŜ tŀƎŜ ǘƻ ōŜ ǇƭŀŎŜŘ ŀǘ ǘƘŜ ōŜƎƛƴƴƛƴƎ ƻŦ ŀ 
ŬƴƛǎƘŜŘ ǇŀǇŜǊ ŀǎ ŀ ŎƻǾŜǊΦ  ¢ƛǘƭŜ ǇŀƎŜǎ ŀǊŜ ht¢Lhb![ ŀƴŘ ǎƘƻǳƭŘ ƻƴƭȅ 
ōŜ ŎǊŜŀǘŜŘ ǳǇƻƴ ǘŜŀŎƘŜǊ ǊŜǉǳŜǎǘ hw ƛŦ ŀ ǇŀǇŜǊ Ŏƻƴǘŀƛƴǎ ŀ ¢!.[9 hC 
/hb¢9b¢{ ǿƛǘƘ {9/¢Lhb I9!5LbD{Φ   
 
 CREATING THE TITLE PAGE 
мΦ Cƻƭƭƻǿ aƛŎǊƻǎƻƊ ²ƻǊŘ {ŜǘǳǇ ƎǳƛŘŜƭƛƴŜǎ ƻƴ tŀƎŜ р 
нΦ LƴǎŜǊǘ ŀ ōƭŀƴƪ ǇŀƎŜ ŀǘ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ǝǘƭŜ ǇŀƎŜΦ ό/¢w[Ҍ9b¢9wύ 
 

TITLE PAGE 

 

 

 

 

 

 

 

The Affect of Landfills on Our Environment 

 

 

 

Bill Smith 

 

 

 

Mr. Barrows 

AP English 

October 28, 2014 
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comes from households, institutions, and small businesses.  These solid 

wastes enter the solid-waste stream, and the flow never ceases.  While 
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Landfills 

Solid waste is the term that civil engineers use to refer to what 

most of us call garbage.  Municipal solid waste is most familiar to us.  It 

comes from households, institutions, and small businesses.  These solid 

wastes enter the solid-waste stream, and the flow never ceases.  While 

many normal activities are suspended during weekends and holidays, 

the flow of garbage is non-stop.  Some holidays, such as Christmas, 

create an enormous wave of solid waste. 

Throughout history, dumping has been the preferred means of 

disposal.  Today, landfills are Americaôs primary method for the dispos-

¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ 



16 

LŦ ǘƘŜ ǇŀǇŜǊ Ŏƻƴǘŀƛƴǎ {ŜŎǝƻƴ IŜŀŘƛƴƎǎΣ ǘƘŜƴ ŀ ¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ a¦{¢ 
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             Smith 3 

 

Under the emperor Titus the Colosseum, which his father 

Vespasian had begun, was com-

pleted. It was indeed the most 

magnificent amphitheater built in 

the world (See Figure 2). Often it 

is confused with the Circus Max-

Figure 2: 
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! Ŏƛǘŀǝƻƴ ƛǎ ǳǎŜŘ ǘƻ ƛƴŦƻǊƳ ǘƘŜ ǊŜŀŘŜǊ ƻŦ ŀ ǇŀǊǝŎǳƭŀǊ ǎǇƻǘ ƛƴ ǘƘŜ ǇŀǇŜǊ 
ǿƘŜǊŜ ŎŜǊǘŀƛƴ ƳŀǘŜǊƛŀƭ ǿŀǎ ŎƛǘŜŘ ǳǎƛƴƎ ŀƴ ƻǳǘǎƛŘŜ ǎƻǳǊŎŜ ƻǘƘŜǊ ǘƘŀƴ 
ǘƘŜ ŀǳǘƘƻǊ ƻŦ ǘƘŜ ǇŀǇŜǊΦ  ¢ƘŜ ŦƻǊƳŀǩƴƎ ƻŦ ǘƘŜ ƛƴ-ǘŜȄǘ Ŏƛǘŀǝƻƴ ǾŀǊƛŜǎ 
ŀŎŎƻǊŘƛƴƎ ǘƻ ǘƘŜ ƭŜƴƎǘƘ ƻŦ ǘƘŜ ŎƛǘŜŘ ƳŀǘŜǊƛŀƭ ŀǎ ŜȄǇƭŀƛƴŜŘ ōŜƭƻǿΥ 

SHORT IN-TEXT CITATIONS: 
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ñEconomic growth in the United States is surging and shows no signs 

of slowingò  (Smith  103). 
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ǎǇŀŎƛƴƎΦ ¢ƘŜ ǎƻǳǊŎŜ ǎƘƻǳƭŘ ŎƻƳŜ ŀƊŜǊ ǘƘŜ ǇŜǊƛƻŘ ƳŀǊƪΦ  {ǳŎƘ ŀǎΥ 

The Colosseum was most magnificent amphitheatre in the 

world.  It was the venue for gladiatorial and animal fights,  

rather than races.   It remained a proud symbol for the Romans 

even after the collapse and fall of Rome and for many other 

great civilizations. (Smith 17) 
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NOTES & ASSISTANCE 
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a) One Author : 

(Smith 17). 

b) Two or Three Authors : 

(Smith and Grey 43).    

c) More than three Authors : 

(Smith et al. 17). 

d) Same Author ä Different Sources : 

Lƴ ƻǊŘŜǊ ƴƻǘ ǘƻ ŎƻƴŦǳǎŜ ǘƘŜ ǊŜŀŘŜǊΣ ǘƘŜ ǝǘƭŜǎ ƻŦ ǘƘŜ ōƻƻƪǎ ǎƘƻǳƭŘ ōŜ 
ƛƴŎƭǳŘŜŘ ƛŦ ƳƻǊŜ ǘƘŀƴ ƻƴŜ ōƻƻƪ ǿŀǎ ǳǎŜŘ ōȅ ǘƘŜ ǎŀƳŜ ŀǳǘƘƻǊΦ   

(Smith. Results 17-18). 

e) Authors With the Same Last Name Published in Same Year: 

²ƘŜǊŜ ǘǿƻ ƻǊ ƳƻǊŜ ŀǳǘƘƻǊǎ ƘŀǾŜ ǘƘŜ ǎŀƳŜ ŦŀƳƛƭȅ ƴŀƳŜ ŀƴŘ ǇǳōƭƛǎƘŜŘ 
ƛƴ ǘƘŜ ǎŀƳŜ ȅŜŀǊΣ ǘƘŜȅ Ƴǳǎǘ ōŜ ŎƛǘŜŘ ǿƛǘƘ ƛƴƛǝŀƭǎ ǘƻ ŘƛǎǝƴƎǳƛǎƘ 
ōŜǘǿŜŜƴ ǘƘŜƳΦ   

(Smith, J. 17). 

(Smith, K. 143-144).  

f)  No Author : 

¦ǎŜ ǘƘŜ ǝǘƭŜ ƻŦ ǘƘŜ ŀǊǝŎƭŜ όǎŀƳŜ ŀǎ ǘƘŜ ²ƻǊƪǎ /ƛǘŜŘ tŀƎŜύ 

(ñWhen in Romeò 23). 

g) Internet Websites ä With Author : 

(Smith). 

h) Internet Websites ä No Author : 

¦ǎŜ ǘƘŜ ǝǘƭŜ ƻŦ ǘƘŜ ŀǊǝŎƭŜ όǎŀƳŜ ŀǎ ǘƘŜ ²ƻǊƪǎ /ƛǘŜŘ tŀƎŜύ 

(ñRare Artifacts found it Romeò). 

IN-TEXT CITATIONS 
(SAMPLES AND VARIATIONS) 

¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ 
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!ŎŎƻǊŘƛƴƎ ǘƻ a[! ǎǘȅƭŜΣ ȅƻǳ Ƴǳǎǘ ƘŀǾŜ ŀ ²ƻǊƪǎ /ƛǘŜŘ ǇŀƎŜ ŀǘ ǘƘŜ ŜƴŘ 
ƻŦ ȅƻǳǊ ǊŜǎŜŀǊŎƘ ǇŀǇŜǊΦ !ƭƭ ǎƻǳǊŎŜǎ ǇƭŀŎŜŘ ƛƴ ǘƘŜ ²ƻǊƪǎ /ƛǘŜŘ ǇŀƎŜ 
Ƴǳǎǘ ŎƻǊǊŜǎǇƻƴŘ ǘƻ ǘƘŜ ǎƻǳǊŎŜǎ ǳǎŜŘ ƛƴ ǿǊƛǝƴƎ  ȅƻǳǊ ǇŀǇŜǊΦ 

CREATING THE WORKS CITED PAGE 

мΦ !ǘ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ǇŀǇŜǊΣ ǇǊŜǎǎ /¢w[Ҍ9b¢9w  ǘƻ ƛƴǎŜǊǘ ŀ ƴŜǿ ǇŀƎŜ 

ŀǘ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ǇŀǇŜǊ ŦƻǊ ǘƘŜ ²ƻǊƪǎ /ƛǘŜŘ ǇŀƎŜΦ 

нΦ ¢ȅǇŜ ²ƻǊƪǎ /ƛǘŜŘ ŀǎ ǘƘŜ ǝǘƭŜΣ ŎŜƴǘŜǊΣ ŀƴŘ ǇǊŜǎǎ 9b¢9wΦ 

оΦ /ǊŜŀǘŜ ŀ ƘŀƴƎƛƴƎ ƛƴŘŜƴǘ ŦƻǊ ǘƘŜ ²ƻǊƪǎ /ƛǘŜŘ ŜƴǘǊƛŜǎΥ 

¶ /ƭƛŎƪ ǘƘŜ άtŀǊŀƎǊŀǇƘ {ŜǩƴƎǎΧά ōǳǧƻƴ όōŜǎƛŘŜ ǘƘŜ ǿƻǊŘ 

ǇŀǊŀƎǊŀǇƘύ ƻƴ ǘƘŜ IƻƳŜ ǘŀōΦ 

¶ Lƴ ǘƘŜ {ǇŜŎƛŀƭ ǎŜŎǝƻƴΣ ǎŜƭŜŎǘ IŀƴƎƛƴƎ ŦǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ 

ƭƛǎǘΦ  /ƭƛŎƪ hYΦ 

пΦ CƻǊƳŀǘ ƛƴ ŜŀŎƘ ǎƻǳǊŎŜ ŀǎ ǎƘƻǿƴ ƻƴ ǇŀƎŜǎ нм-ннΣ ƻǊ ǳǎƛƴƎ tŜǊŘǳŜ 

¦ƴƛǾŜǊǎƛǝŜǎϥ hƴƭƛƴŜ ²ǊƛǝƴƎ [ŀō όh²[ύΥ ²ƻǊƪǎ /ƛǘŜŘ tŀƎŜΣ ƻǊ 

ǳǎƛƴƎ /ŀƭǾƛƴ /ƻƭƭŜƎŜǎΩ YƴƛƎƘǘ/ƛǘŜ Ŏƛǘŀǝƻƴ ǘƻƻƭΦ   

рΦ wŜ-ŀǊǊŀƴƎŜ ǘƘŜ ǎƻǳǊŎŜǎ ƛƴ ŀƭǇƘŀōŜǝŎŀƭ ƻǊŘŜǊΦ 

CHECKLIST 

¶ tŀƎŜ ƴǳƳōŜǊǎ Řƻ ŀǇǇŜŀǊ ƻƴ ǘƘŜ ²ƻǊƪǎ /ƛǘŜŘ ǇŀƎŜΦ 

¶ ¢ƘŜ ²ƻǊƪǎ /ƛǘŜŘ ƛǎ ǘƘŜ ƭŀǎǘ ǇŀƎŜ ƻŦ ǘƘŜ ǊŜǎŜŀǊŎƘ ǇŀǇŜǊ ƻǊ ǊŜǇƻǊǘΣ 
ǳƴƭŜǎǎ ǘƘŜǊŜ ƛǎ ŀƴ ƛƴŘŜȄ ƻǊ ŀǇǇŜƴŘƛȄΦ 

¶ ¢ƘŜ ŜƴǘǊƛŜǎ όǎƻǳǊŎŜǎύ ŀǊŜ bh¢ ƴǳƳōŜǊŜŘ ƻǊ ƎǊƻǳǇŜŘ ōȅ ǎƻǳǊŎŜΦ 

NOTES & ASSISTANCE 

X  ! ǎŀƳǇƭŜ ²ƻǊƪǎ /ƛǘŜŘ ǇŀƎŜ Ŏŀƴ ōŜ ŦƻǳƴŘ ƻƴ tŀƎŜ ноΦ 

X  ¦ǎŜ tŜǊŘǳŜ ¦ƴƛǾŜǊǎƛǝŜǎϥ hƴƭƛƴŜ ²ǊƛǝƴƎ [ŀō όh²[ύΥ ²ƻǊƪǎ /ƛǘŜŘ 
tŀƎŜ ŦƻǊ ƳƻǊŜ ƛƴŦƻǊƳŀǝƻƴ ŀƴŘ ǎŀƳǇƭŜǎ ƻŦ ǿƻǊƪǎ ŎƛǘŜŘ ŜƴǘǊƛŜǎΦ 

X  ¦ǎŜ /ŀƭǾƛƴ /ƻƭƭŜƎŜǎΩ YƴƛƎƘǘ/ƛǘŜ ǘƻƻƭ ǘƻ ƘŜƭǇ ƻǊƎŀƴƛȊŜ ǿƻǊƪǎ ŎƛǘŜŘ 
ŜƴǘǊƛŜǎ ƛƴǘƻ ǘƘŜ ǇǊƻǇŜǊ ŦƻǊƳŀǘΦ 

X  /ƘŜŎƪ ƻǳǘ ǘƘŜ {ŀƳǇƭŜ tŀǇŜǊǎ ŦƻǊ ƳƻǊŜ ²ƻǊƪǎ /ƛǘŜŘ ŜȄŀƳǇƭŜǎ 

WORKS CITED  

¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ 

http://owl.english.purdue.edu/owl/resource/747/05/
http://www.calvin.edu/library/knightcite/index.php
http://owl.english.purdue.edu/owl/resource/747/05/
http://owl.english.purdue.edu/owl/resource/747/05/
http://www.calvin.edu/library/knightcite/index.php
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¦ǎŜ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ƛƴŦƻǊƳŀǝƻƴ hb[¸ ŀǎ ŀ ƎǳƛŘŜƭƛƴŜ ŦƻǊ ŎǊŜŀǝƴƎ ǘƘŜ 
ŜƴǘǊƛŜǎ ŦƻǊ ǘƘŜ ²ƻǊƪǎ /ƛǘŜŘ ǇŀƎŜΦ  ¢ƘŜǊŜ ŀǊŜ Ƴŀƴȅ ŘƛũŜǊŜƴǘ ǾŀǊƛŀǝƻƴǎ 
ŘŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ǎƻǳǊŎŜ ǳǎŜŘΦ  tƭŜŀǎŜ ǎŜŜ tǳǊŘǳŜΩǎ hƴƭƛƴŜ ²ǊƛǝƴƎ [ŀō 
όh²[ύΥ ǘƻ ƘŜƭǇ ŦƻǊƳŀǘ ǘƘŜ ŜƴǘǊƛŜǎ ŀƴŘ ǘƘŜƛǊ Ƴŀƴȅ ǾŀǊƛŀǝƻƴǎ 

I. BOOKS 

.!{L/ Chwa!¢Υ 

Last name, First name. Title of Book. Place of Publication:  

Publisher, Year of Publication. Medium of Publication. 

{!at[9Υ 

Henley, Patricia. The Hummingbird House. Denver: Murray, 

1999. Print. 

[LbYΥ Online Writing Lab (OWL): Books  

WORKS CITED  
(BASIC GUIDELINES) 

II. PERIODICALS (MAGAZINES, NEWSPAPER, JOURNALS) 

.!{L/ Chwa!¢Υ 

Last name, First name (if available). "Title of Article." Title of  

Periodical Day Month Year: pages. Medium of publication. 

{!at[9: 

Buchman, Dana. "A Special Education." Good Housekeeping Mar. 

2006: 143-48. Print. 

[LbYΥ Online Writing Lab (OWL): Periodicals  

¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ 

http://owl.english.purdue.edu/owl/resource/747/05/
http://owl.english.purdue.edu/owl/resource/747/05/
http://owl.english.purdue.edu/owl/resource/747/06/
http://owl.english.purdue.edu/owl/resource/747/07/
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 WORKS CITED 
(BASIC GUIDELINES) 

III. WEB PUBLICATIONS (ELECTRONIC SOURCES)  

.!{L/ Chwa!¢Υ 

Editor, author, or compiler name (if available). Name of Site. Version 

number. Name of institution/organization affiliated with the 

site (sponsor or publisher), date of creation or publication (if 

available). Medium of publication. Date of access. 

{!at[9{Υ 

Aristotle. Poetics. Trans. S. H. Butcher. The Internet Classics Archive. 

Web Atomic and Massachusetts  

Institute of Technology, 13 Sept. 2007. Web. 4 Nov. 2008. 

"How to Make Vegetarian Chili." eHow.com. eHow, n.d. Web. 24 

Feb. 2009. 

[LbYΥ  Online Writing Lab (OWL): Electronic Sources (Web Publica-

IV. OTHER MEDIA SOURCES (DVD, INTERVIEW, FILM) 

{!at[9{Υ 

Lucas, George, dir. Star Wars Episode IV: A New Hope. Twentieth 

Century Fox, 1977. Film. 

Purdue, Pete. Personal interview. 1 Dec. 2000. 

[LbYΥ Online Writing Lab (OWL): Other Common Sources  

¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ 

http://owl.english.purdue.edu/owl/resource/747/08/
http://owl.english.purdue.edu/owl/resource/747/07/


23 

 

WORKS CITED 
(SAMPLE WORKS CITED PAGE) 

Smith 9 

 

Works Cited 

"Blueprint Lays Out Clear Path for Climate Action." Environmental Defense 

Fund. Environmental Defense Fund, 8 May 2007. Web. 24 May 2009. 

Clinton, Bill. Interview by Andrew C. Revkin. ñClinton on Climate Change.ò 

New York Times. New York Times, May 2007. Web. 25 May 2009. 

Dean, Cornelia. "Executive on a Mission: Saving the Planet." New York Times. 

New York Times, 22 May 2007. Web. 25 May 2009. 

GlobalWarming.org. Cooler Heads Coalition, 2007. Web. 24 May 2009. 

Inconvenient Truth. Dir. Davis Guggenheim. Perf. Al Gore, Billy West. Para-

mount, 2006. DVD. 

Leroux, Marcel, et al. Global Warming: Myth Or Reality?: The Erring Ways of 

Climatology. New York: Springer, 2005. Print. 

"Putting a Price on Pollution." Usnews.com. US News & World Rept., 6 May 

2007. Web. 24 May 2009. 

Uzawa, Hirofumi. Economic Theory and Global Warming. Cambridge:  

Cambridge United Publishing, 2003. Print. 

¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ 
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¢ƘŜ ŀǇǇŜƴŘƛȄ ƛƴŎƭǳŘŜǎ ŀǧŀŎƘƳŜƴǘǎ όƳŀǇǎΣ ŎƘŀǊǘǎΣ ǇƘƻǘƻƎǊŀǇƘǎΣ 
ƎƭƻǎǎŀǊȅΣ ŜǘŎΦύ ǘƻ ǘƘŜ ŎƻƳǇƭŜǘŜŘ ǇŀǇŜǊ ǘƘŀǘ ŀǊŜ ǘƻƻ ƭŜƴƎǘƘȅ ƻǊ ƭŀǊƎŜ ǘƻ 
ƛƴŎƭǳŘŜ ǿƘŜǊŜ ǘƘŜȅ ŀǊŜ ƳŜƴǝƻƴŜŘ ƛƴ ǘƘŜ ōƻŘȅ ƻŦ ǘƘŜ ǇŀǇŜǊΦ ¢ƘŜ 
ŀǧŀŎƘƳŜƴǘǎ ǎƘƻǳƭŘ ƻƴƭȅ ōŜ ƛƴ ǘƘŜ ŀǇǇŜƴŘƛȄ ƛŦ ǘƘŜȅ ŀǊŜ ǊŜŦŜǊǊŜŘ ǘƻ ƛƴ 
ǘƘŜ ōƻŘȅ ƻŦ ǘƘŜ ǇŀǇŜǊΦ  wŜŦŜǊ ǘƻ ǘƘŜ ŀǧŀŎƘƳŜƴǘǎ ŀǎ ŦƻƭƭƻǿǎΥ 

¢ƘŜ ŦƻƭƭƻǿƛƴƎ ŀǊŜ ǎƘƻǿƴ ŀǎ ŦƻǳƴŘ ƛƴ ŀ ǇŀǊŀƎǊŀǇƘ ǿƛǘƘƛƴ ǘƘŜ ǇŀǇŜǊΦ  
bƻǝŎŜ Ƙƻǿ ǘƘŜȅ ǊŜŦŜǊ ǘƻ ŜŀŎƘ !ǇǇŜƴŘƛȄ ǘƘŜȅ ǊŜǇǊŜǎŜƴǘ ƛƴ ǘƘŜ ōŀŎƪ ƻŦ 
ǘƘŜ ǇŀǇŜǊ ŀǎ ǎƘƻǿƴ ƛƴ !ǇǇŜƴŘƛȄ м ŀƴŘ н ōŜƭƻǿΦ   

...North America is composed of three countries: Canada, United States, 

and Mexico (Appendix A). 

...a recent study indicated more people prefer the color ñredò over the 

colors ñblueò or ñwhite (Appendix B). 

  

 

 

 

 

 

 

CHECKLIST 

X aŀƪŜ ǎǳǊŜ !ǇǇŜƴŘƛȄ ! ό.Σ /Σ 5ύ ƛǎ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǇŀƎŜΦ 

X ¢ƘŜ ŀǇǇŜƴŘƛȄ ƛǎ ŀƭǿŀȅǎ ǇƭŀŎŜŘ ŀǘ ǘƘŜ ŜƴŘ ƻŦ ȅƻǳǊ ǇŀǇŜǊ όŀƊŜǊ ǘƘŜ 

²ƻǊƪǎ /ƛǘŜŘύΦ 

X !ƭǿŀȅǎ ǊŜŦŜǊ ǘƻ ǘƘŜ ŀǇǇŜƴŘƛȄ όǎŜŜ !ǇǇŜƴŘƛȄ !Σ .Σ /ΣΦΦύ ǿƘŜƴ 
ƳŜƴǝƻƴƛƴƎ ƳŀǘŜǊƛŀƭ ǇƭŀŎŜŘ ƛƴ ǘƘŜ ŀǇǇŜƴŘƛȄΦ 

X ¢ƘŜ ǝǘƭŜ !ǇǇŜƴŘƛȄ Ƴŀȅ ōŜ ƘŀƴŘ ǿǊƛǧŜƴ ƛŦ ǘƘŜǊŜ ƛǎ ƴƻ ƻǘƘŜǊ ǿŀȅ ǘƻ 
ƛƴŎƭǳŘŜ ǘƘŜ ǝǘƭŜ ƛƴ ǘȅǇŜ-ǿǊƛǧŜƴ ŦƻǊƳŀǘΦ 

X 5ƻ bh¢ ǇƭŀŎŜ tŀƎŜ bǳƳōŜǊǎ ƻƴǘƻ ǘƘŜ !ǇǇŜƴŘƛȄΦ 

APPENDIX 

Appendix A Appendix B 
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% 

Red 

This Chart displays the number of 

people who are voting Democrat,  

Republican or who are undecided. 

¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ 



25 



26 

{ƻƳŜ ǇŀǇŜǊǎ ŀǘ aŀǊƭŜǧŜ IƛƎƘ {ŎƘƻƻƭΣ  ǎǳŎƘ ŀǎ LƴǘŜǊƴŜǘΣ ƧƻǳǊƴŀƭ ŜƴǘǊƛŜǎΣ 
ǎǳƳƳŀǊƛŜǎΣ ƳŀƎŀȊƛƴŜ ŀǊǝŎƭŜ ǎǳƳƳŀǊƛŜǎΣ ƛƴǘŜǊǾƛŜǿǎΣ Σ Ŝǎǎŀȅ ǉǳŜǎǝƻƴǎκ
ǊŜǎǇƻƴǎŜǎ ŀƴŘ ǾŀǊƛƻǳǎ ƻǘƘŜǊ ŎƭŀǎǎǊƻƻƳ ǇŀǇŜǊǎΣ Řƻ ƴƻǘ άŬǘέ ƛƴǘƻ ŀƴȅ 
ǎŜŎǝƻƴ ŦƻǳƴŘ ƛƴ ǘƘƛǎ ƎǳƛŘŜΦ  ²ƘŜƴ ǎǳōƳƛǩƴƎ ǘƘŜǎŜ ǘȅǇŜǎ ƻŦ ǇŀǇŜǊǎΣ 
Ŧƻƭƭƻǿ ǘƘŜ ŘƛǊŜŎǝƻƴǎ ōŜƭƻǿΦ  

TITLE PAGE 
5ƻ ƴƻǘ ƳŀƪŜ ŀ ŎƻǾŜǊ ǇŀƎŜ ǳƴƭŜǎǎ ǘƘŜ ǘŜŀŎƘŜǊǎ ǊŜǉǳŜǎǘ ƻƴŜ ŦƻǊ ȅƻǳǊ 
ŀǎǎƛƎƴƳŜƴǘΦ  Cƻƭƭƻǿ ǘƘŜ ŜȄŀƳǇƭŜ ǝǘƭŜ ǇŀƎŜ ŦƻǳƴŘ ƻƴ ǇŀƎŜ мо ƻŦ ǘƘƛǎ 
ƎǳƛŘŜΦ  LŦ ȅƻǳǊ ǇŀǇŜǊ ƛǎ ŦǊƻƳ ŀ ōƻƻƪ ƻǊ ŦǊƻƳ ŀ ƘŀƴŘƻǳǘΣ ǇƭŀŎŜ ǘƘŜ ǇŀƎŜ κ 
ƘŀƴŘƻǳǘ ƴǳƳōŜǊ ƻǊ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ŀǎǎƛƎƴƳŜƴǘ  .9{L59 ǘƘŜ ŘŀǘŜ ƻŦ 
ǎǳōƳƛǎǎƛƻƴ ƛƴ ōǊŀŎƪŜǘǎ ό ύΦ 

 

 

 
 
 
 
 
 
 
 

PAGE NUMBERS 
hƴƭȅ ƛƴǎŜǊǘ ǇŀƎŜ ƴǳƳōŜǊǎ ƛŦ ǘƘŜ ǇŀǇŜǊ ƛǎ ƭƻƴƎŜǊ ǘƘŀƴ ƻƴŜ ǇŀƎŜΦ  LƴǎŜǊǘ 
ǘƘŜ ǇŀƎŜǎ ƴǳƳōŜǊǎ ŀǎ ǎƘƻǿƴ ƻƴ ǇŀƎŜ мф ƻŦ ǘƘƛǎ ƎǳƛŘŜΦ  

FIGURES, WORKS CITED, APPENDIX, 
LŦ ŬƎǳǊŜǎΣ ǿƻǊƪǎ ŎƛǘŜŘΣ ŀǇǇŜƴŘƛȄŜǎΣ ŀƴŘ ƻǘƘŜǊ ŎƻƳǇƻƴŜƴǘǎ ŀǊŜ 
ƴŜǎŎŜǎǎŀǊȅ ƛƴ ȅƻǳǊ ŀǎǎƛƎƴƳŜƴǘ ǳǎŜ ǘƘŜ ŜȄŀƳǇƭŜǎ ƛƴ ǘƘƛǎ ƎǳƛŘŜΦ  

 

GENERAL WRITING 
ASSIGNMENTS 

Jackie Smith

Mr. Rogers

US Government

08/12/01  (Sec 4, p. 15)

The Forgotten Founders

After Christopher Columbus's first encounter with a

continent that he initially mistook for India, North America

became the a dominant force of the Democratic electorate and the

nation.

1ò

 1ò

 1ò

Double

Space
Assignment name or

handout/ page number
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ESSAY TESTS  

IDENTIFY KEY TERMS 
YŜȅ ǘŜǊƳǎ ƛƴŘƛŎŀǘŜ ǘƘŜ ƻǊƎŀƴƛȊŀǝƻƴŀƭ ǇŀǧŜǊƴ ȅƻǳ ŀǊŜ ŜȄǇŜŎǘŜŘ ǘƻ ǳǎŜΦ  
CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳ ƘŀǾŜ ōŜŜƴ ŀǎƪŜŘ ǘƻ ŎƻƳǇŀǊŜ ǘǿƻ ŎƘŀǊŀŎǘŜǊǎ ƛƴ ŀ 
ǎƘƻǊǘ ǎǘƻǊȅΣ ȅƻǳ Ƴǳǎǘ ǘŀƭƪ ŀōƻǳǘ ǘǿƻ ŎƘŀǊŀŎǘŜǊǎ ƛƴ ǘŜǊƳǎ ƻŦ ǘƘŜƛǊ 
ǎƛƳƛƭŀǊƛǝŜǎ ŀƴŘ ŘƛũŜǊŜƴŎŜǎΦ  ¸ƻǳǊ ŘƛǎŎǳǎǎƛƻƴ ƻŦ Ƙƻǿ ƻƴŜ ŎƘŀǊŀŎǘŜǊ ǿŀǎ 
ŘŜǾŜƭƻǇŜŘ ƛƴ ǘƘŜ ǎǘƻǊȅ ƳƛƎƘǘ ōŜ ŀŎŎǳǊŀǘŜΣ ōǳǘ ƛǘ ǿƻǳƭŘ ƴƻǘ ǎƘƻǿ ǘƘŜ 
ŎƻƳǇŀǊƛǎƻƴ ǘƘŀǘ ǿŀǎ ŀǎƪŜŘ ŦƻǊΦ 
¢ƘŜ ŎƘŀǊǘ ōŜƭƻǿ ƎƛǾŜǎ ǘƘŜ ŦƻǳǊ Ƴŀƛƴ ǇŀǧŜǊƴǎ ƻŦ ŜȄǇƻǎƛǝƻƴ ŀƴŘ ƪŜȅ 
ǘŜǊƳǎ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ŜŀŎƘΦ 
 
tŀǧŜǊƴ   YŜȅ ¢ŜǊƳǎ 

мΦ  /ƻƳǇŀǊŜ ŀƴŘ ŎƻƴǘǊŀǎǘ ŎƻƳǇŀǊŜΣ ŎƻƴǘǊŀǎǘΣ ǎƘƻǿ ǘƘŜ  
 ŘƛũŜǊŜƴŎŜǎΣ ƘŀǾŜ ƛƴ ŎƻƳƳƻƴ 

нΦ  /ŀǳǎŜ ŀƴŘ ŜũŜŎǘ ŀƴŀƭȅȊŜΣ ŜȄǇƭŀƛƴΣ ŎǊƛǝŎƛȊŜΣ ŘŜŦŜƴŘΣ 
 ǎƘƻǿ ǿƘȅΣ ƎƛǾŜ ŦŀŎǘƻǊǎ ǘƘŀǘ ƭŜŀŘ ǘƻΣ 
 ǘŜƭƭ ǘƘŜ ŜũŜŎǘ ƻŦ 

оΦ  {ŜǉǳŜƴŎŜ ƻǊ ǇƭŀŎŜƳŜƴǘ ƭƛǎǘ ŀƴŘ ŘƛǎŎǳǎǎΣ ǘǊŀŎŜΣ ǊŜǾƛŜǿΣ 
 ƻǳǘƭƛƴŜΣ ƎƛǾŜ ǘƘŜ ǎǘŜǇǎΣ ƭƻŎŀǘŜ 

пΦ  5ŜǎŎǊƛǇǝƻƴ ŘŜǎŎǊƛōŜΣ ƛŘŜƴǝŦȅΣ ƎƛǾŜ ŜȄŀƳǇƭŜǎ ƻŦΣ 
 ǿǊƛǘŜ ǘƘŜ ŎƘŀǊŀŎǘŜǊƛǎǝŎǎ ƻŦΣ ŘŜŬƴŜ 
 

WRITING ESSAY ANSWERS 

X 5ƻ ƴƻǘ ƭŜŀǾŜ ƻǳǘ ŀƴȅ ƻŦ ǘƘŜ ǎǘŀƎŜǎ ƻŦ ǘƘŜ ǿǊƛǝƴƎ ǇǊƻŎŜǎǎΦ 

X tƭŀƴ ȅƻǳǊ ŀƴǎǿŜǊ ōȅ ŦƻǊƳǳƭŀǝƴƎ ŀ ǘƘŜǎƛǎ ǎǘŀǘŜƳŜƴǘ ŀƴŘ ǾŜǊȅ 
ōǊƛŜƅȅ ƻǳǘƭƛƴƛƴƎ ȅƻǳǊ ƳŀƧƻǊ Ǉƻƛƴǘǎ ƻŦ ǎǳǇǇƻǊǘΦ 

X ²ǊƛǘŜ ȅƻǳǊ ŀƴǎǿŜǊ ƛƴ ŎƻƳǇƭŜǘŜ ǎŜƴǘŜƴŎŜǎΦ  .Ŝ ǎǳǊŜ ǘƻ ƛƴŎƭǳŘŜ 
ǎǇŜŎƛŬŎ ŜȄŀƳǇƭŜǎ ƻǊ ŘŜǘŀƛƭǎ ǘƻ ǎǳǇǇƻǊǘ ȅƻǳǊ ǘƘŜǎƛǎΦ 

X wŜŀŘ ǘƘǊƻǳƎƘ ȅƻǳǊ ŀƴǎǿŜǊ ǘƻ ƳŀƪŜ ǎǳǊŜ ȅƻǳ ƘŀǾŜ ŎƻǾŜǊŜŘ ŀƭƭ ǘƘŜ 
Ǉƻƛƴǘǎ ǎǇŜŎƛŬŜŘ ƛƴ ǘƘŜ ǉǳŜǎǝƻƴΦ  tǊƻƻŦǊŜŀŘ ȅƻǳǊ ǇŀǇŜǊ ŎŀǊŜŦǳƭƭȅΦ 

¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ 
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LAB REPORTS 
[ŀō ǊŜǇƻǊǘǎ ŀǊŜ ƻƊŜƴ ŀǎǎƛƎƴŜŘ ƛƴ ǎŎƛŜƴŎŜ ŀƴŘ ŎƘŜƳƛǎǘǊȅ ŎƭŀǎǎŜǎ ŀƴŘ 
ŘƛũŜǊ ŦǊƻƳ ƻǘƘŜǊ ǊŜǇƻǊǘǎ ŦƻǳƴŘ ƛƴ ǘƘƛǎ ƎǳƛŘŜΦ  !ƭƭ ƭŀō ǊŜǇƻǊǘǎ ŀǘ 
aŀǊƭŜǧŜ IƛƎƘ {ŎƘƻƻƭ ǎƘƻǳƭŘ ŎƻƴŦƻǊƳ ǘƻ ǘƘŜ ƭŀȅƻǳǘ ƛƴ ǘƘŜ ŜȄŀƳǇƭŜ 
ōŜƭƻǿΦ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

Note: LŦ ǘƘŜ ƭŀō ǊŜǇƻǊǘ Ŏƻƴǘŀƛƴǎ ƳƻǊŜ ǘƘŀƴ ƻƴŜ ǇŀƎŜ Ŧƻƭƭƻǿ ǘƘŜ ǇŀƎŜ 
ƴǳƳōŜǊ ŦƻǊƳŀǘ ŦƻǳƴŘ ƻƴ tŀƎŜ р ƻŦ ǘƘƛǎ ƎǳƛŘŜΦ 

Jackie Smith (Studentôs Name)

Mrs. Wilson (Teacherôs Name)

AP Chemistry (Class Name)

08/12/01 (Submission Date)

Lab Report

Title: {Title of the lab or experiment.}

Purpose: {Brief statement of why you did the lab.}

Procedure: {Description, in your own words, of what you

did and how you did it.}

Data: {Information you collected in the lab.}

Analysis and { Provides the answers to the lab questions.}

Calculations:

Conclusion: {Statement about what you learned from

completing the lab.}

1ò

 1ò  1ò

Double

Space

  

 

¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ 

 

 

 

5ƻǳōƭŜ {ǇŀŎŜ 
ŜƴǝǊŜ ŘƻŎǳƳŜƴǘ 
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.ƻƻƪ ǊŜǇƻǊǘǎ ŀǊŜ ŀ ŎƻƴŘŜƴǎŜŘ ǾŜǊǎƛƻƴ ƻŦ ǘƘŜ ōƻƻƪ ȅƻǳ ǊŜŀŘΣ ƛƴ ȅƻǳǊ 
ƻǿƴ ǿƻǊŘǎ ŀƴŘ ǿƛǘƘƻǳǘ ǊŜŦŜǊŜƴŎŜ ǘƻ ŎƘŀǇǘŜǊǎ ƻǊ ǇŀƎŜ ƴǳƳōŜǊǎΦ  Lǘ 
ŜƴŀōƭŜǎ ǘƘŜ ǊŜŀŘŜǊ ǘƻ ŀǇǇǊŜŎƛŀǘŜ ǘƘŜ ōƻƻƪ ȅƻǳ ǊŜŀŘΦ  
¢ƘŜ ǊŜǇƻǊǘ ǎƘƻǳƭŘ ōŜƎƛƴ ōȅ ŘŜǎŎǊƛōƛƴƎ ǘƘŜ ƳŀƧƻǊ ǘƻǇƛŎǎ ŀƴŘ 
ƛƴŦƻǊƳŀǝƻƴ ƻŦ ǘƘŜ ōƻƻƪΤ ŀ ǇŀǊŀƎǊŀǇƘ ƻǊ ǘǿƻ ǇŜǊ ŎƘŀǇǘŜǊ ǳǎǳŀƭƭȅ 
ǇǊƻǾƛŘŜǎ ŀŘŜǉǳŀǘŜ ƛƴŦƻǊƳŀǝƻƴΦ  CƛƴƛǎƘ ǘƘŜ ōƻƻƪ ǊŜǇƻǊǘ ōȅ ǎǘŀǝƴƎ ȅƻǳǊ 
ƛƳǇǊŜǎǎƛƻƴǎ ƻŦ ǘƘŜ ōƻƻƪΣ ǇƻǎƛǝǾŜ ƻǊ ƴŜƎŀǝǾŜΣ ŀƴŘ ƎƛǾŜ ǎǳǇǇƻǊǝƴƎ 
ǊŜŀǎƻƴǎΦ 

BOOK REPORT COVER PAGE 
¢ƘŜ ŎƻǾŜǊ ǇŀƎŜ ŦƻǊ ǘƘŜ ōƻƻƪ ǊŜǇƻǊǘ ǎƘƻǳƭŘ Ŧƻƭƭƻǿ ǘƘŜ ŦƻǊƳŀǘ ƻƴ ǇŀƎŜ 
мо ǿƛǘƘ ǘƘŜ ƛƴŦƻǊƳŀǝƻƴ ōŜƭƻǿ ǊŜǇƭŀŎƛƴƎ ǘƘŜ ¢L¢[9 hC t!t9w ǎŜŎǝƻƴ ƻŦ 
ǘƘŜ /ƻǾŜǊ tŀƎŜΦ 

 

 

 

 

 

 

 

BOOK REPORT TITLE PAGE 

X ¢ƘŜ ǝǘƭŜ ǇŀƎŜ ŦƻǊ ǘƘŜ ōƻƻƪ ǊŜǇƻǊǘ ǎƘƻǳƭŘ Ŧƻƭƭƻǿ ǘƘŜ ŦƻǊƳŀǘ ƻƴ 
ǇŀƎŜ мо ǿƛǘƘ ǘǿƻ ŜȄŎŜǇǝƻƴǎ ŦƻǳƴŘ ōŜƭƻǿΥ 

X wŜǇƭŀŎŜ ǘƘŜ ǝǘƭŜ ƻŦ ǘƘŜ ǇŀǇŜǊ ǿƛǘƘ ǘƘŜ ƛƴŦƻǊƳŀǝƻƴ ǳǎŜŘ ǘƻ ƳŀƪŜ 
ǘƘŜ ŎƻǾŜǊ ǇŀƎŜ ŀōƻǾŜΦ 

X 5ƻ bh¢ ƛƴŎƭǳŘŜ ǘƘŜ Ŏŀƭƭ ƴǳƳōŜǊ ƻƴ ǘƘŜ ǝǘƭŜ ǇŀƎŜΦ 

BOOK REPORTS 

BOOK REPORT COMPONENTS 

Ý a[! CƻǊƳŀǩƴƎ 
  - tŀƎŜ р 
Ý ¢ƛǘƭŜ tŀƎŜ 
 - tŀƎŜ мо 

BOOK REPORT

Scarlet Letter (Title of Book)

SCR 458.34 (Call Number)

Double

Space

9 Double Spaces (18 single spaces)
before typing the Teacher / Student /

Class / Date section of the Cover Page

у 5ƻǳōƭŜ {ǇŀŎŜǎ όмс {ƛƴƎƭŜ {ǇŀŎŜǎύ ōŜŦƻǊŜ 
ǘȅǇƛƴƎ ǘƘŜ ¢ŜŀŎƘŜǊ κ {ǘǳŘŜƴǘ κ /ƭŀǎǎ κ 5ŀǘŜ 
ǎŜŎǝƻƴ ƻŦ ǘƘŜ ŎƻǾŜǊ ǇŀƎŜΦ 

¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ 
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¢ƘŜ ǊŜǎǳƳŜ ǇǊƻǾƛŘŜǎ Ƨƻō ŀǇǇƭƛŎŀƴǘǎ ŀƴ ƻǇǇƻǊǘǳƴƛǘȅ ǘƻ ǇǊŜǎŜƴǘ ǘƘŜƛǊ 
ōŜǎǘ ǉǳŀƭƛǝŜǎ ǘƻ ǇǊƻǎǇŜŎǝǾŜ ŜƳǇƭƻȅŜǊǎΦ  ²ƘŜƴ ȅƻǳΩǊŜ ǇǳǩƴƎ ǘƻƎŜǘƘŜǊ 
ŀ ǊŜǎǳƳŜΣ ƛǘ ǎƘƻǳƭŘ ƎǊŀō ǘƘŜ ǊŜŀŘŜǊΩǎ ƛƴǘŜǊŜǎǘΦ  Lǘ ǎƘƻǿǎ ǿƘȅ ƘŜ ǎƘƻǳƭŘ 
ƘƛǊŜ ȅƻǳ ōȅ ŦƻŎǳǎƛƴƎ ƻƴ ȅƻǳǊ ŀŎŎƻƳǇƭƛǎƘƳŜƴǘǎΦ  Lǘ ƛǎ ŀƭǎƻ ŜũƻǊǘƭŜǎǎ ǘƻ 
ǊŜŀŘΦ  ¢ƘŜ ǊŜǎǳƳŜ ǎƘƻǳƭŘ ōŜ ŀ ŦŀŎǘǳŀƭ ǇǊŜǎŜƴǘŀǝƻƴ ƻŦ ȅƻǳǊ ǎƪƛƭƭǎΣ 
ŀōƛƭƛǝŜǎ ŀƴŘ ǘǊŀƛǘǎ ǘƘŀǘ ǿƻǳƭŘ ōŜ ƻŦ ǾŀƭǳŜ ǘƻ ǘƘŜ  ŜƳǇƭƻȅŜǊΦ   

5ƻƴΩǘ ŎƭǳǧŜǊ ȅƻǳǊ ǊŜǎǳƳŜΦ  ! ǊŜǎǳƳŜ ƛǎ ƴƻǘ ŀƴ ŀǳǘƻōƛƻƎǊŀǇƘȅΦ  LǘΩǎ ŀ 
ǎŀƭŜǎ ōǊƻŎƘǳǊŜΦ  !ǎ ŀ ƎŜƴŜǊŀƭ ǊǳƭŜ ƛƴŎƭǳŘŜ ƻƴƭȅ ǘƘƻǎŜ ǘƘƛƴƎǎ ǿƘƛŎƘ 
ǊŜƭŀǘŜ ǘƻ ǘƘŜ Ƨƻō ȅƻǳ ŀǊŜ ǎŜŜƪƛƴƎ ŀƴŘ ŘŜƳƻƴǎǘǊŀǘŜ ȅƻǳǊ ŀōƛƭƛǘȅ ǘƻ Řƻ 
ǘƘŜ ǿƻǊƪΦ  ! ǊŜǎǳƳŜ ƛǎ ǳǎǳŀƭƭȅ ƻƴŜ ǇŀƎŜ ŀƴŘ Ŏƻƴǘŀƛƴǎ ǘƘŜ ƳŀƧƻǊ 
ŜƭŜƳŜƴǘǎ ƭƛǎǘŜŘ ƻƴ ǘƘŜ ƻǇǇƻǎƛǘŜ ǇŀƎŜΦ  hǘƘŜǊ ƘŜŀŘƛƴƎǎ Ŏŀƴ ŀƭǎƻ ōŜ 
ƛƴŎƭǳŘŜŘ ƛƴ ŀ ǊŜǎǳƳŜ ǎǳŎƘ ŀǎ {ƪƛƭƭǎ ŀƴŘ !ōƛƭƛǝŜǎΣ !ǿŀǊŘǎΣ !ŎǝǾƛǝŜǎΣ 
±ƻƭǳƴǘŜŜǊ ²ƻǊƪΣ ŀƴŘ aƛƭƛǘŀǊȅ {ŜǊǾƛŎŜΦ 

NOTE: The Resume Wizard in Microsoft Word can be used to 

create a resume although the finished product may 

appear a little different than the sample found in this 

guide.  When using the Resume Wizard, try to adhere 

to the standards found in this guide. 

 

RESUME CHECKLIST 
X YŜŜǇ ƛǘ {ƘƻǊǘ ŀƴŘ {ƛƳǇƭŜ όYL{{ύΦ 

X [ƛƳƛǘ ǘƘŜ ǊŜǎǳƳŜ ǘƻ ƻƴŜ ǇŀƎŜΦ 

X ¦ǎŜ уΦрέ Ȅ ммέ ǇŀǇŜǊΣ  Ŧƻƴǘ ǎƛȊŜ мнΣ ŀƴŘ ŀ ƻƴŜ ƛƴŎƘ ƳŀǊƎƛƴΦ  

X ̧ƻǳ Ŏŀƴ ōǳƭƭŜǘǎ ό ύ ŀǘ ǘƘŜ ōŜƎƛƴƴƛƴƎ ƻŦ ŜŀŎƘ ŜƴǘǊȅ ǘƻ ǎŜǇŀǊŀǘŜ ǘƘŜ 
ƛǘŜƳǎ ŀƴŘ ǘƻ ƎǳƛŘŜ ǘƘŜ ǊŜŀŘŜǊΩǎ ŜȅŜ ƛƴǘƻ ǘƘŜ ǎŜƴǘŜƴŎŜΦ 

X YŜŜǇ ǎŜƴǘŜƴŎŜǎ ǎƘƻǊǘ ŀƴŘ Řƻ ƴƻǘ ǿǊƛǘŜ ƛƴ ǇŀǊŀƎǊŀǇƘǎΦ 

X {ƛƴƎƭŜ ǎǇŀŎŜ ǿƛǘƘƛƴ ǎŜŎǝƻƴǎΣ ŘƻǳōƭŜ ǎǇŀŎŜ ōŜǘǿŜŜƴ ǎŜŎǝƻƴǎΦ 

X {ǘǊŜǎǎ ǇŜǊǎƻƴŀƭ ŀŎƘƛŜǾŜƳŜƴǘǎΦ 

X 5ƻƴΩǘ ƭƛǎǘ ŀƴȅ ǇŜǊǎƻƴŀƭ ǊŜŦŜǊŜƴŎŜǎΦ 

X /!tL¢![L½9 ǎŜŎǝƻƴ ƘŜŀŘƛƴƎǎΦ 

RESUME 

¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ 



32 

RESUME COMPONENTS 

Heading: 

¢Ŝƭƭ ǘƘŜ ŜƳǇƭƻȅŜǊ ǿƘŜǊŜ ƘŜ Ŏŀƴ ǊŜŀŎƘ ȅƻǳΦ  !ǘ ǘƘŜ ǘƻǇ ŎŜƴǘŜǊ ƻŦ ǘƘŜ 
ǇŀƎŜΣ ǘȅǇŜ ȅƻǳǊ Ŧǳƭƭ ƴŀƳŜΣ ȅƻǳǊ ŎƻƳǇƭŜǘŜ ƳŀƛƭƛƴƎ ŀŘŘǊŜǎǎ ǿƛǘƘ ȊƛǇ 
ŎƻŘŜΣ ȅƻǳǊ ǘŜƭŜǇƘƻƴŜ ƴǳƳōŜǊ ǿƛǘƘ ǘƘŜ ŀǊŜŀ ŎƻŘŜΣ ŀƴŘ ȅƻǳǊ Ŝ-Ƴŀƛƭ 
ŀŘŘǊŜǎǎ ƛŦ ȅƻǳ ƘŀǾŜ ƻƴŜΦ 

Job Objective: 

LŦ ȅƻǳ ŘƻƴΩǘ ŎƘƻƻǎŜ ŀƴ ƻōƧŜŎǝǾŜΣ ǘƘŜ ŜƳǇƭƻȅŜǊǎ ǇǊƻōŀōƭȅ ǿƻƴΩǘ ŎƘƻƻǎŜ 
ȅƻǳΦ  Lƴ ƻƴŜ ǎƘƻǊǘ ǎŜƴǘŜƴŎŜ ǘŜƭƭ ǘƘŜ ƪƛƴŘ ƻŦ ǿƻǊƪ ȅƻǳΩǊŜ ƭƻƻƪƛƴƎ ŦƻǊΥ 
ά{ŜŜƪƛƴƎ Ŧǳƭƭ-ǝƳŜ Ǉƻǎƛǝƻƴ ƛƴΧΦέ 

Education: 

{ǘŀǊǘ ǿƛǘƘ ȅƻǳǊ Ƴƻǎǘ ǊŜŎŜƴǘ ǎŎƘƻƻƭ ƻǊ ǇǊƻƎǊŀƳΦ  hƴ ƻƴŜ ƭƛƴŜ ƎƛǾŜ ǘƘŜ 
ŘŀǘŜ ƻŦ ŎƻƳǇƭŜǝƻƴΣ ǘƘŜ ŘŜƎǊŜŜ ƻǊ ŎŜǊǝŬŎŀǘŜ ŀǿŀǊŘŜŘΣ ǘƘŜ ǎŎƘƻƻƭΩǎ 
ƴŀƳŜΣ ŀƴŘ ǘƘŜ ŎƛǘȅΣ ǎǘŀǘŜΣ ŀƴŘ ŀŘŘǊŜǎǎΦ  ¸ƻǳ Ŏŀƴ ŀƭǎƻ ƭƛǎǘ ŀ ŦŜǿ ƻŦ ǘƘŜ 
ŀǇǇǊƻǇǊƛŀǘŜ ŎƻǳǊǎŜǎ ȅƻǳ ƘŀǾŜ ǘŀƪŜƴΦ 

Work Experience: 

tǳǘ ŀƭƭ Ŧǳƭƭ-ǝƳŜΣ ǇŀǊǘ-ǝƳŜΣ ŎŀǎǳŀƭΣ ŎƛǾƛŎΣ ǾƻƭǳƴǘŜŜǊΣ ƻǊ ŎƘŀǊƛǘŀōƭŜ ǿƻǊƪ 
ƛƴ ǘƘƛǎ ǎŜŎǝƻƴΦ  {ǘŀǊǘ ǿƛǘƘ ȅƻǳǊ Ƴƻǎǘ ǊŜŎŜƴǘ ŜƳǇƭƻȅŜǊΦ  Lƴ ƻƴŜ ƭƛƴŜΣ ƎƛǾŜ 
ǘƘŜ ŘŀǘŜ ȅƻǳ ƭŜƊ ǘƘŀǘ Ƨƻō όƛŦ ȅƻǳΩǊŜ ǎǝƭƭ ŜƳǇƭƻȅŜŘ ǘƘŜǊŜΣ ǎǘŀǘŜ 
άtǊŜǎŜƴǘέύΣ ȅƻǳǊ Ƨƻō ǝǘƭŜΣ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ŎƻƳǇŀƴȅΣ ŎƻƳǇŀƴȅΩǎ ŎƛǘȅΣ 
ŀƴŘ ǎǘŀǘŜΦ  5ƛǊŜŎǘƭȅ ǳƴŘŜǊ ǘƘŀǘ ƭƛƴŜΣ ƭƛǎǘ ȅƻǳǊ ŀŎŎƻƳǇƭƛǎƘƳŜƴǘǎ ŀƴŘ Ƨƻō 
ŘǳǝŜǎΦ 

Personal: 

9ȄǇƭŀƛƴ ǎƻƳŜ ƻŦ ȅƻǳǊ ǎǇŜŎƛŀƭ ǘŀƭŜƴǘǎΣ ǎƪƛƭƭǎΣ ƛƴǘŜǊŜǎǘǎΣ ŀŎŎƻƳǇƭƛǎƘƳŜƴǘǎΣ 
ƻǊ ŜȄǇŜǊƛŜƴŎŜǎΦ  ¢Ƙƛǎ ƛƴŦƻǊƳŀǝƻƴ ƎƛǾŜǎ ŀƴ ŜƳǇƭƻȅŜǊ ŀƴ ƛŘŜŀ ƻŦ ǘƘŜ ǘȅǇŜ 
ƻŦ ǇŜǊǎƻƴ ȅƻǳ ŀǊŜ ŀƴŘ ǘƘŜ ǘƘƛƴƎǎ ȅƻǳ ƭƛƪŜ ǘƻ ŘƻΦ 

References: 

5ƻƴΩǘ ƭƛǎǘ ŀƴȅ ǊŜŦŜǊŜƴŎŜǎ ƻƴ ȅƻǳǊ ǊŜǎǳƳŜΦ  LƴǎǘŜŀŘΣ ǘȅǇŜ ǘƘŜ ǇƘǊŀǎŜΣ 
ñReferences available on request.ò 
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RESUME 
 (SAMPLE) 

  
 

David Crocket  

1956 Raccoon Road.  Decker, MI  48426 

Phone (810) 346-9145.   E-mail Dcrocket@yahoo.com 

Objective  Seeking a position that utilizes my farm labor, carpentry 

and mathematical skills. 

Education  1999 - Present Marlette High School Marlette, MI 

Á Current GPA is 3.8 

Á Class rank is 8 out of 94 

Work 

experience  

1996 - Present Crocket Farms Decker, MI 

Farm Hand  

Á Drive tractor, change oil, refuel farm equipment 

Á Plow fields 

2001 - Present Shaw Builders Decker, MI 

Carpenter  

Á Shingle roofs 

Á Build using many different construction tools 

1998 - 2001  Marlette, MI 

Lawn Caretaker  

Á Basic landscaping 

Á Cut and maintained lawns 

Achievements   

and Activities  

Á Freshman and J.V. basketball 

Á Maintained 3.8 GPA in school 

Á Honor roll since 1999 

 

References  References available upon request. 

 

1ò 
1 ò     

1ò 

1ò 
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COVER LETTER  
! ŎƻǾŜǊ ƭŜǧŜǊ ƛǎ ǳǎŜŘ ǘƻ ƛƴǘǊƻŘǳŎŜ ȅƻǳ ǘƻ ŀ ǇǊƻǎǇŜŎǝǾŜ ŜƳǇƭƻȅŜǊΣ ǘƻ 
ŘƛǎǇƭŀȅ ȅƻǳǊ ƛƴǘŜǊŜǎǘ ƛƴ ŀ ƧƻōΣ ŀƴŘ ǘƻ ǎƘƻǿŎŀǎŜ ȅƻǳǊ ōŜǎǘ 
ŎƘŀǊŀŎǘŜǊƛǎǝŎǎ ŀƴŘ ǉǳŀƭƛŬŎŀǝƻƴǎΦ  ¢ƘŜ ǊŜǎǳƳŜ ƛǎ ǳǎǳŀƭƭȅ ŀǧŀŎƘŜŘ ǘƻ 
ǘƘŜ ƭŜǧŜǊ ŀƴŘ ƳŀƛƭŜŘκǎǳōƳƛǧŜŘ ǘƻ ǘƘŜ ŜƳǇƭƻȅŜǊΦ  ¢ƘŜ ƭŜǧŜǊ ƻŦ 
ŀǇǇƭƛŎŀǝƻƴ ǎƘƻǳƭŘ Ŏƻƴǘŀƛƴ ǘƘŜ ǘƘǊŜŜ ŦƻƭƭƻǿƛƴƎ ŜƭŜƳŜƴǘǎΥ 

1st Paragraph: {ǘŀǘŜǎ ȅƻǳǊ ǎǘǊƻƴƎŜǎǘ Ǉƻƛƴǘǎ ŀƴŘ ǘƘŜ ǎǇŜŎƛŬŎ Ƨƻō ŦƻǊ 
ǿƘƛŎƘ ȅƻǳ ǿŀƴǘ ǘƻ ōŜ ŎƻƴǎƛŘŜǊŜŘΦ 

2nd Paragraph: {ǘŀǘŜǎ ǿƘȅ ȅƻǳ ǿŀƴǘ ǘƻ ǿƻǊƪ ŦƻǊ ǘƘƛǎ   ƻǊƎŀƴƛȊŀǝƻƴΦ  
ό¢ŀƭƪ ŀōƻǳǘ ǘƘŜ ƻǊƎŀƴƛȊŀǝƻƴΣ ƴƻǘ ȅƻǳǊǎŜƭŦΦύ 

3rd Paragraph: IƛƎƘƭƛƎƘǘǎ ǎƪƛƭƭǎ ŀƴŘ ǉǳŀƭƛŬŎŀǝƻƴǎ ŦǊƻƳ ȅƻǳǊ ǊŜǎǳƳŜ 
ǘƘŀǘ ŀǊŜ ǊŜƭŜǾŀƴǘ ǘƻ ǘƘŀǘ ǇŀǊǝŎǳƭŀǊ ƻǊƎŀƴƛȊŀǝƻƴΦ 

4th Paragraph: wŜǉǳŜǎǘǎ ŀƴ ƛƴǘŜǊǾƛŜǿ ŀƴŘ ǎǳƎƎŜǎǘǎ Ƙƻǿ ŀƴŘ ǿƘŜƴ ȅƻǳ 
ǿƛƭƭ Ŧƻƭƭƻǿ ǳǇΦ 

LETTER OF APPLICATION CHECKLIST 

X YŜŜǇ ƛǘ {ƘƻǊǘ ŀƴŘ {ƛƳǇƭŜ όYL{{ύΦ 

X мέ ǎƛŘŜ ƳŀǊƎƛƴǎ ŦƻǊ ŀ ƭƻƴƎ ƭŜǧŜǊΣ мΦр ά ǎƛŘŜ ƳŀǊƎƛƴǎ ŦƻǊ ŀ ŀǾŜǊŀƎŜ 
ƭŜǧŜǊΣ ŀƴŘ нέ ǎƛŘŜ ƳŀǊƎƛƴǎ ŦƻǊ ŀ ǎƘƻǊǘ ƭŜǧŜǊΦ 

X²ǊƛǘŜ ƻƴ ƻƴŜ ǎƛŘŜ ƻƴƭȅ όǇƭŀƛƴ ƻǊ ōŜƛƎŜ ǇŀǇŜǊύΦ 

X !ƭǿŀȅǎ ǘȅǇŜ ǘƘŜ ƭŜǧŜǊ όǎŀƳŜ ǇŀǇŜǊ ŀǎ ǊŜǎǳƳŜύ 

X ¢Ŝƭƭ ǿƘȅ ȅƻǳ ŀǊŜ ƛƴǘŜǊŜǎǘŜŘ ƛƴ ǘƘŜ ƧƻōΦ 

X .Ŝ ŘŜŬƴƛǘŜΣ ōǳǘ ōǊƛŜŦΣ ŀōƻǳǘ ȅƻǳǊ ŜŘǳŎŀǝƻƴ ŀƴŘ ŜȄǇŜǊƛŜƴŎŜΦ 

X .Ŝ ǎǳǊŜ ǘƻ ŀǎƪ ŦƻǊ ŀ ǇŜǊǎƻƴŀƭ ƛƴǘŜǊǾƛŜǿΦ  

X {ƘƻǳƭŘ ǎƘƻǿ ȅƻǳǊ ǇŜǊǎƻƴŀƭƛǘȅΦ 

X 5ƻ bh¢ ƛƴŎƭǳŘŜ ǊŜŦŜǊŜƴŎŜǎ ƛƴ ǘƘŜ ƭŜǧŜǊΦ 

X !ƭǿŀȅǎ ƛƴŎƭǳŘŜ ŀ ŎƻǇȅ ƻŦ ȅƻǳǊ ǊŜǎǳƳŜΦ 

¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ 
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 COVER LETTER 
(SAMPLE) 

  
 

2728 North Main Street 
Marlette, MI 48453 

November 20, 1996 

 
 

 

Mrs. Michelle McDonald 
McDonald's Foodland 

2575 South Van Dyke 

Marlette, MI 48453  
 

Dear Mrs. McDonald  

 
I am applying for your job as a cashier. I came across your help wanted 

advertisement in The Marlette Leader, which helped me to research your 

company. I now believe two things: You are the kind of people I wish to work 
for, and I have the qualifications you can use. I am a hardworking and honest 

person. I am courteous and helpful to others.  

 
I have spoken with people who do their grocery shopping in Marlette. Many of 

them have told me each time they shop at your store, you are helpful and kind to 

them. I have also spoken with several of your employees. They have told me that 
you treat them with respect and they enjoy working for you.  

 

I noticed in the advertisement that experience is a plus. I have worked as a 
cashier on a prior job. I have interacted with many people in instances such as 

answering phones and helping direct people. I have also worked with older 

people in an extended-care facility .I maintain a 4.0 grade point average and 
have played two years of high school sports. I believe this shows my dedication 

and effort.  

 
While resumes help you sort out the candidates who are most likely to succeed 

on the job, I believe they do not allow the opportunity to judge the caliber of an 

individual. I would like to meet with you and demonstrate that I have the 
personality to be a successful cashier. You may reach me at  

(517) 555-3096 to arrange a date and time to meet. If I have not heard from you 
by November 27, I will contact you by 3 :00 p.m.  

 

Sincerely, 
 

 

 
Jessica Miklovich 

  

 

1ò 
1 ò     

(See checklist  

for margins) 

1ò 

1ò 

Quadruple Space  

Double Space 

Quadruple Space 

 
See checklist 

for side  

Margins 

2 Double Spaces 

(4 Single Spaces) 

1 Double Spaces 

(2 Single Spaces) 

2 Double Spaces 

(4 Single Spaces) 
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.ǳǎƛƴŜǎǎ ƭŜǧŜǊǎ ŀǊŜ ǿǊƛǧŜƴ ōȅ ƛƴŘƛǾƛŘǳŀƭǎ ǘƻ ŎƻƴŘǳŎǘ ōǳǎƛƴŜǎǎ ŀƴŘ  
ǊŜƭŀȅ ƴŜǿǎ ŀƴŘ ƛƴŦƻǊƳŀǝƻƴΦ  ¢Ƙƛǎ ǘȅǇŜ ƻŦ ƭŜǧŜǊ Ŏŀƴ ŀƭǎƻ ōŜ ŀŘŀǇǘŜŘ ŦƻǊ 
ǇŜǊǎƻƴŀƭ ǳǎŜ ŀǎ ǿŜƭƭΦ   

.ƭƻŎƪ ŦƻǊƳŀǘ ƛǎ ǘƘŜ Ƴƻǎǘ ŎƻƳƳƻƴƭȅ ǳǎŜŘ ŦƻǊƳŀǘ ŦƻǊ ōƻǘƘ ǇŜǊǎƻƴŀƭ ŀƴŘ 
ōǳǎƛƴŜǎǎ ƭŜǧŜǊǎΦ ¢Ƙƛǎ ƳŜŀƴǎ ǘƘŀǘ ŀƭƭ ƭƛƴŜǎ ƻŦ ŀ ƭŜǧŜǊ ōŜƎƛƴ ŀǘ ǘƘŜ ƭŜƊ 
ƳŀǊƎƛƴ ŀƴŘ Řƻ ƴƻǘ ƛƴŎƭǳŘŜ ǇǳƴŎǘǳŀǝƻƴ ŀƊŜǊ ǘƘŜ ǎŀƭǳǘŀǝƻƴ ƻǊ ŎƭƻǎƛƴƎ 
ƻŦ ǘƘŜ ōǳǎƛƴŜǎǎ ƭŜǧŜǊΦ  όtŜǊǎƻƴŀƭ ƭŜǧŜǊǎ Ƴŀȅ Ŏƻƴǘŀƛƴ ǇǳƴŎǘǳŀǝƻƴΦύ  ! 
ǎŀƳǇƭŜ ƻŦ ŀ ōǳǎƛƴŜǎǎ ƭŜǧŜǊ ƛǎ ƛƴŎƭǳŘŜŘ ƻƴ ǘƘŜ ƴŜȄǘ ǇŀƎŜΦ 

 
BUSINESS-PERSONAL LETTER COMPONENTS 

Return address:  ¢ƘŜ ǊŜǘǳǊƴ ŀŘŘǊŜǎǎ ǎƘƻǳƭŘ ōŜ ƛƴŎƭǳŘŜŘ ƛƴ Ƴƻǎǘ ƭŜǧŜǊǎΦΣ 
ŜǎǇŜŎƛŀƭƭȅ ƛŦ ƛǘ ƛǎ ŀ ōǳǎƛƴŜǎǎ ƭŜǧŜǊΦ  ¢ƘŜ ǊŜǘǳǊƴ ŀŘŘǊŜǎǎ ǎƘƻǳƭŘ ōŜƎƛƴ т 

ƭƛƴŜǎ ŦǊƻƳ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ мέ ƳŀǊƎƛƴ. 

Date:  9ƴǘŜǊ ǘƘŜ ŘŀǘŜ όƳƻƴǘƘΣ ŘŀȅΣ ŀƴŘ ȅŜŀǊύ ƛŦ ǘƘŜ ƛƴŦƻǊƳŀǝƻƴ ƛƴ ǘƘŜ 
ƭŜǧŜǊ ƛǎ ŘŀǘŜ ǎŜƴǎƛǝǾŜΦ 

Letter address:  .ŜƎƛƴ ǘƘŜ ƭŜǧŜǊ ŀŘŘǊŜǎǎ ƻƴ ǘƘŜ ŦƻǳǊǘƘ ƭƛƴŜ ōŜƭƻǿ ǘƘŜ 
ŘŀǘŜΦ  ¢Ƙƛǎ ƛǎ ǘƘŜ ŀŘŘǊŜǎǎ ǘƻ ǿƘƻƳ ǘƘŜ ƭŜǧŜǊ ƛǎ ǿǊƛǧŜƴΦ 

Salutation:  YŜȅ ǘƘŜ ǎŀƭǳǘŀǝƻƴ όƎǊŜŜǝƴƎύ ŀ ŘƻǳōƭŜ ǎǇŀŎŜ ōŜƭƻǿ ǘƘŜ 
ƭŜǧŜǊ ŀŘŘǊŜǎǎΦ  

Body:  .ŜƎƛƴ ǘƘŜ ƭŜǧŜǊ ōƻŘȅ ŀ ŘƻǳōƭŜ ǎǇŀŎŜ ōŜƭƻǿ ǘƘŜ ǎŀƭǳǘŀǝƻƴΦ  
.ƭƻŎƪ ǘƘŜ ǇŀǊŀƎǊŀǇƘǎ ƻŦ ǘƘŜ ōƻŘȅ ŀƴŘ  ǎƛƴƎƭŜ ǎǇŀŎŜ ǘƘŜƳ ǿƛǘƘ ŀ ŘƻǳōƭŜ 
ǎǇŀŎŜ ōŜǘǿŜŜƴ ǇŀǊŀƎǊŀǇƘǎΦ 

Complimentary close:  YŜȅ ǘƘŜ ŎƻƳǇƭƛƳŜƴǘŀǊȅ ŎƭƻǎƛƴƎ όŦŀǊŜǿŜƭƭύ ŀ 
ŘƻǳōƭŜ ǎǇŀŎŜ ōŜƭƻǿ ǘƘŜ ƭŀǎǘ ƭƛƴŜ ƻŦ ǘƘŜ ōƻŘȅΦ 

Name of writer:  YŜȅ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ǿǊƛǘŜǊ ŀ ǉǳŀŘǊǳǇƭŜ ǎǇŀŎŜ ōŜƭƻǿ 
ǘƘŜ ŎƻƳǇƭƛƳŜƴǘŀǊȅ ŎƭƻǎƛƴƎΦ   

Enclosure notation:  ²ƘŜƴ ŀǇǇǊƻǇǊƛŀǘŜΣ ƪŜȅ ǘƘŜ ǿƻǊŘ 9ƴŎƭƻǎǳǊŜόǎύ ŀ 
ŘƻǳōƭŜ ǎǇŀŎŜ ōŜƭƻǿ ǘƘŜ ƴŀƳŜ ƻŦ ǿǊƛǘŜǊΦ  !ƴ ŜƴŎƭƻǎǳǊŜ ƛƴŘƛŎŀǘŜǎ ǘƘŀǘ 
ǎƻƳŜǘƘƛƴƎ ƻǘƘŜǊ ǘƘŀƴ ǘƘŜ ƭŜǧŜǊ ƛǎ ƛƴŎƭǳŘŜŘ ƛƴ ǘƘŜ ŜƴǾŜƭƻǇŜΦ   

LETTERS 
(Business & Personal) 

¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ 
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LETTER  
(SAMPLE) 

  
 

 

 

 

 

2274 Coswell Road 
El Monte, CA 91732 

November 15, 2001 

 
 

 

Mrs. Alice M. Wiggins 

11300 Lower Azusa Road  

El Monte, CA 91732 
 

Dear Mrs. Wiggins  

 

The El Monte PTA is devoting its next meeting to the important topic 

ñComputer Literacy.ò  The meeting is on November 18 and begins at 7 p. m. 
 

Our speaker will be Dr. Mark C. Gibson.  For the past several year, he has 

written the ñpersonal Computerò column in the Los Angeles Post.  His talk will 

combine wisdom and wit. 

 
To assure Dr. Gibson a large audience, we are asking selected members to bring 

as guests two parents who are not active members of our group.  Please use the 
enclosed return card to give me the names of your guests by November 30. 

 

Cordially yours 

 

 
 

Ms. Laura J. Marsh 

 

Enclosure 
 

1.5ò 
1ò 

1ò 

Seven (7) Single Spaces 

from top margin 

Quadruple Space 

Quadruple Space 

Double Space 

NOTE FOR 

 SIDE 

MARGINS: 

Short Letter = 

2ò 

Avg. letter = 

1.5ò 

Long letter = 

1ò 

 2 Double Spaces 

(4 Single Spaces) 

Double Spaces 

(2 Single Spaces) 
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 4 Double Spaces 

(8 Single Spaces) 

 

 

 

 

 

 

 
2 Double Spaces 

(4 Single Spaces) 
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MEMOS 
! ƳŜƳƻ ƛǎ ǳǎŜŘ ǘƻ ƎƛǾŜ ƴƻǝŎŜ ƻǊ ǎƘŀǊŜ ƛƴŦƻǊƳŀǝƻƴ ǿƛǘƘ ǇŜƻǇƭŜ ǿƛǘƘƛƴ 
ŀ ŎƻƳǇŀƴȅ ƻǊ ƻǊƎŀƴƛȊŀǝƻƴΦ  {ƛƴŎŜ ƳŜƳƻǎ ŀǊŜ ŘƛǎǘǊƛōǳǘŜŘ ǿƛǘƘƛƴ ŀ 
ŎƻƳǇŀƴȅΣ ƴƻ ŜƴǾŜƭƻǇŜ ƻǊ ǇƻǎǘŀƎŜ ƛǎ ƴŜŎŜǎǎŀǊȅΦ  ¢ǿƻ ǾŜǊǎƛƻƴ ƻŦ ǘƘŜ 
ƛƴǘŜǊƻŶŎŜ ƳŜƳƻ ŀǊŜ ŘŜǎŎǊƛōŜŘΦ 

FORMAL STYLE 
CƻǊƳŀƭ ƳŜƳƻǎ ŀǊŜ ǇǊŜǇŀǊŜŘ ƻƴ Ŧǳƭƭ ƻǊ ƘŀƭŦ-ǎƘŜŜǘ ŦƻǊƳǎ ǿƛǘƘ ǇǊƛƴǘŜŘ 
ƘŜŀŘƛƴƎǎΦ  .ƭƻŎƪ ǎǘȅƭŜ ŀƴŘ мέ ƳŀǊƎƛƴǎ ŀǊŜ ǳǎŜŘΦ  ¢ƘŜ ƘŜŀŘƛƴƎǎ 
 ό¢hΥΣ CwhaΥΣ 5!¢9ΥΣ ŀƴŘ {¦W9/¢Υύ ŀǊŜ ǇǊƛƴǘŜŘ ƛƴ ǘƘŜ ƭŜƊ ƳŀǊƎƛƴ ŀƴŘ 
ŀǊŜ ŦƻƭƭƻǿŜŘ ōȅ ǘƘŜ ōƻŘȅ ƻŦ ǘƘŜ ƳŜƳƻΦ 

aŜƳƻ ƘŜŀŘƛƴƎǎ ŀǊŜ ŘƻǳōƭŜ-ǎǇŀŎŜŘΣ ŀƴŘ ŀ ŘƻǳōƭŜ ǎǇŀŎŜ ƛǎ ƭŜƊ 
ōŜǘǿŜŜƴ ǘƘŜ ǎǳōƧŜŎǘ ƭƛƴŜ ŀƴŘ ǘƘŜ ŬǊǎǘ ƳŜǎǎŀƎŜ ƭƛƴŜΦ  ¢ƘŜ ƳŜǎǎŀƎŜ ƛǎ 
ǎƛƴƎƭŜ-ǎǇŀŎŜŘΤ ŀ ŘƻǳōƭŜ ǎǇŀŎŜ ƛǎ ƭŜƊ ōŜǘǿŜŜƴ ǇŀǊŀƎǊŀǇƘǎΦ  ¢ƘŜ 
ƪŜȅōƻŀǊŘ ƻǇŜǊŀǘƻǊΩǎ ƛƴƛǝŀƭǎ ŀǊŜ ƪŜȅŜŘ ŀǘ ǘƘŜ ƭŜƊ ƳŀǊƎƛƴ ƛƴ ŀ ŘƻǳōƭŜ 
ǎǇŀŎŜ ōŜƭƻǿ ǘƘŜ ƳŜƳƻ ƳŜǎǎŀƎŜΦ 

 
 
 

Memo  

Date:  10/15/01 

To:  Barbara M. Toland 

From:  Robert Belford 

RE: DESKTOP PUBLISHING SOFTWARE 

Many vendors have recently introduced desktop publishing software that 
enables operator to integrate text and graphics 
 
In preparation, please have your staff make a list of requirements they 
need from a software package so the vendors can show how their 
packages meet these needs. 
 
RB 

1ò 

 1ò 

1ò NOTE:  

 This memo was easily created using 

the memo wizard in Microsoft Word.  

This is method is also accepted at 

Marlette High School. 

bƻǘŜΥ 
¢Ƙƛǎ ƳŜƳƻ Ƴŀȅ ŀǇǇŜŀǊ ŀ ƭƛǧƭŜ         
ŘƛũŜǊŜƴǘ ǘƘŀƴ ǿƘŀǘ ƛǎ ǎǘŀǘŜŘ ŀōƻǾŜΦ  
¢Ƙƛǎ ƛǎ ōŜŎŀǳǎŜ ƛǘ ǿŀǎ Ŝŀǎƛƭȅ ŎǊŜŀǘŜŘ 
ōȅ ǳǎƛƴƎ ǘƘŜ aŜƳƻ ²ƛȊŀǊŘ ƛƴ aƛπ
ŎǊƻǎƻƊ ²ƻǊŘΦ  ¢Ƙƛǎ ƳŜǘƘƻŘ ƛǎ ŀƭǎƻ 
ŀŎŎŜǇǘŜŘ ŀǘ aŀǊƭŜǧŜ IƛƎƘ {ŎƘƻƻƭΦ   
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SIMPLIFIED STYLE 
{ƛƳǇƭƛŬŜŘ ƳŜƳƻǎ ŀǊŜ ǇǊŜǇŀǊŜŘ ƻƴ Ǉƭŀƛƴ ǇŀǇŜǊ ƻǊ ŎƻƳǇŀƴȅ ƭŜǧŜǊƘŜŀŘΦ  
¢ƘŜȅ Ŏƻƴǘŀƛƴ ƴƻ ƪŜȅŜŘ ƘŜŀŘƛƴƎǎΦ  ¢ƘŜǎŜ ƳŜƳƻǎ ŀǊŜ ƛƴ ōƭƻŎƪ ŦƻǊƳŀǘ 
ǿƛǘƘ мέ ƳŀǊƎƛƴǎΣ ƻƴ Ǉƭŀƛƴ ǇŀǇŜǊΣ ŀƴŘ Ŧƻƭƭƻǿ ǘƘŜǎŜ ŦƻǊƳŀǘ ƎǳƛŘŜƭƛƴŜǎΥ 

Date: tƭŀŎŜ о ƭƛƴŜǎ ŦǊƻƳ ǘƻǇ ƳŀǊƎƛƴ ƻǊ ŘƻǳōƭŜ ǎǇŀŎŜŘ ŦǊƻƳ ǘƘŜ ōƻǧƻƳ 
ƻŦ ǘƘŜ ƭŜǧŜǊƘŜŀŘ 

Addresseeès name: ¦ǎŜ ŀ ǉǳŀŘǊǳǇƭŜ ǎǇŀŎŜ ōŜƭƻǿ ǘƘŜ ŘŀǘŜΤ ƴƻ ǇŜǊǎƻƴŀƭ 
ǝǘƭŜ ǇǊŜŎŜŘŜǎ ƴŀƳŜΦ 

Subject:  Use CAPS; double space below the addresseeôs name. 

Body:  5ƻǳōƭŜ ǎǇŀŎŜ ōŜƭƻǿ ǘƘŜ ǎǳōƧŜŎǘ ƭƛƴŜΤ ǳǎƛƴƎ ǎƛƴƎƭŜ ǎǇŀŎƛƴƎ ǿƛǘƘ 
ŘƻǳōƭŜ ǎǇŀŎƛƴƎ ōŜǘǿŜŜƴ ǇŀǊŀƎǊŀǇƘǎΦ 

Writerès name: tƭŀŎŜ ǉǳŀŘǊǳǇƭŜ ǎǇŀŎƛƴƎ ōŜƭƻǿ ǘƘŜ ƭŀǎǘ ƭƛƴŜ ƻŦ ōƻŘȅ. 

Operatorès initials: tƭŀŎŜ ŀ ŘƻǳōƭŜ ǎǇŀŎŜ ōŜƭƻǿ ǘƘŜ ǿǊƛǘŜǊΩǎ ƴŀƳŜΦ 

Enclosure notation:  ά9ƴŎƭƻǎǳǊŜέ ƻǊ ά!ǧŀŎƘƳŜƴǘέ ƛǎ ŘƻǳōƭŜ ǎǇŀŎŜŘ 
ōŜƭƻǿ ƻǇŜǊŀǘƻǊΩǎ ƛƴƛǝŀƭǎΦ  

  
 

 

 
05/15/2002 

 

 

 

Ms. Young,  Marlette High School Principal 
 

2002 MHS YEARBOOK 

 

The 2002 MHS yearbook is almost finished.  I believe this yearbook will be the 

best ever produced at Marlette High School.  Please inform the staff, students, and 

parents that the yearbooks will be on sale beginning next week.   

 

 

 

Steve Barrows 

 

SB 

1ò 

 1ò 

1ò NOTE: 

Check above for  

spacing Information 

 SB 
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FAX COVER SHEET 
! ŦŀȄ ŎƻǾŜǊ ǎƘŜŜǘ ǎƘƻǳƭŘ ōŜ ǳǎŜŘ ŀƴȅǝƳŜ ŀ ŦŀȄ ƛǎ ǎŜƴǘΦ  ¢ƘŜ ǇǳǊǇƻǎŜ ƻŦ 
ǘƘŜ ŎƻǾŜǊ ǎƘŜŜǘ ƛǎ ǘƻ ǘŜƭƭ ǘƘŜ ŦŀȄ ǊŜŎƛǇƛŜƴǘ ƛƴŦƻǊƳŀǝƻƴ ŀōƻǳǘ ǘƘŜ ŦŀȄŜŘ 
ƳŀǘŜǊƛŀƭΦ  {ƻƳŜ ƻŦ ǘƘŜ ƛƴŦƻǊƳŀǝƻƴ ŦƻǳƴŘ ƻƴ ǘƘŜ ŎƻǾŜǊ ǎƘŜŜǘ ƛǎ ǘƘŜ 
ǎŜƴŘŜǊΩǎ ƴŀƳŜ ŀƴŘ ŦŀȄ ƴǳƳōŜǊΣ ǘƘŜ ǊŜŎƛǇƛŜƴǘΩǎ ƴŀƳŜ ŀƴŘ ŦŀȄ ƴǳƳōŜǊΣ 
ǘƘŜ ǎǳōƧŜŎǘ ƻŦ ǘƘŜ ŦŀȄΣ ŀƴŘ ǘƘŜ ƴǳƳōŜǊ ƻŦ ǇŀƎŜǎ ƛƴŎƭǳŘŜŘ ƛƴ ǘƘŜ ŦŀȄΦ  ! 
ǎƘƻǊǘ ǇŀǊŀƎǊŀǇƘ ǳǎǳŀƭƭȅ Ŧƻƭƭƻǿǎ ǘƘŜ ŦŀȄ ƛƴŦƻǊƳŀǝƻƴ ǘƻ ƎƛǾŜ ƛƴǎǘǊǳŎǝƻƴǎ 
ǘƻ ǘƘŜ ŦŀȄ ǊŜŎƛǇƛŜƴǘΦ  hƴŜ ƻŦ ǘƘŜ ǉǳƛŎƪŜǎǘ ŀƴŘ ŜŀǎƛŜǎǘ ǿŀȅǎ ǘƻ ŎǊŜŀǘŜ ŀ 
ŦŀȄ ŎƻǾŜǊ ǎƘŜŜǘ ƛǎ ōȅ ǳǎƛƴƎ ǘƘŜ CŀȄ ²ƛȊŀǊŘ ƛƴ aƛŎǊƻǎƻƊ ²ƻǊŘΦ  ¢ƘŜ 
ǎŀƳǇƭŜ ŦŀȄ ōŜƭƻǿ ǿŀǎ ŎǊŜŀǘŜŘ ǳǎƛƴƎ CŀȄ ²ƛȊŀǊŘΦ 

  
3051 Moore Street 

Marlette, MI 48453 

Phone: (989) 635-7425 

Fax: (989) 635-5300 

Marlette High 

School  

Fax  

To:  Mike Trainor From:  Joseph Black 

Fax:  (989) 555-7635 Date:  October 15, 2001 

Phone:  (989) 555-7254 Pages:  3 (including cover sheet) 

Re:  MHS Sports Statistics CC:   

Ã Urgent  X For Review  Ã Please Comment  Ã Please Reply  

ÅComments:  Here is a copy of the 2002 Marlette High School 
sports statistics you requested.  Please review these statistics and 
get back to me as soon as possible to make any changes. 
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aI{ ²ǊƛǝƴƎ DǳƛŘŜ  
όуǘƘ wŜǾƛǎƛƻƴύ 
ϭ hŎǘƻōŜǊ - нлмп 
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Appendix A 
ESSAY #1 

¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ {ŀƳǇƭŜ tŀǇŜǊǎ 
















































































