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Block D

Your assignment should look as much like this handout as possible for me to mark it easily. If you hand in an assignment that doesn’t conform to these standards, I likely won’t accept it. Assignments include a mark for layout/presentation; follow these steps to have a good chance at receiving full marks in that area. 

Assignments on computer

The font for all your text needs to be New York, Times New Roman, or Times; the size is 12 points. Your title should be 18 points in size, centred, underlined, with all the important words having capital first letters. If you know how to do it, the title can go in a header. Your first and last name, date due and block are right aligned, single spaced, and on three lines under the title. Your margins must be one inch on all four sides except for the right margin, which should be 1.5”; your paper should be standard, 8.5” x 11” photocopy paper. Page numbers go in a header in the top right corner of every page but the first. Paragraphs are aligned on the left, with the right edge ragged. The first line of each paragraph is indented half an inch and each paragraph should be double spaced—be careful that it isn’t 1.5 spaced or else I won’t be able to write comments and corrections between the lines. Please note that spaces never precede punctuation; commas, colons and semicolons are followed by one space. Similarly, end punctuation is not preceded by a space, and is followed by one space. Make my day: use a stapler.

Assignments on paper

Use standard, 8.5” x 11” lined binder paper. Leave at least 1.5” of space in your right margin. Your title needs to be centered, capitalized properly and underlined at the top of the first page. Your first and last names, date due, and block must be single spaced, on the right, on the three lines below the title. Please double-space in dark blue or black pen. Please write on only one side of your paper. Page numbers are in the top right corner of the page. Make my day: use a stapler.

