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1. Type your essays whenever possible.  This will make it easier for you when you are required to type other assignments. 

2. Use 12 point font, double spacing, and 1" Margins.  

3. For the font style, choose Arial or the standard font.  Do not use a fancy font.  It is difficult for the teacher to read.  

4. Do not use bold lettering for essays/papers.  

5. Indent paragraphs by hitting TAB one time.  Do not skip a line when starting a new paragraph.  

6. There should be two (2) spaces after each sentence.

8.   USE SPELL CHECK!!!

9. For the first page use the appropriate heading and each page of your essay after page one, type your last name and the page number in the top right hand corner.  Example:  Smith 1       Do not add any other information.    

10. Make sure that you do not start sentences with the same words.  Watch out for the following favorite sentence starters:

In the story…book…article…          So…             The…             Then…

11. Never use "I" in an essay unless you have approval from the teacher.

12. Never start a sentence with And, But, or Because. 

13.  Introductions must include the following:

Lead/Opening statement (a sentence or two that will catch the reader's attention)

Preview of Main Points to be covered in the essay

Thesis- This is what the essay/paper is going to prove, describe, or explain.

14. Body paragraphs must include Topic Sentences.  These are sentences that explain what is to be described in the paragraph.

15. Conclusions must include the following:

Restated thesis 

Summary of main points

Final thought (a statement that leaves the reader thinking about the topic of your essay).
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