Checklist for Computer Applications Research Project
General Format Specifications for all Pages of the Paper

_____ Double-spaced

_____ One-inch margins

_____ Last name & page number in upper right hand corner of all pages

Page One of the Paper

_____ Author’s name is in the header on the left hand side of the first page.

_____ Instructor’s name appears as the second line of the header on the left margin of the first page.

_____ The name of the course appears as the third line of the header on the left margin of the paper.

_____ The date appears as the fourth line of the header on the left margin of the paper.

_____ The title of the paper appears centered above the text.

MLA Citations

_____ Every source cited in the text must be documented in a Works Cited page at the end of the paper.

_____ Author’s name (or a key word from the title) is located in a parenthetical citation or in an introduction to the borrowed material.

_____ Page number(s) (if applicable) are always placed in the parenthetical citation.

_____ Parenthetical citations at the end of the sentence are followed by the appropriate punctuation mark (comma or period) [Unless you indent the entire quotation].
Punctuation
_____ Quotations of four or fewer lines are placed within double quotation marks

_____ Quotations of more than four lines are indented ten spaces [1 inch] from the left margin. The text is double spaced. Use a comma or a colon after the last word in the text to mark the beginning of the quotation. The parenthetical citation for longer quotations follows the punctuation at the end of the last sentence of the quoted material.

_____ Periods and commas are ALWAYS placed inside quotation marks.
General Format Specifications

_____Spell numbers of one or two words [three, five million].

_____Use numerals for numbers of more than two words [3.56   2,456   1,489  602].

Works Cited Page

_____ Works Cited is centered at the top of the page.

_____ The Works Cited page is a separate page at the end of the paper.

_____ The Works Cited page double-spaced.

_____ The first line of the first entry is typed flush with the left-hand margin.

_____ The second and all following lines of the entry are indented one-half inch. (Hanging Indent)
_____ The Works Cited page contains entries that are listed in alphabetical order by the first word in each entry.

Specifications for Content

_____ Paragraph one of the paper is a brief summary of the person.
_____ Paragraph two the person’s biggest accomplishment.
_____ Paragraph three something you did not know about the person.
_____ Paragraph four would you want to be this person.

_____ Paragraph five the biggest thing you have learned about this person.

_____ Your thinking is evident and separated from the borrowed material with appropriate citations and quotations [You form arguments and ideas into paragraphs of your own creation. You DO NOT simply cut and paste evidence].
_____ Table is inserted and formatted according to specifications.
_____ Image gallery is complete with (min.) six images and text boxes.

_____ Title page is complete and formatted according to specifications.

_____ Minimum number of sources (3) are included on the “Works Cited” page.

_____ ALL borrowed material is cited.
_____ALL documents are printed and emailed. Please attach all docs in the same email.
_____Check list is tuned in with your name at the bottom.
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MLA FORMAT:
_____ Header formatted correctly
_____ Heading formatted correctly
_____ Correct font and font size
_____ Correct Margins
_____ In text citation correctly formatted
_____ Correct line spacing and paragraph spacing
_____ Paper properly indented

_____ Works Cited page formatted correctly
_____ Sources Properly formatted/Alphabetical
_____ Paragraphs include proper information
TABLE:
_____ Table has one column and 11 rows.
_____ Heading is appropriate
_____ Use of aligning text, borders and shading is evident
_____ Column is sorted alphabetically
IMAGE GALLERY:
_____ Minimum of six images used that are of good quality and represent the person’s life.
_____ Text box for each image is formatted properly.
TITLE PAGE:
_____ Proper page border added.
_____ Person’s name is in the center formatted properly
_____ Image of the person is placed in the center under the name.
_____ Required text is added under the image and formatted properly
_____ / 200               TOTAL POINTS (Ten points per element)




         









________%

