TOPIC: FORM OF SUBMITTED PAPER & 
THE CHECKLIST FOR YOUR WRITING

To make a good first impression with your work, you should submit a paper that is neat and easy to read. Such a paper invites readers, in a pleasant manner, to begin reading. If the paper is a mess, it obviously is not very inviting. Be considerate of your readers: turn in a paper that not only reads well but also looks good. In fact, your paper might be returned without reading it if it is too difficult to read. Also, revision will be required if the paper is poorly written. Requirements for your submitted paper are as follows:

1. You have to submit the assignments in typed form and on time.

2. Provide balanced, one-inch margins for all sides of the page. Don't forget to leave generous margins for your instructor's comments or corrections.

3. Place a single-spaced heading in upper left-hand corner. The heading must state the course title, the date, your class, your name as well as student number, and the topic of the assignment.
4. Please type your writing on every other line of an A4 size paper and on one side of the page only.

5. Whenever you submit or e-mail an assignment, please keep a copy for your own file. That is, you had better purchase a folder in which to collect your writings in a proper order.

6.  At the end of each semester, you will be asked to hand in your writing folder with all your papers that the pointed out errors have been revised on your own. Thus, I can comment on your effort and improvement.
7. Checklist:   TITLE
             TOPIC SENTENCE

             DEVELOPING SENTENCES

             CONCLUSION

             PROOFREADING
