Formatting Rubric for Mrs. English’s Research paper

Type everything in Times New Roman font, size 12.

Title Page
1. Include the title of the paper, your name, the date and the name of the school on their own lines.

2. There needs to be a blank line (double space) between each item, and a quadruple space between the title and your name.  Center vertically and horizontally.  

3. Include a header with your name and page number on the right side, it should start with a 1.

	Criteria
	4 (excellent)
	3 (proficient)
	2 (inconsistent)
	1 (attempted)

	Title Page
	Everything listed above included, with no errors of any kind.
	1 error on formatting and no obvious spelling errors.
	2-3 errors and no obvious spelling errors.
	4 errors.


Report
1. The body should be 4-5 pages long, 12 point font, Times New Roman.

2. The margins should be one inch on the left, right, top and bottom margins (File, Page Setup, Margins Tab)Double space the entire report, no extra blank lines between paragraphs.  Hit the tab key before each paragraph. 

3. Include your name and page numbers on the right side of the header (View, Header and Footer).  Start with 2 for the body of the report.
4. Cite sources within your report using www.citationmachine.net, or use Mrs. English’s instructions.  If it is a long quote, highlight the long quote, change it to block style by clicking on the block icon, go to Format, Paragraph, and change the left indent to ½ inch.
5. Be sure to run spell-check.

	Criteria
	4 (excellent)
	3 (proficient)
	2 (inconsistent)
	1 (attempted)

	Report
	Everything listed above included, with no errors of any kind.
	1 error on formatting and no obvious spelling errors.
	2-3 errors and no obvious spelling errors.
	4 errors.


Reference Page 

1. Include a header with your name and page number on the right.

2. Quadruple space after the word “References”.

3. Double space the entire body of the References page.

4. Hit tab on the first line of each entry.  If the entry doesn’t wrap around, that is ok.

5. Use www.citationmachine.net. Get as much information as possible.

	Criteria
	4 (excellent)
	3 (proficient)
	2 (inconsistent)
	1 (attempted)

	Reference Page
	Everything listed above included, with no errors of any kind.
	1 error on formatting and no obvious spelling errors.
	2-3 errors and no obvious spelling errors.
	4 errors.


