CHECKLIST FOR MINIMALLY ACCEPTABLE WRITTEN PAPERS
Papers that do not adhere to these guidelines unless specific exceptions are granted in advance will be returned for revision before being graded. Please note that these are MINIMUM guidelines. Adhering only to them without the content specified in the assignment is not enough for a passing grade.

FORMAT

___Includes a cover sheet with name of class/section, student, and paper, plus semester
and date.
___Uses an APA-style running head on all pages.
___Includes print as well as web-based sources, not online sources exclusively, including monographs as well as journal articles.
___Uses no less than 12-point type.
___Lines of text are double spaced. (This includes the reference list unless permission given to do otherwise.)
___Nothing is single or triple spaced.
___Pages are numbered top right corner starting on the title page.
___Margins are at least one inch on all sides of the paper.
___Writing is in the third person unless permission has been given to do otherwise.
[bookmark: _GoBack]___Citations in text are in GSLIS-mandated APA style for all ideas, data, facts or claims drawn from other sources, including personal and online sources. This includes both direct quotes (requiring specific pages or sections) and paraphrased materials (page numbers optional but recommended). (Is it necessary to clarify “common knowledge” vs. facts not widely known?)
___Sources for visual images and graphics are similarly credited in the body of the assignment and in the reference list.
___A reference list of all cited works, interviews, online sources, listserv posts, etc. in GLSIS-mandated APA style is included at end of the paper, listed in alphabetical order by last name of first author (or title if no author).  
___Each reference cited in text must appear in the reference list, and each entry in the reference list must be cited in text” (APA, 2010, p. 174).
___Subheadings relevant to content are included, if needed, in addition to "Introduction," and "Conclusion."
___All claims are supported by examples or citations.
___Correct spelling and grammar are used, especially as indicated in the following usage examples.
___When papers are posted on Blackboard or emailed, they identify the student and the assignment.

USAGE

___Understand the difference between “number” and “amount” and where each is used.
___Know the difference between plurals and possessives such as “libraries,” (plural) or “library’s”(singular possessive and “libraries’” (plural possessive).
___Do not confuse “their,” “there” and “they're,” or “its” and “it's,” “site” “cite” and “sight,” “aid” and “aide,” etc.
___Do not confuse it’s (it is) and its. 
___Make sure the subject and verb agree.
___Use spell-checker, but double-check that the correct term has been used in context.
___Use complete sentences, not sentence fragments.
___Do not using single-sentence or run-on paragraphs.
___Use active voice, try to be clear and concise.
___Alternate short and long sentences.
___Check for overuse of the same words within one paragraph (e.g. for “also,” consider “in addition”, or “as well”)
___Break up lengthy paragraphs or lengthy sentences for greater readability.
___Use “a,” “an” and “the” appropriately.
___Ensure agreement in number between pronouns and the nouns to which they refer—in other words, does not use sentences like, "the student (singular) must turn in their (plural) papers by...."
___Do not use “due to” when what should be said is “because of.”
___Do not use “different than” when what is meant is “different from.”

