
Check your handwriting for consistent, clearly formed letters, 
and uniform spacing?

Choose an appropriate font and font size if using a word processor?

Format your writing so the white space directs the reader to the text?

Use a title, page numbering, and bullets to make it easy for the reader to find desired 
information?

Effectively display illustrations, charts, graphs, and tables by using clear alignment 
between text and visuals?

Review your paper for overall neatness and readability?

Did you remember to...
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