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Name: _____________________ Per:     ________
Date:   ____________

Name of Essay:
***Creative Title: ________________________________________________***

· Step 1: Brainstorm on a separate sheet of paper

· Step 2: Using your prompt, write your Thesis Statement & 3 topic sentences

Thesis Statement: ___________________________________________________________

Topic Sentence #1 (for 1st body paragraph): _______________________________________

Topic Sentence #2 (for 2nd body paragraph):

Topic Sentence #3 (for 3rd body paragraph):

· Step 3: Organize brainstorm, topic sentences, and main examples




Thesis


· Step 4: Do Body Paragraphs FIRST (see pgs 3, 4, & 5 of this packet)

· Step 5: Introduction paragraph (NOTE: Write your body paragraphs first!)

Introduction  Paragraph
Attention Getter: ___________________________________________________

Brief Summary: (What background information does the reader need to know to understand your essay?)
Thesis Statement: __________________________________________________

· Step 4: Use step 3 to help your write your body paragraphs…

First Body Paragraph
Topic Sentence: ____________________________________________________

Example 1: ________________________________________________________

Develop Example 1:

Develop Example 1:
Develop Example 1:
Example 2:  _______________________________________________________

Develop Example 2:

Develop Example 2:
Develop Example 2:
Example 3:  _______________________________________________________

Develop Example 3:

Develop Example 3:
Develop Example 3:
Conclude Paragraph (Clincher):

Transition into next paragraph: ______________________________________

__________________________________________________________________

Second Body Paragraph

Topic Sentence: ____________________________________________________

Example 1: ________________________________________________________

Develop Example 1:

Develop Example 1:
Develop Example 1:
Example 2:  _______________________________________________________

Develop Example 2:

Develop Example 2:
Develop Example 2:
Example 3:  _______________________________________________________

Develop Example 3:

Develop Example 3:
Develop Example 3:
Conclude Paragraph (Clincher):

Transition into next paragraph: ______________________________________

__________________________________________________________________

Third Body Paragraph
Topic Sentence: ____________________________________________________

Example 1: ________________________________________________________

Develop Example 1:

Develop Example 1:
Develop Example 1:
Example 2:  _______________________________________________________

Develop Example 2:

Develop Example 2:
Develop Example 2:
Example 3:  _______________________________________________________

Develop Example 3:

Develop Example 3:
Develop Example 3:
Conclude Paragraph (Clincher):

(NO transition into your concluding paragraph is needed.)
· Step 5: Go back and write your Introduction Paragraph

· Step 6: Write your Conclusion Paragraph

conclusion Paragraph
Thoughtful Closing Remarks Sentence:___________________________________________
Restate Thesis: (This should have the same INFORMATION as your thesis statement, but it should look and sound different from your thesis.) ________________________________________

Summarize main points from each body paragraph: (Review with your reader the most important examples/ideas you explained to them in your body paragraphs.)
Call to action (what would you like the reader to learn or do as a result of your essay?): (So what’s your point? What do you want the reader to learn/gain from your essay? What is your message? You want to leave your reader thinking.) ______________________________

· Step 7:  Type your essay. Your essay should be turned in typed. 

What if….

…I don’t have a computer? You can type the essay in the library or you can see Mrs. 

Brown BEFORE your essay is due.

…I have printer problems the night before the essay is due? No excuses, your essay IS 

STILL DUE. You can either email your essay to Mrs. Brown by attaching it to the 

email as a Word document (email me at paola_brown@gilbert.k12.az.us) or you 

can bring it to me BEFORE school on a CD/Floppy disk to have it printed out. 

…my dog ate my homework? Too bad! 

· Step 8:  Format your essay correctly. The first page of your essay should look like this: 
       

Your Last Name Pg # 

<ex: Brown 1>

Your Name


    


        

Teacher’s Name

                     

English I- Per. #

# Month Year <ex: 21 October 2006>
Creative Title

<indent new pgphs> Begin typing your essay!


If you need more instructions on formatting your paper, continue onto the next page.

Last Name 1

Student’s Name

Instructor’s Name

Course Name

Due Day Month Year

Formatting Papers on MS Word: Using MLA Guidelines


When typing an essay, students should always remember to use MLA formatting guidelines. If a student has never done this before, it can be a little confusing. Instead of experiencing frustration, if students follow easy step-by-step instructions, they’ll be able to simply format their paper according to MLA guidelines.  

First, the student should open a new Microsoft Word document by clicking on the icon representing a blank page on the upper left of the screen.  Change the font to “Times New Roman,” 12 point.  Then, using the mouse, select “File” on the top icon bar.  Click on “Page Setup;” select “Margins,” and change all four margins to one inch. Click “OK.” From “View” on the top bar, select “Header and Footer.” Type your last name in the box on the screen; hit the space bar once.  Then select the icon for page number (#).  When the “1” appears, move the cursor back to the first letter of your last name and thin hit the tab bar, moving both your name and page number to the right side of the box until the number “1” meets the right margin.  Then click “Close.”

To double space; locate “Format” on the top bar. Click on it and pull down the menu.  Select “Paragraph” from the menu.  When the box appears on the screen, look on the right hand side in the middle for “Line Spacing. Now, arrow down to “double” and click on it.  Then click “OK.”

Now, you are ready to type the four-line heading flush to the left margin (on the left side of the page).  Your full name should be typed on top, your teacher’s name on the second line, then the course title on the third line, and finally your paper’s due date is on the last line.

Think of a creative and interesting title for your paper.  To center the title, find the icons in the second row on the right side of the “U.” Click on the second icon “Center”.  Type your title. Capitalize the first and last words of the title and all other words except articles, prepositions, and coordinating conjunctions 

Last Name 2

(FANBOYS).  Do not enclose your title in quotation marks, do not underline it, and do not boldface it. Hit “Enter” and select the same “Center” icon again so that the rest of your paper isn’t centered.

Begin to type the text of your paper.  Indent the first line of each paragraph one-half inch from the left margin. Do not justify the right margin, and do not add another line of space between paragraphs. 

Whenever you quote, summarize, or paraphrase an original source, you must document that source in two places, immediately at the end of the sentence and again on the final page at the end of your paper labeled “Works Cited.” Consult MLA guidelines for further instructions (a good website for this is http://owl.english.purdue.edu/handouts/research/r_mla.html).

To use “Spell Check and Grammar Check,” double click on the icon in the middle row that says “ABC.” Be aware that everything highlighted may not be in error.  Also be aware that the spell check will not recognize the misuse of a homonym (example: to vs. too).

When you are satisfied with your work, save it, and then print your document with black ink on white 8 ½ x 11-inch paper.  Print on one side of the paper. Do not make a title page or use a binder.  Fasten all papers together with one staple.  Use a paper clip instead if the package is too bulky for a single staple.  

Notice that 


all this is 


double spaced.  
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2nd main pt. (from 


2nd topic sentence)(








Type this in the header of the Word document (click on View, then click Header/Footer).








