Name (print)__________________________

CHECKLIST ON HANDING IN YOUR ASSIGNMENT

Use of this checklist is required for book review and video assignments.  Attach a copy, with boxes checked, to the assignment.  

1.  [  ]  I have a cover sheet with article/video/book title, student name, course, due date.

2. [  ]  Essay runs between 450-500 words (run computer’s word count).   Book reviews

             may run up to 800 words.

3.  [  ]  I used Times New Roman font in size 12 or 14 and double-spaced it.

4.  [  ]  Each new paragraph is indented (use the Tab).

5.  [  ]  SpellCheck has been run and corrections made.  I have also proofread the essay to

            check for spelling/typographical errors not caught by Spell/Check.

6. [  ]  I have not written an essay that is one long paragraph, and over-long paragraphs 

            are split into two or more smaller paragraphs.  Also, paragraphs that are only one

            or two sentences long are consolidated.

7. [  ]  I have checked the grammatical structure, subject/verb agreement, and other

            questions regarding clear communication of what my essay says.

8. [  ]  My essay is relevant to the assigned topic and it does not go off in some direction

             having nothing to do with the topic.  The notes I took reading the book/seeing the

video/etc. have been organized and used as the basis for the essay, not just 

copying them word for word.

9.  [  ]  I have put the words SUMMARY and COMMENT where the essay instructions

      indicate they should go.  I understand that half of the essay is summary (what the

      topic is about) and half is comment (what I thought of it, my opinion).

10. [  ]  This essay represents my best effort, with no excuses for failing to follow above

              instructions.  [  ]  I have shown this essay to my best friend, spouse, or 


significant other, even though there is a risk that criticism from this person could 


ruin our relationship.

11. [  ]  The book I read was chosen from the assigned reading list of books at the LAVC Library.
       If the book was not on the list, I received permission from the instructor to read it.

12. [  ]  By signing my name on the cover sheet, I am attesting that this is my own work and
       nothing in it is copied (plagiarized) from some other source.

