Keyboarding:

Memos
Rules:

· On the Home tab, be sure to change the line spacing to single and zero!!!!!!!!!!!!

· Be sure to use ALL CAPS for your heading!

· Always make the memo from you versus the person the book gives you, so on pg. 60, instead of the memo being from Mary Seville, it will be from you!


· Set your margins by going to Page Layout, top margin is 2”, and the left and right margins are 1”


· Use Times New Roman or Arial 12 pt. font.


· If the book has bolded something or italicized something, or underlined you do the same.


· If I ask you to proofread another’s memo, you must sign your name on their memo in the bottom right-hand corner, and they will do the same on yours.


· You may use one or two spaces after a period.


· Don’t forget to put your initials at the bottom for the reference initials and keep them lowercase! 
· No signature needed on memos.
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	In class



	-
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	Pg. 60
	No
	No
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	I will check on your screen in class once you put your cup up!
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Language
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	Get your proofreader to sign your final, revised copy.

Turn final copy into basket.
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	I will check from your U:drive (sign sheet)
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	Get your proofreader to sign your final, revised copy.

Turn final copy into basket.




