	Object
	Prediction
	Results
	Correct

	Plastic tubing
	
	
	

	Ceramic tile
	
	
	

	Cardboard
	
	
	

	Nickel coin
	
	
	

	Lead fishing weight
	
	
	

	Wood dowel
	
	
	

	Copper penny
	
	
	

	Steel washer
	
	
	

	Rubber
	
	
	

	Brass
	
	
	

	Aluminum
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	Writing Checklist

	Formatting
	Criteria
	Yes
	Sometimes
	No
	Score

	
	One inch margins
	
	
	
	

	
	Date and Name
	
	
	
	

	
	Paragraph indents
	
	
	
	

	Content
	Topic sentence
	
	
	
	

	
	Supporting details
	
	
	
	

	
	Concluding sentence
	
	
	
	


Cell Padding in Bulleted or Numbered Lists
· This is an example of format – paragraph – spacing (before and after) and how it can make bulleted lists easier to read.
· Word looks at items in a bulleted or numbered list as paragraphs. As a result, you make either one look better and be more legible.

· You can add spacing either before or after the paragraph, or use a combination of both.
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Formatting With Decimal Tabs:

123.34

56.78

.35

Formatting With A Table (Table – Convert – Text To Table)

123.34

56.78

.35







