Organize your writing folder with the following labels in this order:
12 dividers/pocket

1. Narratives/Biographies/Autobiographies

2. Response to Literature

3. Research

4. Persuasive Essay

5. Summaries

6. Business Documents  
7. Transitions

8. Sentence Variety

9. Citations
10. Literature

11. Grammar/Spelling
12. Conference Notes
13. “Turn-in Folder
When a writing assignment is turned in, please staple together in this order:

· Final draft

· Rough drafts (newest to oldest)

· Graphic organizer (if applicable)

Slide the stapled paper into the front of the “turn-in” folder.

Insert the rubric in the back pocket.
Insert the list of non-negotiables in the front pocket. Highlight the revisions you made on the final copy to accommodate the non-negotiables.

 All final copies must be written in blue or black ink on ONE side of the paper.
If a final copy is typed, it must be an approved font, size 12, and double-spaced. Some approved fonts are Times New Roman, Arial, AvantGarde BkBT, and Franklin Gothic Book. Another font may be used if it is approved ahead of time and the teacher has initialed the rubric.

Paper repairs- All papers must be kept neatly in the folder. Repair all torn papers immediately. 
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