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Part One

Manuscript Form

As you are learning to write, you should have a clear idea of
what is good manuscript form. You should do everything—writing
the title, leaving margins, indenting, capitalizing, and dividing
words—according to generally accepted rules. Whenever you write
something, work carefully, write neatly and clearly, and try to make
as few mistakes as possible. Before handing in your essay or
exercise, proofread it once or twice, because you may need to make
some final corrections and changes. If you always work in this way,

you are sure to make progress.
I . Arrangement

Either lined exercise books or regular office paper (size 19 X 27
centimetres) may be used. To make your handwriting easy to read
and provide room for corrections, you had better write on every oth-
er line, and write on only one side of the paper if it is thin.

Leave a margin on each side of the paper—about two centime-
tres at the top and a centimetre and a half at the left, the right and
the bottom. In an exercise book the top and bottom margins are al-
ready there, so you need only to draw a vertical line to mark the left
margin.

You cannot make the right margin very straight, but you must
not write to the edge of the paper. When there is not enough space

1



