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Exam Submissions


Use the following information for submitting your completed


exams:


1.	Multiple-choice examinations (Lessons 1, 2, 3, and 6):


Youll submit your answers for these exams online.


2.	Written examinations (Lessons 4, 5, and 7): Essays must


be typed, double-spaced, in Times New Roman 12 pt.


font and left justification. Use 1-inch margins on all
sides. Note that most word-processing programs are set


at 1 inch by default. Indent the first line of each new


paragraph by one tab (five spaces). Tabs are generally set
by default as well. Each page must have a properly for¬


matted header containing your name, student number,


exam number, page number, mailing address, and email


address, as in the following example:


Jane Doe 23456789 25020200 Page 2
987 Nice Street
My Town, AZ 34567
[email protected]


Name each document using a unique file name which


will help you identify the file, such as this example:
Process Analysis Johnson.


Exams may be submitted in Rich Text Format or MS
Word. Preview your document before you submit to


ensure that your formatting is correct. You should take


care to check that the document you've uploaded is the


one containing your final work for evaluation.


Evaluation


Evaluation usually occurs within seven business days of


receipt. Exams are scored according to the parameters of


the exam assignment using the associated evaluation chart


located in the study guide. Your instructors will apply the
grading criteria, ensuring all essays are evaluated in the


same way. They may also include feedback on both the essay
and the evaluation chart. Evaluations are monitored by the


department chairs of both the General Education Department
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