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• Type directly into this form, do not erase any red or blue font wording.
• Please don’t forget to personalize the doc file name by changing LASTNAME_fisrtname to your name.

• Keep this as a .doc file. If you have used a different processor, make sure to return it to its .doc form and check to make sure it is working OK.
(The first three lines below will be completed by your mentor when she or he returns your submission to you. There might also be margin comments.  You are responsible for their content. Sometimes requests are in those comments. They are best viewed using “Print Layout”, under the Menu bar dropdown menu titled “View”.)
This form may or may not be returned to the student. Please watch bSpace for the grade and possible comments. Mentors send to me their grades and brief comment, if any, for bSpace. Anything on this page is just additional information for the student’s convenience. If there is a difference between the grade reported to me on the excel sheet I provide to the mentors and the grade here, the excel sheet is the official grade.
Mentor’s name (student types this here): studenttypeshere
Courtesy grade report (letter)—may not be completed here and is not official: mentortypeshere (does not include any penalties)
Mentor’s comments to the student (optional): mentortypeshere
This might be the last time we exchange words with each other electronically :-(    . If you wish, share anything here for your mentor, or GSI (I’ll convey it) or me (optional), including a request for comments if you want them: mentortypeshere
Step 04: The Step 03 essay or the Step 03 essay with changes. 
Type your name here (in case you forgot to change the file name, this is our only way of knowing who you are) — typehere AND TYPE YOUR CODE HERE: typehere
Remember that this submission has a specific grading rubric. You should review the instructions and remind yourself of that, then complete this form with that in mind.
NEW Files attached for checking documentation

In theory there should be no new material necessary to submit for this step. However if there are, title additional files like this: “J7A_S04_LASTNAME_firstname plus some sort of tag or number that helps match quickly to your citation”. 
Do NOT send previously submitted files.

Scan intelligently. The total email size must be under 20MB.

typelisthere

NEW bibliographic entries

In theory there should be no new sources in your bibliography but occasionally there are. If so, complete all the usual information and place them in their proper A-Z location BUT, insert at the beginning NEW: 
Wall-E. “How to get home.” (Sirius Productions, 2133).

NEW Wallace, John R. “Endless essay instruction notes.” (Unpublished, 2012).

Walrus, Harry Tu. “I was plagiarized by the Beatles.” (Atlantis: Underwater Publishers, 1969).
Changes from Step 03

Write in detail here changes you have made for Step 04. Be clear and specific and informative—this area is read carefully to help determine the grade. Some changes might have been on you own initiative; some might have been suggested by your mentor. When the suggestions came from your mentor, try to follow some sort of formula like this “My mentor suggested … and in response I …” When the mentor used the tag WORKONTHIS, please note this. If you have made changes and would like comments, your mentor will do so if there is time if you specifically request them in your comment above. (I consider Step 03 to be the primary place for comments. We have a grading crunch at this point.) If you have made no changes, please write below “I am submitting my Step 03 without changes.”

typehere

Essay (title, essay body & summary, bibliography)
(for non-native speakers put the draft you wrote here and complete the other section, below—anyone who does not complete the non-native writers only section is declaring that the essay is entirely his or her own work)

pastehere
NON-NATIVE WRITERS ONLY: Edited essay (title, essay body & summary, bibliography)

Please provide information on how this was edited. Cut-and-paste the below form as often as necessary. This is a required section:

Who helped (name optional, but I would really like to know, at least describe the person’s relationship to you): namehere
When did he or she help: datehere
How did he or she help (be detailed and descriptive, convey the full sense of the help): typehere
Now, please paste in the edited version below this line:

pastehere
END (write everything above this line)
