Worksheet 1: Messy document checklist
Your task: Look at the messy Word document. Work with your group. Make it easier to read. 
Step 1: What is messy?
Tick the problems you see: 
​​​☐ Text is too long
☐ No headings
☐ No spacing
☐ Hard-to-read font
☐ No bullets
☐ Poor layout
Step 2: Fix the document
Try to fix: 
1. Add a heading 
2. Add spacing 
3. Change font to a clear style 
4. Add bullets 
5. Make paragraphs shorter
Step 3: Your group’s checklist
Write 3–5 rules for clear formatting.
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