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Answer the following questions based on the lesson about document formatting.

1. Which of the following is NOT a professional document formatting technique?

A. Consistent font usage
B. Random page numbers
C. Proper heading styles

2. Explain how good formatting can help communicate ideas clearly.

3. Margins should be inconsistent in a professional document.

True False

4. According to Colossians 3:23, we should work heartily as if we are working for ___.

5. What are three important formatting techniques that you learned in this lesson?

6. What effect does good formatting have on a document's professionalism?

A. Makes it look messy
B. Helps it look organized
C. Doesn’t affect it

7. Using appropriate margins is a key part of professional document formatting.

True False

8. Good formatting can honor God by showing __ in our work.

9. How can you apply the lesson's teachings about formatting in your own document creation?

10. What does 'working heartily' mean in the context of document creation?

A. Working quickly
B. Working carelessly
C. Working with dedication

Answer Key



1. Random page numbers    2. Good formatting helps readers understand the content better.    3. False    4. the Lord    5. 1. Consistent font usage 2. Proper heading styles 3. Page number placement    6. 

Helps it look organized    7. True    8. excellence    9. I will use consistent fonts and proper margins in my documents.    10. Working with dedication
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