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Read these rules to ensure you are writing correctly.

RIGHT hand person

—

sit like this,

d N

place your paper and
hands like this,

[ e o R )

and hold your pencil
like this.

1. Sit back in your chair. Lean
your body slightly forward
and keep your head up. Be
sure the lower part of your
bback fouches the back of
the chair.

2. Do not let the front of your
body touch the front of the
desk.

3. Keep your feet flat on the
floor and slightly apart, so

that they will hold the weight
of your legs.

. Your eyes should be about 12

inches from the paper on
which you are writing.

. Place your arms lightly on

your office desk with your
elbows slightly off the edge.

. Rest your writing hand lightly

on the outer edges of your
third and fourth fingers.

. Hold the pencil between

your thumb, the tip of your
first finger, and the side of
your second finger. Your first
finger should be on the top of
your pencil about an inch
from its point. Your second
finger should fouch the

pencil near its base.

. As a right-handed person,

point the top of the pencil
tfoward your right shoulder.

. As a right-handed person,

place the paper in front of
you so the lower left corner
points at the center of your
ody. Tilt the paper to the left
SO you right arm is crossways
to the lines on which you are
wrifing.



Read these rules to ensure you are writing correctly.

LEFT hand person that they will hold the weight
of your legs.

4, Your eyes should be about 12
inches from the paper on
which you are writing.

5. Place your arms lightly on
your office desk with your

- elbows slightly off the edge.
. sitlike this, ) 6. Rest your writing hand lightly
on the outer edges of your
third and fourth fingers.

/. Hold the pencil between
I = your thumb, the tip of your
place your popef and first finger, and the side of
hands like this, your second finger. Your first

finger should be on the top of
your pencil about an inch
from its point. Your second
finger should fouch the

and hold your pencil

like this. pencil near its base.
8. As a left-handed person,

1. Sit back in your chair. Lean point the top of the pencil
your body slightly forward toward your left shoulder.
and keep your head up. Be Q. As a left-handed person,
sure the lower part of your place the paper in front of
bback touches the back of you so the lower right corner
the chair. points at the center of your

2. Do not let the front of your body. Tilt the paper to the
body tfouch the front of the right so you right arm is
desk. crossways to the lines on

3. Keep your feet flat on the which you are writing.

floor and slightly apart, so
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