ENGL 250
Fall 2020
Proposal for Formal Report (Part A)
Weight: 10%
Due: Week 6
Length: 300-400 words
Purpose: 

This assignment gives you the opportunity to develop, format and write a proposal. It also serves to introduce and focus your ideas for your formal report.

Important:

Please review the following documents before writing your proposal:
· OACETT Guidelines
· Introduction to Formal Report Powerpoint

Approval of your proposal is required before you can proceed with your formal report and successfully complete the course. If your proposal is accepted, you can begin your formal report.

Instructions:

1. Select a topic for your formal report.  For more details on your topic selection, consult the relevant course documents (listed above) and your ENGL 250 instructor.

2. Write a proposal in memo format to introduce your chosen topic to your instructor. 

Your proposal should contain the following (adapted from OACETT’s Technology Report 			
	Guidelines):

· Summary – Briefly summarize the three sections of your proposal.
· Background – Describe why this topic is important to study. If you have previously studied this topic in another course, describe the assignment and 	course here. You need to ask your ENGL 250 instructor for permission to re-use a topic/project from a previous course.

• Facts – Outline the problem and methodology that the report will attempt to address.  Include the following:
(a) Provide sufficient detail about the problem/issue.  Use specific engineering or 	applied science concepts/techniques/processes to identify the problem/ issue. Ensure that you really a describe a problem.  (Proposals that do not seek to solve a problem/ issue are unlikely to be approved by OACETT). 

(b) Describe the approach (technique or methodology) you intend to use in the report’s investigation and documentation.

(c) Include an effective hypothesis that describes what you think the solution to the problem is expected to be and why. This statement should be strong and clear and not contain any words such as “may be”, “probably”, or “might”. 

· Action – Request your instructor’s approval of your topic and invite questions and / or feedback.


Extra deductions or a grade of zero “0” on the assignment are possible for the following: 
· significant departure from length requirement 
· failure to meet research requirement in terms of number and type of sources (as applicable)
· failure to address a required or agreed-upon topic or prompt
· evidence of plagiarism (such as unacknowledged use of sources, whether published or unpublished material, work submitted by the student in another course or another section of the same course, resubmission of previously evaluated work). 
· Does not adequately meet the requirements of assignment and/or categories on the rubric
















Rubric

	
Memo Format

	
Report Content 
	
Technical Style
	
Grammar and Mechanics
	
APA Documentation

	8-10 points
Accurate subject line

Effective use of graphic highlighting (headings, bullet point lists, white space)
	8-10 points
All report sections (Summary, Background, Facts, Closing) achieve their purposes 

Information presented is detailed and relevant to report’s purpose 
	8-10 points
Strong control over the 6-C’s of technical writing (clear, concise, correct, courteous, complete, and concrete)

	8-10 points

Minor grammatical and/or mechanical errors

	8-10 points
All elements of APA format are followed

	5-7 points
Appropriate subject line

Some attempt at graphic highlighting 
	5-7 points
Some report sections achieve their purposes 

Most information presented is detailed and relevant to report’s purpose
	5-7 points
Some control over the 6-C’s of technical writing

	5-7 points
Some grammatical and/or mechanical errors; faulty sentence structures
	5-7 points
Some elements of APA format are followed

	2-4 points
Acceptable subject line

Incorrect/confusing graphic highlighting 
	2-4 points
Few report sections achieve their purpose 

Some information presented is detailed and relevant to report’s purpose
	2-4 points
Limited control over the 6-C’s of technical writing 

	2-4 points
Frequent grammatical and/or mechanical errors;  faulty sentence structures


	2-4 points
Few elements of APA format are followed

	0-1 points
Disorganized writing; does not resemble a memo report
	0-1 points
Report sections do not achieve their purposes 

Information is vague and/or irrelevant 

Report is off-topic
	0-1 points
Style errors impede reader’s comprehension

	0-1 points
Majority of sentences contain grammatical and/or mechanical errors 



	0-1 points
Many errors/does not follow in APA format 














Total:   /50

