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ENG 114 Professional Research and Reporting  
Grading Criteria for Formal Report Evaluation 


	
Area
	
Description
	
Points


	Content & Development 
	Compare three occupations within one career field based on responsibilities, qualifications, working conditions, benefits, and future outlook.  The information you provide for each area must be complete and meaningful. It must be evident that you have researched the occupation as thoroughly as possible and that you have adhered to the length requirements of each section (see below). 

	15 points

	Organization
 

	Your report should include the following sections in the following order:

· Title page (1 page)
· Letter of transmittal (1 single-spaced page)
· Table of contents (1 single-spaced page)
· Executive summary (1 single-spaced page)
· Introduction (1 double-spaced page)
· Discussion section (6 double-spaced pages, 2 pages per career)
· Conclusions and recommendations (1 double-spaced page)
· References (1 double-spaced page)

	5 points

	Research 

	The research sources you consult must vary and include at least one personal interview, one government source, scholarly articles (obtained from NCLive), print sources, and other credible sources. You must have at least five sources listed on the reference page. You can, of course, have more than five sources. 

	10 points

	Integration of Research 
Information

	When using research information, it should be smoothly integrated into your report with the help of the following techniques: 

· Use brief (2-3 lines long) quotations
· Use no more than 1 block quotation
· No back-to-back quotations 
· Use paraphrases
· Use signal words and phrases when integrating full-sentence quotations and paraphrases
· Use signal words and phrases when integrating paraphrases
· Do not repeat signal words and phrases more than twice
· Integrate a partial quotation into the structure of your own sentences
[bookmark: _GoBack]
You should use each of the above techniques at least once in your report. 

	20 points 
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	Documentation in APA 

	All borrowed information from sources, whether quotes, paraphrases, or summaries, should be documented in two places in correct APA style:

1) the body of the paper 
2) at the end of the report in a list of references

	20 points 

	Writing Style
	Follow the conventions of professional writing:

· Use formal diction
· Use complete sentences – no fragments or run-ons 
· Be concise and accurate 
· Avoid repetition 
· Avoid personal pronouns in the body of the report (“I,” “me,” “my,” “we,” “our,” or “us”) 
· Avoid filler words, like “kind of,” “sort of,” “really,” “very,” “great,” and others. 

	10 points

	Grammar
	Edit before submitting the report.

The final draft should be clear of sentence fragments, runs-ons, comma splices, misplaced or dangling modifiers, and errors in the following areas: subject-verb agreement, pronoun-antecedence agreement, commas, apostrophes, word usage, and misspellings. 

	10 points

	Formatting
	Each section of the report should be properly formatted according to its purpose. Following the template will help tremendously with formatting requirements. 

	10 points 

	Plagiarism
	You are plagiarizing when you copy any sequence of words without indicating that you are copying or without acknowledging the author OR when you put someone else’s ideas into your own words without giving credit to the author. 

Plagiarism will result in a failing grade.  

Learning how to use quotes and paraphrases properly with help you avoid plagiarizing. Learning how to document properly will also help you avoid plagiarism.  Take the time to learn how to do both and ask questions when you are not sure. 
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