The Final Assignment: Inspection Report (15%)
Option to work solo, pairs, or group of 3
Due Wednesday, August 5th by 11:59PM – Submitted to Brightspace
What?
An inspection report describes your observations on a piece of equipment, device, workspace, or tool. It often compares the conditions found to a desired standard. For example, you could describe the effects and conditions of a device after a drop-test has been performed.
How?
Write an inspection report, using the memo format. See Memo Format slides on Brightspace.
INTRODUCTION: What is the purpose of this report (what are you inspecting)? What will be discussed in it? What is the main piece of information that readers should know right away (pass or fail)?
BACKGROUND: Why are you inspecting this? What is the ideal / standard that you are comparing it to? What was your evaluation method?
FACTS: Observations – what do you see? Describe your observations. Results – insert your results chart / checklist. Explain the results – what am I looking at? Evaluation – How do the results compare to the ideal? 
OUTCOME: Overall, passed inspection or not? If failed, why? Recommendations provided to improve conditions, or maintain standard. Contact information provided to follow up.
Note:
· You can create your own ideal standard OR you can research an appropriate one
· If you use any outside sources or images, you must reference them in IEEE (refer to Week 5)
· Visual design guidelines apply (refer to Week  6)
· Formatted as a memo (a key form of business correspondence)
· Headings used and correctly applied
· Images correctly inserted, captioned and labelled
· Some examples have been provided. Don’t copy them exactly, but consider them in your assignment creation. And remember:  the examples are just that, examples.  They aren’t perfect, and there is always room to make them better.
Evaluation
See rubric on next page

Evaluation (/40)
	
	0 / 10 
	1 / 10 to
5.9 / 10
	6 / 10 to
6.9 / 10
	7 / 10 to
7.9 / 10
	8 / 10 to
10 / 10

	Mechanics: 
5 marks
Use of correct language conventions (grammar, spelling, punctuation) 
	

Insufficient evidence for assessment
	

Uses language with limited accuracy; errors impede comprehension 
	

Uses language with some accuracy; errors sometimes impede comprehension
	

Uses language with considerable accuracy; errors do not affect meaning
	

Uses language accurately all or most of the time, to enhance meaning. (Almost) no errors

	Professionalism and Document Design: 
5 marks
Document is well-designed, visuals and references are used correctly.  
	

Insufficient evidence for assessment
	

Work demonstrates limited ability to explain /  analyse /  present. Not workplace ready
	

Work demonstrates some ability to explain /  analyse /  present Ex. research  weak, images / design lack professionalism
	

Work demonstrates a considerable ability. Ex. generally professional, minor IEEE lapses or design flaws
	

Work demonstrates an exceptional ability. Few (max 2)  to no minor suggestions for improvement. (Almost) Flawless. 

	Introduction and Conclusion 10 marks: 
Introduction states topic, main point, and content summary. Conclusion gives action to reader and reason why.

	

Insufficient evidence for assessment
	

Work demonstrates limited ability to explain /  analyse /  present. 

	

Work demonstrates some ability to explain /  analyse /  present.

	

Work demonstrates a considerable ability to explain / analyse / present. 

	

Work demonstrates an exceptional ability to explain /  analyse /  present. Few (max 2) to no minor suggestions for improvement. 

	Background and Facts 20 marks: 

Contains required information. Well-structured, well-detailed, transitions well between paragraphs, is based on fact, reader gets good overview. There is a clear standard used for the comparison and the inspection / evaluation links to that standard. Clear why evaluation method is being used. Clear how inspection was conducted. Clear what results are. Justification for pass / fail is logical and is based on the standard selected. 
	


Insufficient evidence for assessment
	


Work demonstrates limited ability to explain /  analyse /  present. No structure, all vague, shows little analysis and ability to evaluate, compare, and justify inspection results.

	


Work demonstrates some ability to explain /  analyse /  present. Hard to follow, somewhat vague, shows some analysis and ability to evaluate, compare, and justify inspection results.

	


Work demonstrates a considerable ability to explain / analyse / present. Easy to follow, generally good detail, shows considerable analysis and ability to evaluate, compare, and justify inspection results.

	


Work demonstrates an exceptional ability to explain /  analyse /  present. Few (max 2) to no minor suggestions for improvement. Exceptional structure, detail, analysis and ability to evaluate, compare, and justify inspection results.




