Guidelines For Written Reports

General Guidelines

Paper should be typewritten

A title page including a centered title, group member name, professor, project number, and date

A bibliography in APA format should accompany the report

Double-Space the entire paper

Use headings to divide the work when appropriate

Staple report together before class

Proofread for spelling, grammatical errors, ect. 

Attach the evaluation to the front of the report. Five point deduction for failing to attach the form. 

Content

Accurate information, evidence of research

Topic and purpose are clear

Supporting details are relevant and necessary

Writing is focused

Paper responds to all aspects of assignment

Closing summarizes and emphasizes main ideas

Reference criteria met

Evidence of critical thinking

Depth of topic development sufficient

Organization

Organizational Clarity

Appropriate writing skills

Writing is coherent

All parts relate to overarching focus

Transitional devises guide the reader

Important ideas are given appropriate emphasis

Ending brings closure by summing up, restating, commenting, or evaluating

Turned in on time

Reasoning

Analysis is logical and well-developed

Visual material is integrated with analysis

Conclusions follow logically from evidence presented

