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	TWRT/BUS/EWRT 62: Analytical Report Rubric


	

	1.
	Format (10 pts)
	

	
	· Report appears in memorandum or letter format as appropriate and follows standard conventions.

· Headings are clearly distinguished from text by white space, font type, and other characteristics.

· White space is used effectively in the document; items within sections are visibly grouped together.

· Font types and sizes throughout are pleasing to the eye and create a crisp look.

· Report includes all necessary sections and information with appropriate headings.

· Bullets, if used, are formatted well and appropriately spaced.

· Conventions for indicating titles and sections are effective and consistent.

· Graphics and illustrations, if used, are useful and crisp looking.
	

	2.
	Style and Content (20 pts)
	

	
	· Report has an effective introduction that indicates purpose, audience, and organization.

· Report provides accurate, specific, and concrete discussion based on the case study provided.

· Discussion section builds a firm base for the report’s conclusions, recommendations, and decisions.

· Report uses an effective organizational strategy – classical argument, pro and con, choice of alternative/criteria, or problem/solution – to clearly layout relevant data.

· Report presents FACTS and argues persuasively and ethically for a conclusion and/or recommended action.

· Information in the report effectively and comprehensively analyzes and synthesizes data presented in the case study.

· Logical and reasonable assumptions are made where needed to create appropriate context and to allow for deep, sound strategic thinking.

· Information is organized effectively with an appropriate amount of detail.
· Writing is clear, concise, fluid, and establishes the credibility of the writer.
· Paragraphs concentrate on one main idea and begin with a topic sentence that provides transition between paragraphs.
	

	3.
	Grammar, Mechanics, and Punctuation (10 pts)
	

	
	· Rules of standard American English grammar and usage are appropriately applied.

· Spelling is correct and the analytical report has been carefully proofread.

· All items in bullet lists are parallel. Grammatical structure within sentences and headings is parallel.

· Verb tense is consistent and appropriate; verbs are active (instead of passive) as much as possible.

· Structure and word order follow standard American English grammar and usage conventions.

· Conventions of capitalization are followed correctly.

· Punctuation rules and conventions are adhered to (apostrophes, parentheses, etc.).
· Expletives (it, there) and unclear demonstratives (this, that, these, those without a noun) are avoided.
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