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	TWRT/BUS/EWRT 62: Progress Report Rubric


	

	1.
	Format (10 pts)
	

	
	· Report appears in correspondence or standard format and follows appropriate conventions.

· Report includes all necessary sections with appropriate headings, such as: Introduction, Project Description, Work Completed, Work Planned for Future Periods, Appraisal of Progress, etc.

· 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.

· Bullet lists and tables are used to call out particularly important information and to help organize the document itself. They are formatted well and appropriately spaced.

· Graphics and illustrations are useful and crisp looking. 
	

	2.
	Style and Content (20 pts)
	

	
	· Report is effectively broken down into appropriate sections and clearly indicates purpose, audience, and organization. 

· The person, group, or organization for which the report was created is clearly identified as is the person, group, or organization that is creating the report. Throughout the document it is clear which party is responsible for each part of the proposed action.

· The report clearly identifies the components of the project to be completed, responsibility and status of each component, target and completion dates, and next steps.

· The report focuses on SPECIFIC details such as precise services offered, costs, dates, and measurable results. 

· Work is divided where possible into logical groupings: phases, tasks, and/or sub-tasks for example. Every action must be accounted for, even minor tasks. Be thorough. (May be useful to include a table with a master timeline of all tasks with target and completion dates, responsible party, etc.)

· Concrete description of work completed and outstanding is provided with a clear explanation of how the project will proceed. 

· The deliverables of the project are clearly identified and are attached to a timeline.

· Tone of the report is confident and credible. The report seems real rather than hypothetical. (Use your imagination to supplement with specifics about people, place, needs, and details as needed.)

· Information is organized effectively with an appropriate amount of detail. Redundancy is eliminated.
· Vague or unethical statements or promises are eliminated.
· 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.
· Regional or culturally specific jargon is eliminated; writing is culturally-sensitive and appropriate to an American audience.
	

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

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

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

· All items in bullet lists are parallel. Grammatical structure is parallel.

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

· Structure and word order follow 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.
	


M. Reber
7/18/2007
1

