Research Reports: Grading Check sheet

Content/Organization

Front matter:  has all parts

Title page clear

Abstract: informative, summarizes

TOC: clear, matches headings

List of tables/figures

Section headings to at least 2nd level

Figures/tables (at least 2): 

Next to text

Referred to in text

Captioned correctly

Lists source material

Appropriate for data/properly done

Content:

Well-researched

Fulfills purpose as stated in intro/assignment

Sections divided up logically with appropriate materials:

Introduction

Methods

Results

Conclusions

Recommendations

Transitions effectively with no back-to-back headings

Length: around 2500-3200 words

Back matter:

References right (including citations in text)
Glossary/appendix if needed

Grammar/style

Quote sparingly, with in-text citations provided

Coherent paragraphs, sentences

Grammatically correct!

Proofread!

Tone: expert to general but educated audience

Document Design

Font: serif; headings in sans-serif OR font showing enough distinction from text font
Section headings font/size consistent at each level

Line spacing: single spaced, double between paragraphs

Enough white space between sections; effective queuing and chunking
Margins: at least 1.25/1.00

Page numbers: correctly done (front matter paginated separately)
Overall comments:

