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Avisually clear
and reader-
friendly layout

Instructor
Comments

Making your
main point
easy to find,
part1

Instructor
Comments

Making your
main point
easy to find,
part2

Instructor
Comments

Integration of
strations:
You (1)
explictly
roduce your
stration, (2)
add a label and
caption below
and (3)
follow up on it
as needed to
support the
point it makes
your report

Instructor
Comments

20pts
Your report demonstrates
outstanding ability to apply
advice about and samples of
layout, including typeface

choices, block paragraphing, use
of headings, and layout of lists to
create a report that is visually

clear and easy to read.

30pts
Your report clearly and
gracefully emphasizes your
‘main point in your subject
roduction, and
closing. You sign your
report and add your
credentials below your

20pts
Your report revealsits
structure clearly and
gracefully by using a
blueprint and matching
headings, as in Weeks 1-
3 samples.

40pts

You (1) explictly introduce your
illustration, (2) add a label and
caption below it, and (3) follow up

onitas needed to support the
point it makes in your report.

175 pts
Your report makes

effective use of
advice about and
samples of ayout,

10pts
Your report makes a
good start towards
applying advice about
and samples of ayout,

including typeface | including typeface 05/20pts
choices, block choices, block
paragraphing, use of | paragraphing, use of
headings, and layout | headings, and layout of
of lsts.
20pts 10pts
Your report meets Your report meets
assignment criteria for | assignment criteria for
emphasizing yourmain | emphasizing your main
in two of the pointin one of the.
locations: | following locations: 25/30pts
your subject line, your subject line,
introduction, and introduction, and
closing. closing.
15pts 10pts
Your report reveals | Your report revealsits
its structure by using | structure by using a
ablueprint and blueprint and headings,
matching headings, 0/20pts
asin Weeks 1-3 presentation may not be
samples. an exact match.
30pts 20pts 10pts
Youintegrate | Youintegrate | Youinclude
your your illustrations
illustration(s)in | illustrationls)in | without
e two of the, one of the setting a
three ways three ways context for
described. described. them.
0/40pts
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Week 3 Submission: ILLUSTRATED BUSINESS-STYLE REPORT (1)

Criteria Ratings Pts
Wiing for an 15pts 10pts o0spts 05pts
audience in Your report Your report Your report Your
Plain addresses its addresses its addressesits report
Language, as specified audience-- | specified audience-- | specified audience-- | addresses
described by members of this members of this members of this other
the Center for class--using three of | class--using twoof | class—using one of | experts
Plain Language the followin: the following: the followin: inyour | 5500k
R readabilty stats, readability stats, readability stat field. Opts
e common words, common words, common words,
activevoice,anda | activevoice,anda | active voice, anda
proper tone to proper tone to proper tone to
explain a technical | explain a technical | explain a technical
conceptin your field | conceptin your field. | conceptin your field.
Use of 40pts 30pts 20pts
concrete detail | Your report Yourreport Yourreport
that your demonstrates demonstrates your demonstrates your
general or outstanding abilty to | abilty to support most | abilty o frequently
mixed support general general statements with | support general
audience AN statements withspecfc | specifc examples- statements with specific
rebte 03 oxamples-briet, brief, narai examples-—brief,
support for mrrz:ve, and extended-- raratve nd 1/40pts
generalizations | extended--andwith | comparisons/metaphors | extended--and with
and technical | comparisons/metaphors | that your audience can | comparisons/metaphors
concepts. that your audience can | relate to. that your audience can
relateto. relate to.
Istuctor
Comments
Avisually lear | 90 pys 175 pts 10pts
and reader | Your report demonstrates Yourreport makes | Your report makes a
friendly1ayout  outstanding abilty to apply effective use of good start towards
. advice about and samples of advice aboutand | applying advice about
e layout, including typeface samples of layout, | and samples of ayout,
choices, block paragraphing, use | including typeface | including typeface 05/20pts
of headings, and layout of| choices, block choices, block
create areport thatis visually | paragraphing, use of | paragraphing, use of
clear and easy to read. headings, and layout | headings, and layout of

oflists. lists.
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Editing for
correctness,
including
parallelism,
pronoun
agreement,
and correct
speling,
grammar, and
punctuation,
through use of
an electronic
checker

Instructor
Comments

30pts
Your report demonstrates
Your abilty to ecit very

wellfor correctness,
including parallelism,
pronoun agreement, and
correct spelling, grammar,
and punctuation.

25pts
Yourreport
demonstrates your
ability to edit, with only
afew errors, for
correctnessin
parallelism, pronoun
agreement, spelling,
‘grammar, and
punctuation.

10pts

Your report displays a
need for further study
‘and practice of
principles covered by
an electronic checker,
asin Ms Word or
Grammarly.com.

2/30pts

Total Points: 8.0




