Project III: Checklist

To Be Stapled On Top of Your Final Draft
**This checklist must be printed out, filled in, and have the honor code at the bottom signed as a part of your Project III Portfolio. To complete the portfolio, you must have all of the required materials, and you must have them in a 2-pocket folder. Required materials include: your notecard with your research question, your observation notes, any prewriting exercises, any rough drafts as well as any feedback from the Writing Center,  your peer review sheet, your final draft, your Works Cited page, your cover letter and this checklist.
NB: Please note that a paper containing all the items on this checklist will not automatically earn an “A;” such a paper would only earn a “C” for meeting the basic requirements. In theory, you could simply arrange this information in bullet-point form. In order to perform well on this paper you must have all the information on this checklist, as well as an elevated level of writing, narrative fluidity, and a grasp of the purpose & audience of the project. 

Checklist: 





Student’s


Instructor’s







Assessment


Assessment
General:
--Does your paper contain all the 6 elements 

__________


__________

of the social sciences formal report? (Abstract,
Introduction, Methods, Results, Discussion &

Conclusion.)

--Is your paper properly formatted in APA?

__________


__________
--Do you have a separate title page as your first
__________


__________
page? 
--Is that title page properly formatted with both an
__________


__________
abbreviated title (in all caps) and the phrase 
“running head” in the upper left?

--Is the page number in the upper right?

__________


__________

--Is the page number  preceded by your last name?
__________


__________

--Is the proper APA header on each page? 

__________


__________

--Does each of the six sections have a heading

__________


__________

which is properly centered, titled & bolded?

--Do you have a two-part title: informative and
__________


__________

descriptive?

--Do you use passive voice in the Methods and 
__________


__________

Results sections?

--Is your lab report written in past tense? 

__________


__________

--Do you use 1st person only in the Intro and the
__________


__________

Conclusion?
Abstract:
--Is the abstract on its own separate page (#2)?
__________


__________

--Is it between 120 & 250 words?


__________


__________
--Is the first line indented?



__________


__________

--Does it summarize your report, including

__________


__________
the purpose, methods, and results?
Introduction:
--Do you use one of the introductory strategies
__________


__________

identified and discussed in class? (Which one?)
--Do you define the problem/behavior that you
__________


__________

will explore in your report?
--Do you provide any relevant background

__________


__________

Information about the place you conducted your observation?
--Do you state your personal reason for choosing
__________


__________

the place of observation that you did?

--Do you confidently state your research question?
__________


__________
--Do you address your hypothesis – what results 
__________


__________

you expected to see? 

Methods:
--Did you answer how your observation was 

__________


__________

conducted? (E.g. where you sat, how you blended

in, what you wore, what materials you used)

--Did you answer where your observation was
__________


__________

conducted?

--Did you answer when your observation was

__________


__________

conducted? (Date, time, weather, etc.)

Results:
--Do you include a detailed translation of your

__________


__________

observation notes?

--Do you use passive voice & past tense?

__________


__________

--Do you use objective language?


__________


__________

--Do you organize your results chronologically or
__________


__________

on a case-by-case basis?

--Do you refrain from making judgments or 

__________


__________

answering the question “why”?

--Do you include any visuals (e.g. charts, graphs,
__________


__________

photos, etc.)?

--Are these visuals properly formatted with a label
__________


__________

and a title?

Discussion:
--Do you interpret your results here – and only here?
__________


__________

--Do you make connections between the participants
__________


__________

in your observation & answer your research question?

--Do you return to your predictions and discuss 
__________


__________

whether they were correct or not?

Conclusion:
--Do you summarize your results and discussion?
__________


__________

--Do you identify and address any biases you may 
__________


__________

Have brought to your observation?

--Do you identify and address any flaws in your 
__________


__________

observation methodology?

--Do you discuss future improvements?

__________


__________

--Do you conclude by addressing the next steps you 
__________


__________

or a reader might take?
Miscellaneous:
-- Is your paper at least 5 full pages long?

__________


__________

--Did you include this sheet in your portfolio?

__________


__________

--Is your cover letter in your portfolio?

__________


__________

--Did you include a Works Cited page?

__________


__________

--Did you include your Peer Review sheet?

__________


__________

--Did you include any and all rough drafts & 

__________


__________

prewriting activities (incl. observation notes?)
--Did you spell-check your final draft?


__________


__________

--Did you sign the Honor Pledge at the bottom?
__________


__________

Honor Pledge:

"I have neither given nor received unauthorized aid on this test or assignment.”







____________________________________

**Keep in mind: this project will be graded according to the criteria laid out in the First Year Writing Program Handbook: I will look for (1) “a purposeful response to the audience and situation”; (2) “a clear and logical argument”; (3) “thoughtful use of textual evidence”; and (4) “effective use of formal stylistic conventions.”
