Project IVB: Checklist
To Be Included in your Project IV Portfolio
NB: Please note that a paper containing all the items on this checklist is not automatically earning 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. 
**Would you like detailed in-text comments? 

    YES



     NO

Checklist: 





Student’s


Instructor’s







Assessment


Assessment
General:
--Does your paper contain all 4 major elements
__________


__________ an abstract, an introduction, body sections & a
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?
__________


__________

(This should be avoided.)

--Is the proper APA header on each page? 

__________


__________

--Does each of the sections have a heading

__________


__________

which is properly centered, titled & bolded?

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


__________

descriptive?

--Are each of the entries in your References list 
__________


__________

properly cited in APA format & not built from 

an online citation builder?

--Is your paper generally written in past tense?

__________


__________

--Do you use passive voice (where applicable)?
__________


__________
Abstract:
--Is the abstract on its own separate page?

__________


__________
--Is it between 120 & 250 words?


__________


__________
--Is the first line indented (to be avoided)?

__________


__________
--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/introduce your topic? 

__________


__________
--Do you define key terms which your readers needs
__________


__________
to know in order to understand your topic?

--Do you explain why it is important to the field?
__________


__________
--Do you establish your reason for choosing your 
__________


__________
topic?

--Do you identify the scope of your project? 

__________


__________

(What trends/debates are not included?)
--Do you explain your methods – how you 

__________


__________
chose your sources and why you included the ones

you did?

--Do you mention which search terms you used to 
__________


__________
conduct your research? 

--Do you have a thesis statement?


__________


__________
--Does that thesis statement act as a road map and
__________


__________

identify the main trends/topics you will be discussing?

--Does your thesis argue a perspective and not a 
__________


__________
particular argument?
Body:
--Are you careful to synthesize, using key

__________


__________
comparison & contrast words from our

class discussion? 

--Do you show the relationships between your texts,
__________


__________
pointing out similarities, differences, areas of overlap

& areas of controversy?
--Do you only use the main points of your research, 
__________


__________
avoiding specific examples unless absolutely necessary?

--Do you begin and end each paragraph with your 
__________


__________
own voice/thoughts – using umbrella sentences?

--How many direct quotations do you use? Is this 
__________


__________
too many?

--Are your body paragraphs divided up by topics with
__________


__________
appropriate headings?

--Is every piece of information you pulled from your
__________


__________
research properly cited with APA in-text citations?

(Yes, almost every sentence should have an in-text citation.)

Conclusion:
--Do you restate your thesis & briefly summarize 
__________


__________
your main ideas?

--Do you address any flaws you might have in your
__________


__________
own research?

--Do you address how these flaws can be improved?
__________


__________

--Do you address any gaps that you might have 
__________


__________
noticed in the research?

--Do you identify what the implications of your
__________


__________
research are – answer the question, “so what?”

--Do you address any future steps the research

__________


__________
might take? 

Miscellaneous:

--Is your paper at least 8 FULL pages long? 

__________


__________
--Did you include this sheet in your portfolio?

__________


__________

--Is your cover letter in your portfolio?

__________


__________

--Did you include a References page?


__________


__________

--Did you include any and all rough drafts & 

__________


__________
prewriting activities (incl. a list of search terms)?
--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 the situation”; (2) “a clear and logical argument”; (3) “thoughtful use of textual evidence”; and (4) “effective use of formal stylistic conventions.” 

Grade: _________
Instructor Comments:
