
WRITE-UP FORMAT

Project Report Format & Grading
This document describes the format for your team project final written report and the grading criteria. Your report should have the following sections:
· Title page (5 points)
· Abstract (5 points)
· Table of Contents ( 5 points)
· Introduction (5 points) 
· Detailed Study and Comparative Analysis (40 points) 
· Recommendations (5 points) 
· Conclusion (5 points) 
· References (5 points if any) 
· Overall Quality (10 points) 
· Justifying Points (5 points) 
· Follows Editing Guidelines (5 points) 
· Length (5 points) 
· Extra Credit (up to 5 points extra credit) 
Section: Introduction
· Describe your objectives or goals for your report, motivation for studying this topic, and any relevant background for this topic. 
· Provide an outline of your entire report, stating what sections you have and a 1-2 sentence description of each section. 

Section(s): Detailed Study
This is the main part of your report.
Notes:
· Remember the non-technical focus required. 
· Be sure to cite your references whenever appropriate. For each citation explain clearly what relationship it has to that part of your report
· Be very careful about copying materials you find in your research. 

Section: Conclusion
Please do not give a summary repeating what you have already written. Instead provide an insightful set of final thoughts about your topic. Leave the reader inspired about your topic and analysis. For example, you could end with a vision of the future if your standards are fully agreed upon and properly deployed...

Section: Appendices and Technical Appendices (if appropriate)
Any detailed information that would clog down the main report, such as technical details. 

Section: References
This section lists all references you cited in the rest of your report.

Other Aspects of your Project Report

Overall Quality
Is the answer thorough, well thought- thorough and insightful?
Is the answer clear? Is it well written?

Editing (negative points)
Spell Checking and Grammar Checking
You have to be able to express yourself clearly for others to understand you and your ideas. Proofread and check the grammar of your work. Make sure it would be clear to every member of the class. All word processors come with spell checkers. In addition, most include grammar checkers. Note that spell checking is but a small part of proofreading. We can still use good grammar even if the spell checker does not find any spelling mistakes.

Editing Grading
Have the answer been proofread? Are the spelling and grammar correct?
Grading (maximum of 5 points off):
proofread, with correct spelling and grammar - full credit 
a few spelling mistakes: minus 1 point 
several spelling mistakes: minus 3 points 
a few grammatical mistakes: minus 1 point 
several grammatical mistakes: minus 3 points 

Length (negative points)
Your report should be at least 10 pages long, using Times New Roman font size 12 single spaced (20 double spaced), 1 inch margins and without large gaps between sections. This page amount does not include your title page, illustrations, long or numerous tables, reference list and appendices.
Grading: minus 1 point per every two pages missing.

Extra Credit (up to 5 points)
Was the answer exceptional in some way?
Grading:
exceptional in some way - extra 3 points 
exceptional in multiple ways - extra 5 points 
  
