 BOX SHOWING THE FOUR GRADING STANDARDS  (12-09)

1. CONTENTS: Are the contents as follows for your particular type of paper? 
    
        Are the contents appropriate, interesting, and full (2200-3000 words, min. 2000)? 
        Have you imagined your audience as primarily other intelligent students?    
        Have you used reasoning that makes sense on a reasonable, narrow, specific subject? 
        Have you developed each body section for at least 1.5 pp.?   
        Though background info is OK, have you gone deeper and broader than the information on your subject in our 
   textbooks and/or lectures? 
        Have you labeled the paper with quotations in bold and the main thesis/subject sent. in the intro 
          underlined?    
     
2. SUPPORTING DETAILS: Are the details as follows for your paper? 
     
        Intro and Conclusion: two strong quotations (one in each) (none required for “Presentation”),  
        Body: 3-6 quotations per section (or 1-4 quotations + 2 paraphrases); they must be substantial.  (Presentation writers—your paintings, drawings, etc. replace your need for quotations.)        
        Provide author names beforehand, the quotation, and then the page number (hardcopy source; no number needed for Web pages): for example, According to Jane Smith of Harvard University, “Plato respected Socrates” (35).   
        Quotes longer than 4 typed lines should be properly indented.   
        Don’t just toss in a quote.  Introduce it with an introductory sentence helping the reader know the purpose, value, or meaning of the quote.  Then start the quote itself with an “According to ___” or “___ says,”—naming at least the author’s last name. 
        3+ sources: at least one from physical library (with others allowed from the Web): You’ll need to have a separate bibliography page of at least three sources (beyond our textbooks) that you have used in your paper.  (Presentation people, this includes you, too—all of this section "3." about sources.)
        - One of your sources MUST BE A PHYSICAL COPY YOU PHYSICALLY HELD IN YOUR HANDS FROM A PHYSICAL, LARGE LIBRARY( like the IHCC library or larger).  You also must provide page numbers for it: after each quotation from it, you must write the page number the quotation is on (as described above).
    - You must actually quote (or use a painting or drawing, etc.) from these three sources!
    - You may not use the course books for the 3 min. sources. 
          - Regular encyclopedias and dictionaries (like Wikipedia, quotation sites, Websters, etc.) will NOT 
      count for your minimum required sources and quotations (but may be used additionally).
    - Our course textbooks (Lamm, Fiero, and Jewell) will NOT count for your minimum required
      sources and quotations (but may be used additionally).
    - You must have a separate bibliography page. 
          - Type the bib. using proper MLA or APA style: click here to see the basics of "Quoting, Paraphrasing, & Avoiding  Plagiarism."  You also must use NoodleTools Bibliography Maker (or another web bibliography maker of your own choosing).  IHCC has a subscription.  It forms your bibliographies for you by asking you questions (e.g., "Who is the author?"); then it makes your entry for you, which you copy to your paper. Ask Richard for the first-time password if you use your own computer.  Click on NoodleTools  to start using it, or go to the lower-right corner of www.richardjewell.net .
    - The other sources can be from any library or even from the Internet, but only if they are good, academic sources considered reliable and valuable.  (Presentation writers—some or all of your 3+ sources can be your works of art, but provide the source both in the paper and in the bibliography.) 
        Extra Credit: You can get extra credit for having a large number of good sources.
    
3. ORGANIZATION: Does the organization have the following parts? 
     
        TITLE: an original title that you have made up yourself.     
        INTRODUCTION: Only 1 paragraph (subtitle optional). 
        SUMMARY [for some types of papers—see “Set A” & “B” below]: Place it after the Intro. & before the Body.  Start it with an Underlined Subtitle.  Make it only1 paragraph of 100+ w.  (required for some papers; only optional for others and cannot count for min. word count) 
        BODY:   Start each body section with a Subtitle + an introductory topic sentence stating the subject of the body section.  Each body section should be at least 3 paragraphs long, and at least 1.5 pages long. 
        CONCLUSION: Only 1 paragraph (subtitle optional).
 

        ORGANIZATION OF EACH SPECIFIC TYPE OF PAPER: SEE “Set A” & “Set B” below.    
      
4. ACADEMIC/ PROFESSIONAL APPEARANCE: Have you edited and printed the paper well, as follows? 
       
4a. Paragraph Structure: 
     
        Do you have at least 3 paragraphs in every body section? 
        Is each paragraph at least 2 sentences long but less than 200 words in length? 
        Does each longer paragraph have a topic statement at its beginning? 
         
4b. Mechanics (grammar, spelling, & punctuation):   
      
        Don't use “you/your" and "I/my/me/mine" except as they occur in "quotes." 
        Keep to the same verb tense as consistently as reasonably possible. 
        The 1st sentence of each main body section should be a topic sentence. 
4c. Printing: Have you typed the manuscript formally for academics/professionals, according to the following standards (not applicable to those creating Web-page reports)? 
        Use MSWord when typing. AVOID MSWorks (it creates format problems in later drafts)!
Which do you have?  Check out MSWord free of charge from IHCC’s “Technology Services.”) 
        Margins: 1" margins that are equal on both sides, and about equal on top and bottom;  
        No Extra-Large Margins: (go to “Miscellaneous” on the course Web site for directions; or in MS Word, mark the entire file, then go to “Format,” “Paragraphs,” and “Line and Page Breaks,” and uncheck all four boxes in "pagination.");  
        Page #s: Numbers on right or middle of page, placed in the margin (place the p. # in the margin, not before or after the margin);  
        Double Spacing: true double spacing—15-20 double-spaced lines per every 6";  
        Paragraph Printing: paragraphs that are indented 5-8 spaces at 1st line, with no extra line spaces between paragraphs.  
        Subs: Underlined Subtitles alone on lines, with no colons, in neither bold nor italics; 
        Paper: 20# bond (standard printer paper--this sheet of paper is 20# bond);  
        Style of Print: clean, dark, ragged-right, letter-quality, 12-point font (this sheet uses 12-point font). 
