WRITING STANDARDS

 

You can expect superior evaluations for your reports if you hand in work that you carefully craft after many drafts. Company executive teams should edit each other's work. Give yourself time. Good writing takes time. Proofread everything that you submit to me. Make your printouts dark, clear, and professional looking.

Your objective is to eliminate my red negative comments on your papers. I pledge to circle every writing problem that I see on your papers with my red pen. If I miss any, you're lucky or I'm not concentrating.

Good writing should be clear, direct, and simple. Use words purposefully, not wastefully. Simple is more efficient, economical, dependable, therefore, better. Directness and clarity make the difference between writing that communicates and mere words on the page. Use language that is clear, concrete, quantitative and familiar. Use your dictionaries, grammar books, spelling and grammar software checkers, your critical eyes, your friends' and teammates' eyes, and other available editing tools to polish your papers before I see them. Read your papers aloud to hear any mistakes. 

Means delete.
1. Gack! - Response to something in the paper so bad that it makes the reader gag
2. Spelling (usually denoted SP)

3. Needless reiteration of facts in the case

4. Poor grammar (usually denoted PG)

5. Awkward sentence

6. Long sentence 

7. No topic sentence in your paragraph

8. Develop paragraphs through detail, example, definition, classification, comparison and contrast, analogy, or cause and effect
9. Poor choice of words - any piece of writing gains clarity through carefully chosen words (usually denoted CW); use the best word
10. Vague/Unclear. Be specific

11. Incomplete identification of.... 

12. Argument lacks support and/or evidence - wimpy or lame argument

13. Always show your financial calculations, usually in an Appendix

14. "Being" in a sentence is awkward, don’t use it or I will penalize your work.

15. Unnecessary Embellishment (usually denoted UE) - carries a 15 yard penalty as well as loss of points

16. Weasel Words - (usually denoted WW)

Definition: "Words of convenient ambiguity, or a statement from which the original meaning has been sucked or retracted." "An equivocal word, one that is meant to deprive a statement of its force or evade direct commitment, one that retreats from taking a direct or forthright position.”
EXAMPLES-"a lot of," "a few, "more or less," "a bit," "to a point," "a little," "some," "pretty good, "hard-hitting style," "real life approach," (add to my list here as you hear and see them)

17. Use Active Voice not passive voice (usually denoted PV)

The difference is: 

Active - "Who does what?" 

Passive - "What was done by whom?"

Make printouts dark, clear, and professional 

18. Poor Use of "it" and "this." Make sure "it" is clear to the reader what "it" or "this" refers to or else use the proper noun (pun intended)

19. Avoid: "-ize" words, "really," always, never, all, truly, basically, obviously, swearing in your papers, or starting a sentence with "and" or "also"

20. Make your assumptions explicit, not implicit.

21. "Is" Sickness — Avoid overuse of the verb "to be." Overuse of "is" represents a symptom of weak writing. Replace "is" sickness words with strong verbs.

My grading scale for reports: Points Awarded and usual interpretation

10 A+ Inspired by God, perfect, I want a copy for my files

9 A- Not as good as the above, but still excellent

8 B+ A few errors with an effective argument

7 B- A little bit better than average?

6 C+ Average Quality

5 C- Average Quality

4 D+ A little bit worse than average?

3 D- Barely adequate?

2 F+ Poor, but still somehow fulfills the assignment

1 F- Worse than the above

0 No paper or note of apology

Report Specifications Applicable to all Written Assignments

All papers written by individuals or groups must be typed or printed and double-spaced on standard 8 1/2 x 11 inch plain white paper providing a dark professional-looking copy from your printer. Proofread your printouts! Papers must have a cover sheet with your company number, company logo and company name, individual names, course, instructor, section number, date, and name of case or assignment (preferable in that order). Please do not put your name on any pages of the report. Staple your report to the cover sheet. Please have at least 1" margins top, bottom, and 1.25” sides for space for comments. Spelling, grammar, topic sentences, punctuation, and use of active voice all matter to me. Check instructor writing standards on my web page. Careful proofreading of your work by you and your group, and by anyone else who will read your papers, should help you to meet the writing standards for this course and to help prepare you for employment as a college graduate.
Content of case papers

In general, I will grade your papers on the basis of the reasonableness of your arguments and assumptions as well as the quality of your analysis and reasoning along with supporting evidence. I am concerned with your ability to separate the important from the less important, the urgent from the less urgent. You may assume that the reader is thoroughly familiar with the facts of the case and does not require your repeating them in a purely descriptive manner. You should present case facts to defend a position you take, or as a basis for analyzing a situation or to draw attention to certain implications you recognize. But do not needlessly reiterate any portion of the case data.

Late Papers
I do not accept late papers. In the event you can't attend class due to job interview, etc., you should somehow get them to me.  Mail your papers to me as attachments via e-mail. Fax them.   Put them under my door. Someone on your company officer team should be able to get a paper to me on time.

