The Formal Paper Grading Form
This form summarizes the points earned for a formal paper, focusing on the three categories of Content and Organization: Readability and Style; and Mechanics. It provides spaces for comments on any feature that needs special attention for remediation or for reinforcement. 
This form can be customized for different assignments by including specific key points and requirements of the assignment, as appropriate, in the bullet point areas. Add or delete lines as needed to document the particular features or ideas you will be looking for while grading the paper. The red items on the form are specific to the paper you will be grading for this assignment. 
It is recommend that you save this form to the hard drive of your computer so that you can use it in your future classes. Each time you grade a student paper, you will copy the table and paste it at the end of the student paper.  When the grading process is complete, you will return the student’s paper, which will contain the feedback form and score for the assignment.  

How to Use the Formal Paper Grading Form
1. Copy and paste the Formal Paper Grading Form at the end of the student paper. 


2. Grade the paper, using the Insert > Comments feature and / or by editing your comments directly in the body of the text.

3. If using the Comments feature, add a note at the top of the paper, such as “See comments inserted in text.”  Typically the comments appear as bubbles in the right margin.  Depending on the version of Microsoft( Word that is in use, the body text may be marked in red font and the comment is not displayed.  In this case, the user must rollover the red text and the comment will pop up. 

4. Complete the grading form with additional comments where applicable.  It is not necessary to record a comment for every item. 


5. Enter the student’s score for each of the three main categories of Content and Organization; Readability and Style; and Mechanics. Optionally, you may enter points for each subcategory. Calculate and enter a total score. 

6. In your classes you will post all feedback for students to the respective student’s Individual Newsgroup (ING).  You can copy/paste the rubric and include it with the actual paper or post a separate note to the student’s ING with the rubric copied/pasted to the body of an OE note. 

Formal Paper Grading Form
(Instructions follow the form)
	Content and Organization 
70 Percent
	Points Earned
	Comments:

	  
	  
	  

	All key elements of the assignment are covered in a substantive way.
· Add assignment requirements as needed
· 
	  
	

	The content is comprehensive, accurate, and /or persuasive.
	  
	

	The paper develops a central theme or idea, directed toward the appropriate audience.
	 
	  

	The paper links theory to relevant examples of current experience and industry practice and uses the vocabulary of the theory correctly.
	 
	  

	Major points are stated clearly; are supported by specific details, examples, or analysis; and are organized logically.
· Add major points as needed 
· 
	 
	

	The introduction provides sufficient background on the topic and previews major points.
	
	

	The conclusion is logical, flows from the body of the paper, and reviews the major points.
	 
	

	  
	  
	  

	Readability and Style  
15 Percent
	Points Earned
	Comments:  

	  
	
	  

	Paragraph transitions are present and logical and maintain the flow throughout the paper.
	 
	  

	The tone is appropriate to the content and assignment. 
	
	  

	Sentences are complete, clear, and concise.
	 
	  

	Sentences are well-constructed, with consistently strong, varied sentences.
	
	  

	Sentence transitions are present and maintain the flow of thought.
	 
	  

	  
	  
	  

	Mechanics 
15 Percent
	Points Earned
	Comments:  

	  
	 
	  

	The paper, including the title page, reference page, tables, and appendices, follow APA guidelines for format.
	 
	  

	Citations of original works within the body of the paper follow APA guidelines.
	 
	  

	The paper is laid out with effective use of headings, font styles, and white space.
	 
	  

	Rules of grammar, usage, and punctuation are followed.
	
	  

	Spelling is correct.
	
	  

	  
	  
	  

	Total 100 
Percent
	Points Earned
	Comments:
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