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I. Rationale:
A. Clear, analytical writing is essential for all professionals, yet it is often neglected, to their detriment.
1. Clear, organized, specific writing underlies critical thinking and effective problem-solving.
2. Computer-based word-processing skills are essential for all professionals.
II. Language:

A. Papers will be submitted in English.
B. Students may observe MLA, APA, or similar guides

C. Students for whom English is a second language and who request special consideration will be graded by relaxed grammar rules
1. All other standards will apply

III. General Expectations:

A. Analysis: The paper should be a fact-based analysis. Note: a report is not an analysis.

1. Support your statements with facts, figures, quotations from authoritative sources, appropriate theories from the academic literature.
2. Document your sources.

B. Form: A paper at this level should have:
1. A title page

2. An automated Table of Contents—not typed.
3. Headers and/or footers

4. An appendix, including a bibliography and any other supporting documentation.

C. Length: Your paper should be as long as necessary and as short as possible.

1. It is highly unlikely that a paper under 3,000 words in length has the depth of analysis that is required.
2. As a rule of thumb, there are 700-750 words per page of single-spaced business writing.
IV. The Grading Rubric:
A. Grades will be awarded on three criteria:
1. Timeliness

2. Writing

3. Analysis

B. Timeliness:

1. Fairness dictates that all students work within the same time restrictions. Also, efficient administration of the course requires that I receive assignments within a reasonable period.

2. Assignments submitted after the deadline without my written approval:

a) 1-2 days late: -1 point

b) 2-7 days late: -2 points

c) Over 7 days late: no points will be awarded
3. Getting an extension:

a) Request extensions via e-mail, stating:
the reason for your request;
the date by which you will complete the assignment.

b) I will grant by approval via e-mail. 
	Timeliness

	<2 days late
	2-7 days late
	Over 7 days late

	-1
	-2
	-3 to -8 points


C. Writing

1. A paper with three small errors or less per page will have no points deducted. I may point out these errors, or make suggestions, so that you can learn and improve your writing and word-processing skills.
2. Ten of the 20 possible points are awarded for writing.

3. Points for writing will be deducted on the following basis:

	Grammar
	Citing Sources
	Structures
	Organization/Clarity

	Minor
	Significant (3-5/page)
	Severe

(>5/page)
	Errors impede

understanding
	Sloppy or inconsistent citation
	Missing

citation
	Deceptive
	Headers/ Footers, Headings, ToC
	Minor problems
	Structural problems
	Clarity impedes understanding

	0
	-1
	-2
	-4
	-1
	-2
	-10
	-1 to -3
	-1
	-2
	-3


D. Analysis

1. Ten of the 20 possible points are awarded for analysis.

2. Point for analysis will be deducted on the following basis:

	Support
	Depth
	Overall Analysis

	Inconsistent

Support
	Limited number of sources
	Over-reliance on a few sources
	Including trivial/obvious
	Omitting significant elements
	Disrupted logic
	Unclear purpose or conclusions
	Unsupported conclusions
	Illogical or missing conclusions
	Inconsistent with assignment objectives

	-1
	-3
	-4
	-1
	-4
	-6
	-2
	-3
	-4
	-6


V. Returns and Grades:
A. I do not return papers.
B. I rely on the rubric to provide feedback. In most cases this is adequate. In some situations, you may need more; if so, I would be happy to provide a more detailed critique of your paper.

C. If you feel that your grade is inaccurate, I will be happy to re-grade your paper—but be aware that this may result in your grade going up or down.
